CONDITIONS OF CONTRACT

In these Conditions, the Specification and any Agreement made between each Council and the Contractor, the following expressions shall apply:

	1.  Definitions
	

	
	
	

	1.1
	‘Agreement’


	means any formal documents entered into between the Contractor and the Council and includes the documents bound up herewith



	
	
	

	
	‘Client Officer’
	means the officer nominated by the Council or any person duly authorised by him in writing to act on his behalf or in the event of his death or ceasing to be the Client Officer for the purpose of this Agreement such other person as the Council shall within fourteen days of the death or cessation as aforesaid nominate for that purpose

	
	
	

	
	‘Contract Documents’
	means the Agreement and any documents duly signed on behalf of or sealed by the Contractor and the Council in pursuance of the terms and conditions contained in the Agreement or documents bound up herewith

	
	
	

	
	‘Contract Sum’
	means the charges for the provision of the Service set out in the Contract Documents

	
	
	

	
	‘Contractor'
	means      


	
	‘Council’
	Means       Council 

	
	
	

	
	'Service'
	means the provision of Service in accordance with the Tender Documentation and the Agreement 

	
	
	

	
	'Specification'
	means the specification for the Service as set out in Section 3 of the Tender Documentation

	
	
	

	
	‘Tender Documentation’
	means the Form of Tender and accompanying documentation that forms the Agreement

	
	
	

	
	“Parties”
	Means the Council and the Contractor

	
	
	

	1.3
	The masculine includes the feminine and in the case of a limited Contractor the indefinite article and the singular includes the plural and vice versa

	
	

	2.         Acceptance of Form of Tender

	
	

	2.1
	On acceptance of a Form of Tender by the Council the Contractor shall within 21 days deliver to the Council an agreement in the form set out in Schedule A

	
	

	2.2
	If the Contractor shall fail to comply with Condition 2.1 the Council may without prejudice to any other right or remedy available to it terminate the Agreement by notice to the Contractor having immediate effect



	3.   Commencement Date

	
	

	
	The Service shall be provided to the Council from       to       in respect of all cash collection Services

	
	

	4.   Contractor’s Obligation

	
	

	
	Services to be provided by the Contractor

	
	

	4.1

4.2

4.3

4.4
4.5
	The Contractor shall with due diligence and in a good and professional manner provide the Service in accordance with this Agreement using materials and workmanship of the quality and standards therein specified in accordance with the Specification provided that where and to the extent that approval of the quality of materials or quality and standards shall be to the reasonable satisfaction of the Client Officer

The Contractor is deemed to have inspected the locations set out in Appendix 1 of the Specification before submitting his Tender so as to have understood the nature and extent of the Service to be carried out and satisfied himself in relation to all matters connected with the Service

In carrying out the Service the Contractor shall act as principal and not as the agent of the Council so that the Contractor shall not (and shall procure that his agents and servants do not) say or do anything that might lead any other person to believe that the Contractor is acting as the agent of the Council and nothing in this Contract shall impose any liability on the Council in respect of any liability incurred by the Contractor to any other person but this shall not be taken to exclude or limit any liability of the Council to the Contractor that may arise by virtue of either a breach of this Contract or any negligence on the part of the Council , his staff or agents.

The Contractor shall take the steps reasonably required by the Council to prevent unauthorised persons being admitted to the locations set out in Appendix 1 of the Specification and if the Council gives the Contractor notice that any person is not to be admitted to or is to be removed from any of the said locations or is not to become involved in or is to be removed from involvement in the performance of the Service , the Contractor shall take all reasonable steps to comply with such notice and if required by the Council the Contractor shall replace any person removed under this Condition with another suitably qualified person and procure that any pass issued to the person removed is surrendered.
If and when instructed by the Council, the Contractor shall give to the Council a list of names and addresses of all persons who are or may be at any time concerned with the Services of any part of them, specifying the capacities in which they are so concerned, and giving such other particulars and evidence of identity and other supporting evidence as the Council may reasonably require. The decision of the Council as to whether any person is to be admitted to or is to be removed from any of the said locations is not to become involved in or is to be removed from involvement in the performance of the Service and as to whether the Contractor has furnished the information or taken the steps required of him by this Condition shall be final and conclusive and the Contractor shall bear the cost of any notice, instruction or decision of the Council under this Condition

	
	

	4.6
	The Contractor shall not delegate any duties or obligations arising under this Agreement otherwise than may be expressly permitted under its terms.

	
	

	4.7
	The Contractor shall provide the service in accordance with the Key Performance Indicators attached hereto. The Key Performance Indicators may be reviewed during the term of the Contract.  Where the Contractor is of the opinion that a Key Performance Indicator is not reasonable, it must provide a report to the Council setting out the reasons why it cannot achieve the Key Performance Indicator and proposing a revised Key Performance Indicator. If the Council considers that the Contractor’s report and proposal are reasonable it may agree a revised Key Performance Indicator with the Contractor.


	4.8
	The Contractor will be expected to be compliant with all of the Key Performance Indicators at all times.  If the Contractor fails to achieve any of the Key Performance Indicators it must set out in its monthly performance report to the Council a reasonable explanation as to why the Key Performance Indicator was not achieved.


	4.9
	Failure to achieve Key Performance Indicators without providing a reasonable explanation, will constitute a default under this contract and the Council may terminate the contract in accordance with Condition 6 

	
	

	
	Indemnities

	
	

	4.10
	The Contractor shall be liable for and shall indemnify the Council against any expense, liability, loss, claim or proceedings whatsoever arising under any statute or at common law in respect of personal injury to or death of any person whosoever arising out of the provision of the Service unless due to any act or neglect of the Council or of any person for whom the Council is responsible.

	
	

	4.11
	The Contractor shall be liable for and indemnify the Council against any expense, liability, loss, claim or proceedings in respect of any damage whatsoever to any property real or personal insofar as such damage arises out of the provision of the Service and is due to any negligence, omission or default of the Contractor or any person for whom the Contractor is responsible and shall include liability for any loss from the point of collection to transmission to the Council’s bank account 

	
	

	4.12
	The Contractor shall be liable for and fully indemnify the Council against all claims, demands, actions, costs, proceedings or liabilities whatsoever suffered and legal fees and costs incurred by the Council resulting from a breach of this agreement by the Contractor including:



	
	4.9.1
	Any act neglect or default of the Contractor’s employees or agents.

	
	
	

	
	4.9.2
	Breaches in respect of any matter arising from the supply of the Services resulting in any successful claim by any third party.

	
	

	4.13
	The insurance cover to which Condition 4.10, 4.11 and 4.12 applies shall, for any one occurrence or series of occurrences arising out of one event be not less than £5,000,000.00.

	
	

	4.14
	The Contractor shall produce evidence as the Council may reasonably require that the insurances referred to in Conditions 4.10, 4.11 and 4.12 hereof have been taken out and are in force at all material times.

	
	

	
	Confidentiality

	
	

	4.15
	The Contractor agrees to take reasonable steps to keep confidential information relating to the Council which comes into the Contractor’s possession and continue to maintain such confidentiality notwithstanding the termination of this Agreement save such information that falls within the public domain



	
	Data Protection and Freedom of Information 

	
	

	4.16
	The Contractor shall comply with the following requirements relating to the Data Protection Act 1998 (“the Act”)

	
	

	
	4.16.1
	Personal information as defined in the Data Protection Act 1998 (“the Act”) supplied by and /or processed on behalf of the Council (electronic or manual) is owned by the Council.  The Council is the Data Controller under the terms of the Act

	
	
	

	
	4.16.2
	The Contractor is the Data Processor under the terms of the Act

	
	
	

	
	4.16.3
	The Contractor shall maintain appropriate confidentiality and security arrangements in respect of personal information supplied by and /or processed on behalf of the council and must comply fully with the principles of the Act when processing that personal information

	
	
	

	
	4.16.4
	The Contractor shall provide to the Council upon request evidence to the Council’s reasonable satisfaction that it can comply with this obligation which for the avoidance of doubt is a fundamental condition of this Contract

	
	
	

	
	4.16.5
	The Council will monitor compliance by the Contractor as necessary and appropriate and reserves the right to terminate the contract for serious breaches that evidence an inability or unwillingness by the contractor to comply with data protection legislation

	
	
	

	
	4.16.6
	In the event of termination / early termination of the contract all personal information supplied by and /or processed on behalf of the Council which is in the possession of the Contractor will be returned to the Council

	
	
	

	
	4.16.7
	The Contractor shall refer any subject access requests to personal information supplied by and /or processed on behalf of the Council to the Council’s Data Protection Officer as soon as practicable after receipt of such a request and if in doubt as to whether such a request constitutes a subject access request under the Act shall liaise with the Council’s Data Protection Officer and shall follow any reasonable instructions that the Data Protection Officer shall give to the Contractor

	
	
	

	
	4.16.8

4.16.9

4.17

	The Contractor will ensure that any of their employees or agents involved in processing personal information receive appropriate data protection training and understand their responsibilities under the Act in respect of personal information supplied by and /or processed on behalf of the Council

The Contractor agrees to assist the Council at no extra cost with any requests for information relating to the provision of the Services and the parties acknowledge that, except for any information which is exempt from disclosure in accordance with the provisions of the Freedom of Information Act 2000 (FOIA) the content of this Contract is not Confidential Information.  The Council shall be responsible for determining in its absolute discretion whether any of the content of the Contract is exempt from disclosure in accordance with the provisions of the FOIA.  Notwithstanding any other term of this Contract, the Contractor hereby gives his consent for the Council to publish the Contract in its entirety, (but with any information which is exempt from disclosure in accordance with the provisions of the FOIA redacted) including from time to time agreed changes to the contract, to the general public 

Equalities Act 2010

The Contractor will deliver the Service fairly and without unlawful discrimination and shall have appropriately trained staff available to deal with equalities issues or complaints and monitor the same and the manner of dealing therewith and shall  pass such information to the Council upon request 

	
	
	

	5.   Council’s Obligation

	
	

	
	The Council shall pay the Contract Sum to the Contractor in accordance with paragraph 7.6 of the Specification




	6.   Termination

	
	

	6.1
	The Contractor shall notify the Council in writing immediately upon the occurrence of any of the following events:

	
	

	
	6.1.1
	Where the Contractor is an individual and if a petition is presented for the Contractor’s bankruptcy or a criminal bankruptcy order is made against the Contractor, or he makes any composition or arrangement with or for the benefit of creditors, or makes any conveyance or assignment for the benefit of creditors, or if an administrator is appointed to manage his affairs; or

	
	

	
	6.1.2
	Where the Contractor is not an individual but is a firm or a number of persons acting together in any capacity, if any event in 6.1.1 or 6.1.2 of this Condition occurs in respect of any partner in the firm or any of those persons or a petition is presented for the Contractor to be wound up as an unregistered company; or

	
	

	
	6.1.3
	Where the Contractor is a company, if the company passes a resolution for winding-up or dissolution (otherwise than for the purposes of and followed by an amalgamation or reconstruction) or the court makes an administration order or a winding-up order, or the company makes a composition or arrangement with its creditors, or an administrative receiver, receiver or manager is appointed by a creditor or by the court, or possession is taken of any of its property under the terms of a floating charge.

	
	

	6.2
	If the Contractor shall have committed a material breach of this Agreement and (if such breach is capable of remedy) shall have failed to remedy such breach in accordance with paragraph 5.6 of the Specification or, where the Contractor is an individual, if he shall die or be adjudged incapable of managing his affairs within the meaning of Part VII of the Mental Health Act 1983, the Council shall be entitled to terminate this Agreement by notice to the Contractor with immediate effect.  Thereupon, without prejudice to any other of its rights, the Council may complete the Service or have them completed by a third party and the Council shall not be liable to make any further payment to the Contractor until the Services have been completed in accordance with the requirements of the Agreement, and shall be entitled to deduct from any amount due to the Contractor the costs thereof incurred by the Council (including the Council’s own costs).  If the total cost to the Council exceeds the amount (if any) due to the Contractor, the difference shall be recoverable by the Council from the Contractor.

	
	

	6.3
	Termination under paragraphs 6.1 and 6.2 shall not prejudice or affect any right of action or remedy which shall have accrued or shall thereupon accrue to the Council.



	6.4
	Upon Termination or expiration of this Agreement for whatever reason the Contractor will remove at its own expense all equipment installed and belonging to the Contractor such as any electronic tracking system and will make good any damaged caused or pay for any losses arising therefrom. 



	6.5

6.6


	Upon Termination or expiration of this Agreement the Contractor shall co operate and assist the Council in the smooth transition of the Service to a new supplier and will not unreasonably withhold knowledge or resources to do so.

The Council reserves the right the terminate this Agreement at will upon giving one months notice to the Contractor

	
	

	7.   Miscellaneous

	
	

	
	Assignment

	
	

	7.1
	Neither the Council nor the Contractor shall without the written consent of the other assign this Agreement

	
	

	
	Sub-Contracting

	
	

	7.2
	The Contractor shall not sub-contract the provision of the Service or any part thereof without the prior written consent of the Client Officer

	
	

	
	Statutory Obligations

	
	

	7.3
	The Contractor shall comply with any statute, any statutory instrument, rule or order or any regulation or byelaw applicable to the Service

	
	

	
	Value Added Tax

	
	

	7.4
	The charges due to the Contractor under this Agreement shall be exclusive of any value added tax and the Council shall pay to the Bank any value added tax properly chargeable by the Commissioners of Customs and Excise on the provision to the Council of the Service by the Contractor under this Agreement

	
	

	
	Prevention of Corruption and Bribery

	
	

	7.5
	The Council shall be entitled to cancel this Agreement and to recover from the Contractor the amount of any loss resulting from such cancellation, if the Contractor shall have offered or given or agreed to give to any person any gift or consideration of any kind as an inducement or reward for doing or forbearing to do or for having done or forborne to do any action in relation to the obtaining or execution of this Agreement or for showing or forbearing to show favour or disfavour to any person in relation to this Agreement or any other agreement with the Council or if the like acts shall have been done by any person employed by him or acting on his behalf (whether with or without the knowledge of the Contractor) or if in relation to any agreement with the Council the Contractor shall have committed any offence under the Bribery Act 2010 or shall have given any fee or reward the receipt of which is an offence under sub-section (2) of Section 117 of the Local Government Act 1972 or any re-enactment thereof

	
	

	
	Notices

	
	

	7.6
	Any notice to be given under the terms of this Agreement shall be in writing and given by actual delivery or by registered post or by recorded delivery and if sent by registered post or by recorded delivery the Notice shall subject to proof to the contrary be deemed to have been received 48 hours after the date of posting

	
	

	
	Arbitration

	
	

	7.7
	All disputes or differences which shall at any time arise between the parties whether during the period that this Agreement operates or afterwards touching or concerning this Agreement or its construction or effect or the rights duties or liabilities of the parties hereunder or by virtue of it or otherwise or any other matter in any way connected with or arising out of the subject matter of this Agreement shall be referred to a single Arbitrator to be agreed upon by the parties or in default of agreement to be nominated by the President for the time being of the Chartered Institute of Arbitrators in accordance with the Arbitration Act 1996 or any statutory modification or re-enactment of it for the time being in force

	
	Waiver

	
	

	7.8
	The failure of either party to enforce at any time or for any period any one or more of the terms or conditions of this Agreement shall not be a waiver of them or of the right at any time subsequently to enforce all terms and conditions of this Agreement

	
	

	
	Variation

	
	

	7.9

	Any variation of the terms and conditions of this Agreement shall not be effective unless in writing and signed by both parties

	
	

	
	Force Majeure

	
	

	7.10
	Neither party shall be under any liability in any way whatsoever for any damage or loss arising out of any act of war, rebellion, civil commotion, fire, explosion, earthquake, Act of God or by any other cause outside of their reasonable control, save that such liability shall only be suspended during the period of the circumstances concerned

	
	

	
	Contracts (Rights of Third Parties) Act 1999

	
	

	7.11
	Notwithstanding any other provisions of this Agreement nothing in this Agreement confers or purports to confer any right to enforce any of its terms on any person who is not a party to it

	
	

	
	Proper Law

	
	

	7.12
	This Agreement shall be governed by and construed in accordance with the Laws of England



	
	Standards and Accreditation



	7.13
	All standards referred to in this Agreement may be substituted with equivalent standards that are acceptable to the Council and permitted under the Laws of England


Section 3

Specification

SPECIFICATION 

FOR CASH COLLECTION AND BANKING SERVICES

	1. 1.   THE SERVICE

	1.1
	The Council may require collection of income from various sources to include but not limited to Council administrative offices; public buildings such as sports centres, Art Gallery and museum, town halls; and ‘machines’ (e.g. pay and display parking machines) on a regular basis. The Council requires a secure, reliable and timely collection, reconciliation (if necessary) and deposit of cash to their respective bank accounts or banking centres.


	1.2
	The Service will deal with income from the locations listed in Appendices 1 and the specific requirements set out in Appendix 5



	1.3
	This Specification sets out the Services to be provided to the Council by the Contractor in accordance with the Contract Documentation and relevant Policies throughout the term of the Contract.



	1.4
	The Services described in this Specification involves the collection of cash, cheques (and other negotiable instruments) and associated documents from a wide range of Councils’ facilities. The Council reserves the right to vary the Services during the life of the Contract 



	1.5
	The Service is divided into 3 main categories of Service involving the transport and banking of income collected:



	
	(a)
	Option (i); Collection of cash, cheques, documents and other tender from establishments such as Council Offices, machines and facilities; delivered to agreed cash centre (or by local agreement to a local branch). Delivery to the Council’s bank cash centre is sometimes known as ‘direct access’

	
	(b)
	Option (ii): Collection and counting (consolidation) from the above or similar collection points. Consolidation (Sometimes referred to as ‘carrier check’) occurs at carrier depot. Once the collection point has arranged direct deposit with the bank, the Contractor will broker necessary security and access arrangements with the Council’s chosen bank provider for onward transmission of cash. For convenience, this may or may not be via a ‘central head office account’ held at the Council’s bank into which all collections are paid. The Council or the bank will then reconcile (input) the money into the individual accounts.  

	
	(c)
	Option (iii): as with option (ii) but carrier delivers consignment to third party consolidator for onward transmission to the Council bank/bank account. 

	1.6
	Collection & Delivery address are detailed in Appendices 1 for information only. 



	1.7
	Initially the Service shall be available between 0800 hrs and 1700 hrs, 7 days per week, 52 weeks per year, with no restrictions on collections per week. There may be a need to vary the collection window to fit in with operational and organisational needs for which the Contractor will make no extra charge. The Council shall be able to confirm the preferred collection window within reasonable scope of the above and specify the frequency of collections over a monthly, fortnightly or weekly basis upon award of the Contract. There may be requirements outside of these times or specific AM or PM timeslots for which the Contractor may propose alternative rates as applicable in the Price Schedule.  Collection requirements will be confirmed upon award of a Contract.  



	1.8
	The requirements of the Council in relation to the Service are subject to continuous review.  As a result, the Council reserves the right to make changes to vary the Services required, and/or in the way the Services are to be provided. The Contractor must be flexible in the provision of the Services.  All changes will be agreed in writing as a variation to the contract. 



	2.   OBJECTIVES

	2.1
	The main objectives of the Service are to ensure:

	
	(a)
	That income belonging to the Council is collected using the most efficient and secure method available to maximise safety and cost effectiveness and to deter vandalism and theft.  

	
	(b)
	That a full audit trail is kept of all income collected, from collection to banking.

	
	(c)
	That all income collected is stored securely prior to banking, and promptly transported safely and securely for banking.  

	
	(d)
	That the reports and associated documents for the income collected are correctly completed and promptly forwarded to the relevant Party

	2.2
	The Contractor shall be expected to:



	
	(a)
	add value on an on-going basis by ensuring best practice and market specific advice is available to the Council;

	
	(b)
	implement in conjunction with the Council, systems to automate ordering and invoicing processes and to integrate these with existing systems where practical; 

	
	(c)
	undertake reviews designed to deliver continuous improvement programmes which will increase service levels; 

	
	(d)
	market the arrangements to a wide audience to ensure maximum awareness and usage; and 

	
	(e)
	manage the transition to the new arrangements.

	
	(f)
	The Contractor is to continually work to improve the delivery of the Service, and to co-operate with the Council to develop and implement mechanisms for increasing the efficiency and value for money within the Contract

	3.   THE SERVICE;  COLLECTION, RECONCILIATION & BANKING

	
	Scope

	3.1
	The Service involves the collection and transfer of coins, cash and cheques from various Council facilities to respective official business bank accounts for deposit as directed by the Council. The current list of facilities for the Council (which is subject to occasional change) that require collections of varying amounts at varying frequencies throughout the year are listed in Appendices 1. The Contractor may also be required to carry a minimum cash reserve or ‘float of £1,000 in small change for the purposes of ad hoc to supply various establishments with change. The Council will also provide details of regular cash deliveries required. Please see Appendices 1 for all current location details and current collection requirements. 



	3.2
	As stated in this Specification, the Contractor acknowledges that the requirements of the Council is under continuous review and as such collection locations and frequencies may increase or decrease over the course of the contract. The Contractor will make collections from the Council’s premises from Monday to Friday each week (and if required, Saturday, Bank Holidays to include Boxing Day) as required.

	COLLECTION PROCESS REQUIREMENTS

	
	Implementation

	3.3
	2. The Contractor will provide a full implementation plan including how it intends to introduce the Service and utilise resources to meet demand. See specific requirements in the Appendices.

	3.4
	3. The Contractor will provide an on-site induction meeting with individual site /collection point managers requesting the Service at the time of award of the Contract. This and all subsequent inductions will be included in the tender price.

	
	4. System

	3.5
	5. The Council requires a robust mechanism for tracking movement and collection of cash and other items from each location. The mechanism will ideally be electronic and allow an auditable track and trace recording of collections at locations, entry and exit times and numbers of bags. 

	3.6
	6. Separate bags for coins, cash and cheques will be provided by the Contractor and will be clearly distinct from one another. Each bag and location will have a unique identifier such as a barcode or similar individual ‘serial’ system so that each bag and location may be ‘scanned’ or otherwise recorded by the Contractor. 

	3.7
	7. Ideally the Contractor itself will be able to electronically verify all the above information at the location themselves. The information will be coordinated into a central database and will (i) aid the Contractor and each of the Parties to monitor and improve performance (ii) clearly identify an inventory of items at all times to resolve any discrepancies.

	3.8
	8. The system will be fitted and maintained by the Contractor, subject to agreement with the Council. All costs associated with this solution must be clearly laid out by the Contractor in its bid. The proposed system must be auditable and demonstrate value for money. It will not be possible to link it to all of the Parties existing IT infrastructure.



	
	9. Operation

	3.9
	10. The Contractor will check that all bags have been properly sealed and are in good condition and will alert the relevant member of staff if there are any problems. The Contractor will be responsible for providing the relevant training and clear instructions to relevant staff on bagging procedures.

	3.10
	11. The Contractor shall ensure all sealed bags are accompanied by relevant paperwork. It is the responsibility of the Contractor to alert the Client Officer of any missing documentation.

	3.11
	12. The Contractor will provide the Council with an auditable system to record details about each collection; a receipt for the number of bags, listed by bag type, the collection location / time / date of the collection. This may be carried out electronically, by bar code scanning system or other proposed method. In either case, the Contractor will record the start and completion time. 

	3.12
	The Contractor will be flexible in the changing or special needs of the individual sites. The Contractor will reasonably observe specific timeslots agreed so as not to interfere with the operation of the location.

	3.13
	Where there are two collection points at the same location, the Contractor will charge a reduced collection fee. An example would be a school with two separate collections from the kitchen and school office or; more than one school on a site. The Contractor will identify any other similar cost saving opportunities on the Form of Tender /Pricing Schedule.

	3.14
	the Council may wish for collected income to be dealt with in either of the two methods below, or a mixture of both.

	
	(a)
	Delivered to a nominated bank/processing centre with KPI timescales for the bank to process;

	
	(b)
	Processed by the supplier via a carrier check service (also known as a cash processing service or consolidated cash processing) where the delivery of coins and/or notes is made to the Suppliers secure premises for reconciling/processing and an electronic transfer of funds is made to the relevant bank account by the following working day.

	3.15
	The Contractor will ensure that all items collected as per the processes described above, are adequately recorded and traceable from point of collection to point of delivery at the   chosen bank. The Contractor will have a clear audit trail of each bag and will be able to determine the collection point, time and movements throughout the process. Any system used such as a bar coding system must be approved by the Council.

	3.16
	At any time during the term of this Contract the Council may specify new banks for some or all of the deliveries. The Contractor must be flexible in meeting each of the Parties requirements. The Bank may also change the bullion centre locations to which the collections will be delivered. 

	
	Liability

	3.17
	The Contractor will be responsible for investigation into any alleged discrepancies when collecting cash. It is the Contractor’s responsibility to advise the Council of any errors immediately. Where discrepancies are found, the Contractor shall return stamped and signed money bands or bags.

	3.18
	The Council will provide the Contractor with the necessary account details.

	3.19
	For the purposes of ensuring safety and compliance with relevant legislation, the Contractor will ensure that adequate number of staff and equipment are supplied to make each collection. This will include an adequate sized vehicle and number(s) of staff to safely load, unload and guard the consignment. The Contractor will ensure that its staff are adequately protected in terms of health and safety aspects and other risks involved in the collection of money. Lone working is to be avoided at all times.

	3.20
	The Contractor will maintain a good communications link with the collection locations regarding changes of agreed delivery times or cancellation. The Council requires a coordinated approach to regular deliveries to ensure staff absences are covered and customers are fully informed of changes. The Contractor will provide a ‘customer strategy’ that details the contingencies it has to cover expected and unexpected employee absences. The Contractor will provide detail on how it will manage this commission by providing contingency and customer relationship strategies with their bid.

Please see Risk Register as Appendix 4

	
	Uniforms and identification

	3.21
	All staff of the Contractor carrying out the collection and transportation of cash pursuant to the Service must adhere to all uniform and identification requirements set out in BS7872:2002 “Cash in Transit Services” and BS7858 ‘Security Vetting of personnel employed in a security environment” or equivalent auditable standards. 

	3.22
	The Contractor must comply with the Private Security Industry Act 2001 by ensuring all security staff that are working on this contract are fully licensed and authorised by SIA (Security Industry Authority)

	3.23
	All staff must wear identifiable uniforms of the Contractor.

	3.24
	Wear appropriate safety equipment in accordance with all relevant legislation.

	3.25
	Carry detailed photo and name identification provided by the Contractor, to be produced to any representative of any of the Parties on request.

	3.26
	The Contractor will propose identity check procedures in a user guide and will be explained in induction sessions with each site / end user.

	
	Vehicles

	3.27
	The Contractor will use recognised security vehicles fit for the purpose of carrying out the Service which will have been purchased and maintained in accordance with the requirements set out in BS7872:2002 (or equivalent) “Cash in Transit Services”. The Contractor will operate using vehicles and staff as required by their insurer.

	3.28
	The Contractor will ensure good communication links with the drivers to ensure safety and coordination of an effect Service. Ideally this will be managed via a control centre who can liaise with each of the Parties’ end users to provide up to date information about collections and to inform the site if their collection will be missed in a timely manner.

	
	Security

	3.29
	The Contractor must ensure that the Service is  undertaken under strict security in accordance with the requirements set out in BS7872:2002 (or equivalent) “Cash in Transit or equivalent agreed standards: this includes;

	
	(a)
	Carrying out the Service from secure premises.

	
	(b)
	Secure handling and transfer of monies whilst in the Contractor’s care using appropriate consignment procedures.

	
	(c)
	Appropriate minimum standards for recruitment, vetting, employment, and training of staff within the private security industry. 

	3.30
	The Council and the Contractor will agree on security and consignment procedures to be followed. If appropriate, before starting to make collections, the Contractor must have conducted a risk assessment on each of the collection locations and researched the local transport infrastructure, before submitting their tender. The Contractor will provide advice on security issues as requested by the Council and include induction sessions and user guides.

	3.31
	To comply with security best practise, and to provide assurance to our end uses, the Account Manager will forward on SIA details of all drivers and all staff involved providing the Service to the Council. This should be updated on a regular basis and when changes occur and as required by the Council. Where necessary, named staff will be provided (to the collection point only) to ensure peace of mind. The Council will work with the Contractor to ensure either parties security practices are not compromised and safety is ensured for all parties involved.

	
	Depot

	3.32
	The Contractor will assign an account manager to oversee each of the Council’s collections who will be available to meet with any of the Council as and when required. 

	3.33
	The Council will provide the Contractor with contact details for every collection location. In the event that it is likely that a scheduled collection will be missed, the Contractor’s member of staff known to the Council will call the affected locations to warn them. Under no circumstances should a collection be missed without the Council receiving any forewarning.  

	3.34
	The account manager and all collection operative’s will be equipped with mobile phones or other appropriate means of communication so that they may be contacted directly from the contractor’s depot when required by any of the Council’s staff involved with overseeing collections. 

	
	Banking

	3.35
	The Council will require delivery to any number of high street banks and bank cash centres throughout the UK. The Contractor will be flexible to the changing needs of the Council in this respect.

	3.36
	The Contractor will be required to electronically transmit cash to a bank account if necessary as well as physical deposits.

	4.   REPORTING

	
	Daily banking report

	4.1
	13. Following banking, the Contractor will provide the Council’s Contract Manager with a report detailing all collections made on that specific day, showing, where known, the value collected from each location and the amount paid into the bank and the number of bags collected per location and the amount delivered. The format of this report will be agreed upon by the Council and the Contractor before collections start. 

	
	14. Monthly reporting

	4.2
	The Contractor will prepare a monthly performance report to the Council to be issued on the same day of each month as notified by the Council. 

	
	Key Performance Indicators

	5.   MONITORING

	
	Contract Review

	5.1
	The Contractor will be required to attend contract review meetings on a six monthly basis. The meetings will be an interface between the Council and Contractor and the attendees will vary as necessary. Occasionally direct users and other relevant Senior Managers may attend. The Contractors will be expected to provide the appropriate personnel to attend such meetings. The Parties reserves the right to alter the frequency of meetings if it feels necessary.

	5.2
	Communication of any issues relating to the Service will primarily be through the Council’s Contract Managers, designated representative, the Contractor’s Account Managers or their authorised representatives as appointed under the Contract.  

	5.3
	The Contractor’s Account Manager will work together with the Council’s Contract Manager(s) or representative to resolve any issues affecting the performance of the Service in a timely and efficient manner.  

	5.4
	The Council’s Contract Manager(s) and/or representative will meet with the Contractor’s Account Manager as necessary at a venue agreed between the parties, to hold Progress Meetings and discuss any issues relating to the Contractor’s performance of the Service.  

	5.5
	The Council will periodically assess the Contractor’s financial performance and may request a copy of audited accounts on an annual basis.

	5.6
	If the Council is of the opinion that the Contractor’s performance is not satisfactory, it may choose to deal with the issue in accordance with the following procedure:

	
	(a)
	The Council will advise the Contractor and monitor the actions taken to resolve the problem through the quarterly Progress Meeting.  

	
	(b)
	If the Contractor rectifies the problem, the Council will sign off the issue at the next Progress Meeting.  

	
	(c)
	If the Contractor fails to rectify the problem, the Council may terminate the Contract in accordance with Condition 6 of the Conditions of Contract.

	6.   CUSTOMER MANAGEMENT

	6.1
	The Contractor will provide a named direct point of contact for day to day service issues, resolution, and if necessary escalation. If not a name, essentially the Contractor must provide a dedicated telephone number that is monitored daily within office hours for service resolution. There may be an occasional requirement to run user groups either as part of the six-monthly review or separately to ensure service excellence. 

	6.2
	The Contractor will maintain a coordinated approach to collections and will inform the Council of any changes to collection plans where possible. 

	7.   GENERAL

	
	Itemised invoicing

	7.1
	The Contractor will provide The Council with invoices itemised by activity, clearly setting out the proportion of the amount due that relates to the proportion of the Service performed on behalf of each activity.

	7.2
	The itemised invoices will be sent to the Council as one consolidated invoice.

	7.3
	The invoice will be for the full consolidated rate inclusive of collection and processing costs if applicable.

	7.4
	The invoice will be sent electronically.

	7.5
	The Contractor will provide the Council with a monthly statement for the Service which will include details of all invoices and be broken down by location. This statement will preferably be sent in an electronic format and will be distributed along with the monthly performance report. 

	7.6
	Payment for the Service shall be within thirty days upon receipt of a valid invoice in arrears for services received. 

	
	Equipment

	7.7
	As stated under the “Collection Services” section, the Contractor will provide all sealable bags to be used in carrying out the Service. The cost of these bags and delivery of training to all relevant staff on how to use them will be included within the contract price as set out in the Form of Tender/Pricing Schedule.

	7.8
	As stated under the “Collection Services” section, the Contractor will allocate, fit and maintain bar codes for each of the collection locations (or alternative tracking system). The cost of implementing the system will be included within the contract price as set out in the Form of Tender/Pricing Schedule.

	
	Service Standards

	7.9
	All Contractor staff employed to perform the Service are representing the Council to the public and as such they must behave to the highest standard at all times.

	7.10
	The Contractor shall undertake the Service promptly and accurately.  The Contractor shall ensure that all work performed shall be to a high professional standard and that appropriate management controls and mechanisms are in place to ensure consistent quality of service.

	7.11
	The Contractor shall co-operate fully with the investigation of any complaint by the Council, and members of the Contractor’s staff shall, within a reasonable time, provide statements, records and photographs, attend meetings and interviews, and act as witnesses, as may be applicable.

	7.12
	The Contractor must demonstrate to the Council’s satisfaction that it has a training program in place to ensure that all staff carrying out the Service are fully trained, skilled and competent to carry out their allotted tasks. 

	7.13
	The Contractor must provide evidence that they hold standards BS7872:2002 “Cash in Transit Services” and BS7858:2004 “Security Vetting of Personnel employed in a security environment” (or equivalents). The Contractor should be ISO9000:2000 accredited (or equivalent) or working towards achieving accreditation within the first two years of the contract. It is mandatory that the Contractors employees’ working on the Service are properly licensed to work in the private security in the United Kingdom. The Contractor must have Security Industry Authority Approved contractor status or have equivalent status (to be agreed by the Parties.

	7.14
	The Contractor will be a member of the British Security Industry Association (BSIA), be registered with the National Security Inspectorate (NSI) or any equivalent recognised security industry association

	7.15
	The Contractor must provide a named out of hours contact point and, in the case of an emergency, or an urgent requirement for assistance, respond within 2 hours of receiving a request.

	
	Continuous Improvement

	7.16
	The Contractor will be responsible for the continued development of the Service, and must work with the Council in carrying out its ‘Best Value’ requirements under the Local Government Act 1999.  This will involve the Contractor identifying the changing needs of the Council and proposing amendments/innovations in relation to the provision of the Services.  All proposed changes must be presented to the Council for approval in writing before implementation.

	7.17
	The Council and the Contractor will work together to ensure that this Contract and the Contractor’s performance of the Service represents value for money and will carry out annual reviews to identify potential improvements to prices and processes.  Within two months of each anniversary of the start of the Contract, the Contractor shall furnish the Council with a review which shall include but not be limited to:

	
	(a)
	quality and use of management information;

	
	(b)
	potential for use of e-technology;

	
	(c)
	improvement in customer focus;

	
	(d)
	ordering procedures;

	15. 
	16. (e)
	17. an identification of the Contractor’s view of the reason for the successes and weaknesses referred to above, recognising that some of the matters may be due to the performance of the Service by the Contractor and others may be due to the acts or omissions of each Participating Authority l and others may be due to external factors-never seen this provision before seems very broad-check legal risks; and; 

	18. 
	19. Audits

	20. 7.18
	21. The Council’s internal and external auditors shall be given access and receive assistance from the Contractor’s internal and external auditors to enable them to carry out their responsibilities and duties.

	.19
	The Contractor shall ensure that all agreed procedures recommended by the Council’s internal or external auditors are adopted and maintained.



	22. 
	Records

	20
	The Contractor must keep records of the Service for at least six years after the completion of the Service.  These records must be sufficiently complete and detailed to ensure a proper audit trail of work.



	23. 
	User Guides



	21
	The Contractor will provide a user guide with their Tender which will be updated as necessary and provided to all users of the Service ( as advised by each Party) upon induction of the Service. The guide will be available electronically and will detail the collection process and the necessary preparation requirements of users.




