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GLOSSARY OF TERMS USED

ANPR			Automatic Number Plate Recognition
AO			Authorised Officer
CEA	 		Civil Enforcement Area
CEO			Civil Enforcement Officer
CPE 	  		Civil Parking Enforcement 
CSC 			Cashless Services Contractor
DBS			Disclosure and Barring Service
DfT			Department for Transport
DPA			Data Protection Act
DVLA			Driver and Vehicle Licensing Agency
FPN			Fixed Penalty Notice
Guidance	Operational Guidance to Local Authorities
HHCT	Hand Held Computer Terminal/Devices using Android or other platform (includes any separate printer)
ITT			Invitation to Tender
KPI			Key Performance Indicator
LAN			Local Area Network
NTO			Notice to Owner
P&D 	  		Pay and Display 
PC			Personal Computer
PCN			Penalty Charge Notice
RTRA			Road Traffic Regulation Act 1984, as amended
SCEO			Supervising Civil Enforcement Officer
SLA			Service Level Agreement
TEC			Traffic Enforcement Centre
TMA 04	  	Traffic Management Act 2004
TPO			Ticket Processing Office
TPT	   		Traffic Penalty Tribunal
TRO			Traffic Regulation Order
TVP			Thames Valley Police
VEL			Vehicle Excise Licence
VRM			Vehicle Registration Mark
WBC			Wokingham Borough Council


Unless otherwise stated in this document, the words ‘Council’ and ‘Authority’ mean Wokingham Borough Council.
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[bookmark: _Toc70240941][bookmark: _Toc322959994][bookmark: _Toc322960242][bookmark: _Toc475365455]Introduction to the Document
Wokingham Borough Council is a Unitary Authority in the County of Berkshire. 
As described in the Conditions, this contract has a number of main elements.  These elements are detailed in this Specification and the pricing mechanism reflects three distinct service provisions, covering the enforcement service and the administration service and also the provision of a fully hosted web based IT system for both.
This document is the Specification for the Contract for parking management for this Council, covering:
On-street and off-street enforcement of parking in accordance with this Specification as a minimum, under the TMA 04.  The enforcement to cover the whole of the WBC administrative area.
The administration of the processing of PCNs and FPNs and some aspects of permit management in accordance with this Specification and national legislation as a minimum.
The provision, support, licensing and management of a fully hosted web based IT system to provide the enforcement and administration service and to support WBC’s parking team.
1st and 2nd line maintenance of the existing payment machines.  Annex 13 gives current details of the payment machines.
Maintenance of the car park barrier entry and exit systems.
The management and operation of the interface between the Contractor’s IT hosted software and that of third party IT systems such as a pay by phone provider.
The provision and management of on-line permits.
At the Council’s discretion, the contract may include related services such as the provision and operation of ANPR based enforcement activities and the extension of paid for parking activities. 
The area to be covered by the Contract is the whole area of Wokingham Borough.  A map of the current CEA is appended (Annex 4). 
The Contractor in agreement with the Council will provide the requested level of staff resources, including transport and accommodation, to cover the initial Contract and consequent on any changed service requirements.  Each element of the Contract is based on a Schedule of Rates, to enable the expansion or contraction of the Contract to take place in a straightforward manner. 
The scope and volume of tasks directly administered through the Contract can be expected to materially vary over the duration of the Contract.  Changes will include but are not be limited to:
· additional tasks required to support changes in WBC Parking Strategy, including new and amended TROs and Resident Parking Zones;
· specific changes required by Town and Parish Councils of the Borough;
· other local stakeholders within the Borough boundary, such as but not limited to schools, events promoters, works promoters such as utilities, and Residents’ Associations;
· tasks required in response to new infrastructure and housing developments that will take place across the Borough during the life of the contract;
· temporary provision of services (for example: to support service provision whilst a procurement is undertaken) to any other local authority in Berkshire and to those named in 1.1.5 below.
Additionally, provision is made for the following local authorities to utilise these contractual terms as the basis for letting their own agreement with the Contractor to provide similar Services within their own area of control should they wish:
· Basingstoke and Deane Borough Council
· Reading Borough Council
  Any resulting contract is independent of this Contract and will be secured directly between the Supplier and the relevant local authority.  There is no obligation of any sort on any other authority to utilise this contract as a basis for its future requirements.
At all stages, the Contractor is expected to be aware of and fully briefed on current legislation and Governmental Guidance, as it impacts on this contract.
The Contractor shall comply with these documents and any changes to the same and any new legislation, procedures, regulations, codes, guidance, etc. which may be in force from time to time during the Contract Period.
At the start of this contract, WBC is commencing parking enforcement under the TMA 04 and current volumes and practices are therefore open to change.  There is therefore no present data other than number of permits and the number of excess charge notices that is relevant to this contract.
The Contract Period will commence on the 2nd October 2017, subject to granting of powers by Government, and will run for a period of 5 years with the option of two additional extension periods of 2 years each at the Council’s sole discretion, subject to the agreement of the Contractor.
The Contractor must provide as part of their bid details of how they envisage joint working between the Council and the Contractor and any partnering arrangements they will be promoting. 
[bookmark: _Toc69200002][bookmark: _Toc70240942][bookmark: _Toc322959998][bookmark: _Toc322960246][bookmark: _Toc475365456]Parking Provisions in WBC
The control of parking in Wokingham Borough is based upon the policy objectives of the Council, which include:
· to restrain the use of vehicles, particularly in the busiest locations, at the busiest times, without undermining the economic life of the towns;
· to provide adequate short-stay parking to support shops, commercial and leisure activities;
· to protect the needs of residents, businesses and visitors, including through the use of permit parking schemes;
· to use town centre parking charging strategies to discourage growth in car use and encourage the use of public transport and other modes of travel, without undermining the economic life of the urban areas;
· to protect the environment;
· to improve the conditions for movement of pedestrians and cyclists;
· to control on and off-street parking.
The WBC parking strategies can be found at  http://www.wokingham.gov.uk/parking-road-works-and-transport/transport-and-roads-guidance-and-plans/?assetdet9700512=391503&categoryesctl9649051=9259
The Council has TROs controlling parking throughout the main commercial and shopping centres of the urban areas and in critical areas outside of the main centres, and these can be supplied to the successful Contractor during mobilisation.  There are also a number of permit parking schemes with a variety of permit types such as season tickets.  Details of the scale of the use of permit parking will also be provided to the successful Contractor.
http://www.wokingham.gov.uk/parking-road-works-and-transport/parking-and-permits/
The Council has a number of off-street car parks.  The Contractor will also be required to enforce (where Orders apply) these off-street car parks as part of this Contract.  Details of car parks in Wokingham Borough are listed in Annex 7.
The Contractor will not be requested to undertake a clamping or removal operation at this time, but may be requested to do so at any point within the Contract.
[bookmark: _Toc69200003][bookmark: _Toc70240943][bookmark: _Toc322959999][bookmark: _Toc322960247][bookmark: _Toc475365457]Background
The Structure of the Council
The responsibility for parking management within the Council lies within the Parking Service which is part of WBC.  The parking management service is currently run by a small in-house team to deal with formal appeals and representations.  Permit management is currently the responsibility of the Council and it is the intention that this will transfer in its entirety to the Contractor at the start of this Contract, including assessment, issue, renewals, taking payments and administration.
There is a corporate IT Department, which sets standards and certain aspects of support to facilitate the integration and implementation of the IT service requirements of WBC. 
TROs and off-street parking places Orders are designed and documented by the Council on the Parkmap software and will be made available on award.
The Role of the Council
Through this Contract, the Council wishes to implement a coordinated parking management operation based around the issue of permits of a wide variety of types, the provision, management and enforcement of parking spaces, the processing of PCNs, the taking of payments and the administration of parking in general.  
The Council will carry out certain functions centrally, to supplement the policy formulation and contract management/monitoring role which is clearly the Council's central role.  While the intention is to contract out the routine aspects of dealing with the public, the Council will retain the right and need to be involved in certain aspects of this interface.  These functions are principally (note this is not an exhaustive list):
· The provision and operation of pay by phone off-street cashless parking facilities currently provided by RingGo.  This is due to retender in October 2017.
· Blue Badge applications, assessments and granting of issuance using the software solution provided in this Contract.
· Special consideration relating to parking notices which get to one of the following stages:
· formal representation;
· debt registration at county court;
· repeated or sensitive correspondence.
Contractor’s Role
The primary role of the Contractor is to provide a high quality on-street and off-street enforcement and parking management service.  Supporting all of this, the web enabled fully hosted parking management IT system and related services such as the taking of payments and production of reports will be provided by the Contractor.
Should it deem it necessary, the Council will direct the use of the Contractor’s resources, covering such matters as where and when resources are to be deployed, specific aspects on which particular focus is required, etc.  However it is expected that the Contractor will take the lead in deployment patterns under normal circumstances.
The successful Contractor must provide a named single point of contact and an out of hours contact as part of the implementation process.
There may be TUPE implications in the transfer of the enforcement and administration roles from WBC to the successful contractor.  The Contractor will take the lead and be responsible for any such transfers from WBC.  It is anticipated that 5 current members of staff will be affected. 
1.3.3.5.	In summary, the Contractor may be responsible for some or all of these aspects; the initial contract scale and scope is defined below in this document:
· On-street enforcement
· Off-street enforcement
· Moving contraventions enforcement including bus lanes (the IT system proposed must have the capability to include the interface for moving contravention enforcement and administration although this will not be required from day one) 
· Mobile ANPR enforcement including the provision of suitable enforcement vehicles (not from day one but a day rate to be provided for a bought in service)
· Reporting of possible misuse of Blue Badges
· Provision of body worn video capability
· All transport, accommodation and equipment required to provide the services
· Provision of all enforcement equipment
· Voice communications
· Provision of manual attendance at car park access and exit points
· Management of suspensions including plant and materials 
· The monitoring and reporting of defects in any parking related equipment or facility
· Reporting of street scene defects direct through the software
· 1st and 2nd line payment machine maintenance
· Car park barrier maintenance
· Provision of assistance at special events
· Provision of a court and adjudication service
· Reporting of abandoned vehicles and vehicles parked causing an obstruction or parked in a dangerous manner
· Ability to provide additional deployed hours provision for Town and Parish Councils and other stakeholders instructed through WBC main contract
· Provision of a secure fully hosted web enabled browser based parking software system and all relevant interfaces
· Implementation, including agreed data take on and all necessary acceptance testing
· Provision of an on-line case management service linking to the WBC website.
· Handling of correspondence
· Telephone services to the public
· Taking and management of payments on-line, over the phone and by post
· Mail receipt and despatch
· Permit applications and processing, including on-line and virtual permit assessments and processing.  WBC currently issue virtual permits in two car parks through the NewPark system.  It is expected that ALL permits will become virtual during the course of this contract.
· Issue of various on-street parking permits
· Printing of produced documents, including permits and season tickets
· Dispensation and waiver applications and permissions, including taking payments
· Contract reporting including details for the annual report and the ability to deal with Freedom of Information requests
· Provision to process paper evidence, including providing pre-paid envelopes at Council reception desks to mail such evidence
· Real time upload of PCNs and FPNs issued
· Provision of an option for an on-line Blue Badge software package that provides reports, auto reminders, retains information, updates the Blue Badge database, and processes eligibility and applications
· Provision of links to all necessary systems and portals such as the TPT, DVLA and TEC
· Ability to link to European Parking Collection (or similar proposed) for foreign debt recovery
· CEO and vehicle real time tracking ability
· Geotagging of phones and cameras
· Data handover at end of contract

IT Provision 
This part of the Contract encompasses a number of aspects, including the provision of:
· A fully hosted web enabled browser based software system for the data management and administration of the parking service provision and the processing of PCNs and FPNs; 
· The ability to access, with full security, the Contractor’s parking IT system from any internet connected end user device with the necessary permissions and passwords;
· Software for HHCTs/Androids and related printers, communications capability, etc. with which the CEOs can issue PCNs and FPNs and transmit the data in real time to the centrally hosted system;
· Digital cameras to take evidential photographs relating to the issue of PCNs: the tenderer should state the minimum quality of images to be taken by the cameras, which is to be not less than 3 megapixels;
· Tracking of enforcement officers in real time with the capability to show when a CEO is in the process of issuing a PCN/FPN or when the CEO is available;
· Development and maintenance of IT solutions to future proof the software system and to ensure up to date updates, patches and firmware are applied promptly.  This may also include development of hardware solutions.
· The capacity to integrate video footage from body worn cameras to individual cases.  The Contractor will supply the hardware and software and will retain all encrypted records.  The Contractor will supply WBC with video footage on request.
· Management of Blue Badge information;
· Management of permits and virtual permits;
· Management of abandoned vehicle data;
· An on-line case management system;

· Software with general applicability, for dealing with correspondence management and electronic mail, particularly with TVP and the Council’s highway contractor;
· Simplified reporting tools including dealing with Freedom of Information requests and the ability to produce the annual report required by Government;
· Software with the capability to carry out notice processing of PCNs issued through an ANPR vehicle owned and operated by the Contractor (Regulation 10 PCN). 

Bids must explicitly explain how the current permit service can be migrated over from the ICES gateway system used by WBC to the proposed system without additional cost or loss of operation to the Council. 
The Contractor will operate the access to the various systems on all ICT “Information Communication Technology” equipment for the routine transfer of relevant data files, queries, report production and access to emails.  By the Commencement Date, the Contractor will provide all suitable ICT capabilities and permissions to allow Council officers to access the Contractor’s ICT system.  The Contractor is required to provide a solution that allows automated linking of scanned paper based submissions to the system by WBC.
Transition Arrangements
Following award, the Contractor will cooperate with the Council to carry out all steps necessary to bring the services into full operation on the Commencement Date.  For this purpose, tenderers must submit a full implementation timetable which can form the basis of the early stages of the Contract.  
At the end of this Contract, the Contractor will provide full co-operation as set out in the Conditions of Contract in the handover of the data covered in this section, including any live information, and any archived material, including data, photographs, document images, etc.
Tenderers should assume that there are no assets to transfer on commencement.  
During the termination Transition Period, the Contractor shall liaise with the Council, and any Contractor appointed by the Council to provide the Services following expiry of the Contract or earlier termination of the Contract to ensure an effective and timely handover of the Services, including but without limitation, attending meetings with the Council and the contractor appointed by the Council, as is reasonably required by the Council.
During the termination Transition Period, the Contractor shall prepare and agree an exit plan with the Council, to be based on the one submitted with the tender.
Police Role
The Contractor will have regular contact with the Police on any aspect of local parking enforcement, and in particular for the joint enforcement action likely to be required around the major places of public gathering, on special events.  Any special event which requires cooperation will be notified in sufficient time, and the Contractor will cooperate with any request for such action made by the Council and the Police.
The Contractor will attend regular Police Briefings along with Council representatives upon request.
Volumes
Whilst it is not possible to predict accurately the volumes of documents and events to be associated with the enforcement, the following table is provided to illustrate the current and estimated figures for WBC.  However, no responsibility will be accepted for these figures, no guarantee given of the possible change of scale of the contract, nor any liability accepted for any consequence resulting from their use. 
These volumes are based upon current activity levels and will change as Council and national policies change. However, they are provided here as the best current estimates of the scale of activity likely to be required at the initial stages of the contract.  The design of the contract, however, is such that changes to these volumes must be accommodated easily and swiftly.  The Schedule of Rates is structured to reduce the risk to the Contractor of changes in the staffing levels required for the various processes; however, the Contractor must note that rising compliance rates of parked vehicles and the increased use of on-line services may reduce the scale of the Contract over coming years.
	Annual
	WBC Current
FPNs
	WBC Expected
PCNs

	Static volumes
	2,372
	8,170

	Bus Lane volumes
	None
	

	Permit issues all types
	
	

	Enviro crimes tickets issued
	N/A
	N/A

	Abandoned vehicles                    
	None at this time
	None at this time

	Removed vehicles
	None at this time
	None at this time


[bookmark: _Toc69200004][bookmark: _Toc70240944][bookmark: _Toc322960000][bookmark: _Toc322960248][bookmark: _Toc475365458]Staffing
The Council requests a schedule of prices primarily for grades of staff and their associated equipment as specified.  The Council will require from the Contractor appropriate numbers of deployed staff from time to time during the Contract, in accordance with procedures defined below.  The deployment of staff and structures will form part of the formal Contract and variation will require the approval of the Council.  For the enforcement service it is estimated that 192 deployed hours per week will be utilised. 
On commencement of operations, all staff deployed on the Contract will be qualified to a standard approved by WBC.  The Council will not pay for staff to be deployed who are not qualified to the given standards.  For staff transferring under TUPE a six month period of grace will apply for these qualifications to be gained.  The currently approved standard (which may change over time) is:
WAMITAB Level 2 Award for Parking Enforcement Officers (QCF) (Ofqual qualification number: 601/1781/3) or equal or equivalent approved
WAMITAB Level 3 Award in Notice Processing (QCF) (Ofqual qualification number: 601/1941/X) or equal or equivalent approved
Under no circumstances will payment or inducements in kind be made to the Contractor’s staff by the Contractor in relation to the number of PCNs a CEO may issue.  If such practices are identified, the Council will take the appropriate action as set out in the default procedure in the Conditions of Contract.
In any event, the Council will retain the right to ask the Contractor to remove forthwith from the Contract any member of staff who, in the opinion of the Council, is unfit for the post.  These requirements are set out more fully in the Conditions of Contract.
All CEOs and SCEOs or equivalent will be required to be positively vetted by DBS to the level of a ‘Standard DBS Check’ as categorised by the DBS, prior to employment.  The Council reserves the right to perform occasional checks of paperwork held by the Contractor concerning the eligibility of staff to work in the UK.  The Council requires the Contractor to exercise their statutory duty as an employer in respect of validating employees’ right to work in the UK.
Prior to the Commencement Date, the Contractor will produce a CEO’s Handbook which will be given to each CEO and to the AO.  The Council reserves the right to specify amendments to this Handbook and to require them to be incorporated, and implemented.  Annex 5 gives the minimum outline contents to be incorporated in the Handbook.
The Contractor will provide suitable training in the elements of their staff’s responsibility where there is an impact upon other, non-Contractor, members of staff.  Where a reasonable level of technical training for Council staff in the use of computer facilities is needed, it will be provided at no additional cost to the Council. 

[bookmark: _Toc475365459]Business Continuity
The Council requires a service which demonstrates a high degree of ability to operate in the event of failures in aspects of the overall provision.  Of particular concern is the continuity of access to and from the IT system. 
[bookmark: _Toc475365460]Accommodation 
The Council will not provide accommodation to house employees for the Contractor. The Council will expect to see in tenders the provision of a fully operational base.
[bookmark: _Toc69200005][bookmark: _Toc70240945][bookmark: _Toc322960001][bookmark: _Toc322960249][bookmark: _Toc475365461]Contract Management
Default by Contractor
Defaults by the Contractor will be dealt with in accordance with the default mechanism in the Conditions of Contract, and if necessary, the termination provisions of the Conditions of Contract.
KPIs
The Contract will be monitored by a variety of KPIs using a procedure as defined in Annex 11.  The number of PCNs to be issued does not form part of these performance measures.
The Council will principally manage and monitor the contract performance through the use of measurable items to ensure that the Council receives a responsive service.  KPIs used will be based on quality criteria, such as: customer focused service; coverage of patrols; the issue of good quality tickets; the software solution; etc. 
The KPIs listed in Annex 11 are an initial indicative proposal, which will be finalised with the Contractor during the mobilisation period.  To be effective KPIs must be developed and maintained over the life of the contract.  WBC will expect the Contractor to work with them in a spirit of partnership to ensure these KPIs remain fit for purpose and drive continuous improvement throughout. 
The payment mechanism for this Contract includes a Performance Payment, which will only be made if the KPIs are met at the end of each month.
It will be the responsibility of the Contractor to present the KPIs for the most recent period at each monthly Contract Review Meeting.  These will be presented on the basis of comparison with past periods, with commentary addressing unusual variations.  All analyses of KPIs will be capable of being produced from the Contractor’s IT System and be viewed on the link provided to the Council.
The Council gathers data relating to compliance of parked vehicles with the regulations, mainly TROs.  This form of monitoring will continue throughout the Contract Period, to inform decisions about the need for changes in deployment or levels of staffing.
Contract Variations
Changes to the scope of the Contract will be brought about in accordance with the Conditions of Contract and Schedule of Rates.
The Council is keen to see a programme of improvement throughout the Contract.  In this respect, the Council will be looking to see the Contractor bring forward ideas for innovation at the regular review meetings.  These will be considered and discussed. 
If they involve additional cost, the Council will consider the cost/benefit of their introduction, and if it is decided to introduce any such ideas, the additional Contract value will be negotiated with the Contractor.
If they involve cost savings, the Council will consider the cost/benefit of their introduction and evaluate their savings potential and, if it is decided to introduce any such ideas, the actual savings resulting from the change will be shared on a 50/50 basis with the Contractor.
The costs in the Schedule of Rates are to include a minimum of 5 days per annum of software development that is specifically requested by WBC.  This is development outside the scope of the Contract to allow changes to be made to the software where WBC deem them necessary for improvements to be made to the service.  Any unused development days will roll over to the next year and be banked up to a maximum limit of 10 days’ development.  Any days over the number in the bank that are requested in any 12 month period will be chargeable.  
For the life of the Contract it is expected that continuous development of the software by the contractor will occur to meet new demands, changes in legislation and technological advances, and that any new developments will be passed on to WBC at no extra cost.  The Contractor is to use the latest stable version of the software available and if not then the Contractor must discuss with WBC their reason(s) for delaying the update, in order to agree a course of action to remedy the situation.  WBC’s decision will be final.

Contract Termination
The Contract will terminate or expire in accordance with the Conditions of Contract.  The Contractor's obligations in respect of termination or expiry of the Contract are set out in the Conditions of Contract.
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[bookmark: _Toc69200007][bookmark: _Toc70240947][bookmark: _Toc322960003][bookmark: _Toc322960251][bookmark: _Toc475365463]Services to be Provided
This section covers the Services to be provided as a part of this Contract for the issue of notices and related duties on and off-street.
The enforcement operation covered by this Specification shall include the issue of notices for all on and off-street restricted parking and permitted parking place contraventions within the CEA in Wokingham Borough.  Annex 1 contains the latest list of contraventions.
The Contractor must price to provide fully equipped, trained personnel in accordance with this Specification to undertake the duties so described.
The Contractor's duties and obligations are set out in the Conditions of Contract.
As described above, the Council may determine from time to time the numbers of CEOs to be deployed and their overall pattern of deployment, as regards geography and timing.  The expected minimum coverage is given in the estimated schedule of hours listed in Annex 3.
The estimated number of deployed hours per week for the purpose of this tender is 192.  This is the minimum number of deployed hours to be provided weekly at the outset of the contract to meet the requirements of the KPIs.  Alternative deployment patterns can be submitted by the Contractor for consideration by the Council.  Consistent application of deployed hours across all days of the week is a key consideration and the Contractor is reminded that the meeting of the Council’s patrol requirements forms part of the KPI payment structure.  Deployed hours per week must not exceed the minimum required by more than 10% in any one week unless specifically requested or approved by the AO.
The numbers of SCEOs will maintain, as a minimum, the ratio tendered in the Schedule of Rates for enforcement operations.  
The numbers of deployed hours requested and paid for will be irrespective of sickness, annual leave or any such reason and in accordance with the current deployment requirements.  It will be the Contractor’s responsibility to determine the total number and category of staff required for employment in order to achieve the deployed resource required by the Council on each day.  Meal breaks will not be counted toward deployed hours, but rest breaks (maximum 15 minutes twice per minimum 8 hour shift) will be allowed within deployed hours.  Travel from the Contractor’s CEO premises to and from the enforcement areas will not be counted towards deployment.  Shift administration, plus briefing and de-briefing time, will not be included within deployed hours.
The Contractor will increase or decrease the number of deployed CEO hours within six weeks of such instruction being received in writing from the AO, in accordance with the tendered prices in the Pricing Document.  The ratio of Contractor SCEOs will be maintained regardless of such increase or decrease.
The Contractor will provide such additional staff as may be requested for special events at any of the public sites in the Council’s area.  This provision may demand staff in numbers which are temporarily in excess of those normally required by the Council and in excess of the deployed hours required in 2.1.6. above.  Every effort will be made to give as much notice as possible of these occasions, but the Contractor shall acknowledge that they recognise that such events can occur at very short notice.
The Contractor is reminded that cashless parking is operational.  CEOs must therefore check in the relevant spaces whether or not any vehicle which is not displaying a valid parking ticket or permit, but is parked in a permitted P&D or permit space when a parking ticket or permit would be required to be on display, has made payment via the CSC.  A detailed procedure will be provided by the successful Contractor on how this can be achieved, but it will involve the CEO’s HHCT being able to make a real time enquiry of that other Contractor’s database.  WBC’s CSC is currently RingGo, but this could be changed during the term of this contract.  The Council will provide open access to the database of current payments.
WBC would welcome any alternatives to the current provision that the Contractor may be able to suggest.  Any such proposal will be actively discussed during the mobilisation period and, if the costing proves to be beneficial to WBC, the provision may be included in the contract. 
The Contractor will provide a system to allow checking of “virtual permits”, being permits which are issued electronically by or on behalf of the Council, but which are not associated with an actual printed permit on display within the parked vehicle.  A detailed procedure for this checking and subsequent action will be agreed between the Contractor and Council. 
The Contractor must provide the Council, along with the details of the issued PCNs, sufficient evidence to allow the Council to address any challenge, representation or appeal, including completed pocket books and photographic evidence. 
Enforcement requests will be responded to by the Contractor.  All such requests will only be actioned if made by the AO. 
The Contractor must also have a service to support their staff and to respond rapidly to requests from the Council for action which falls within their scope of service.
CEOs will report on a variety of issues to the Council, including such matters as suspected abuse of Blue Badges, defects in the parking infrastructure, damaged signs and lines, dangerous structures on the highway, street scene defects, etc.
The software will be capable of interrogating an inventory of street furniture which can report back in real time and produce monthly reports on car park inspections and faults.
CEOs must also report abandoned vehicles and vehicles parked causing an obstruction or parked in a dangerous manner in real time.  This must link through to WBC for WBC to decide on action to be taken.
CEO duties must include supporting responsibilities in relation to the parking payment infrastructure.
The Contractor must confirm that they have the ability to provide enforcement and administration of moving contraventions by mobile or static cameras should WBC wish to introduce these in the future.  Details will be agreed at the time. 
Other Responsibilities 
Waivers or Dispensations
Waivers and dispensations are not currently issued by WBC, but they will be introduced before the start of this Contract.  This will be discussed and agreed with the awarded party.
Suspensions
The Contractor will be responsible for providing a suspension management service in response to requests from the Council, but not directly from the public.  Suspensions must be put in place outside Normal Hours of Operation, removed promptly when ended, clearly marked, and enforced by the Contractor.  These will typically only apply in response to temporary traffic orders.
Presence Recording
The Contractor will provide real time information on the location of all front line enforcement staff and vehicles.  The history of tracking data will be retained by the Contractor for a period of 12 months and available for that time to the Council.  The data must uniquely identify which person or vehicle is being shown on the screen. 
CEOs which cannot be tracked in real time may not be considered as properly equipped CEOs for the purposes of counting within the context of the Schedule of Rates.  
As a part of this monitoring, the Council will monitor the CEOs to ensure the service is being delivered by staff who are properly trained, uniformed and operational.  Any evidence that such staff are not compliant with the Specification will mean that their deployed hours will not be counted for payment of rates.  The Council will also monitor compliance of parked vehicles with the TROs.
The Council would welcome the use of body worn video or their equivalent.  The cost of this facility is to be identified as a separate line item (18) in the Schedule of Rates. 
P&D Machine Checks
In the course of routine patrols, CEOs shall check and manage all ticket payment machines by a means defined in tenders and agreed with the AO.
Signing On Duty
All CEOs, before they leave their base for the commencement of duties on a shift, will produce a test PCN from their HHCT, which will be checked and approved by the SCEO, signed and filed for proof of correct operation, if required at a later date.  All such test PCNs will be kept for a period of two years, and destroyed only with the express approval in writing of the AO.
Use of Pocket Books
The minimum information which the Contractor shall collect either by HHCT or in handwritten form within the CEO pocket book is specified in Annex 2.  
The Contractor will scan pocket books into the PCN processing system within one working week of being used, making them available on-line to the Council.   On specific occasions, the Contractor will scan and make certain pocket books available within one working day for specific requests from Council.
Inclement Weather
The Contractor shall only be permitted to suspend performance of all or part of their Services due to inclement weather with the agreement of the Council’s AO and in accordance with the Force Majeure provisions of the Conditions of Contract. 
End of Day Procedures
The SCEO must ensure that the data from the HHCT is uploaded to the notice processing database on the Council’s IT System no later than immediately following the end of a CEO shift.  The Council would wish to receive tenders which include the majority of PCNs being transmitted in real time to the back office system.  Within the same timescales, any information must be transferred to the Council from the HHCT or pocket book relating to:
· out of order machines or ticket machines;
· incorrect/missing signs or road markings;
· apparently abandoned vehicles;
· other parking related matters such as building materials within parking bays, skips without a suspension, new crossover construction, old crossover removal, etc. 
This data transfer to the relevant database must be reported to the Council or nominated person daily for action to be taken.
The Contractor must ensure daily that the PCN data is validated and correctly transferred to the PCN processing system.  If there are any outstanding queries relating to invalid or incomplete data, these must be conclusively resolved and transferred to the system within one working day.
Court and Adjudication Service Duties
In addition to performing other duties elsewhere, CEOs shall attend court or adjudication hearings at the request of the Council. 
[bookmark: _Toc69200009][bookmark: _Toc70240949][bookmark: _Toc322960004][bookmark: _Toc322960252][bookmark: _Toc475365464]Contract Management and Administration
HHCTs
The nature of the task of the on-street CEO is such that the Contractor shall provide HHCTs for all CEOs on duty in accordance with the Council’s requirements.
HHCTs must be capable of issuing a PCN that can be transferred to the IT system in real time or, exceptionally, within the specified timescales (Annex 2).  Full compatibility with the processing system is absolutely essential at all times.  Any training required by the Contractor will be provided at the Contractor’s expense.  The full requirement can be found in Annex 2.  
The HHCTs must also be fully compatible with the IT system operated by the CSC’s IT system (currently RingGo).  This will enable real time payment validations by the CEOs when checking any vehicle.  The Council will also require the validation of virtual permits as described above.  
The responsibility for the provision of all consumables, and any charges relating to data transmission, including SIM cards or their equivalent, to or from the HHCT is the sole responsibility of the Contractor.
To allow for the event of breakdown of a HHCT while on patrol, the CEOs will carry pads of PCNs which can be used to issue handwritten tickets.  In the event that they are issued, the Contractor will key in the data to the Contractor’s IT System as if they had been issued by HHCT, and will present the data to the Council within one working day, as if they had been issued by HHCT.
Voice Communications
The Contractor shall provide each CEO with a means of having direct voice communication with the Premises.  If using radios, the Contractor shall provide the AO with one such device for communication.  
Telephone Communication
The Contractor will provide telephone communications capabilities such that the AO can make immediate contact with the Contract Manager or deputy as set out in the Conditions of Contract.
Transport
The Contractor shall provide the Contractor's Vehicles in accordance with the Conditions of Contract. 
Any proposals regarding vehicles, their use, labelling, livery, etc., must be agreed with the council during mobilisation period.  A “deployed vehicle” in accordance with the Schedule of Rates will not include a vehicle undergoing any repair or maintenance.
[bookmark: _Toc105777948]Off-Street Management
The Contractor will be responsible for the enforcement of the Council’s car parks, and other parking places where the Council has a management responsibility.  It is not required that the Contractor be responsible for any maintenance of the car parks other than payment machines and barriers.  A list of the Council’s car parks can be found on the website and in Annex 7.
As part of the deployed duties the Contractor may have to provide manual attendance at barriers to car parks within WBC.  Such duties are to be covered within the rate for a CEO in the Schedule of Rates.
Similarly the Contractor must have the ability to provide additional deployed hours to cover requests from Town and Parish Councils.  These will instructed in writing and invoiced through this contract by WBC. 
[bookmark: _Toc69200010][bookmark: _Toc70240950]Establishment and Management of the Infrastructure
The Contractor will maintain a database of reported payment equipment faults on the Contractor's IT System.
The Contractor will be responsible for the “first line” and “second line” repair and maintenance of parking payment equipment, including the continued provision and management of P&D tickets.  Equipment schedules of items to be maintained and to be included within the contract are given in Annex 13.  The costs of parts required by the payment machines will be met initially by the Contractor and re-charged at cost to the Council as part of the monthly billing process.  
The council will provide all SIM or equivalent cards to be used in the P&D machines.  These costs will then be directly covered by the Council. 
Any fault information relating to machines which the Contractor finds in the course of its duties will be passed immediately to the CEO base or third party equipment maintenance section during normal office hours, for their attention.  The suppliers of all machines are shown in Annex 13, and a detailed reporting procedure will be agreed with the Contractor prior to contract commencement.
The Contractor will be responsible for the maintenance of the car park entry and exit barrier systems.  Costs of parts will be borne by the Council.  The barrier systems are listed by type and location in Annex 13.
The number or type of machines operated by the Council may change during the Contract.  Payment will be adjusted to reflect the number of machines at any one time at the appropriate rate in the Schedule of Rates.  Any new machines installed during the life of the contract will become the full responsibility of the Contractor once the warranty has expired.  First line maintenance and warranty repairs will be managed by the Contractor.  Following award and prior to contract commencement, the Contractor will be required to confirm to the Council that all machines are as stated and fit for the purposes of this contract.  Operations will not commence until this is completed. 
[bookmark: CashCollection]Monitoring of the Equipment
The Council has networked all of the P&D machines in the area.  The Contractor will be responsible for monitoring the network using the ASLAN system and to use it to assist in the management of the equipment. 
Signs and Lines
[bookmark: _Toc95814243]The Contractor’s ability to operate effectively will in part be determined by the condition and accuracy of the signs and lines denoting the parking restrictions.  Contractor’s staff are required to report to the Council when there are signs and lines which do not meet a basic standard.  This basic standard will be agreed from time to time between the Contractor and the Council.
The Council has its own service to maintain its signs and lines.
Audit Access
The Council's audit requirements are set out in the Conditions of Contract.
[bookmark: _Toc475365465]Contractor Base(s)
The Council will not provide any accommodation for use by the Contractor.  If the service delivery involves significant sub-contracting, then the location of these premises and the function for which they will be used must be made clear, including a statement regarding communication between the various functions.
The Contractor will be liable for their own insurance of the accommodation, the provision of furniture and equipment to perform the agreed services, the cost of moving into or out of the Premises and all of their own professional costs associated with the Premises.  Contractor’s staff may be entitled to use certain parts of the Council’s premises, by agreement with the AO. 
All premises involved in the service delivery must be approved by WBC, and should a location change be required during the term of the Contract, the AO must be consulted and approve any such change.  Approval for such matters will not be unreasonably withheld.
[bookmark: _Toc322960006][bookmark: _Toc322960254][bookmark: _Toc475365466]ANPR Vehicle
The Contractor is required to provide a rate for the provision of an ANPR enforcement vehicle to cover parking contraventions via this approved device across the designated CEA, including bus stops, school Keep Clear areas, loading bays, and pedestrian crossings.  Should WBC make a request for this service the deployment will be agreed between the Council and the Contractor.  The Contractor will be required to carry out notice processing of PCNs issued through this enforcement (Regulation 10) and provide trained personnel to undertake these services during the term of the contract.
The Contractor will be held responsible for all road traffic offences committed and will be required to keep an accurate log of drivers who have operated the vehicle and a copy of their driving licence, to be reviewed on a not less than a minimum of an annual basis and updated whenever circumstances change.
The Council currently has the authorisation to enforce bus lane contraventions in accordance with current legislation.  If such powers are to be used during the Contract, the Contractor will cooperate with the implementation of methods of enforcement to collect evidence to permit enforcement action to be taken against contravening vehicles.
Staffing for the ANPR vehicle would come from the Contractor’s CEO staff and would be paid for as a deployed member of staff as defined in the Schedule of Rates.
[bookmark: _Toc475365467]Static ANPR
The Council does not currently use static data recording cameras as part of its package of coordinated enforcement but this may be introduced during the life of the Contract.
[bookmark: _Toc322960008][bookmark: _Toc322960256][bookmark: _Toc475365468][bookmark: _Toc69200012][bookmark: _Toc70240952]Other Services
As outlined in Section 1.1, considerable change is envisaged during the lifetime of this Contract, driven by WBC’s developing understanding of the role that CPE can play in delivering the Borough’s transport aims and the significant developments expected in the Borough’s infrastructure. 
There is no current provision for clamping and removal enforcement within this Contract.  In the event that the Council decides to implement clamping or removal as a method of enforcement within the scope of this Contract; the Contractor will be given at least 3 months’ notice of that intention and the rate for this service will be agreed and added to the Schedule of Rates.  The Council’s best estimate of the scope of this service is 20 vehicles/annum.  The Council will negotiate the precise details of the required service and the relevant market rates at such a time when this service is added.
There is no current provision for stationery beyond those listed already in the scope, such as P&D tickets within this Contract.  In the event that the Council decides to include stationery within the scope of this Contract; the Contractor will be given at least 3 months’ notice of that intention and the rate for this service will be agreed and added to the Schedule of Rates.  The Council will negotiate the precise details of the required service and the relevant market rates at such a time when this service is added.
There is no current provision for cashless parking to be provided within this Contract.  In the event that the Council decides to incorporate this service under this Contract, the Contractor will be given at least 3 months’ notice of that intention and the rate for this service will be agreed and added to the Schedule of Rates.  The Council’s best estimate of the current scope of this service is 150,000 payments/annum.  The Council will negotiate the precise details of the required service and the relevant market rates at such a time when this service is added.
There is no current provision for Blue Badge Application processing within this Contract.  In the event that the Council decides to implement this service within the scope of this Contract; the Contractor will be given at least 3 months’ notice of that intention and the rate for this service will be agreed and added to the Schedule of Rates.  The Council’s best estimate of the scope of this service is approximately 1800 applications/annum.  The Council will negotiate the precise details of the required service and the relevant market rates at such a time when this service is added.
Should the Contractor wish to propose additional services to the Council, these proposals will be welcome and will be discussed at the regular contract meetings.  If these changes involve an agreed change in deployment, the Council will issue an instruction to modify the deployed levels of resource within the Schedule of Rates.  If the proposals involve aspects which are not covered by the Schedule of Rates, the Contractor should propose a new Schedule of Rates item, with detailed justification, provided this would not constitute a material change to the Contract.  The final decision on any such aspect of service will rest with the Council and, if implemented, may be withdrawn at any time, in accordance with the change control procedures.  Examples, which may include but are not limited to, are given below:

· cash collection;
· debt recovery;
· maintenance and security of multi-storey car parks;
· monitoring of barrier systems and CCTV;
· bus lane and moving traffic enforcement.

In the event of unusual circumstances, the Council may request the Contractor to undertake other duties which are considered appropriate to the resources available to the Contractor.  These services will be paid at an appropriate level from the Schedule of Rates.  Where such services are operated in the place of the normal parking enforcement duties (e.g. emergency snow clearing) the Contractor may decline to undertake the duties but, in such case, the Council may decide that the appropriate Schedule of Rates item be suspended temporarily, with the associated loss of the deployed hours.
 
[bookmark: _Toc322960009][bookmark: _Toc322960257][bookmark: _Toc475365469]Services for PARKING administration
[bookmark: _Toc475365470]Administrative Service Requirements
[bookmark: _Toc322960010][bookmark: _Toc322960258]All administrative procedures will be agreed and documented by the Contractor with the Council prior to commencement.  The Council will agree procedures for the handling of PCNs, and the issuing of permits and these will form the basis of the administrative procedures to be documented; the procedures will be modified from time to time and the Contractor will cooperate with all such modifications as required by the Council.  All such procedures will be explicitly followed; any failure or series of failures to do so may be regarded as a contract default.
The Contractor will be responsible for all aspects of PCN administration other than those defined in legislation in determination of a formal appeal post NTO and decisions on debt registration, which will remain with WBC.
The Contractor will provide an on-line case management system for use by the public for interaction with the administration service. 
The Contractor will also be responsible for the administration of:

· Taking and management of all payments on-line, over the phone and by post
· Handling of correspondence
· Telephone services to the public
· Mail receipt and despatch
· Permit applications and processing, including on-line and virtual permit assessments and processing.  WBC currently issue virtual permits in two car parks.  It is expected that ALL permits will become virtual during the course of this contract.
· The issue of various on-street parking permits including resident permits, dispensations, visitors’ permits, staff and business permits across the Borough
· Printing of produced documents, including permits and season tickets
· Dispensations and waivers, season ticket applications and permissions 
· Contract reporting, including details for the annual report
· The ability to deal with Freedom of Information requests with a facility to export flat data to Excel
· Provision to process paper evidence, including providing envelopes at Council reception desks to mail such evidence
· Abandoned vehicle data
· Real time upload of PCNs and FPNs issued
· Information through IT links to all necessary systems and portals such as the TPT, DVLA and TEC
· Information from EPC (or similar proposed) for foreign debt recovery
[bookmark: _Toc475365471]Correspondence
The Handling of Correspondence
Correspondence with members of the public on issues relating to PCNs, or other parking related matters including telephone calls and payments, will be dealt with primarily by the Contractor’s employees.
Correspondence and telephone calls relating to permits will be handled by the Contractor.
First stage correspondence prior to the issue of an NTO will be responded to by the Contractor.  Correspondence received after the NTO will also be dealt with by the Contractor.  The Contractor will provide details on how such letters will be answered, with model answers provided.  All incoming letters will be scanned onto the system by the Contractor and the IT system will be used to store all copies of all letters sent in reply.  Detailed content of all standard letter text will be agreed with the AO from time to time, as will the guidance to be drawn up to define the appropriate response to particular types of correspondence.  
The Contractor shall provide a full response to any correspondence as soon as possible.  As a minimum any incoming correspondence must be replied to within 5 working days even if only with a holding reply. 
For all correspondence which is answered by either the Contractor or by the Council, it must be possible to re-create a letter as it was sent, to be incorporated into the case file for the court or adjudicator.  The originals of any letters received should then be filed in date order, for subsequent retrieval if necessary.
All Contractor correspondence, including envelopes, must be scanned into the Contractor’s IT System and attached to the appropriate case record on the working day of receipt, and made available to the AO.
Any letter which cannot be replied to within 10 working days in final form shall be reported to the Council for further instructions.  Failure to act accordingly may be dealt with under the provisions of the KPI payment system.
The Contractor will conduct such investigations as are required to reply fully to each letter for first stage correspondence and paid correspondence.
Formal representations post NTO must passed to the Council for a decision on the response that the Contractor will send on behalf of WBC.  Following rejection of a formal representation by WBC, the Contractor will follow the workflow progressions and deal with subsequent correspondence.
The Contractor shall deal with correspondence as set out in this section.  All replies are to be linked on the Contractor’s IT system to the relevant case. 
The Contractor will ensure that staff handling correspondence are capable of responding using clear, simple English 
All of the Contractor’s staff handling correspondence will be trained in matters relevant to the task in hand.  The Contractor’s staff must be trained to the level of an appropriate Notice Processing qualification, or equal or equivalent approved, and any SCEOs trained to the higher level Notice Processing qualification equal or equivalent.  There will be present, at all times, a SCEO who is trained to the level of a qualified CEO (as defined above), to whom reference can be made.
The Contractor will also be responsible for providing the necessary evidence in report format for Freedom of Information requests to WBC.
[bookmark: _Toc95814229]The Contractor’s telephone service shall be available to the general public for all parking related enquiries including payments, between 0900 and 1730 Monday to Friday, except for public and bank holidays.  In addition, the Contractor will provide an automated telephone payment system on which members of the public can make payment transactions at any time.  The telephone service will include an interactive voice recognition system.
[bookmark: _Toc95814230]A member of the Contractor’s management or supervisory team must be available at the Contractor’s premises at all times during these opening hours.
[bookmark: _Toc322960012][bookmark: _Toc322960266][bookmark: _Toc475365472]The Processing of PCNs and Parking Payments
[bookmark: _Toc95814209]Payment Management  
[bookmark: _Toc95814210][bookmark: _Toc95814211]The Council requires that there is a range of methods for payment for all enforcement actions as well as permits and related services.  Payment must be possible using cheques/postal orders, credit cards and debit cards, postal orders, travellers’ cheques, euro cheques, euros, and web/mobile payments.  It must be possible to pay the appropriate charges by telephone directly to an employee of the Contractor, by telephone interactive voice recognition facility or by post.  The Contractor’s parking management IT system, or cash receipting system, will be used for the processing and management of all permit, season tickets and PCN payments and for taking on-line payments of any type.
The Contractor will be responsible for the receipt of all postal payments, using a specially allocated postal facility.  The Contractor is expected to arrange and pay for a facility to forward all correspondence related to this contract using a Wokingham PO Box address to the Contractor’s nominated address.
[bookmark: _Toc95814213]All payments will be taken in the name of WBC.  The Council will nominate a bank account into which all payments will be banked by the Contractor on each day when the bank is open.  The full risk for completion of the payment process will rest with the Contractor until the full funds for each case are deposited in the Council’s bank account.  
A detailed method statement covering payments will be reviewed after award, and a procedure which is fully acceptable to, and authorised in writing by, the Council will be agreed.  This will cover how all monies will be accepted, held pending banking, banked and accounted for.  This will then form the basis of operational procedures for the handling of all monies for the Contract.  The Council may, from time to time, refine this procedure in the light of changing needs and experience, and the Contractor will follow the revised procedures.  A series of process notes are provided in Annex 10 to illustrate current payment processes, which will form the basis of the new Contract and related payment handling processes.  These will be discussed at a meeting after award and the Contractor will meet the Council’s requirements regarding how payments are processed. 
[bookmark: _Toc95814214]In any circumstance where a refund has to be issued, the Contractor will manage the process. 
Cancellations
The Contractor will be delegated with the authority to cancel certain PCNs under defined circumstances.  The Council will agree detailed written guidance on the circumstances under which a PCN may be cancelled, and the Contractor will follow this guidance in all respects.  The reasons for cancellations will be added to the PCN record on the system at the time of cancellation.
Post NTO Processing
[bookmark: _Toc95814226]All aspects of PCN processing after the issue of the NTO will be dealt with by the Contractor, including non-customer facing tasks such as DVLA enquiries, printing and despatch of a pre-debt registration letter, printing and despatch of Charge Certificates, provision of information to go to TPT, registration at TEC, and passing cases to the Enforcement Agent.  All decisions regarding cases at these stages will be taken by the Council, and the Contractor will act on these decisions.  The Contractor will cooperate with the Council at these stages, for example, by responding to requests for any evidence that is required for the compilation of case files.
ANPR Camera PCNs
Data from the ANPR system will be collected by the Contractor and progressed to the stage where a PCN can be despatched.  Once at that stage, the PCN/NTO will be progressed in the normal manner by the Contractor.
Public Interface
[bookmark: _Toc95814216]The Contractor will provide a service to respond to public enquiries regarding specific permits or PCNs.  This service will operate during all normal office hours, and will be able to provide information to callers regarding the status of an application, permit or PCN, methods of payment, and options for further processes. 
The Contractor will provide the Council with a scanning facility to be placed at WBC offices for the public to scan documents into the IT system.
Incoming Mail
All incoming mail will be date stamped and scanned by the Contractor and indexed to the appropriate case record by the end of the working day on which the mail was received.  This must include all envelopes. 
Printing and Mailing out of Documents
The services for printing, enveloping and mailing of documents will be provided by the Contractor.  All documents will be despatched on the same working day as they are readied for despatch.  A secure service is required for this aspect, to protect any identified data which will be transmitted.  This applies to both PCN related correspondence and to permits.  The Council requires the relevant database to be updated with confirmation of despatch of correspondence by the end of the working day.
[bookmark: _Toc322960013][bookmark: _Toc322960267][bookmark: _Toc475365473]Staffing
It is recognised that the level of staffing required for these functions will change over time. 
The Contractor is expected to vary resources (including staff) where the Council defines a need and advises the Contractor of that in writing.  Where possible, the Contractor will use existing resources (at no extra cost) to meet the defined need or identify how that is not possible and the additional cost arising.  The Council shall pay only such additional costs that it has agreed in advance. 
[bookmark: _Toc322960014][bookmark: _Toc322960268][bookmark: _Toc475365474]General Aspects
Documentation Design and Supply
The design of any document to be used in relation to the Contract or the Services will be by the Contractor and approved by the Council.  It is recognised that several parties, including the Contractor, will have an interest in ensuring that the design meets their requirements, and consequently there will be a process of full consultation before any document is formally approved, although the decision of the Council will be final.
Once agreed, the responsibility for the supply of the required documents will be the Contractor's, including all associated costs.  Annex 6 contains a list of the required documentation, and the Contractor is responsible for its design, printing and supply.
Provision Of Management Information
The Contractor shall provide routine management information to the AO as specified in Annex 9.  The exact nature of this information will change from time to time. 
Reports in response to Freedom of Information requests must be provided in flat data format to WBC. 
Document Storage
The Contractor shall store safely a defined set of documents relating to historical cases, for a specified duration.  Storage will be carried out in the manner proposed in tenders, and accepted by the Council.  This list of documents will be agreed from time to time between the Council and the Contractor.  Upon termination or expiry of the Contract, the Contractor will be required to effect an orderly handover of the up to date filing system of this set of documents to the Council.
At any other time, the Contractor will be required to make available any particular document or case file as required by the AO within 1 working day by scanning the document into the IT system and then informing the requester of its availability.
[bookmark: _Toc475365475][bookmark: _Toc69200029][bookmark: _Toc70240969]Permits
The Council is currently responsible for the design and issue of parking permits, for the processing of application forms, validating applications and for the printing of permits.  The Contractor will be responsible for the provision of a full permit management service.
The Contractor will be responsible for the permit printing.  The formats and content of all such documents must be agreed in advance by the Council.  The Contractor must have in place a system to provide the AO with a full, detailed audit trail of the documents sent for printing and which have been sent out to the requesting party.
The permit system must be capable of being fully integrated with the PCN software module.  It is essential that the Contractor provides and supports the full permit administration module.  The Contractor will also provide training and documentation to Council staff for the use of permit module.
The Contractor must provide a full implementation service for the permit system including data conversion to the Contractor’s system, integration with other parking modules, and re-implementation of the Council’s formatted documents and procedures.
Regardless of the IT system finally selected for the service, the Contractor will provide a smooth, seamless changeover from the current permit system (ICES).and ensure complete integration so that VRMs can be linked across all sources of penalties.
The Council considers that the current level of provision of user facilities for permit management is the minimum for the new service.  Enhancement and developments will be welcome.
Currently the Council is using paper based and virtual permits and will expect the appointed Contractor to provide permit printing and permit related stationery from contract commencement until such time as the virtual permit system has been fully implemented.  The parking management software system has to have an on-line permit functionality, together with pay by phone functionality, and the ability to undertake a virtual permit capability.
The Council wishes to move towards a full virtual permit capability as soon as possible, subject to final committee approval.  Tenders should indicate how this would occur as a part of the overall system implementation, and how this would integrate with the Contractor’s systems and HHCTs.
The Contractor will:
· take all payments for permits, through whatever means, on-line, by phone or through the post.
· receive and assess permit applications and issue hard copy and virtual permits in line with WBC requirements.  Details to be agreed with WBC post contract award.
· provide, for the duration of the contract, such IT hardware, communications and other software required to implement and operate the permit system.
· support the permit module for the contract duration in the same way as the main PCN processing system will be supported by the Contractor.
· carry out a business process review of how permits are currently managed in the Council and detail how the existing business processes will be mapped onto the implementation and operation of the new permit system.
· integrate the permits processing closely into the business processes used for the issue and processing of PCNs.
· design new business processes for permit management in conjunction with Council and other officers, as required.
· transfer and convert all permit data currently held into the new system.
· train all staff (Contractor or Council) who have to use the permit module.

[bookmark: _Toc322960015][bookmark: _Toc322960269][bookmark: _Toc475365476]HOSTING OF IT FACILITIES
[bookmark: _Toc69200030][bookmark: _Toc70240970][bookmark: _Toc322960016][bookmark: _Toc322960270][bookmark: _Toc475365477]Introduction
The Council has a set of standards of service aspects expected of third parties in relation to the provision of externally hosted ICT services.  The Contractor must comply with all of these standards.  Tenders should address how this set of standards will be met in the service delivery.
This aspect of the overall Contract will comprise:
· The provision of suitable equipment to host the central information service for the whole of parking management, except cashless parking;
· The provision and management of a suitable software system (currently ICES) in use by the Council for parking management purposes, which includes hosting, software implementation, operation, updating, trouble shooting, etc.
· Full permit database conversions to the new hosting arrangement;
· The provision of a service to interface to and exchange data with external partners, including DVLA, Enforcement Agents, TPT, TEC and EPC;
· The provision of a service to interface to internal Council systems, including the Council’s website and cash receipting systems;
· The provision of a service to print, envelope and mail outgoing documents;
· The implementation of the permit facility, including a system to provide and operate virtual permits.
The Contractor will supply and support at all times during the Contract Period and as set out in the Conditions of Contract, a suitable IT system to undertake the management of the above aspects of the Contract ("the Contractor's IT System").  This IT system will be based on one of the currently commercially available software systems, supplied and implemented by the Contractor.  There are no software licences to be made available to the Contractor. 
The proposed version of the system must be a proven working package, fully developed, tested and implemented in at least two other public sector organisations.  Details of the working sites to be provided in the tender.
The system must be capable of calculating the stages in the PCN progression and automatically progress the PCN records in accordance with the relevant legislation.  For all outstanding PCNs, recovery documents will be produced and served in sequence in accordance with legislative and best practice timescales until the PCN cases are paid or closed for other reasons.  The system must automatically identify persistent evaders where 3 or more PCNs are at the charge certificate stage and this information must be uploaded to CEOs in real time.
The system must be capable of being expanded to allow the Contractor to undertake administrative functions for third parties including PCNs, FPNs and private notice processing.  
There should be comprehensive search facilities for cases, with all the data fields allowing the user to specify from and to dates, with any combination of criteria able to be specified.  Fields should take wild cards where relevant.  The search facility should allow searches for cases that have already passed through a particular state, not just those that are currently at a particular state. 
The system user must be allowed the ability to view all data held against any associated PCN record (or multiple records) as required, without closing down the original PCN.
The system must be able to log abandoned vehicle data and make this information available in a summary format on a daily basis to WBC.
The Council intends to avail itself of the latest on-line technology that is offered, to give full flexibility for access for home working, for public access, and communication with external bodies.  The system must therefore be fully web enabled, browser based, and capable of being accessed with suitable security checks, from any PC connected to the internet.  
The price given in the Schedule of Rates under IT services must cover all the IT system and database set-up costs and all costs to provide the software, including the costs to cover database copying and/or conversion from the ICES system and full implementation through to and including completion of the user acceptance trials.  
The Contractor must note and comply with the general standards relating to the internal Council IT provision given in Annex 8, and the standards defined in the method statements.
The Council has an internal network covering all of its own sites ("the Council's IT System”); the Contractor will link into this network and will meet the agreed IT standards set by the Council. 
Processing Capability
The target response at a terminal should be that a single search, e.g. for a case record, without photographs or scanned images, should be capable of being completed at the user screen within 4 seconds on 95% of all occurrences, for a system with the concurrent load described above.  The Council wishes to have proposals for how this level of service will be achieved, including provision for equipment and service failure.
The Council requires a comprehensive business continuity and disaster recovery capability built into the service, including the ability to withstand power failures.
Data Communications
Sufficient equipment with sufficient capability to meet the response requirements is essential; where possible bottlenecks outside the Contractor’s scope of influence may occur, these should be identified.
The system must have a messaging system that can upload to CEOs on site in real time.
General Purpose Software
All third party software, including operating systems, database systems, MS Office products, back-up software, etc., will be provided at the outset of the Contract by the Contractor, and maintained thereafter as part of the service.
Archiving
The Contractor will be responsible for agreeing the parameters for archiving data at the outset of the Contract, and thereafter to carry out the archiving on the scheduled basis.  No other archiving of data will occur, unless specifically agreed with the Council.  
Data Back-Up
Contractors should propose what they would provide as regards data back-up.  The Contractor will be responsible for agreeing a back-up method and schedule at the commencement of the Contract, and thereafter to carry out the back-up processes.  There must be regular and adequate checks on the integrity of the back-up data.  Also a full test restore should be carried out regularly plus any ad-hoc test restores at the request of WBC.
Implementation and Training
The contractor will be responsible for the provision of all IT implementation services as described in this document.  This will include data creation or transfer to set up the initial databases, e.g. current permits, street names, training of all Council staff, document design, photographs, scanned images, etc.
Anti-Virus 
The contractor will be responsible for the provision of all anti-virus software and its operation at the centrally hosted site.  The supplier should specify the anti-virus tools and procedures to be adopted at each Council site in respect of their software.  The anti-virus software must be kept up to date and use the latest versions at all times.
Help Desk and Support Services
A help desk and related support services will be required to operate for the Council in respect of the hosted service.  This service will operate during Normal Hours of Operation, and will handle queries by phone and email.  Supporting software to inform users of the status of any query is required.
At the outset and from time to time, the Council will wish to agree what constitutes the prioritisation of calls and relevant SLAs linked with response time.
Ad-Hoc Database Access
The Contractor will provide an ad-hoc reporting tool for the Council to enable auditors or another AO to carry out their own interrogation of any aspect of the Council’s data as held on the IT system.  Annex 9 contains details of the standard ad-hoc reporting capability required as a minimum. 
Processing Services
Printing
The Contractor should provide a service for the printing, enveloping and despatch by mail of all volume documents such as NTOs, permits, etc. in an agreed format.  PCN related items will go by 1st class mail, and permit related correspondence by 2nd class mail, unless the Contractor can suggest a cheaper method of achieving the same results.  Letters will be printed directly by the Contractor and despatched from the Contractor’s premises.  Postage costs will be met by the Contractor.  The volumes of printing required can be estimated from the volume data given in the Annual Reports.
DVLA Data Acquisition
The Contractor must provide a service to acquire relevant keeper information from the DVLA, and to update the database with the returned data.
TEC File Transmission
The Contractor must provide a service to despatch the required files to TEC, and to receive and process the responses from TEC.  The Council will pay the registration charges applicable.  
TPT File Transmission
If electronic transmission of evidence is in use, the Contractor will be responsible for sending the case details prepared by the Contractor to TPT, and for receiving and processing the responses onto the database for the Council.  
Enforcement Agent File Transmission
The Contractor will transmit Enforcement Agent files to the appropriate Enforcement Agent firm(s) when instructed to do so by the client.  If electronic data is available for return, this will be accepted, and the database updated as appropriate.
Payment Processing – Links to Council Cash Receipting System (Agresso)
The Contractor will on a pre-arranged daily basis, Monday to Friday, collect payment details from the Council’s Cash Receipting System and from the CSC and update the database accordingly, and transfer details of payments received by the Council.  This will be achieved by file transfer between the Council’s Agresso System and the Contractor’s systems.  Full file details will be provided if required, following award, or in response to tender questions.
Links to Council Website
The Contractor’s website will act as a portal to provide a single interface for PCN payments, for permit applications and other parking related on-line processes.  This should be designed to provide a seamless service to users, with the aim that they will not realise they have left the Council’s website.  Where required, the hosted service will include processing these on-line facilities and transferring the data to the required destination, be it an incoming permit application, for example, or processing a payment via the Council’s cash receipting facilities.  The Contractor will cooperate with the Council in ensuring these interfaces all operate as designed at set-up, and continue to operate in operational service.

[bookmark: _Toc475365478]IMPLEMENTATION OF SERVICES
[bookmark: _Toc475365479] Introduction
1.1.1. The process of implementation will be monitored by the Council to ensure that proper and adequate project management is applied, timetables are adhered to, and commitments fulfilled.  This will be effected by regular meetings and formal reports to review progress, and to resolve difficulties.  Project planning will be based upon Microsoft Project plans, and files in this format will be provided at intervals specified by the Council as defined in the implementation phase timetable.  
1.1.2. Within 10 working days of award, the Contractor and the Council will meet as required to agree the technical details of the provision of the IT Services.  This will include the timetable for delivery.  Section 4 defines the overall IT needs, and this has to be translated into specific requirements for setting up the IT Service.  Once these requirements are agreed in detail, a technical specification will be prepared by the Contractor within 20 working days of award, and signed off by the AO within a maximum of 5 working days.  If agreed, this will then constitute the defined and agreed IT implementation.
Provision of Equipment
The Contractor’s obligations to provide Contractor's Equipment (including that related to the IT Services) are set out in the Conditions of Contract. 
The Contractor will provide the equipment (including communications equipment, IT hardware and software) necessary to fulfil their responsibilities.
Provision of Software
Tenders must include the full details of the proposed suite of application software to be used by the Contractor and the Council for all aspects of parking management.  If a change of processing system is tendered, tenderers should be aware that the Contractor must meet all marginal costs of the use of an alternative system, and its use will not absolve the Contractor from the need to have a fully operational, fully converted, implemented IT system available on the Commencement Date.
Training in the use of the proposed software should be arranged between the Contractor and the software supplier, at the Contractor’s cost.  The loading of the software onto the Contractor’s HHCTs should also be arranged directly between the software supplier and the Contractor, at the Contractor’s cost.
Acceptance Procedures 
The process of implementation must include the formal acceptance of the Services by the Council.  The Acceptance Tests will be determined by the Council after consultation with the Contractor as part of the initial set-up meetings for the IT services.
As a general principle, the Contractor will be allowed three attempts to pass each stage of the Acceptance Tests; if any stage still results in a failure after three attempts the Council may resort to the provisions of the Conditions of Contract.  The Acceptance Tests must be completed successfully by the Commencement Date; if they are not passed by that date, the Contractor may be in breach of contract.
The service will not go live unless an Acceptance Test has been successfully passed, and signed off as such by the AO.
Each system component will be subject to the following Acceptance Tests as appropriate:
A) That all relevant documentation is available and is sufficient for the provision of the Services; it must be in hard copy and available on-line.
B) That sufficient IT equipment has been delivered and installed for all operational CEOs and administrative staff.
C) That all databases (including photographs, scanned images, etc.), progressions, procedures, permit formats, etc. have been successfully migrated to the new hosted service and are accessible to the Council.
D) That the service is capable of achieving the throughput specified.
E) That the equipment is capable of providing the required outputs as described in this Specification.
Site Preparation
The Contractor submitting a tender should make it clear what facilities the Contractor wishes that the Council should provide in its own premises, to enable the IT requirements to be provided.
[bookmark: _Toc69200032][bookmark: _Toc70240972][bookmark: _Toc322960019][bookmark: _Toc322960273][bookmark: _Toc475365480]Service Level Requirements 
Documentation
The Contractor shall supply hard or electronic (.pdf format) copies of all relevant IT documents to the Council on the Commencement Date.  This must include operational software manuals, equipment manuals, network information, etc.  It will be the responsibility of the Contractor to ensure that these documents are kept up to date, at no cost to the Council, with new releases and changes as they are provided by the source suppliers of equipment and software.  The primary copy of this documentation will be kept in the main Council offices, or some other agreed location, and only items specific to a user's needs will be kept at other locations.  The Contractor will maintain an index of this documentation.
Change Control
Following the Commencement Date, every change of the Contractor’s IT System which is to be brought into the operation will follow an agreed path.  Contractors must provide a proposed change control procedure.  This methodology will be agreed with the Council, and thereafter will be followed.  This will apply to any item of hardware, software, service provision or communications equipment.  The procedure will include the planning of such a change, the consideration of the operational impact on the Council or other contractors, the cost of the change, and the execution of the change in accordance with the agreed plan.  If any change is not approved by the Council, the change will not be implemented.
Once agreed, the procedure will be rigorously followed in order to simplify the quality control of service delivery.
Performance Levels
The Contractor shall at all times meet the Contract Standard as set out in the Conditions of Contract.  
The basic requirement is to allow concurrent Council users to have access to the Contractor’s system, over and above the Contractor’s own requirements. 
Any planned interruption to the Services will be discussed in advance with the Council, whose advance written agreement will be required.
For unplanned interruptions, Contractors should detail proposals for how such events will be managed.
Hours of Operation
The hosted IT Services will operate at all times.  Any planned break in service must occur outside of Normal Hours of Operation.  It should be agreed at least 1 working day in advance with the AO, and should not occur without that permission being obtained, although the Council will be mindful of its duty to maintain an operational service and will not unreasonably withhold such permission.
[bookmark: _Toc69200034][bookmark: _Toc70240974][bookmark: _Toc322960020][bookmark: _Toc322960274][bookmark: _Toc475365481]Data and Service Integrity
Physical Security
The Contractor's obligations in relation to the physical security of the related IT equipment are set out in the Conditions of Contract.
Data Security
The responsibility for security of access to Council Data will rest with the Contractor in the first instance, and unless proven otherwise, the Contractor will be held totally accountable for the security of Council Data held in the Contractor's databases.  
Audit Access
The provision of the IT Services will be subject to review by the Council's internal and external audit function.  The Contractor will cooperate with any request which comes from the auditors, who may require access to any Council Data, and will wish to use suitable software aids to carry out their investigations.  The Contractor's staff will be available for interview and will be instructed to assist the Council internal audit.
Within normal working hours and where it is a reasonable request, WBC internal and external audit will have unrestricted access to all premises where data is stored by the Contractor.
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ANNEX 1: CONTRAVENTION CODES

	On-Street
	
	
	
	

	Code
	Description
	Differential level
	PCN
Level
	Observation period

	1
	Parked in a restricted street during prescribed hours
	Higher
	£70.00
	10 min

	2
	Parked or loading/unloading in a restricted street where waiting and loading/unloading restrictions are in force
	Higher
	£70.00
	n/a

	5
	Parked after the expiry of paid for time 
	Lower
	£50.00
	10 min

	6
	Parked without clearly displaying a valid P&D ticket or voucher
	Lower
	£50.00
	10 min

	7
	Parked with payment made to extend the stay beyond initial time
	Lower
	£50.00
	10 min

	9
	Parked displaying multiple pay & display tickets where prohibited
	Lower
	£50.00
	10 min

	12
	Parked in a residents' or shared use parking place or zone without clearly displaying either a permit or voucher or pay & display ticket issued for that place
	Higher
	£70.00
	10 min

	16
	Parked in a permit space without displaying a valid permit
	Higher
	£70.00
	10 min

	18
	Using a vehicle in a parking place in connection with the sale or offering or exposing for sale of goods when prohibited
	Higher
	£70.00
	10 min

	19
	Parked in a residents' or shared use parking place or zone displaying an invalid permit, an invalid voucher or an invalid pay & display ticket
	Lower
	£50.00
	10 min

	20
	Parked in a loading gap marked by a yellow line
	Higher
	£70.00
	10 min

	21
	Parked in a suspended bay or space or part of bay or space
	Higher
	£70.00
	n/a

	22
	Re-parked in the same parking place or zone within one hour of leaving
	Lower
	£50.00
	n/a

	23
	Parked in a parking place or area not designated for that class of vehicle
	Higher
	£70.00
	n/a

	24
	Not parked correctly within the markings of the bay or space
	Lower
	£50.00
	n/a

	25
	Parked in a loading place during restricted hours without loading
	Higher
	£70.00
	n/a

	26
	Vehicle parked more than 50 cm+ from the edge of the carriageway and not within a designated parking place
	Higher
	£70.00
	n/a

	27
	Parked adjacent to a dropped footway
	Higher
	£70.00
	n/a

	30
	Parked for longer than permitted
	Lower
	£50.00
	n/a

	40
	Parked in a designated disabled person’s parking place without displaying a valid disabled person’s badge in the prescribed manner
	Higher
	£70.00
	n/a

	42
	Parked in a parking place designated for police vehicles
	Higher
	£70.00
	n/a

	45
	Parked on a taxi rank
	Higher
	£70.00
	n/a

	47
	Stopped on a restricted bus stop or stand
	Higher
	£70.00
	n/a

	48
	Stopped in a restricted area outside a school when prohibited
	Higher
	£70.00
	n/a

	62
	Parked with one or more wheels on or over a footpath or any part of a road other than a carriageway
	Higher
	£70.00
	n/a

	63
	Parked with engine running where prohibited
	Lower
	£50.00
	n/a

	99
	Stopped on a pedestrian crossing or crossing area marked by zigzags
	Higher
	£70.00
	n/a

	
	
	
	
	

	Off-Street
	
	
	
	

	80
	Parked for longer than the maximum period permitted
	Lower
	£50.00
	n/a

	81
	Parked in a restricted area in a car park
	Higher
	£70.00
	n/a

	82
	Parked after the expiry of paid for time
	Lower
	£50.00
	3 min

	83
	Parked in a car park without clearly displaying a valid pay & display ticket or voucher or parking clock
	Lower
	£50.00
	3 min

	84
	Parked with additional payment made to extend the stay beyond time first purchased
	Lower
	£50.00
	n/a

	85
	Parked in a permit bay without clearly displaying a valid permit
	Higher
	£70.00
	3 min

	86
	Parked beyond the bay markings
	Lower
	£50.00
	n/a

	87
	Parked in a designated disabled person’s parking place without displaying a valid disabled person’s badge in the prescribed manner
	Higher
	£70.00
	n/a

	89
	Vehicle parked exceeds maximum weight or height or length permitted in the area
	Higher
	£70.00
	n/a

	90
	Re-parked within one hour* of leaving a bay or space in a car park
	Lower
	£50.00
	n/a

	91
	Parked in a car park or area not designated for that class of vehicle
	Higher
	£70.00
	n/a

	92
	Parked causing an obstruction
	Higher
	£70.00
	n/a




ANNEX 2: PCN/HHCT DATA REQUIREMENTS AND CONTENTS
The HHCT
The HHCT must be capable of transmitting PCN data (and preferably photographs) to the central database in real time – by that, in this case, is meant within 5 minutes of the PCN being issued.
The HHCT must identify persistent evaders/offenders, location or vehicle specific messages/alerts from a file created on the Contractor's IT System – the file must be capable of being updated daily and must be updated weekly as a minimum.
The HHCT must be able to identify permit holder vehicles and vehicles pre-paid through the cashless system, using an on-line interface to the cashless parking systems provided by the CSC, by VRM (preferably using a ANPR system).
The HHCT must be able to identify virtual permits in relation to parked vehicles.  Tenders must make it clear how VRM data will be captured as part of this process.  Virtual permits will not be implemented at contract commencement, but it is very probable they will be implemented during the Contract.
The HHCT must validate the data entered as far as it is possible to achieve logically. 
The HHCT must support each contravention code having a different observation period, and must not allow the observation period to be over-ridden by the CEO to issue the PCN earlier.
The HHCT must be capable of printing a second copy of the PCN immediately after issue.
The HHCT must be able to provide on-line tracking information regarding the location of the device to a real time display available to monitoring officers; tenders should clarify contractors understanding of “real time” in this case.
If ANPR is not offered, the software must involve keying the VRM twice, in a way which minimises the likelihood of incorrect keying.  If ANPR is offered then the VRM must be scanned a second time before issue for confirmation.
The HHCT must collect as a minimum the PCN data set agreed with the Council.
The HHCT shall be capable of producing “Warning” notices for use in any “dummy run” exercise, the data in which shall be capable of being transferred onto, processed and stored on the Contractor’s IT System.
The HHCT must log the presence of a CEO on-street on every street and car park, even if no ticket is issued.
The HHCT must transfer data to the Contractor's IT System including:
· log-on/off, daily
· PCNs, daily
· location identifiers
· street reports such as signs information, TRO faults, meter faults
The HHCT must allow a CEO to sign on and off, including refreshment breaks.
The HHCT must carry out a test routine including printing a test PCN, immediately after switch on.
The PCN Itself
The PCN must be clearly printed, and in a form which does not fade in sunlight, or smudge in the rain.
The PCN must be a minimum size of 3" x 6" (76 x 152mm), or another agreed dimension; "till roll" PCNs will not be acceptable.  A second copy of the PCN will not be required initially, but may be requested if the Council requires it for PCN processing.
PCN Data
As a minimum, the PCN format must accord with the recommended Parking and Traffic Regulations Outside London (PATROL) format, the latest TPT guidance and the current PCN format.  Details of the design must be agreed and signed off by the Council, prior to use on-street.  The data set to be collected must meet all the information requirements of the Council in the collection and processing of the PCN, regardless of outcome.  The collection of the data must be easily linked to the information collected in the CEO pocket book.
PCN Carrier
The PCN carrier will be capable of being attached to the windscreen of the vehicle, it will be waterproof and it will enable a driver to see the PCN clearly on the inside.  

ANNEX 3: SCHEDULE OF HOURS
For initial operations in Wokingham Borough, the Hours of Operation will be:

ON-STREET PATROLS:	 
	Type
	Days
	Times
	Exclusions

	Standard
	Mon-Sat
	0730–2200
	Christmas Day

	
	Sun
	0730–2200
	

	Night
	Mon-Sun
	2200–0730
	Bank and Public Holidays



OFF-STREET PATROLS: 
	Type
	Days
	Times
	Notes

	Off-Street
	Mon-Sun
	0730–2200
	

	Night
	Mon-Sun
	2200–0730
	



	

ANNEX 4: WBC CEA BOUNDARY
[bookmark: _GoBack]The following map shows the CEA, being the whole Council area, with exclusions for the M4 and its slip roads.


If, for any reason, you cannot open the file embedded above, please contact the ITT coordinator (WBC CPE – ITT FINAL, Section 7.7) and they will send you a separate copy in ‘.jpeg’ format.

ANNEX 5: OUTLINE CONTENTS OF CEO HANDBOOK

Expected Handbook Contents:
1) The Duties of a CEO
2) Uniform and its Appearance
3) Equipment, its Care and Use
4) Personal Behaviour on Duty:
Conduct in Relation to Members of the Public
Conduct in Relation to the Media
Personal Appearance and Behaviour
Discrimination in any Form
5) Behaviour in Response to Particular Circumstances:
Road Traffic Accidents
Traffic Control Limitations
Requests for Assistance
Lost Property
Bribery
Crime
6) Procedure for Patrol
7) Procedure in the Event of a Contravention
8) Recognition of Various Contraventions
9) Use of Warning Notices
10) Response to Specific Issues
11) Equal Opportunities Policies
12) Disciplinary and Grievance Procedure









ANNEX 6: FORMAL DOCUMENTATION AND RESPONSIBILITIES

	DOCUMENT
	RESPONSIBILITY

	PCNs and carriers
	Contractor

	Warning notices
	Contractor

	Plastic machine bags and “Do not insert coins” labels
	Contractor

	Formal PCN documents, including NTOs, Charge Certificates, etc.
	Contractor

	P&D tickets
	Contractor

	Receipt rolls for ANPR payment machines
	Contractor

	Permits
	Contractor

	Permit holders
	Contractor



All documents are as defined in Guidance and TMA 04, and approved by the AO.

ANNEX 7: OFF-STREET CAR PARK SCHEDULE
P&D, Pay and Display; POF, Pay on Foot.
	Town
	Car Park
	Number of spaces
	Type
	Length of stay

	Wokingham
	Denmark Street  
	50
	P&D
	Short stay

	Wokingham
	Easthampstead Road (West)
	57
	P&D
	Short stay

	Wokingham
	Elms Road multi-storey
	187
	P&D
	Short/long stay

	Wokingham
	Cockpit Path
	110
	P&D
	Long stay

	Wokingham
	Easthampstead Road (East)                                  
	236
	P&D
	Long stay

	Wokingham
	Carnival MSCP, Wellington Road
	589
	POF
	Long stay

	Wokingham
	Council Offices, Shute End (note 1)
	216
	P&D
	Long stay

	Woodley
	Crockhamwell Road
	171
	P&D
	Short stay

	Woodley
	Lytham Road (East)
	24
	P&D
	Short stay

	Woodley
	Lytham Road (West)
	33
	P&D
	Short stay

	Woodley
	Headley Road
	211
	P&D
	Long stay

	Woodley
	Kingfisher Drive
	24
	Free
	No limit

	Woodley
	Pitford Road
	16
	Free
	No limit

	Woodley
	Rickman Close
	48
	Free
	No limit

	Woodley
	Wallace Close
	22
	Free
	No limit

	Woodley
	Hudson Road
	11
	Free
	3 hour limit

	Earley
	Station Road
	47
	P&D
	Long stay

	Twyford
	Polehampton Close
	41
	P&D
	Long stay

	Wargrave
	School Lane
	33
	P&D
	Long stay

	Winnersh
	Winnersh Triangle Park and Ride (note 2)
	380
	POF
	Long stay

	Finchampstead
	Avery Corner
	52
	Free
	No limit

	Finchampstead
	California Crossroads
	10
	Free
	30 minutes

	Shinfield
	School Green
	40
	Free
	No limit

	Grazeley
	Mereoak Park and Ride
	590
	Free
	Long stay

	Hurst
	Dinton Pastures Country Park
	
	P&D
	Long stay

	Finchampstead
	California Country Park
	
	P&D
	Long stay



Note 1. This car park has staff parking between 08.00 and 18.00 Monday to Friday.

Note 2. Payment at this car park is either at the payment machine or by bus ticket.





ANNEX 8: Council IT Standards 
The following are the internal IT standards with which the Contractor's IT System shall be compatible:
Internal Network:
		Cabling:			Category 5 Structured Cable
						UTP/Fibre
						100BaseT to Desktop
		Protocol:			TCP/IP
		Core Operating System:	Windows Server 2003/2008
Remote Communications:
		Temporary:			PSTN
						ISDN
		Permanent:			Kilostream
						Megastream


A .pdf copy of the current PCN is available upon request from the Council.
ANNEX 9: ROUTINE MANAGEMENT INFORMATION
	On and Off-Street Enforcement Reports

	Description
	Frequency
	Date of Submission

	Staff deployment records
	On-line, on demand
	As required by WBC

	Numbers of tickets issued, by contravention code, by location and by CEO
	On-line, on demand
	As required by WBC

	Numbers of Warning Notices issued
	On-line, on demand
	As required by WBC

	Visits to specified locations
	On-line, on demand
	As required by WBC

	Reportable incidents on and off-street 
	On-line, on demand
	As required by WBC

	SCEO quality checks, comments and observations
	On-line, on demand
	As required by WBC

	Blue Badge inspections
	On-line, on demand
	As required by WBC

	Analysis of CEO errors 
	On-line, on demand
	As required by WBC

	Processing reports
	On-line, on demand
	As required by WBC

	Freedom of Information requests reports
	On-line, on demand
	As required by WBC

	Equipment Management Reports

	Description
	Frequency
	Date Of Submission

	Report of faults logged, by location and fault reason.  Sub-divided by equipment type, e.g. P&D, HHCT, etc.
	Daily
	On-line by 10am for preceding day

	Report of repairs carried out
	Monthly
	5 working days after end of the relevant month

	Condition of lines and signs
	Monthly
	5 working days after end of the relevant month

	Suspension Report detailing cones used, letters delivered, vehicles in area recorded, date removed, number of signs used, CEO assigned
	Monthly
	5 working days after end of the relevant month




ANNEX 10: PAYMENT HANDLING 

Current payment handling processes are as follows:

Excess Charge Notice and Standard Charge Notice Payments:

Cheque/postal prder – processed by the Council’s Cash Office and a daily report sent to the Car Parks Team.

Cash – payments taken in person by the Car Parks Team and passed to the Cash Office.  Payment processed by the Cash Office and a daily report sent to the Car Parks Team.

Credit/debit cards – payments may be made on-line, by telephone (Monday to Friday, 9.00am to 4.00pm) or automated paying in machine in the Council’s reception area.  Payments are processed by the Cash Office and a daily report sent to the Car Parks Team.

Web/On-line Payments:

Credit/debit cards – payments may be made via the Council’s bespoke on-line payment system and processed by the Council’s Cash Office.  A daily report is sent to the Car Parks Team.

Enforcement Agent Payments:

Monthly cheque accompanied by payment report from the Enforcement Agent sent to the Council’s Car Parks Team. 

P&D Payments:

Cash Collection – Council currently has a contract for the provision of cash collection from the payment machines.

Permit Payments:

Cheque/postal order – processed by the Council’s Cash Office and a daily report sent to the Car Parks Team.

Cash – payments taken in person by the Car Parks Team and passed to Cash Office.  A daily report is sent to the Car Parks Team.

Credit/debit cards – payments may be made by telephone (Monday to Friday, 9.00am to 4.00pm).  Payments are processed by the Cash Office and a daily report sent to the Car Parks Team.

ANNEX 11: KPIs
Introduction
The purpose of the KPIs is to provide consistent monitoring of the performance of the Contract in order to ensure high quality delivery of the Services and to drive continuous improvement throughout the Contract Period.  The Council intends to operate this Contract in a spirit of partnership with the Contractor to deliver long-term sustainable benefits to both parties.  The Contractor is expected to demonstrate a willingness to adopt a similar approach and recognise the Council’s requirements.
KPIs will be a key element of the regular reporting of Contract performance and will be evaluated and discussed at the monthly contract review meetings.
To ensure they remain fit for purpose, KPIs will change and evolve during the Contract, encompassing changes to the achievement levels required for individual KPIs, the addition or removal of KPIs and the replacement of KPIs with new measures.
In the spirit of partnership, the Contractor is required to contribute to the active development of these KPIs to ensure that they deliver consistent measurement of performance and continuous improvement.  All proposed changes to KPIs will be discussed by the parties prior to implementation and, whilst it is expected that consensus will be reached, the Council reserves the ultimate right to determine the KPIs.
Any changes to KPIs will become active once they are approved by the Council’s AO.

Calculation of KPI Payments
Each KPI is assigned a Threshold Value, which is the performance level to be achieved in order to qualify for the relevant percentage of the monthly payment.  Each threshold value is calculated to be achievable with the provision of a quality service.  Accordingly, monthly payment in full for the regularly occurring activities under this Contract (i.e. excluding payments for unusual, ad-hoc or one-off events) is dependent on achievement of 100% performance of these KPI’s.  A maximum of 10% of the regular monthly payment (before VAT) – the “KPI Payment” – is at risk in the event of underperformance and payment will be reduced in accordance with the procedure below when such underperformance occurs.
Each KPI item below is assigned a weighting and the total weights add up to 100%; 100% achievement will result in maximum Performance Payment.  Services which are not implemented within the Contract at any time will not count as a percentage towards the Performance Payment.
The KPI Payment will be made monthly, its value being assessed anew for each month without reference to previous performance.
Failure to meet performance standards may be the subject of default deductions, in accordance with Schedule 1 to the Conditions of Contract, and may also result in the issuing of a Warning Notice, which may ultimately lead to termination in accordance with Clause 32 of the Conditions of Contract. 
Where there is disagreement between the Council’s contract monitoring team and the Contractor regarding whether a Threshold Value has been achieved, the situation will be discussed with a view to achieving a mutually satisfactory resolution and, if necessary, escalated to the AO.  The final decision will rest with the Council’s AO.
The whole payment for each individual item will be made if the Threshold Value for that item is met.  Under normal circumstances no payment will be made in respect of an item if the Threshold Value is not met, but part payment may be made if there are sufficient mitigating circumstances, which will be agreed on an individual basis for each instance.
In order to ensure that a continually improving service is provided, all thresholds will be subject to review, at least annually on the anniversary of the start of the contract.
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PROTECTIVE MARKING: PROTECT
	Indicative KPIs

	Measurement 
	
	Payment Threshold
	Weight
	Responsibility for Measuring

	Patrol Requirements 
	40%
	 

	KPI 1

	Contractor to meet the monthly schedule of deployed hours within 2% of target.  These will be reviewed and any changes agreed quarterly.
	100%
	10%
	Contractor will be required to report on progress, which will be verified by Contract Team

	KPI 2

	Contractor will be expected to meet a patrol rota (number of hours/visits deployed to an agreed frequency) for all roads, measured by GIS evidence.  This will be reported monthly, indicating daily compliance achieved.
This schedule will be agreed with the Contractor and reviewed as necessary to account for seasonal variations.  Included in this schedule are specific regular requests, i.e. frequency of schools patrols, rush hour am/pm patrols, taxi enforcement and nominated key locations.
	Average daily compliance 95% 
	25%
	Contractor will be required to report on progress, which will be verified by Contract Team
Any time required in response to KPI 3 requests is removed from this calculation

	KPI 3

	Contractor will be expected to action enforcement requests within 30 minutes of receiving such a request from the AO.  Requests where the CEO will need to attend using a vehicle/scooter must be actioned within 1 hour of receiving the request.  The contractor will be expected to feed back to the council within 2 hours of the request being received. 
	100%
	5%
	Contractor will be required to report on progress, which will be verified by Contract Team



	Measurement 
	Quality of Staff
	Payment Threshold
	Weight
10%
	Responsibility for Measuring

	KPI 4

	All complaints must be dealt with by the Contractor and a written report of the investigation reported back to the Council within 3 working days of being received.  Payment will be deducted should more than 2 complaints be upheld in 1 month.
	90% 
	10%
	Contractor report verified by Contract Team




	Quality of PCNs
	15%
	 

	KPI 5

	PCNs cancelled as a result of CEO or Contractor error.
	0.5% maximum

	15%
	Contractor report verified by Contract Team

		Measurement 
	IT Service
	Payment Threshold
	Weight
15%
	Responsibility for Measuring




	KPI 6

	Resolution of a failure in availability (downtime) of any part of the IT system within 4 hours. 
	100%
	10%
	Contractor using system logs

	KPI 7

	Contractor to comply with requests for support, maintenance and development in accordance with the MUST Have method statement criteria by the agreed date.
	100%
	5%
	Contractor using system logs



	Notice Processing
	15%
	 

	KPI 8

	All cases to be processed correctly and progressions to occur within the statutory timeframes.  One occasion is counted per each PCN that is cancelled as a result of a failure to comply.
	99%
	15%
	Contractor using system logs



	Permit Management
	5%
	 

	KPI 9

	Permit requests to be responded to within 1 working day, regardless of source of request.
	95% 
	5%
	Contractor report verified by Contract Team 
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PROTECTIVE MARKING: PROTECT
ANNEX 12: IT SYSTEM REPORTING REQUIREMENTS
Standard ad-hoc reporting capability should allow reporting of such basic things as Case Listings/Case Summaries by contravention, by current state, by next state, for such things as payments, correspondence, etc., and these should be capable of being sorted by issue date, state change date, etc.  In addition to simple ad-hoc reporting, and the report required for the Annual Parking Report to the DfT (information must be contained in a maximum of 3 reports), the IT system should have a report capability with the minimum of the following reports which can be run annually, monthly, weekly or daily.  All reports should be exportable to Microsoft Excel in a format which allows further analysis without alteration.  All reports should be filterable by the column headings.  The minimum set of reports which the Contractor will provide are:

Report 1. CEO Shift Summary by Day
Showing:
CEO Number, Start of Shift, End of Shift, Break Time, Suspension Duties, Driving Time, Office Duties, Number of Streets Visited, Streets Visited per Hour, Vehicles Observed, Valid PCNs Issued, VDAs and Spoiled PCNs.
Totals
  
Report 2. Patrol Summary by Patrol Area by CEO
Showing by Patrol Area:
CEO Number, Number of Visits, Time in Area (Hrs:Mins), Vehicles Observed, VDAs and Spoiled PCNs, Valid PCNs Issued.
Totals
 
Report 3. Contravention Summary by Patrol Area
Showing by Patrol Area:
Contravention Code, Numbers of valid PCNs Issued.
Totals
 
Report 4. Patrol Summary by Patrol Area by Street
Showing for each Patrol Area:
Street Name, Number of Visits, Time in Street (hrs:mins), Vehicles Observed, VDAs and Spoiled PCNs, Valid PCNs Issued.


ANNEX 13: SCHEDULE OF EXISTING EQUIPMENT TO BE MAINTAINED
	Car Park Name
	Town
	Machine Type
	Device Number or Description
	Install Date

	Metric
	 
	 
	 
	 

	Station Road car park
	Earley
	AURA-MTNG
	29
	05/12/2008

	Dinton Pastures Country Park car park
	Hurst
	AURA-MTNG
	DP1
	05/11/2010

	Dinton Pastures Country Park car park
	Hurst
	AURA-ELITE
	DP1B
	23/01/2013

	Dinton Pastures Country Park car park
	Hurst
	AURA
	DP2
	18/09/2007

	Dinton Pastures Country Park car park
	Hurst
	ACCENT
	DP3
	25/06/1999

	Dinton Pastures Country Park car park
	Hurst
	ELITE
	DP4
	08/04/2014

	Dinton Pastures Country Park car park
	Hurst
	ELITE
	DP5
	22/01/2015

	Dinton Pastures Country Park car park
	Hurst
	ELITE
	DP6
	22/01/2015

	Dinton Pastures Country Park car park
	Hurst
	ELITE
	DP7
	23/09/2015

	Dinton Pastures Country Park car park
	Hurst
	ELITE
	DP8
	14/07/2016

	Polehampton Close car park
	Twyford
	AURA-MTNG
	32
	18/12/2008

	School Lane car park
	Wargrave
	AURA-MTNG
	33
	19/12/2008

	Cockpit Path car park
	Wokingham
	AURA-MTNG
	9
	13/06/2009

	Cockpit Path car park
	Wokingham
	AURA
	09A
	01/08/2007

	Denmark Street car park
	Wokingham
	AURA-MTNG
	7
	15/12/2008

	Denmark Street car park
	Wokingham
	AURA-MTNG
	8
	04/12/2008

	Easthampstead Road (East) car park
	Wokingham
	AURA-MTNG
	10
	04/12/2008

	Easthampstead Road (East) car park
	Wokingham
	AURA-MTNG
	11
	05/12/2008

	Easthampstead Road (West) car park
	Wokingham
	AURA-MTNG
	13
	18/12/2008

	Easthampstead Road (West) car park
	Wokingham
	AURA-MTNG
	13A
	23/12/2008

	Elms Road multi-storey car park
	Wokingham
	AURA-MTNG
	1
	13/02/2009

	Elms Road multi-storey car park
	Wokingham
	AURA-MTNG
	01A
	13/02/2009

	Elms Road multi-storey car park
	Wokingham
	AURA-MTNG
	2
	13/02/2009

	Elms Road multi-storey car park
	Wokingham
	AURA-MTNG
	3
	19/02/2009

	Car Park Name
	Town
	Machine Type
	Device Number or Description
	Install Date

	The Paddocks car park
	Wokingham
	AURA-MTNG
	16
	15/12/2008

	The Paddocks car park
	Wokingham
	AURA-ELITE
	17
	20/02/2013

	The Paddocks car park
	Wokingham
	AURA-MTNG
	18
	15/12/2008

	Wellington House car park
	Wokingham
	ELITE
	40
	01/04/2016

	Wellington House car park
	Wokingham
	ELITE
	41
	01/04/2016

	Crockhamwell Road car park
	Woodley
	AURA
	21
	01/08/2007

	Crockhamwell Road car park
	Woodley
	AURA
	22
	17/07/2007

	Crockhamwell Road car park
	Woodley
	AURA
	23
	01/08/2007

	Crockhamwell Road car park
	Woodley
	ELITE
	23B
	11/10/2014

	Headley Road car park
	Woodley
	ELITE
	26
	14/08/2015

	Headley Road car park
	Woodley
	AURA-MTNG
	27
	01/06/2011

	Headley Road car park
	Woodley
	AURA
	28A
	17/07/2007

	Headley Road car park
	Woodley
	AURA
	28B
	17/07/2007

	Lytham Road (East) car park
	Woodley
	AURA
	24
	02/07/2008

	Lytham Road (East) car park
	Woodley
	ELITE
	24B
	31/07/2014

	Lytham Road (West) car park
	Woodley
	ELITE
	25B
	03/09/2014

	California Country Park car park
	Finchampstead
	ACCENT
	CA1
	13/09/2011

	California Country Park car park
	Finchampstead
	AURA-MTNG
	CA2
	01/08/2011

	In storage
	(Depot)
	AURA-MTNG
	 
	20/02/2013

	In storage
	(Depot)
	AURA-MTNG
	 
	20/02/2013

	In storage
	(Depot)
	AURA-MTNG
	 
	31/07/2015

	In storage
	(Depot)
	AURA-MTNG
	 
	26/02/2016

	In storage
	(Depot)
	AURA-ELITE
	 
	19/01/2016

	In storage
	(Depot)
	ELITE
	 
	23/03/2016

	In storage
	(Depot)
	ELITE
	 
	23/03/2016

	In storage
	(Depot)
	ELITE
	 
	21/04/2016

	In storage (Rose Street car park)
	(Depot)
	AURA
	14
	18/01/2008

	Car Park Name
	Town
	Machine Type
	Device Number or Description
	Install Date

	In storage (Rose Street car park)
	(Depot)
	AURA-MTNG
	15
	01/06/2011

	NewPark
	 
	 
	 
	 

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	Pay Station 1
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	Pay Station 2
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	ANPR Entry Camera
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	ANPR Exit Camera
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	Entry Barrier 
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	Exit Barrier
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	Fusion GTS
	Exit Pedestal with Intercom
	October 2015

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Pay Station1
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Pay Station 2
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Pay Station 3
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	ANPR Entry Camera 1
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	ANPR Entry Camera 2
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	ANPR Exit Camera 1
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	ANPR Exit Camera 2
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Entry Barrier 1
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Entry Barrier 2
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Exit Barrier 1
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Exit Barrier 2
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Exit Pedestal with Intercom 1
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	Exit Pedestal with Intercom 2
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	LED Exit Message Sign
	May 2017

	Carnival multi-storey car park
	Wokingham
	Fusion   
	LED Exit Message Sign
	May 2017

	 Other - CCTV systems
	 
	 
	 
	 

	Winnersh Triangle Park and Ride car park
	Winnersh
	TBA 
	?? CCTV Cameras
	October 2015

	Winnersh Triangle Park and Ride car park
	Winnersh
	TBA 
	Monitor
	October 2015

	Car Park Name
	Town
	Machine Type
	Device Number or Description
	Install Date

	Mereoak Park and Ride car park
	Three Mile Cross
	TBA 
	?? CCTV Cameras
	October 2015

	Mereoak Park and Ride car park
	Three Mile Cross
	TBA 
	Monitor
	October 2015

	Carnival multi-storey car park
	Wokingham
	TBA 
	35 CCTV Cameras
	May 2017

	Carnival multi-storey car park
	Wokingham
	TBA 
	Monitor
	May 2017

	Carnival multi-storey car park
	Wokingham
	TBA 
	Back Office System
	May 2017



ANNEX 14: PERMIT DETAILS

The tenderer will be expected to take over the administration and issue of parking permits in line with the rules of the schemes and the policies of the Council.

WBC currently issues three types of permits:
· Season Tickets for use in some of the off-street car parks;
· Staff Parking Permits for use in some of the off-street car parks;
· Resident’s Permits for use in on-street permit parking bays.

As at 28 February 2017 there are currently:

	523 Season Tickets 
608 Staff Parking Permits
407 Resident’s Permits
	172 School Permits
	120 Books of 10 Scratchcards for Nursery Drop-off and Pick-up
25 Miscellaneous Permits

Parking permits are currently printed paper permits that are to be displayed in the windscreen of the vehicle; however, it is anticipated that the tenderer will implement virtual permits as soon as possible following commencement of the Contract. 

There are currently many different types and colours of permits that denote different uses, and the tenderer may choose to continue or alternatively may propose a different type or style of permit.  Whichever permit type, style or design is proposed it must be as robust as possible so as to prevent fraud and must have a security hologram as a minimum.  Final permit design is to be agreed by the AO.

Season Tickets

Season tickets are currently issued following the receipt of an application form in the first instance and this may be made by post, attached to an email or in person.  Payments are currently taken by cheque, cash or card over the telephone.  Renewal of a season ticket may be made by phone.  Applications are checked for completeness and payment, and provided there is adequate space in the car park requested (as per the table below) a season ticket is issued.  Season tickets should be processed promptly and posted to the customer within 2 working days.  Backdated season tickets are not allowed. 

Please see table below, which sets out the car parks where season tickets are available, the current charges and maximum number of permits available.

[image: ]

(Please note that there is currently a special arrangement in School Lane car park, Wargrave, that allows nearby residents to have a resident’s permit valid for the car park.)

The current charge for a lost, stolen or damaged season ticket or for a change of registration number/s is £15. 

Minimum Information to be Displayed on Permit:

Serial/Audit Number
Vehicle Registration Number (up to three vehicles’ registration numbers may be displayed)
Car Park Name
Valid from
Valid to

Resident’s Permits

Resident’s Permits are currently issued following the receipt of an application form together with proof of residency and vehicle ownership at that address.  There are special arrangements for short-term permits for residents who have changed their vehicle or just moved into a zone and do not have the necessary proofs yet.  Payments are currently taken by cheque, cash or card over the telephone.  Applications are checked for eligibility of a scheme, relevant proofs of residency and ownership, payment, the number of permits currently issued to that property and the number of permits available to that property as set out in the table below.  Resident’s Permits should be processed promptly and posted to the customer within 2 working days.  Backdated Resident’s Permits are not allowed. 

· The current charge for a Resident’s Permit is £30. 
· The charge for replacements for lost, stolen or damaged permits is £15. 
· Only one vehicle registration number is allowed on each permit. 
· Resident’s Permits are valid for one year.

Please see table below for list of streets or zones that currently have a Residents’ Parking Scheme.

	Zone
	ID
	Location
	No. of Permits/ Household
	Notes

	Station Road
	E1
	Earley
	1
	Ineligible for properties with one or more private parking facilities

	Corfield Green
	W10
	Wokingham (Emmbrook)
	1
	Ineligible for properties with one or more private parking facilities

	Wargrave Road
	R1
	Remenham
	1
	Ineligible for properties with one or more private parking facilities

	London Road
	T1
	Twyford
	1
	Ineligible for properties with two or more private parking facilities

	Station Road
	T2
	Twyford
	2
	 

	The Grove
	T3
	Twyford
	1
	Ineligible for properties with two or more private parking facilities

	Waltham Road
	T4
	Twyford
	1
	Ineligible for properties with one or more private parking facilities

	Barkham Road (45-51)
	W1
	Wokingham
	1
	Ineligible for properties with one or more private parking facilities

	Elms Road/Ellison Way
	W2
	Wokingham
	 
	 

	Havelock & Oxford
	W3
	Wokingham
	2
	Ineligible for properties with two or more private parking facilities

	Howard Road
	W4
	Wokingham
	2
	 

	Milton Road
	W5
	Wokingham
	1
	Ineligible for properties with one or more private parking facilities

	Ormonde Road
	W6
	Wokingham
	2
	Ineligible for properties with two or more private parking facilities

	Rose Street
	W7
	Wokingham
	2
	 

	The Terrace
	W8
	Wokingham
	1
	 

	Wescott Road
	W9
	Wokingham
	2
	Ineligible for properties with two or more private parking facilities



Minimum information to be displayed on permit:

Serial/Audit Number
Vehicle Registration Number 
Car Park Name
Valid from
Valid to

Staff Parking Permits

WBC staff are currently issued parking permits for the following car parks:

Shute End Car Park, Wokingham
Carnival Multi-Storey Car Park, Wokingham
Easthampstead Road (East), Wokingham
Headley Road, Woodley
Country Parks Car Parks (Dinton Pastures and California) 

The current charge for a lost, stolen or damaged Staff Permit, for a change of registration number/s or a change of car park is £15. 

Minimum Information to be Displayed on Permit:

Serial/Audit Number
Vehicle Registration Number (up to three vehicles registration numbers may be displayed)
Car Park Name
Valid from
Valid to

Staff Parking Permits are issued for the appropriate car park following internal Council procedures.  Staff parking permits are valid for one year unless the member of staff leaves or cancels their permit.  Staff Permits should be processed promptly and posted to the staff member’s home address within 2 working days.

Other Permit Schemes and Scratchcards

Permits are issued for use in car parks and are valid only at school drop off and collection times.  Application forms and payment of £17.50 per year are required, and the application form must be stamped and verified by the relevant school.

Scratchcards are issued for use in car parks and are valid only at nursery drop off and collection times.  Application forms and payment of £6.00 per book of 10 scratchcards are required with a maximum of 3 books per application.  The application form must be stamped and verified by the relevant nursery.

There are a small number of ad-hoc permits issued from time to time to local charities and other organisations at the Council’s discretion.
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Wokingham Town Centre Total Spaces

Number of 

permits 

available

Number of 

permits 

issued  Residents Permits

1 month 3 month 6 month 12 month Overnight only 3 month 6 month

Elms Road Multi-Storey 178 100 8 82.23 £    240.35 £  450.34 £ 

Cockpit Path 106 30 27 82.23 £    240.35 £  450.34 £  292.00 £             

Easthampstead Road (East)                                   233 60 16 82.23 £    240.35 £  450.34 £  292.00 £             

Denmark Street 46 N/A N/A 292.00 £             

Easthampstead Road (West) 57 N/A N/A 292.00 £             

Civic Offices, Shute End 209 N/A N/A 292.00 £             

Carnival Multi-Storey 526 N/A N/A 292.00 £             

Headley Road, Woodley 205 50 23 82.23 £    240.35 £  450.34 £ 

Station Road, Earley 45 20 16 67.47 £    177.10 £  303.60 £  292.00 £             

Polehampton Close, Twyford 39 20 13 67.47 £    177.10 £  303.60 £  292.00 £             

School Lane, Wargrave 32 20 13 67.47 £    177.10 £  303.60 £  40.00 £    70.00 £   

Winnersh Triangle Park and Ride 135 80 67.47 £    177.10 £  303.60 £  292.00 £             

Dinton Pastures/California Country Parks Unlimited None 75.00 £    150.00 £    

Dinton Pastures/California Country Parks (concession)* Unlimited None 56.00 £    112.50 £    

*Concession for people in receipt of state pension - 

proof of date of birth required

Season Tickets prices

Car Park Season Tickets
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