SCHEDULE 2

AUTHORITY'S REQUIREMENTS

PART 1

DEFINITIONS

Capitalised terms and expressions used in this Schedule 2 (Authority's Requirements) shall, unless the context otherwise requires, have the meanings set out below:

	"Asset"
	Means any materials, plant or equipment of economic value; 

	"CCTV"
	Means closed circuit television; and

	"Equipment"
	Means those items identified in the Assets list provided.


SCHEDULE 2

AUTHORITY'S REQUIREMENTS

PART 2
CASH COLLECTION SERVICES

The Contractor shall carry out and perform the Cash Collection Services to ensure that the Performance Standards are met and fully satisfied and shall also ensure that the Cash Collection Services are undertaken in accordance with the Constraints. 

	CYCLICAL SERVICES FOR CASH COLLECTION SERVICES

	1 GENERAL SERVICE REQUIREMENTS
	The Contractor shall provide administrative support, communication, documentation, Equipment, vehicles, accommodation, ICT, labour and any other necessary resources as may be required by the Authority from time to time in order to ensure the smooth running and efficiency of the Services.

The Contractor shall provide the resources to the satisfaction of the Authority's Representative to ensure proper performance of the Cash Collection Services at all times.  In particular the Contractor shall ensure that Contractor Personnel, vehicles and a suitably secure cash counting site are available at all times to deliver the Cash Collection Services as directed by the Authority's Representative from time to time.

At all times during the delivery of the Cash Collection Services, the Contractor shall provide a system of direct real-time communication between the Contractor's Representative and all Contractor Personnel and vehicles.  For the avoidance of doubt, the system may use either radios or other telecommunications systems in respect of the obligation in this paragraph 1.3 and the Contractor shall ensure that the communications system is fully operational when the Cash Collection Services are being provided.

The Contractor shall provide to the Authority's Representative the names and telephone numbers of the Contractor's Representative and those Contractor Personnel authorised to deputise for the Contractor's Representative in his/her absence.  This shall include office, mobile and home telephone numbers where required. 
The Contractor should note that there are parking restrictions on Buckner Road (rear of The Civic Centre) which will need to be discussed with the Authority for permission to be granted or a process to be agreed.

	2 SPECIFIC SERVICE REQUIREMENTS
	2.1 The Cashier’s office at The Civic Centre typically require a coin order of £25,000 per week as identified on the Appendix 1 (Cash Collection Sites and Schedules).
2.2 The Contractor shall provide a Cash Collection Service for the collection of money from:
2.2.1 The Payment Kiosks, and other sealed packages of money or other types of payments received at the Joint Service Centre and any other Collection sites as identified on Appendix 1 (Cash Collection Sites and Schedules).  Each machine shall be emptied or package collected in accordance with the delivery and collection schedule as set out in Appendix 1 – (Cash Collection Sites and Schedules) and incorporated in the Contractor's proposals or work plan subsequently agreed with the Contractor by the Authority's Representative.  In the event a collection by the relevant Contractor Personnel is missed, that collection should be re-scheduled within one (1) Business Day of the missed collection date, in such a way as not to adversely affect  any other scheduled delivery or collection.
2.3 The Contractor shall credit all cash collected into the Authority's designated bank account (the "Bank") within forty-eight (48) hours of the day of the collection.  Where necessary, when cash is collected from a Kiosk which requires a float, the Contractor shall replace the money collected from that Kiosk with a cash float as set out in Appendix 1 (Cash Collection Sites and Schedules) comprising a breakdown of notes/coins to be agreed with the Authority's Representative.
2.4 The Contractor shall provide appropriate levels of Contractor Personnel for the operation of the collection vehicles, as required for the method for collecting sealed packages/cash bags.
2.5 Contractor Personnel are only permitted to check-out the keys required for the particular route on which they are making collections.  At all other times, the keys shall be stored safely by the Contractor.
2.6 Contractor Personnel are required to sign out the keys upon leaving the Contractor base, and are again required to check the keys back in upon their return.
2.7 The Contractor is to ensure that appropriate officers are responsible for checking and accounting for each key at the start and end of each working day.  The Contractor should maintain an appropriate log of the keys and this should be made available to the Authority upon request.
2.8 The Contractor shall be required to make frequent inspections of any keys held in order to monitor their condition and shall be required to apply to the Authority's Representative for a replacement key in the event of damage or loss.  The Authority's Representative shall have discretion to decide whether a replacement key is required, but is not permitted to refuse a reasonable request for a replacement key from the Contractor.
2.9 The Authority shall provide labelled keys (where required) on or before the Full Service Commencement Date, and the Authority shall retain a spare set of keys for each Payment Kiosk if required as identified on Appendix 1 (Cash Collection Sites and Schedules).   Please note that the Authority currently uses 1x type of kiosk in its Cash Collection operations.
2.10 The Contractor shall store the cash/note box keys in a secure and safe environment as agreed with the Authority’s Representative at all times when in use and shall ensure that all cash/note box keys do not leave the Contractor's designated transport branch.  Once delivered to such transport branch, the keys should be returned immediately after use, and any keys not in use should be locked in the safe at all times.
2.11 The collection schedule is as identified on Appendix 1 (Cash Collection Sites & Schedules).  The Authority will notify the Contractor of any required changes to the collection schedule from time to time and any suggested changes to this made by the Contractor will be agreed with the Authority.  The Contractor can also request reasonable changes and these will need agreement with the Authority’s Representative.
2.12 The Contractor acknowledges and agrees the Cash Collection operations are scalable due to further implementation of pay by phone/online payment methods currently in use by the Authority and that changes will be made to Appendix 1 (Cash Collection Sites and Schedules) from time to time by the Authority and such changes shall be dealt with in accordance with Schedule 4 (Payment Mechanism).
COUNTING PROCESS AND REPORTS

2.13 The Contractor shall, following collection from the Payment Kiosks and other cash collection sites as identified on Appendix 1 (Cash Collection Sites and Schedules), take the cash to a suitably secure site for counting.  The Contractor shall ensure that each cash box/bag opened is counted and processed by a minimum of one (1) member of the Contractor's Personnel and such operation is conducted under CCTV surveillance to ensure dual control.
2.14 The Contractor shall ensure that sufficient numbers of Contractor Personnel are present for the counting and reconciliation of cash/note boxes and the transfer of sealed packages.  The Contractor shall also provide sufficient and appropriately trained Contractor Personnel for the processes of the preparation, reconciliation and banking of cash and/or sealed bags.

2.15 The amount in each cash box/bag shall be ascertained by an automatic counting machine which shall produce a printed record of the amount counted and an electronic output, in both cases broken down according to each coin and note type.

2.16 The Contractor shall produce and submit to the Authority a report which sets out the following information:

2.16.1 The relevant machine number; 

2.16.2 The Audit Ticket reference number; 

2.16.3 The amount shown on the Audit Ticket (by coin/note type);
2.16.4 The amount shown by the electronic output from the counting machine (by coin/note type); and
2.16.5 The Authority's Representative will provide the Contractor with a pro-forma spreadsheet to be used for the purposes of recording the information specified in paragraph 2.12.
2.17 The Contractor shall submit to the Authority the following information on a daily basis:
2.17.1 An electronic version of the spreadsheet report (this should be submitted by 10am on the day following collection);

2.17.2 A hard copy of the spreadsheet report (this should be submitted within three (3) working days of the electronic report).  The hard copy report should be accompanied by:

(a) The Audit Tickets;

(b) The Automatic Counting Machine Records;

(c) When and where applicable a report of any differences between the amount of money in respect of any cash box credited to the Bank which is below the amount in the Automatic Counting Machine total for such cash box; and

(d) An explanation of any non-sequential Audit Ticket reference numbers.

2.18 The Contractor should be aware that the Authority will carry out a further reconciliation of the results set out in the Contractor's spreadsheet against the Authority's bank statements and results from the Authority’s Monitoring Systems.

2.19 The Contractor shall ensure that the reconciliation process is secure from the point of cash collection to the point the Contractor credits the amount of cash counted to the Bank and shall submit the required reports to the Authority as set out in paragraphs 2.12 and 2.13 above.

2.20 The Contractor shall on a daily basis send an electronic mail confirming what has been collected by the crew and any reasons for not collecting from machines/locations.  Contact at Authority for this mail will be provided in advance of contract commencement.

INSURANCE

2.21 General provisions in relation to indemnity and insurance are dealt with in clauses 22 and 27 of this Agreement respectively and nothing in this Part 2 of Schedule 2 (Authority Requirements) shall affect the Contractor's obligations therein.

2.22 The Contractor shall be responsible for the safe keeping of all monies collected in any of the Cash Collection Equipment and shall provide appropriate insurance to cover any loss of collected cash however this is caused.

2.23 The Contractor shall be deemed to be responsible for cash:
2.23.1 From the point the relevant member of the Contractor's Personnel inserts the key in the door Payment Kiosk;

2.23.2 From the point the relevant member of the Contractor's Personnel signs for the receipt of any sealed bag; and

2.23.3 To the point that (the Bank) acknowledges credit in respect of a counted bags of coins and/or notes or the receipt of any sealed bags prepared by the Authority.

2.24 The average daily value of cash currently collected by the Authority is approximately £12,000 in notes and coin and £8,000 in other forms.  The Contractor should be aware that this varies and could be considerably more on particular days and therefore the Contractor's insurance in relation to any cash collected should provide cover for at least these sums.

2.25 A maximum of £100,000 per day may be collected by the cashier’s office, made up of approximately ninety-five percent (95%) in notes and five percent (5%) in coin.


	ORDERED SERVICES FOR CASH COLLECTION SERVICES

	3 GENERAL SERVICE REQUIREMENTS
	3.1 The Contractor may be requested to provide an ad-hoc Cash Collection/Delivery Service which would include areas not included on Appendix 1 Cash Collection Sites and Schedules.
	


	4 CONSTRAINTS FOR CASH COLLECTION SERVICES

	4.
GENERAL SERVICE REQUIREMENTS
	4.1 The Contractor shall collect and deliver cash from the specified locations at the specified frequencies as set out in Appendix 1 (Cash Collection Sites and Schedules) and outlined in the Daily Work Programme and, where specified, within the time bands as specified.  The Daily Work Programme or the Cash Collection Services and the time bands for the days set out in the Daily Work Programme shall be discussed and agreed by the Authority and the Contractor prior to the Full Service Commencement Date.  Any alterations made by the Contractor to the Daily Work Programme shall only be made with the Authority's Representative's prior written consent (not to be unreasonably withheld or delayed).

4.2 The Cash Collection Services may be carried out by the Contractor between the hours of 7.00am and 7.00pm Monday to Friday.  However, if the timing of the Cash Collection Services gives rise to complaints or causes nuisance or serious inconvenience to the public, then the Authority's Representative shall require the Contractor to reasonably reschedule the Services at no extra cost to the Authority.
4.3 The Services are not required on Bank or Public Holidays unless specifically requested.  The Contractor will liaise with the Authority's Representative in relation to the re-scheduling of any collection and/or delivery routes during any holiday period.  However, the Contractor should expect to "catch up" on its collections/deliveries in accordance with the Daily Work Programme within one (1) day of any Bank Holidays.

4.4 The Contractor shall ensure that all cash collected from the Payment Kiosks is credited with the Bank by the end of the next working day after collection.  The Contractor shall obtain a receipt from the Bank and shall ensure that all cash deposits are credited to the Authority's bank account (account details to be provided by the Authority to the successful contractor only).

4.5 The Contractor shall ensure that all sealed packages collected from all cash collection sites as set out in Appendix 1 (Cash Collection Sites and Schedules) are credited with the Bank by the end of the next working day after collection.  The Contractor shall obtain a receipt from the Bank for the still sealed and undamaged package.  The Contractor shall ensure that all sealed package deposits are credited to the Authority's bank account.

4.6 The Contractor shall not be liable to the Authority for any delay by the Bank in the actual crediting of the Authority's bank account, provided the Contractor has deposited the cash and/or packages collected.


	CYCLICAL SERVICES

	5 GENERAL SERVICE REQUIREMENTS
	5.1 The Authority's Representative shall monitor the Contractor's performance of the Cash Collection Services.  All Services shall be completed to the reasonable satisfaction of the Authority's Representative.  The Contractor shall comply with all reasonable instructions given by the Authority's Representative arising from the monitoring of the Cash Collection Services.

5.2 The Contractor shall at all reasonable times allow the Authority's Representative access to records of work and to all the Contractor's offices and workplaces following seventy-two (72) hours notice of any such request, for the purposes of monitoring the performance of the Cash Collection Services.  The Contractor is also required to allow access to the Authority's Internal Audit Section in conjunction with the Contractor's Internal Audit Section.
5.3 The Authority's Representative is permitted to carry out individual spot checks on Contractor Personnel involved with the Cash Collection Services and may take place occasionally to ensure that procedures are carried out as agreed between the Authority and the Contractor.  These spot checks would include checking pockets and lockers, and Contractor Personnel should be instructed by the Contractor that they are required to comply and cooperate with the Authority's Representative in relation to such checks.

ACCOUNTABILITY

5.4 The job requires absolute integrity: because duties involve large amounts of cash.  It is important not only to do the job properly but also to be seen to do so.  To that end, detailed accounting records must be kept and part of the job of Collectors, Counters and Supervisors and Management is to complete those records prescribed and to ensure also that proper accounting entries are made.

5.5 Failure to comply with the cash collection and accounting procedures set out in this Part 2 of Schedule 2 (Authority Requirements) will be regarded as a serious disciplinary matter and may lead to dismissal by the Authority.  Cash collected cannot be used by the Contractor, such as use or retention for private benefit, and any misappropriation of cash or improper interference with Cash Collection Equipment by any Contractor Personnel constitutes gross misconduct and may result in instant dismissal by the Authority.  All Contractor Personnel carrying out the Cash Collection Services must wear identifiable uniforms of the Contractor and must carry appropriate identification.  The Contractor's Personnel shall provide identification when requested to do so by any authorised member of the Authority's staff producing Authority identification.

	REACTIVE SERVICES
	5.6 The Contractor shall ensure that the Cash Collection Services are performed in accordance with:
5.6.1 The terms this Agreement;
5.6.2 This Part 2 of schedule 2 (Authority Requirements);
5.6.3 Contractors proposals as outlined on the Method Statement (Method Statements) of this Agreement;
5.6.4 All reasonably relevant legislation and regulations;
5.6.5 Best industry practice;

5.6.6 The KPIs set out in the Performance Management Framework at Schedule 4 (Payment Mechanism) of the Services Contract;

5.6.7 All reasonably relevant codes of practice, performance ratings and quality standards set out in the Project Documents, issued to the Contractor from time to time pursuant to a Variation Order made by the Authority or otherwise as they relate to the nature of the Cash Collection Services; and 

5.6.8 The need for continuous improvement in the performance of the Cash Collection Services in accordance with the Authority’s best value duty pursuant to the 1999 Act. 


Schedule 6

Insurance Requirements

1. The Contractor shall procure that it has in place at all times cover in respect of the Services which meets the minimum requirements set out in the paragraphs below (together the "Insurance Requirements").

2. Third Party Public and Products Liability Insurance

2.1. Interest

To indemnify the insured in respect of all sums that they may become legally liable to pay (including claimant’s costs and expenses) as damages in respect of:

2.1.1. death, or bodily injury, illness, disease contracted by any person including mental injury, mental anguish, shock, invasion of right of privacy detention, false eviction and discrimination; 

2.1.2. loss or damage to property; and

2.1.3. interference to property or any easement, right of air, light, water or way or the enjoyment or use thereof by obstruction, trespass, nuisance, loss of amenities, or any like cause;

happening during the period of insurance and arising out of or in connection with the provision of the Services.

2.2. Limit of Indemnity

Not less than £10,000,000.00 (ten million pounds sterling) in respect of any one occurrence, the number of occurrences being unlimited, and not less than £10,000,000.00 (ten million pounds sterling) pounds sterling in the aggregate for products. 

2.3. Maximum Deductible

£5,000.00 (five thousand pounds sterling) for each and every occurrence of property damage (personal injury claims will be paid in full). 

2.4. Territorial Limits

Worldwide (to the extent such cover is commercially available in the prevailing market).

2.5. Jurisdiction

Worldwide (to the extent such cover is commercially available in the prevailing market).

2.6. ‘Risk’ Extensions

2.6.1. Terrorism. 

2.6.2. Legionella. 

2.6.3. Corporate manslaughter defence costs.

2.7. Other Principal Extensions & Conditions

2.7.1. Legal Contractual liability.

2.7.2. Cross liability clause.

2.7.3. Contingent motor.

2.7.4. Subrogation Waiver. 

2.7.5. Legal defence costs. 

2.7.6. Indemnity to principal. 

2.7.7. Data Protection Act. 

2.7.8. Defective Premises Act. 

2.7.9. Overseas personal liability. 

2.7.10. Leased and rented premises. 

2.8. Principal Exclusions

2.8.1. Liability for death, illness, disease or bodily injury sustained by employees of the Insured. 

2.8.2. Liability arising out of the use of mechanically propelled vehicles whilst required to be compulsorily insured by legislation in respect of such vehicles. 

2.8.3. Liability in respect of predetermined penalties or liquidated damages imposed under any contract entered into by the Insured. 

2.8.4. Liability arising out of technical or professional advice other than in respect of death or bodily injury to persons or damage to third party property. 

2.8.5. Liability arising from the ownership, possession or use of any aircraft or marine vessel (but cover to apply for non powered watercraft or powered watercraft not exceeding eight (8) meters in length).

2.8.6. Liability arising from seepage and pollution unless caused by a sudden, identifiable, unintended and unexpected occurrence.

2.9. Duration

2.9.1. From the Commencement Date for the duration of the Term.

3. Employers Liability 

3.1. Coverage

Legal liability of the insured in respect of death, bodily injury, illness, disease, shock, mental anguish, mental injury or invasion of privacy of employees arising out of and during the course of their employment. 
3.2. Limit of Liability

Not less than £10,000,000.00 (ten million pounds sterling) in respect of any one occurrence, the number of occurrences being unlimited. 

3.3. Maximum Deductible

£0 (zero pounds sterling) for each and every occurrence.
3.4. Territorial Limits

3.4.1. Great Britain, Northern Ireland, Isle of Man and Channel Islands only for all employees.

3.4.2. Worldwide for occasional visits of all employees (including manual) normally resident in the areas listed in paragraph 3.4.1 above.

3.5. 'Risk' Extensions

3.5.1. Health and Safety at Work prosecution defence costs. 

3.5.2. Corporate manslaughter defence costs. 

3.5.3. Unsatisfied court judgments. 

3.5.4. Terrorism.

3.6. Other Principal Extensions and Conditions

Employee definition to include but not limited to: 

3.6.1. any person under a contract of service or apprenticeship with the insured; 

3.6.2. any person supplied to or hired by the Insured; 

3.6.3. any labour master and individuals supplied by them; 

3.6.4. any person employed by labour only sub-contractors; 

3.6.5. any self employed person engaged by the insured; 

3.6.6. any person undertaking study or work experience with the insured; 

3.6.7. any person paid by the insured but not strictly under a contract of service; 

3.6.8. volunteers; 

3.6.9. any person supplied to or hired by the insured under a contract stipulating that such person shall be deemed to be in the employment of the insured for the period of such contract; 

3.6.10. any driver or operator of plant hired to the insured; and

3.6.11. any person working under the terms of the Community Offenders Act 1978 or similar Law.

3.7. Principal Exclusions

Any liability for which compulsory motor insurance required. 

3.8. Duration

3.8.1. From the Commencement Date for the duration of the Term.

4. Professional Negligence 

4.1. Coverage

Indemnity for legal liability for compensation (including claimants' cost and expenses) in respect of any claim both first made against the insured and notified during the period of insurance incurred during the performance of the Services by reason of breach of duty owed by the insured arising out of any act error or omission which is negligent accidentally committed or occasioned in good faith by the insured, any agent or any other person firm or company acting jointly with the insured. 

4.2. Sum Insured

Not less than £5,000,000.00 (five million pounds sterling) in respect of any one occurrence and in the aggregate. 

4.3. Maximum Deductible

£5,000.00 (five thousand pounds sterling) for each and every occurrence. 
4.4. Territorial Limits

Worldwide. 

4.5. 'Risk' Extensions

4.5.1. Dishonesty. 

4.5.2. Libel and Slander. 

4.6. Other Principal Extensions and Conditions

4.6.1. Defence costs and expenses. 

4.6.2. Automatic reinstatement of limit of indemnity. 

4.7. Principal Exclusions

4.7.1. Breach of obligation to any Employee or former Employee. 

4.7.2. Prior and pending litigation.  

4.8. Duration

4.8.1. From the Commencement Date for six (6) years following the Expiry Date or Termination Date (whichever is earlier).
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