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We invite you to come on an exciting learning journey.

 Discover, create, invent, explore.  Join the adventure …….

document3
Cash Handling
1.0
Introduction
1.1 In recent years there has been an increase in the number of incidents whereby Banks, Building Societies and Post Offices have been attacked and robbed.
1.2 Under Section 2 of the Health and Safety at Work Act 1974, employers are under an obligation to provide, so far as is reasonably practicable, a safe place of work and a safe system of work.

1.3 This procedure gives guidance to Managers and Supervisors who have responsibility for cash collection and handling. For the purposes of this procedure cash relates to money, stamps, bus tickets etc.

1.4 Sections 2 - 6 provide general guidance on the handling and movement of cash. Section 7 deals with markets.

2.0
General
2.1 Secrecy concerning the details of cash movements is essential and knowledge must be restricted to responsible persons.

2.2 All employees involved in the custody or transportation of cash must be trained in the action to be taken in an emergency, i.e.

· set off personal alarm

· contact police - 999

· write down the description of attackers/vehicles

2.3 Any employee transporting cash in their own vehicle must be insured for Business Use under their vehicle insurance policy. It is imperative that Managers/Supervisors are satisfied that such cover is in place before asking/allowing members of staff to transport cash in this manner.

2.4 Under no circumstances should any member of staff "have a go" at the perpetrators of a robbery. The personal safety of employees must take priority.
2.5 The use of Professional Security firms from the Council's select list should be considered for the movement of larger sums. If used, their methods of identification of personnel, ie signature list, ID card, must be strictly adhered to.

3.0
Cash Offices: General
3.1 Only authorised personnel shall be allowed into the cash collection/counting area, irrespective of grade, when money is present in quantity. Where practicable, cash staff should also be discouraged from leaving and entering.

3.2 When money is being handled, no outside contractors such as window cleaners, service engineers, delivery drivers etc. shall be allowed on the premises until their identity has been checked. All contractors must have an identity card with photo, employee name and  company name.
3.3 All staff in cash and adjoining offices must be trained in the action to be taken in an emergency, i.e. sound alarm, contact police, write down a description of the attackers.

3.4 All cash must be prepared ready for collection by the designated security company, as per the schedule.

3.5 It is imperative that the Security Personnel are positively identified, ie identity badge checked, before they are allowed into the cash office proper and their signature checked against the authorised list before the money is handed over to them.
3.6 If it is necessary to keep money in a secure safe overnight, it is imperative that the insurance limits are not exceeded and that the safe keys are removed from the premises during closed hours to comply with the conditions of the Insurance Policy. This also applies to other commodities with a cash value eg, stamps, bus tickets etc and the values of such items must be taken into account when assessing 'total cash' in the offices/safes.
3.7 If it is felt that further security is required, the use of a password system, as detailed below for Lincoln House, should be considered.

4.0
Cash Office: Lincoln House
4.1 In addition to the above procedures, advice has been received from the Council's Insurers that the use of a password, changed on a regular basis, should be considered. It is believed that this could be achieved in the following manner:

4.2 The current password is sent by Management to the Security firm's Senior Management in a sealed bag. The designated manager for the Security firm could then report back to Lincoln House management that the information had been received 'unopened'. Both the Security firm and Cash Collection Office management would then notify their designated teams of the password on the date of introduction.
5.0
Movement of Money on Foot
5.1 It is important that if money, or in some cases cheques only, is to be taken by staff from one location to another e.g. office to bank, then the staff used must be trained and experienced people and preferably there should be an escort. Under no circumstances should young or infirm/elderly persons be used for this exercise.

5.2 The times and routes must be continuously varied and should use main roads rather than quiet back streets/alleyways.

5.3 Personal alarms should be carried by both carrier and escort and should be held in the hand ready for use. Information on suitable personal alarms can be obtained from the Corporate Safety Team (ext.1722/3234).

5.4 The escort should leave the building first, to ensure that there is nothing suspicious in the immediate vicinity. Both should walk facing the oncoming traffic with the escort a few paces behind the carrier.
5.5 Where possible, cash should be carried on the person and not in a bag or a case. If bags or cases are used, they must not be secured to the wrist as this could result in injury.
5.6 Both carrier and escort must be vigilant and look-out for anything suspicious, eg, occupied parked car, people apparently following, and if in doubt seek refuge in the nearest safe building.

5.7 The vicinities of the start and finish points are the most vulnerable parts of the journey and therefore extra vigilance must be exercised.

5.8 Although no absolute limits are set under our current insurance policy it would be generally suggested that a single person carries no more than £2,500 in cash. Further advice can be sought via the Council’s Insurance Team (ext. 3246).

6.0
Movement of Money by Vehicle
6.1 Any vehicle used for the transportation of cash must be insured for Business Use by the owner. Managers/Supervisors must ensure that vehicle insurance is valid before asking/allowing staff to carry out such a task.

6.2 Where possible the vehicle used should be varied from one journey to another and, also

5.2 above applies.

6.3 The vehicle used must always be a closed vehicle, preferably two door with the cash carried in the boot or the rear passenger area. An open cabriolet type of vehicle must not be used.

6.4 Any occupied parked car, especially in the vicinity of the office or bank should be treated with suspicion as should any accidents or unexpected diversions.

6.5 When carrying money the vehicle doors should be kept locked and the windows closed and should not be opened to anyone including persons in police uniform. To avoid confusion if the vehicle is stopped by a uniformed officer, a notice, (see Appendix 1) should be held to the windscreen by the driver.

6.6 Taxis or hire cars should be used only as a last resort and only after drivers and vehicle identification has been checked and verified.

6.7 Any vehicle used for the transportation of cash must be kept in good mechanical order
6.8 Transits involving more then £10,000 in cash shall only be made in a specialist security vehicle, the details of which must be provided to and approved by our current insurers. Further advice can be sought via the Council’s Insurance Team (ext. 3246)

7.0
Collection of Rents (Markets)
7.1 The collection of rents from the traders varies because of the type and location of the markets ie, Indoor Market at St. Mary's, Outdoor Market/Car Boot Sale at Earlestown and Chalon Way Car Park.

7.2 To assist in the security of the staff at the various locations the following recommendations are made:-

7.3 Security Procedures: General
· To eliminate the risk, relating to cash, it is recommended that the "regular" traders at the markets be contracted to a Direct Debit system for payment of rents.

The remaining collections would be from the casual traders and Car Boot Sale traders.

7.4 Security Procedures: St. Mary's Market
· It is recommended that the cash/cheque rents for this market are paid by the traders into the St Mary’s rent office on a Thursday mornings.

7.5 Security Procedures: Earlestown Market
· The collection of rents shall be carried out by one Market assistant with another assistant acting as an escort at all times.
· The duties of the escort shall be to walk a number of paces behind the collector, and:-

· Be on the look-out for any suspicious looking person(s) approaching the collector.

· In the event of an incident, summon help by way of sounding a Personal Attack Alarm.
· In the event of anything suspicious occurring, the collector and escort must seek refuge either at a Market stall or in the market office and summon assistance by radio.

· In the event of an incident, under no circumstances must the Market assistants physically challenge any attackers/robbers.
· Once the rents have been collected they should be taken, by two officers, to the Town Hall (Newton) for counting and tallying with receipts (Monday and Friday) because it is the more secure building. The Saturday takings should be collected by the Security Services Section and transported to St Mary’s Market rent office for the same action and reason.

7.6 Security Procedures: Car Boot Sale
· The collection of monies at the Car Boot Sale shall be undertaken in accordance with Audit procedures.
· Employees must collect monies from car boot traders in pairs, one employee shall collect the money, with the second employee shadowing the first.

· Under no circumstances must any employee collect money alone.

· Monies collected shall be transferred to the safe situated in the office at the Chalon Way Car Park at regular intervals. Once all monies have been collected, they shall be transferred to the rent office at St Mary’s Market by the collectors who shall be escorted by the Security Services Section.

· In the event of anything suspicious occurring, the collector and escort must seek refuge either at a Market stall or in the market office and summon assistance by radio.

· In the event of an incident, under no circumstances must the Market assistants physically challenge any attackers/robbers.
Appendix 1
VEHICLE CARRYING CASH
I will not lower windows or unlock doors.
I will follow you to nearest POLICE STATION
If you so require.
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