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PARISH

>

COUNCIL.

To All Councillors on the Finance & General Purposes Committec,

You are hereby summened to attend a Meeting of the Finance and General Purposes
Committee to be held in the Billingshurst Centre, Roman Way, Billingshurst, on
Wednesday 31 January 2024, at 7pm.

Members of the public are welcome to attend this meeting and speak for a maximum
of three minutes about an item on the agenda for this meeting during the Public
Session at the discretion of the Chairman.
“ -
G.C. Burt
Jie

Clerk to the Cou 23 January 2024

AGENDA

1. Chairman’s Announcements

2. Apologies for absence.

1 To Receive Declarations of Interest and notification of Changes to Members’
Interests.

4, Public Session.

5. Minutes of the meeting held on 12 December 2023, previously circulated; to
confirm and sign as a correct record.

6. Clerk’s Report.

7. To approve payments and note any receipts for
a) November 2023 - Appendix A.
b) December 2023 ~ Appendix B.

8. Tonote
a) Current and Reserve bank reconciliation to 30 Nov 2023 - Appendix C.
b) Bonus Saver Reserve bank reconciliation to 30 Nov 2023 - Appendix D,

¢) Current and Reserve bank reconciliation to 31 Dec 2023 - Appendix E.
d) Bonus Saver Reserve bank reconciliation to 31 Dec 2023 - Appendix F.

9. To consider grant applications from
a. Billingshurst Choral Society - Appendix G. (Deferred from last meeting
for further information; no one as yet has responded to requests.)

Council Office: Billingshurst Centre
Roman Way, Billingshurst, West Sussex RH14 9QW
Tel: 01403 782555 Email: council@billingshurst.gov.uk



b. Billingshurst Men’s Shed - Appendix H.

(Grant summary - Appendix L.)
(CIL Summary - Appendix J.)

10. To review and ratify current Direct Debits and Standing Orders ete. - Appendix K.

11. To review the drafl Corporate Risk Assessment, Appendix L. (Other than very
minor tweaks/grammatical errors - no changes proposed.)

12. To review the Council’s Asset Register, Appendix M. (Changes since last year
shown in red.)

13. To consider the renewal of the Nejghbourhood Wardens scheme for 2024-25,
Appendix N.

14. To consider the draft tender specification for Public Realm CCTV - Appendix O.

15. Date of Next Meeting — Wednesday 28 February 2024

Committee Members: PB, RM, KP, EB, CG, PD, ST

Members of the public should be aware that being present at a meeting of the
Council or one of its Committees or Sub-Committees will be deemed as the person
having given consent to being recorded (photograph, film or audio recording) at the
meeting, by any person present,

Council Office: Billingshurst Centre
Roman Way, Billingshurst, West Sussex RH14 9QW
Tel; 01403 782555 Email: council@billingshuarst.gov.uk




arpeNIY A

Date: 05/01/2024 Billingshurst Parish Council Current Year Page 1
Time: 16:40 Current Bank Alc

List of Payments made between 01/11/2023 and 30/11/2023

Date Paid  Payee Name Reference Amount Paid_Autharized Ref  Transaction Detail
01/11/2023 Indeed.com CARD 98.40 LW recruitment
01/11/2023  Greg Burt 13402 269.54 Xmas cards “Hé 1
01/11/2023 Horsham BC BD 136.58 Ban emptying
12/11/2023  Billingshurst Comm. & Conf. Ce 013403 387.85 Garage Rent
13/11/2023  Parkiield Retail Ltd oD 59.85 fronmongery
13/11/2023  Netcom IT Solutions DD 224 .32 FPhones etc
14/11/2023 Tennant UK Cleaning Sol. Do 7.20 Sweeper satvice
14/11/2023 Neicom 7 Solutions nb 24.00 IT support
14/112023 Restream Inc. CARD 16.02 Restream
15/11/2023  A272 Design S0 568.86 TWEET advert
15M11/2023  Southern Water DD 42.89 83a High St water/sewage
16/41/2023 Horsham DC DD 67.60 Bin emptying
16/11/2023  Horsham DC DD 137.40 Bin emptying
16/11/2023 Horsham DC DD 135.20 Bin empting
21/11/2023 Engie Gas Lid D 100.90 Gas 83a High St
22/11/2023  Mailchimp CARD 12.67 Mailchimp
22/11/2023  Mallchimp CARD 12.67 Mailchimp -7%1'
23/11/2023 EE & T Maobile DD 31.26 Mobile phones
27M1/2023  Billingshurst Comm. & Conf. Ce 013384 392.11 Room hire
271112023 Signquick (013395 291.60 MNew Xmas tree s'ship boards
2711412023 Billingshurst Comm, & Conf. Ce 013396 34,075.59 Remb imps expen from CIL fund
2711112023  Golin Ellis 013397 15.48 LW mileage
27/1112023  GN Tree Surgery Specialists Lt 013398 864.00 Tree works
27/11/2023  SGW Safety & Security Litd 013399 1,920.00 CCTV consultancy part 1
27/11/2023  South & South East in Bloom 013400 88.00 in Bloom awards
271112023 Glasdon UK Itd 0413401 642.88 Adversane bollards
28/14/2023 Tennant UK Cleaning Sal. DD 178.74 Sweeper service
28/11/2023 SSE (B]8] 78.00 83a High S1 Electricity
30/11/2023 NatWoest BACS 22.40 Bank charges
30/11/2023 Sussex Land Services SO 2,687.80 GM Contract - GM Contract - Nov
Nov
30/11/2023 Netcom 1T Solutions DD 22508 Telephones etc
| Total Payments 43,824.89
Veles
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05/01/2024 Billingshurst Parish Council Current Year Page 1
16:40 Current Bank Alc
Cash Received between 01/11/2023 and 30/11/2023
Date Cash Received from Receipt No  Receipt Description Receipt Total
10/11/2023  Fowlers Letting Ltd BACS 83a fiat rent 671.40
06/11/2023 HMRC BACS VAT reimb Q2 4,816.57
01/11/2023 NatWest BACS Bank interest 340.32
17/11/2023  Sales Recpts Page 15 Sales Recpts Page 15 1,800.00
06/11/2023 Sales Recpts Page 16 Sales Recpts Page 16 26,950.80
24/11/2023 Sales Recpts Page 17 Sales Recpts Page 17 14,314.18
16/11/2023 Sales Recpts Page 18 Sales Recpts Page 18 2,912.06
28/11/2023  Sandy Duck BACS SRCG sigh change cont. 75.00
Total Receipts  51,880.33



05/01/2024 Billingshurst Parish Council Current Year Page 1

16:45 List of Receipts Entered for Month 8 User: GREG

Alc Code Name Invoice Date  Invoice No Amount Due Discount Amount Paid Balance Date Paid - Led

HIGHWOQOD  Highwood Group Lid

15/11/2023 BPC35 1,800.60 0.60 1,800.00 0.00 17142023 1

Receipt Total 0.00 1,800.00

HORSHAM Horsham District Counil

3011042023 BPC31 26,950.80 0.00 26,950.80 0.00 06/11/2023 1
Receipt Total 0.00 26,950.80
BCCC Billingshurst Centre
31/10/2023 BPG33 4,903.02 0.00 4,503.02 0.00 24112023 1
31/10/2023 BPC32 4,618.02 0.00 4,618.02 0.00 24/11/2023 1
27/10/2023 BPC26 4,618.02 0.00 4,618.02 0.00 24/11/2023 A
25/10/2023 BPC25 17512 0.00 175.12 0.00 24M11/2023 A
Receipt Total 0.00 14,314.18 Ref: na
DEACON Deacon Asset Management
30/10/2023 BPC27 896.02 0.00 896.02 0.00 1i6M1/2023 1
| 30M10/2023 BPC28 896.02 0.00 896.02 0.00 16/11/2023 1
; 30/10/2023 BPC29 1,120.62 0.00 1,120.02 0.00 16/11/2023 1
Receipt Total 0.00 2,912.06

Total Receipts Entered for Month 8 0.00 45977.04




ACCeNDX. B

Date: 10/01/2024 Billingshurst Parish Council Current Year Page 1
Time: 17:38 Current Bank Alc

List of Payments made between 01/12/2023 and 31/12/2023

Date Paid  Payee Mame Reference Amount Paid Authorized Ref  Transaction Detail
01/12/2023  Netcom IT Solufions D 357.84 IT support

01/12/2023 Horsham DC DD 136.58 Bin emptying
12/12/2023 West Sussex County Council 013404 19,527.73 Nov salaries
12/12/2023  Signquick 013405 113.40 New vinyls to cover SRCG signs
1211212023 SSE Energy Solutions 0134086 39.87 Street furniture energy
12122023 Keen Consultants 013407 4,740.00 Arboricultural advice
1211212023  Mulberry & Co 013408 408.60 Chaimanship Training
12/12/2023  RBi. Poppy Appeal 013409 20.00 Poppy wreath
14/12/2023 SSE ne 345.57 Electric public toitets
14/12/2023 Raestream Inc. CARD 2.94 Restream balance
1411212023  Restream Inc. CARD -2.94 Cancel payment
14/12/2023  Mailchimp CARD 15.61 Mailchimp

15/12/2023  A272 Design S0 568.86 TWEET magazine advert
16122023  Southern Water DD 4289 Water etc 83a High St
19/12/2023 Horsham DC Db 84.50 Bin emptying
19/12/2023  Horsham DC DD 169.00 Bin emptying
21/112/2023  ALE Bus Machines DD 317.91 Copier hire
2112/2023 CPRE DD 36.00 Annual sub
21/12/2023 Engie Gas Ltd bD 181.30 Gas 83a High St
22/12{2023  Mailchimp CARD 0.26 Mailchimp

22/12/2023  Mailchimp CARD -0.26 Mailchimp

221122023  Mallchimp CARD 12.41 Mailchimp

22/12/2023  Tennant UK Cleaning Sol. DD 178.74 Sweeper service
270212023 EE & T Mobile DD 31.26 Mobile phones
28/M2/2023 Horsham DC 0y 137.40 Bin emptying
28/M12/2023 SSE DD 78.00 83a High St electricity
2911212023  NatWest BACS 14.00 Bank charges
31M12/2023 WSCC 013337A -340.11 Duplicate payment
311212023 Vision ICT Lid 013341A -309.60 Duplicate payment

Total Payments 26.90?.?%




10/01/2024 Billingshurst Parish Council Current Year Page 1

17:38 Current Bank Alc

Cash Received between 01/12/2023 and 31/12/2023

Date Cash Received from Receipt No  Receipt Description Receipt Total
01/12/2023 Dauxwood Pre-Schoal ACS Ground rent 96.25
11/12/2023  Fowlers Letting Ltd Flat rent 83a High St 881.40
18/12/2023 NatWest Bank interest TRO 1,421.23
31/12/2023  NatWest BACS Bank interest 347.02
20/12/2023 Sales Recpts Page 19 Sales Recpts Page 19 4,618.02
2111212023  Southern Electric BACS Various wayleaves 3.05

Total Receipts 7,366.97




10/01/2024 Billingshurst Parish Council Current Year Page 19

17:39 List of Receipts Paid In 20 DECEMBER 2023 User: GREG

Entered Month 9
by user GREG

Alc Code Name Invoice Date  Invoice No Amount Due Discount Amount Paid Batance Date Paid -1led
BCCC Billingshugst Centre
29/11/2023 BPC36 4,618.02 0.00 4,618.02 0.00 20M12/2023 A1
Receipt Total 0.00 4,618.02 Ref: na

Total Receipts Paid in 20 DECEMBER 2023 0.00 4,618.02




APPENDIK

Date;05/01/2024 Billingshurst Parish Council Current Year Page 1
Time: 16:32 Bank Reconciliation Statement as at 30/11/2023 User: GREG
for Cashbook 1 - Current Bank Alc
Bank Statement Account Name (s) Statement Date Page Balances
Current Account 30/ 172023 0 100.00
Business Reserve Account 30/11/2023 0 285,755.38
Treasury Reserve Deposit 30/08/2023 420,186.88

706,042.37
Unpresented Payments (Minus} Amount
13/07/2023 013337 West Sussex County Council 340.14
13/07/2023 013341 Vision ICT Ltd 309.60
11/09/2023 013365 Horsham ALC 20.00
11/10/2023 013372 3rd Dimension CAD Lid 80.00
11/10/2023 013380 Billingshurst Scout-Guide Assn 1,500.00
31/10/2023 013385 Gordon Ellis & Co 960.83
31/10/2023 013392 Arun Counselling Service 150.00
27M1/2023 013394 Billingshurst Comm. & Conf. Ce 392.11
27/11/2023 013395 Signquick 291.60
27/11/2023 013396 Billingshurst Comm. & Conf. Ce 34,075.69
2711/2023 013397 Colin Ellis 15.48
27/11/2023 013398 GN Tree Surgery Specialists Lt 864.00
27111/2023 013399 SGW Safety & Securily Ltd 1,920.00
2711/2023 013400 South & South East in Bloom 88.00
271172023 013401 Glasdon UK Itd 642.88

41,650.20

664,392.17

Unpresented Receipts (Plus)

0.00

0.00

664,392.17

Balance per Cash Book is :- 664,392.17

Difference is :- 0.00

Signatory 1:



APPENDYK D

Date:04/01/2024 Billingshurst Parish Council Current Year Page 1

Time: 15:01 Bank Reconciliation Statement as at 30/11/2023 User: GREG

for Cashbook 3 - Bonus Saver Account

Bank Statement Account Name (s} Statement Date Page Balances
Bonus Saver Account 30/11/2023 188,810.41
188,810.41
Unpresented Payments (Minus) Amount
0.00
0.00
188,810.41

Unpresented Receipts (Plus}

0.00
0.00
188,810.41
Balance per Cash Book is :- 188,810.41
Difference is :- 0.00
Signatory 1:
NAITIE e e ee e SIgNed oo e Date ..o



rveavoil B

Date; 10/01/2024 Billingshurst Parish Council Current Year Page 1
Time: 17:36 Bank Reconciliation Statement as at 31/12/2023 User: GREG
for Cashbook 1 - Current Bank Alc
Bank Statement Account Name (s) Statement Date Page Balances
Current Account 31/12/2023 100.00
Business Reserve Account 31/M12/2023 367,378.76
Treasury Reserve Deposit 31M12/2023 280,124.66

847,603.42
Unpresented Payments (Minus) Amount
11/09/2023 013365 Horsham ALC 20.00
11/10/2023 013372 3rd Dimension CAD Ltd 80.00
31/10/2023 013385 Gordon Ellis & Co 960.83
27111/2023 013399 SGW Safety & Security Lid 1,920.00
121212023 013408 Mulberry & Co 408.60
12/12/2023 013409 RBL Poppy Appeal 20.00

3,409.43

644,193.99

Unpresented Receipts (Plus)

0.00

0.00

644,193.99

Balance per Cash Book is :- 644,193.99

Difference is :- 0.00

Signatory 1:
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Date;: 10/01/2024 Billingshurst Parish Council Current Year Page 1
Tirme: 15:15 Bank Reconciliation Statement as at 31/12/2023 User: GREG
for Cashbook 3 - Bonus Saver Account
Bank Statement Account Name {s) Statement Date Page Balances
Bonus Saver Account 311212023 189,027.93
189,027.93
Unpresented Payments (Minus} Amount
0.06
0.00
189,027.93
Unpresented Receipts (Plus)
6.00
0.00
188,027.93
Balance per Cash Book is - 189,027.93
Difference is :- 0.00
: Signatory 1:
| NAME e e e e SIgNed oo Date ..o




10.

Signed:

APPENDX ()

Billingshurst Parish Council

Application for Grant for Voluntary Organisations

. Billingshurst Choral Society (BCS)

Christopher Kirk, - Billingshurst, - Honorary Treasurer
{
Yes 801503

£1,500

The purpose of the grant is to cover the costs of staging a “Come and Sing” event on 22-
23 March 2024. The event will provide participants (i.e. non-members) with a
marvellous opportunity to learn and perform Mozart's “Requiem” in a concert with a
professional Director of Music, orchestra and soloists alongside regular members of the
Billingshurst Choral Society. The hope is that at least some of those availing themselves
of this opportunity will show an interest in becoming members of BCS. The “Come and
Sing” event will follow a format recommended by Making Music, the professional
musicians' trade body.

The total cost is estimated to be £1,545. (Note: this is aside from an expected loss of
between £2,000 and £3,000 on the concert itself and before applicants’ attendance fees to
the “Come and Sing” event are brought into account)

22-23 March 2024

Those who will benefit from the project are members of the public living within reach of
Billingshurst who enjoy singing and perhaps have not previously taken part in a big
concert. Singing is recognised as an important element of well-being and BCS is a
friendly and welcoming group within the community.

We hope to attract as many as 30 to 40 non-members to the event of whom most are
expected to be from Billingshurst parish.

C. W. Kirk 28 November 2023

Billingshurst Choral Society Honorary Treasurer



EJBillingshurst
@& Choral Society

Charity Registration Number: 801503

Billingshurst, RH14
28 November 2023
To: Mr Greg Burt, Clerk to the Council

From: Chris Kirk, Honorary Treasurer, Billingshurst Choral Society.

Dear Mr Burt,
Application for Grant: Billingshurst Choral Society (BCS

We are seeking financial support for a “Come and Sing” event to be held on 22-23 March 2024.
The subject will be the ever popular Mozart's “Requiem”.

Details of the event are being worked out during the coming weeks. We envisage it will begin
with participants joining regular members of the choir at a rehearsal on Friday evening (22/03); it
will continue on, and span most of, Saturday (23/03) and it will culminate in a concert
performance in the evening, with professional soloists and an orchestra.

We regard this as a fantastic opportunity for residents in the area who are not members of BCS to
participate in singing in a concert performance under our professional Director of Music, Marcio
da Silva, with a full orchestra It will also afford them the chance to see what BCS can offer and
for them to decide whether they would be interested in joining.

It is a well-known fact that singing is an uplifting activity that promotes mental and general
health benefits. Furthermore we are a friendly, welcoming group who can provide a springboard
for social contact. BCS has a record of over 30 years of community involvement and its many
concert performances have promoted the parish in a positive way. Please refer to our website for
further information about the Society, including the history of BCS. The address is:
www.billingshurstchoralsociety.org.uk.

We are hoping for approximately 30 to 40 participants from the local arca to join BCS for the
“Come and Sing” event. At an expected ticket price in the range of £25 to £30, this would not
cover the cost of staging the event even if as many as 40 were to attend. We estimate total costs
to be £1,545 and potential income to be in the range of £750 to £1,000. Additionally, we fully
expect the concert itself to make a loss of between £2,000 and £3,000.

We are therefore seeking an award of £1,500 which would cover the estimated cost of staging the
event. No previous applications have been made nor, at the time of writing, have any funds been
applied for from other external sources.

T attach the application form together with a signed copy of our 31 July 2023 accounts (2 pages).
1 also attach a simple initial analysis of our estimated costs (£1,545) and income (£825) from the



event.

If you have any questions or would like to discuss this application in more detail, please feel free
to contact me or our Chairman, Keith Paul (on * _Jorat]

Thank you for considering our request.

Yours sincerely

Christopher Kirk
Honorary Treasurer — Billingshurst Choral Society

Web-site: www.billingshurstchoralsociety.org.uk
Tel: |



BILLINGSHURST CHORAL SOCIETY

GENERAL ACCOUNT for the year ending 31 July 2023

INCOMING RESOURCES Budget 2022/23 2021/22
Subscriptions 9,770.00 10,095.00 8,435.00
Friends & Patrons 750.00 500.00 420.00
Donations 450.00 769.41 990.9€
Gift Aid reclaim 2,406.25 2,188.44 2,081.4C
Stage/music hired out 120.00 93.04 252.1¢€
Fund Raising Budget! 2022/23 2021/22 1,330.00 1,665.31 2,546.0¢
Walkers 180.00 62.50 159,50
Table / cakes / Books / CDs 65°0.00 765.55 841.30
Monthly draw / Quiz Gross 0.00 0.00 1,096.08
Race Night / Other 56'0.00 461.21 30.00
AGM bar & raffle / refreshments 0.00 376.05 41917
Interest income 24.50 99.98 0.22
Folder sales 0.00 51.00 30.00
Sundries 493.00 564,10 476.48
Congerts prior year 0.00 0.00 0.00
TOTAL INCOMING RESOURCES £15,343.75 £16,026.28 £15,232.27
EXPENDITURE
Honoraria Music Director 4,200.00 3,940.00 3,400.0C
Travel Music Director 1,827.00 1,768.30 1,670.4C
Honoraria Accompanist 2,570.75 2,044.,00 2,716.3C
Travel Accompanist 614.25 280.26 553.60
Hall rent/heating 1,575.60 1,502.62 1,474.57
Administration (print/post/mileage) 120.00 240.26 349.85
Marketing 130.00 27.98 280.53
Making Music subscription 206.00 200.00 98.00
Insurance 264.00 190.00 182.00
Stage storage/maintenance and keyboard storage 780.00 730.00 755.00
Sundries 200.00 221.25 1,165.95
Assets purchased 0.00 563.83 94.80
Concerts prior year, incl PRS 60.00 92.48 62.50
Contingency 376.43 0.00 0.00
TOTAL EXPENDITURE _ #1292403  £11,800.98  £12,803.40
GENERAL ACCOUNT SURPLUS 2,419.72 4,225.30 2,428.87
Concert net surplus (deficit) Autumn -1,745.50 -2,382.96 6.33
Christmas -752.67 -1,020.31 0.00
Spring -3,055.40 -3,562.77 -3,237.05
Summer 185,95 -1,244.60 -286.82
CONCERT ACCOUNT DEFICIT T 536762 -8,210.64 -3,517.54
OVERALL SHRPLUS far the year _ £2,947.90 -£3,985.34 -£1,088.67
Cash position — beginning of year 9,750.54 9,750.54 10,839.21
Net decrease in cash ~ -2,947.90 -3,985.34 ~1,088.67
Cash positio nd of year £6,802.64 £6,765.20 £9,750.54
" ) Ve

- alf

Chairman ... 05m. X sl

| have examined the accounts, documents and bank st atements of the Society for the year ended 31 July 2023

Honorary Treasurer kf/%/],/\(y\-f‘\-_- Signed on 12 September 2023

and certify that the above is a fair reﬂ@ of the Socitety's transactions in that period.

Independent EXaminer [ ... (

.

{/___Pagé“l

P

Signed on 12 September 2023
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Sheet1

Billingshurst Choral Society

Analysis of Estimated Costs and Estimated Income from the "Come and Sing" Event

to be held on 22-23 March 2024

ltem

Hire of St Gabriel's Church and Hall
Publicity — including Tweet advert
Participant literature and postage

Music hire, say 40 copies, plus postage
Administration costs and contingency, say

Friday evening

Musical Director fee

travel expense from Hastings
Accompanist

Saturday morning

Musical Director fee

travel expense from Hastings
Accompanist

Total costs

est. no.

Early-bird applicants joining fees
Other applicants joining fees

Total “Come and Sing” revenue

“'Come and Sing” estimated deficit

t5
15

fee

Estimated Cost

£500
£267
£80
£140
£50

£120
£52
£82

£120
£52
£82

Estimated Income

£25 £375
£30  £450
- £825
-£720

Note: H, by virtue of a successful grant application, the "Come and Sing" event results
in an overall surplus, it Is proposed that this be applied to the expected £2,000 to £3,000

loss oh the concert itself,

C W Kirk 28 November 2023

Page 1
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21}

PARISIH

APPLICATION FOR GRANT FOR VOLUNTARY ORGANISATIONS

1. | Name of Organisation Bittiuesaonyy Mes  SAey

2. | Name, Address and Position of Contactin TRV D> QeRQR =SL
Organisation S .

Biruviwesois
Ry
LG NLE AT/

3. | Telephone Number of Contact
O\u-03

4. Is the Organisation a Registered Charity? No
| 2.0 0322

if yes, Charity Number
5. | Amount of grant requested £ 7EG.- O
6. For what purpose or project is the grant PRov ISION OF Lyoli RESALS
requested?
Tork WVWSL BY MEmmery
. 7. | What will be the total cost? £ 7000
(See 4i & ii of T&Cs)
8. When will the money be spent? IMmMmen ATbyvy VFoa (LedFr ey
9. | Who will benefit from the project? THE €O RN o A oD FoT ol

M ENTE @S O "TWME ™MONTs
Swép

10. | Approximately how many of those who will

[=]
A OF mimnea
benefit are Billingshurst parishioners? 9 © e

Please submit this form together with a covering letter giving any other information which you feel will
support the application, together with recent certified accounts. In signing this form you agree fo abide by
any Terms & Conditions included within the policy.




3

Signed

Baklnit

Name (In capitals) =07 050 00T




E

|

-1 JAN 204

%\LL\NGSHURST MEN'S SHEp

Billingshurst
RH14 .

11" December 2023
To the Parish Clerk
Billingshurst Parish Council

Now that the Billingshurst Men’s Shed is structurally complete and open
for business, we are endeavouring to equip it to allow our members to
work on projects. This could be to make items for us to sell to help
cover our running costs, to repair things, or just to give them something
to do or make when they attend the Shed.

We have accumulated a lot of equipment and tools, but at present we
have two benches, and very little storage space. We would like to
purchase some more woodworking benches, and would therefore like to
apply to the Parish Council for the funding necessary for this. Suitable
benches are available at around £250, and we are hoping to purchase
three of them. | have enclosed two quotations, to demonstrate that the
same bench is available for £100 more than the type that we wish to
purchase.

At last Saturday’s Christmas Fair we spoke to several potential new
members. If we can show them a Shed with workbenches ready for
them to use it should encourage them to join.

Regards

David An—;i).rose
Secretary, Billingshurst Men's Shed

Registered charity Number 1200032
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. BILLINGSHURST MENS SHED

TRIAL BALANCE AS AT 315t JULY 2023

Annual membership fees £345  -Building materials for
Weekly subscriptions 726 construction of shed.
| Capital Expenditure.
Donations 898
| Other material purchases
Grants Revenue expenditure
Horsham District Council 500
Horsham District Council 2500 Insurance
West Sussex County Council 2500
Billingshurst Lions 372 5872 Fees paid
Sales 1330 Miscellaneous expenses
9171
Cash in hand at 01.08.22 274 Cash in hand at 31.07.23
cash at bank at 01.08.22 1540 Cash at bank at 31.07.23
| 10,985

£6278

394

535

45

7421

90
3474

10985




sneetl

BILLINGSHURST MENS

INCOME and EXPENDITURE ACCOUNT for 12 months 31% July 2023

INCOME
Annual membership Fees . ' 345
Weekly Subscriptions 726
Donations 898
Grants ‘

HDC 500

HDC ' 2500

wscc 2500

Billingshurst Lions 372 5872
Sales 1330
TOTAL £9171

BALANCE SHEET
as at 31" July 207

ASSETS
Cash in Hand 20
Cash in bank account ‘ 3474
Equipment 43
Buildings brought forward - 300
Capital Expenditure 2023 6278 6578
TOTAL £10185

Page 1




|
|
|

I

; Material Purchases
. Revenue Expenditure
| Insurance

' Fees Paid

: Miscellaneous Expenses 7
| Surplus of Income over Expenditure

EXPENDITURE

TOTAL

|
{
|
|
|
|
i
|
|
i
1|
i
i
{
I

LIABILITIES
Balance brought forward from

previous balance sheet

Surplus :rhis year 2023
TOTAL

Page 2

2157

8028
£10185

394
535
45
169
8028

£9171
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APPENDIX ' K

Billingshurst Parish Council

Reguiar Standing Orders & Direct Debits

Payee Description Gross Amount Regularity
DD NETcom Phone Charges 224.32 Monthly
DD ALE, Photocopier Hire + useage 317.91 1/4ly
DD PWLE BCCC Extn. loan servicing 10,128.52 Twice per year
CD PWLB &3a loan servicing 10,831.25 Twice per year
Db Info Annual Registration 35.00 Yearly
Commissioner
Do JPiMedia County Times sub. 50.00 Twice per year
Publishing Ltd
0D HDC Green waste bins @ SRG 79.00 Yearly
DD EE Mobile phones 31.26 Monthly
Db HMRC To pay any VAT owing or receive 1/4ly
any VAT owed
DD Tennant Applied Sweeper Monthly 178.74 Monthly
Service
DD Business Stream [Public Toilets water etc. 200.46 /4 ly
DD SSE Public Toilets electricity 345.57 1/4ly
CARD Restream Inc Streaming of meetings. 15.61 Monthly
SO Sussex Land Grounds maint. 2,697.80 Monthly
Services
bD NETcom iT support 357.84 Monthly
(3]3] Parkfield Retail |Austens purchases
CARD ZOOM Z00M 143 .88 Annual
SO A272 Design Village TWEET advert 568.86 Monthly
CARD Mailchimp Enables user to sign up for 12.41 Maonthly
updates via e-mail / council run
surveys/
DD HDC Litter / Dog waste bin emptying 181.30 Monthly
DD HDC Litter / Dog waste bin emptying 78.00 Monthly
DD HDC Litter / Dog waste bin emptying 42.89 Monthly
CARD Screwfix Purchases Monthly
Annual Memberships
CHEQUE [WSALC/NALC 2,127.00
CHEQUE [HALC 15.00
DD CPRE 36.00
833 utilities - to be reimbursed
DD Engie Gas 181.3 Monthly
(3]8] ovo Electricity 78.00 Maonthly
DD Southern Water {Water 42.89 Monthly

Updated 22/01/2024
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APPENDIX N

BILLINGSHURST PARISH COUNCIL

FINANCE & GENERAL PURPOSES COMMITTEE

WEDNESDAY 31 JANUARY 2024

NEIGHBOURHOOD WARDENS
REPORT BY CLERK
FOR DECISION

Since April 2018, the Council has funded two Neighbourhood Wardens in the parish,
employed by Horsham District Council who deliver a service under contract to the Parish
Council.

Whilst HDC give an intimation of the cost of the service for the forthcoming year, towards
the end of the year they update this, and due to high inflation, costs have jumped significanily
in recent years for which no budgetary provision was able o be made.

Thus in recent years, the original three-year contract has been replaced by an annual contract.

HDC have advised that the forecast cost of the service for 2024-25 is £97,092, for which we
have made budgetary provision.

Billingshurst Warder Scheme

Expenditure Projected Costs 2024125
Salaries £71,740.00
ERS/Superannuation £20,302.00
Transport Inc fuel, insurance £4,000.00
Facilily Hire

Clolhing £200.00
Calls & Rental £100.00
Project Supportfequipment £750.00
Total £97,092.00

The Committee is invited to support the renewal of the annual contract for the provision of
the Neighbourhood Warden service.



APPENDIX O

BILLINGSHURST PARISH COUNCIL

FINANCE & GENERAL PURPOSES COMMITTEL

WEDNESDAY 31 JANUARY 2024

CCTY
REPORT BY CLERK
FOR DECISION

The Committee agreed on 26 September 2023 meeting to appoint SWG to provide a
specification for the provision of public realm CCTV in the village. (Min 06/23 refers)

SWG was advised of and shown all the sites that the Council wished to be considered.
Their draft specification is attached.
In responses to queries, they responded accordingly.

1. Please find attached revision 2 of the Billingshurst tender document incorporating
your comments, I have also included the assumption regisier, this document requires
the security contractor to declare from the outset any assumptions or caveats they
wish applied to the tender award. Once you have agreed on the tender document, 1
can finalise the tender costing matrix, which will allow the tender to go out {o the
security contractors for bidding. I would anticipate an eight-week bid process from
the date of the tender release, given the current security market status.

2. Regarding potentially knocking out sites, I have compiled the pricing matrix per sile,
s0 it is a simple process of turning on and off the sites in the costing matrix (o get [0
an agreed cost or requirements. Regarding the crime stats, I had a look through the
open-source police crime data. The village showed the highest level of crime statistics
Jor your local area, but this would be expected and is normal for villages within the
UK, the play park areas mainly consisted of antisocial behaviour again this was to be
expected given the remoteness of the play areas in association with main area
location. There were no glaring crime statistics which should provide any concern,
but if required these can be applied (o camera locations, for a final location
consideration. Personally, 1 would recommend going with your local knowledge when
it comes to final camera locations, this in my experience will be more accurate than
using the open-source police statistics, because you have local knowledge of the area
and the local problems.

The Committee is invited to approve this specification upon which tenders can be invited.
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DOCUMENT CONTROL

Document Purpose & Restrictions

This document has been prepared to provide a Billingshurst Parish Council CCTV Tender for
the proposed CCTV system for Billingshurst. The purpose of this Billingshurst Parish Council
CCTV Tender is to provide the design team and stakeholders with visibility of the methodology
to be applied by SGW to fulfil the scope of this assignment.

Advice given and recommendations made herein do not constitute a warranty of future results
by SGW Safety & Security Limited (SGW), or an assurance against risk.

Recommendations made are based on information provided by the client and other
information available at the time of writing. No express or implied warranty is given in respect
of any judgment made or to changes or any unforeseen escalation of any factors affecting
any such judgment.

Documents are for the benefit of the client only and may not be disclosed to any third parties
without the prior written consent of SGW; such consent is not to be withheld unreasonably.
SGW's standard terms of business for the relevant service apply — as attached or otherwise
available on request.
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INTRODUCTION

1.1 INTRODUCTION

Billingshurst is a village and civil parish in the Horsham District of West Sussex, England. The village lies
on the A29 at its crossroads with the A272, 6 miles (10 km) south-west of Horsham and 5.5 miles (9 km)
north-east of Pulborough. The village has a secondary school and a sixth-form college, known together

as The Weald School,

The Parish Council covers awide area that includes not only Billingshurst but also Adversane,
Coneyhurst and Five Oaks. The Parish Council provides so-called discretionary services for the benefit
of the locality that are not provided by the principal councils (Horsham District and West Sussex
County), such as open spaces, some street furniture, and public toilets to name a few. There are
currently 15 Parish Councillors who are elected every four years and oversee the work of the Parish

Council.

In 2023 the Parish Council decided to implement public space CCTV in key areas of the village, to
reduce antisocial behaviour and to provide both visual reassurances to residents and visitors while
providing the recorded surveillance capability to deter criminals and provide evidence-quality
surveillance CCTV footage for the local police to pursue prosecutions where appropriate.

Billingshurst Parish Council have engaged the services of SGW Consulting to produce this
performance-based CCTV surveillance tender specification, in line with the Council’s requirements.
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This tender covers the CCTV proposed surveillance system within the boundaries of Billingshurst only.

( E
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1.2 PROJECT SCOPE OF WORKS & REQUIREMENTS

Billingshurst Parish Council requires a fixed price cost-effective and value-engineered CCTV
surveillance solution/system which meets the requirements specified within this tender document.

The CCTV Contractor will further develop this performance-based specification to provide a detailed
technical and commercial offer, for the following:

@ Supply, install and commission a new VMS and recording platform providing a minimum of 30
days of recording retention of all cameras

@ Supply, install and commission new IP-based cameras of not less than 1080p resolution with
day-night imaging via integral IR lighting

@ All cameras must provide and be configured with motion detection/line cross-over alarm,
function for automatic tagging and alarm on recorded video

@ Supply, install and commission a new two-screen control room workstation to allow viewing of
both live and recorded images from the proposed new cameras

@ Capability of emailing still images and/or short video image clips to mobile devices
@ Provide camera and hardware failure notification on the VMS System
@ Future capability toinstall and control audio challenge onto the new system

@ Future capability to install white light activation automated via cause and effect and manually
activated via the VMS system

@ Provide a full detailed system design of the awarded CCTV Surveillance system tender

@ The appointed CCTV Contractor will be responsible for leasing with both Billingshurst Parish
Council and any 3" parties to achieve the delivery of a fully operational CCTV surveillance
system

1.3 MAINTENANCE CONTRACT

Billingshurst Parish Council requires the CCTV Contractors (Bidders) to provide a cost within their
returned tender quotation, for the provision of a three-year fully comprehensive maintenance package,
based on a 1+1+1-year term, renewable yearly based on the CCTV Contractors performance and on
achieving the agreed KPls.

CCTV Contractors (Bidders) should note that Billingshurst Parish Council reserves the right to award
the maintenance contract based on the performance of the CCTV surveillance system delivery. The
maintenance contract will not be pursued until the completion of the CCTV surveillance deployment
project.
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1.4 TENDERSITE VISIT

CCTV Contractors should note that an accompanied site tour will be scheduled to provide a site &
operational overview of the CCTV Surveillance camera location and proposed control room location.

The precise date and times will be agreed upon and notified within a separate document, which will be
published to all bidders.

Any CCTV Contractors wishing to submit a tender return must attend the tour to familiarise
themselves with the approximate site layout/configuration.

The tours will cover the main sites and the CCTV control room. These site tours will provide an
opportunity for the Security CCTV Contractors to make any additional notes they require prior to
submitting their tender response and pricing.

Please note technical or finance-related questions will not be answered during the tour, any technical or
financial questions must be asked through the RFI process, with all questions and answers being
distributed to all bidders.

1.5 MANDATORY REQUIREMENTS FOR PERSONNEL WORKING ON THIS PROJECT

All personnel working directly within the awarded tender must hold current manufacturer's training
accreditations on the equipment they are working on and must be competent to carry out the work
assigned to the interval.

1.6 WARRANTY REQUIREMENTS

The CCTV system must be fitted in accordance with the manufacturer's fitting instructions in order to
preserve any equipment warranties. As part of this tender response, the respondent must provide a
breakdown of the warranty provided for all equipment.

All costs incurred by the administration of such warranties must be included, including the cost of any
access equipment or Mobile Elevated Working Platforms required for the installation works.

@ The CCTV Contractor must provide an escalation process detailing how unresolved performance-
related issues or client concerns are progressed and closed off

%

Engineers with the knowledge to support the contract

)

Like-for-like replacement of equipment during the warranty period at no cost to the client

A UK-based manufacturer technical support line (Technical support services provided by the CCTV
Contractor will not be deemed acceptable in place of a UK-based technical support line)

® Manufacturer's equipment warranty periods will commence from the date of installation
acceptance (the signed-off completion by the appointed project manager or appointed
representative)

& The CCTV Contractors 12-month defect liability period will commence from the date of the project
completion. Project completion is defined has the date the system is signed off by the client's project
manager or appointed representative
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No ‘end of life’ products, within 12 months of the manufacturer’s announced obsolescence
will be accepted. Therefore, the CCTV Contractor is required to provide a statement of
conformity, that no products proposed are ‘end of life’ products, within 12 months of the
manufacturer’s announced obsolescence from the project award date.

1.7 CONTRACTOR DESIGN DEVELOPMENT

The successful CCTV Contractor will be responsible for developing a detailed design to comply with the
requirements of this performance-based specification, following the contract award, which addresses
the following requirements:

@ A statement of compliance with this specification

@ Afull detailed proposed network topology for the project - including any Wide Area Network
(WAN)

Full details of the proposed Video Management System (VMS) and capabilities

Detailed calculations for network design bandwidth throughput

Detailed Video storage calculations, including resilience and redundancy calculations of not less
than 20% per site

@ Afully detailed technical description of their proposed system for the project

LB

The purpose of this performance specification is to outline all of the operational
requirements for the installation.

The CCTV Contractor will be responsible for further developing the design and providing
pricing to design, install, commission etc to deliver a fully functional system.

1.8 APPLICABLE STANDARDS

In respect of any requirements resulting from the tender, suppliers must comply with statutory
regulations in relation to security and surveillance systems and other obligations/regulations or
statutory undertakings relating to security and surveillance systems, incorporating all minimum
standards and regulations referred to within this specification.

As a minimum, the CCTV Contractors (bidders) must comply with (but not be limited to) all policies and
standards and any subsequent updates or revisions in line with BS EN Standards.
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1.8.1 Minimum Standards
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The government's recommended standards for the CCTV industry

BS EN 62676-1-1 - British Standard on the minimum requirements for a Video Surveillance System11

BSEN 62676-2-1 - British Standard on setting out specifications for how devices work together and connect
across a network

BS EN 62676-2-2 - British Standard that specifies a method of connectivity for IP video transmission devices
using HTTP and REST services

BS EN 62676-2-3 - British Standard that specifies a method of connectivity for IP video transmission devices
using web-based services

BS EN 62676-3 - British Standard on how digital and analogue devices exchange information)

BS EN 62676-4 - British Standard on requirements for the selection, planning, installation, commissioning,
maintenance and testing of CCTV systems

BS7858 - British Standard on conducting the security screening of individuals

BS7958 - British standard setting out recommendations on the management and operation of CCTV systems
BS8418 - British Standard on the design, installation, commissioning, operation and remote monitoring of
detector-activated CCTV

BS EN 50575: 2014+A1: 2016 - Power, control and communication cables. Cables for general applications in
construction works are subject to reaction to fire requirements

BE EN 60529: 1992+A2: 2013 - Degrees of protection provided by Enclosures (IP Code)

Surveillance camera code of practice - https://www.gov.uk/government/publications/surveillance-camera-

code-of-practice
NCP 104.3 - NSI code of practice for design, and installation of CCTV surveillance systems

BS 7671:2018 - Requirements for Electrical Installations. [ET Wiring Regulations
ANSI/TIA-1152-A; Requirements for Field Test Instruments for Twisted-Pair Cabling
The European Electrical Safety Standard EN60950

All relevant British Standards and Codes of Practice

All relevant Building Regulations

The Construction (Design and Management) Regulations 2015 (CDM 2015) -
http://www.hse.gov.uk/pubns/priced/1153.pdf
Health & Safety at Work Act 1974; http://www.hse.gov.uk/legislation/hswa.htm

Working at Height Regulations 2005; http://www.hse.gov.uk/work-at-height/the-law.htm
CIBSE Guidelines (where applicable) '

Control of Substances Hazardous to Health (COSHH) Regulations 2002

The Waste Electrical and Electronic Equipment (WEEE) Regulations 2013

Article 6 of the Energy Efficiency Directive 2012

Any specific requirements of the local Building Control officer

The Data Protection Act 2018

General Data Protection Regulation (GDPR)

BS EN 50575 standards with special attention to the cable type and fire safety

EN 50174 all applicable section, Information technology - Cabling installation - Part 2: Installation planning
and practices inside buildings

BS EN 62305 Protection against lightning

All other standards are referred to within this specification
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1.8.2 Compliance with the Tender Specification

Bidders will be required to provide a schedule of any items in their proposal that are not in compliance with
this specification document. Any item that is not listed as non-compliant within the bidder's non-
compliance register will be assumed to meet the required compliance, and any additional cost to rectify

undeclared non-compliant items will be the responsibility of the CCTV Contractor.

Failure to provide this schedule during the bid stage or any item later found to be non-compliant that
was not declared at the tender stage will result in any changes during implementation being
undertaken at the CCTV contractor's own cost.

Any non-compliance items must be documented within the non-compliance register and referenced in
the relevant section of this specification for clarity during the tender review stage.

1.9 TENDER PROCESS

1.9.1  Document Confidentiality

Bidders will consider the contents of this document and all provided documentation as
confidential. The documents issued as part of this tender must not be copied or supplied to any
third party without written consent from Billingshurst Parish Council.

The contractor will not divulge any details of Billingshurst Parish Council’s site surveillance
systems to any third party, either verbal or written, without the written permission of
Billingshurst Parish Council.

Any contractor found to be in breach of the above confidentiality clause will be excluded from
the tender process.

The contractor will, at all times, respect and adhere to the Code of Practice relating to
Billingshurst Parish Council.

1.9.2  Programme of Works

Within the CCTV Contractors (bidders) tender return, the CCTV Contractor will be required
to provide a detailed programme of works, indicating work phases, key milestones & durations
of work for the total project duration. This programme of works will be incorporated within the
tender award documentation. (Note a generic project programme will not be deemed
acceptable).

The CCTV Contractors (Bidders) Programme of Works must be realistic and achievable.
Billingshurst Parish Council reserves the right to reject any tenders, should their submitted
programme of works be deemed unrealistic.

1.9.3  Proposed Equipment

The CCTV Contractor will be required to select products that comply with all aspects of this
specification and demonstrate product compliance where requested.
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Any alternatives proposed will be subject to final review/approval by Billingshurst Parish
Council / their appointed consultant.

The CCTV Contractor will be fully responsible for ensuring the proposed alternative meets the
required standard specified and operates correctly with the VMS systems proposed within
their tender return.

1.9.4  Quality Control

The successful CCTV Contractor will be required to be National Security Inspectorate (NSI)
Gold Certified, with a quality control process that is compliant with BS EN 9001.

GOLD

Bidders are required to submit details along with evidence of certifications relating to their
organisation’s quality control processes, within their tender return.

1.9.5 Risk Assessment Method Statements (RAMS)

The CCTV Contractor (Bidders) are required to submit a statement within the tender,
identifying any significant or unavoidable risks that may arise during the proposed works, with
appropriate mitigation measures outlined and documented on how the operatives or persons
affected will be safeguarded against these risks. (Note a generic Risk Assessment / Method
Statement will not be deemed acceptable). The risk and method statements (RAMS) must be
modified during the installation, and commissioning phase of works to record and address any
risks and works which may arise during the contracted period.

1.9.6  Technical Proposal

The CCTV Contractor (Bidders) are required to submit a detailed technical proposal and a
draft proposed site-wide network topology design. The CCTV Contractors Technical proposal
must provide adequate detail to demonstrate their understanding and compliance within their
draft proposed site-wide network topology design, along with a high level of technical detail to
demonstrate, that the CCTV Contractor, proposed solution complies with the requirements of
the specification and can be delivered in accordance with this specification.

1.9.7 Mandatory Required Tender Submittals

The documents stated below are mandatory tender submittal documents, any non-
completed tender returns will be excluded from the tender evaluation process.

1. Technical proposal and a draft proposed site-wide network topology design. (detailed to
demonstrate system interconnections)

Commercial proposal

Proposed equipment details and data sheets.

Detailed storage and bandwidth calculations for each site

ENSRN
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Programme of works in Gantt chart format. Detailing all aspects of the bidder's proposed

delivery (this will form part of the tender contract)

0 N o

Completed Assumptions and Caveat register
Team structure and key personnel CVs
Sub-contractor details where applicable
Non-compliance Register

10. Evidence of NSI Gold status

11. Quality control process details

12. Draft Risk Assessment Method Statement (RAMS) Associated with the Billingshurst Parish
Council Project

13. Pricing schedule - refer to pricing schedule appendix F (in its native Excel format)

1.9.8  Requests for Information (RFI)

All RFls and technical queries on this performance specification must be submitted in written
format on a standard template as agreed with the project manager. All RFls will set out the
following information and will be responded to in written format within five working days.

S o

The title of the project

The details of the party requesting the information
The date the query was raised

The nature of the information being requested

Any supporting explanatory documents are provided
A section for the RFI response (by client/consultant)

1.10 PROJECT DEFINITIONS:

API

BS

CAD

CCTV

CIBSE

COSHH

DVR

DoS

DVD

EMC

GDPR

Application Programming Interface

British Standard

Computer-Aided Design

Closed Circuit Television

Chartered Institute of Building Services Engineers
Control of Substances Hazardous to Health
Digital Video Recorder

Denial of Service

Digital Video Disc

Electromagnetic Compatibility

General Data Protection Regulation

) Billingshurst Parish Council CCTV Tender | BILLINGSHURST PARISH COUNGIL




r INTRODUCTION ﬂ\”

GIS Geographic Information System

GUI Grapbhical User Interface

HD High Definition

HDMI High-Definition Multimedia Interface
HDR High Dynamic Range

HTTP Hypertext Transfer Protocol

ICO Information Commissioners Office

IDF Intermediate Distribution Frame

DS Intrusion Detection System

IEC International Electrotechnical Commission
IET Institute of Engineering & Technology

IP Internet Protocol

SO International Organisation for Standardisation
LAN Local Area Network

LCD Liquid Crystal Display

LSOH Low Smoke Zero Halogen

MDF Main Distribution Frame

MEP Mechanical, Electrical and Plumbing

NAS Network Attached Storage

NC Normally Closed

NICEIC National Inspection Trust for Electrical Installation Contracting
NO Normally Open

NTP Network Time Protocol

NVR Network Video Recorder

ODBC Open Database Connectivity

O&M Operations & Maintenance

ONVIF Open Network Video Interface Forum
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OPC
OSPF
FE
PoE
PSIA
RCBO
RCD
REM
RFID
RSS
SAN
SD
SDK
SHA
SIP
SNMP
SSO
SQL
usB
ubP
UHD
VMS
VSS
UPS
WAN

WDR

Open Architecture Communications
Open Shortest Path First

Personal Computer

Power over Ethernet

Physical Security Interoperability Alliance
Residual Current Breaker with Over-Current
Residual Current Device

Remote Evidence Management

Radio Frequency ldentification

Really Simple Syndication

Storage Area Network

Secure Digital

Software Development Kit

Secure Hash Algorithm

Sessions Initiation Protocol

Simple Network Management Protocol
Single Sign-on

Structured Query Language

Universal Serial Bus

User Datagram Protocol

Ultra High Definition

Video Management System

Video Surveillance System
Uninterruptible Power Supply

Wide Area Network

Wide Dynamic Range
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WEEE Waste Electrical and Electronic Equipment
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2.1 NEW CAMERA LOCATIONS

Billingshurst Parish Council have determined and agreed on the locations and areas to be covered by
the new proposed CCTV Surveillance system.

SGW have conducted a site survey to determine the suitability and achievability of implementing CCTV
surveillance within these areas. The below consideration should be taken into account by the CCTV
Contractors (Bidders).

@ There will be a requirement to provide and install new suitable camera mounting columns within
some areas requiring the installation of new CCTV cameras

@ There will be a requirement for the installation of a new power provision at some camera
locations, this can be achieved via a short soft dig to the local council-owned and sub-private-
owned buildings, then pick up the mains supply via the local fuse board

& CCTV Contractors should note that not all of the camera locations offer a line of sight, CCTV
Contractors must consider the use of alternative transmission formats to achieve a fully
working CCTV surveillance solution, i.e., 4/5G network communication. The use of 3rd party
fibre connections may be considered but should be avoided whenever possible

& The CCTV Contractors should note that some of the new cameras will need to be installed onto
street lighting columns

@ The proposed location for the new control room location will be within the Billingshurst Centre
building, located on Roman Way, Billingshurst, RH14 9EW
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The below map shows the locations required by Billingshurst Parish Council for the new proposed
cameras.

Required CCTV Surveillance Coverage:

LA AR ERA R RA AR R R RN
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Jubilee Fields

Jubilee Fields Entrance

Cherry Tree Close Play Area
Manor Fields Play Area

Station Road Community Gardens
Railway Station

Lower Station Road Rec. Ground
Cranham Avenue

Clevelands Gardens
Billingshurst High Street
Library Car Park

Jengers Mead Precinct

The Alders Play Area
Amblehurst Green Play Area 1
Amblehurst Green Play Area 2
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BILLINGSHURST SITE

2.2 PROPOSED CAMERA LOCATIONS

The images below are for reference only to facilitate the CCTV Contractors in their understanding of
the project delivery and to provide information about the proposed locations for the CCTV Surveillance
Cameras. The final locations and fixing details are to be determined by the CCTV Contractors within
their design submission.

Jengers Mead,
Camera Location

High Street

4 CameraLocation
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Library Car Park

Camera Location

The Alders Play
Area

Camera Location

An alternative proposal for mounting the CCTV surveillance camera within The Alders Play Area would
be to install a new 6m column and associated power. Note due to the location of the play area, there is
limited access to local mains power.
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The Alders Play
Area

Camera Location

The proposal for mounting the 2 x CCTV surveillance camera within The Alders Play Area
would be to install a new 6m column and associated power. Note due to the location of the play area,
there is limited access to local mains power.

S

Manor Filed Play Area

Camera Location

New 6M Camera
Column

The proposal for mounting the CCTV surveillance camera within the Manor Fields Play Area would be
to install a new ém column and associated power. Note there is currently a disconnected mains feeder
pillar located adjacent to the allotments which could provide the main power to the new column.
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Jubilee Fields

Camera Location

Jubilee Fields Entrance

Camera Location
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Cranham Avenue \h-

Camera Location

The proposal for mounting the CCTV surveillance camera within the Cranham Avenue Play Area would
| be to install a new 4m column and associated power.

Lower Station Road
Camera Location
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Station Road Community Gardens

Camera Location

New 5M Camera
Column

The proposal for mounting the CCTV surveillance camera within the Station Road Community Gardens
areawould be to install a new 5m column and associated power. Note there is currently a mains feeder
located within the adjacent council-owned Men’s-Shed building. (approx. 5m soft dig)

Railway Station

Camera Location
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Cherry Tree Close Play Area B ‘

Camera Location

New 5M Camera
Column

The proposal for mounting the CCTV surveillance camera within the Cherry Tree Close Play Area

would be to install a new 4m column and associated power.

2.3 EQUIPMENT LOCATIONS PERMISSIONS

Billingshurst Parish Council will facilitate the appointed CCTV Contractor, in obtaining permission to
install any equipment associated with the new surveillance system where possible. Irrespective of
Billingshurst Parish Council's offer to assist, the CCTV Contractor will be responsible for liaising with
any 3rd parties to obtain permission in respect of the new surveillance system.

2.4 CAMERA COLUMNS AND MAINS POWER

The appointed CCTV Contractor will be responsible for providing any new suitable galvanized columns
deemed necessary within their proposed CCTV surveillance solution. These works are to include hut
are not limited to:
@ Supply and placement of suitable rigid columns allowing for the cameras to be mounted
Supply of any required new column bases

' 4

@ Supply and reinstatement of any ground works required to provide an electrical supply to the new
columns

o

Any electrical works and associated permissions required to provide mains power to the new
columns
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2.5 CCTV VIEWING LOCATION

Billingshurst Parish Council have determined the most appropriate location for the new CCTV
surveillance system monitoring suit, will be within a dedicated operational room located with the “The
Billingshurst Centre” (the main Parish Council building) in Billingshurst.

A room has been allocated for the new CCTV Surveillance viewing suit. The Security viewing suit will
not operate on a 24/7 basis but will be aligned to a reactive view suit.

The Surveillance suit will be located within “The Billingshurst Centre” Council Building in Billingshurst.
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3.1 CCTV CAMERAS

The appointed CCTV Contractor will be responsible for the supply, configuration, installation, and
commissioning of all new IP-based HD CCTV surveillance cameras as part of the Billingshurst CCTV
project.

CCTV Contractors are to note that the Billingshurst Parish Council CCTV surveillance system is
predominantly a reactive-based surveillance system. CCTV Contractors should therefore consider the
use of fixed cameras within their design strategy. Should the CCTV Contractors wish to utilise PTZ
cameras within their design, they must demonstrate the cameras can be configured to auto-track an
object within the primary field of view.

The use of dome cameras will only be permitted, on the basis the dome cameras have
suitable weather/ sun shields fitted.

3.1.1  Minimum Camera Specification

Minimum Pixels (horizontal x vertical) 1920, (H) x 1080(V)

Min. lllumination 1. Colour 0.3Lux (1/30sec, F1.6) B/W 0.03Lux (1/30sec, F1.6)
Integral 50m IR lighting

Focal Length Veri-focal to suit the installed location.

Aperture Ratio F1.6(Wide)

Focus control Auto / Manual / One push.

Camera Title On, off (displays up to 45 characters)

Day and Night Auto (ICR), Colour, B/W

Backlight Compensation BLC, HLC, Off, WDR

Wide Dynamic Range 120dB

Digital Noise Reduction SSNRIII (2D+3D noise filter) (Off / On)

Defog Off, Auto, Manual

Motion Detection On, off (rectangle zone)

Privacy Masking On, Off (16 zones of rectangle zone)

Gain Control Off, Low, Middle, High

White Balance ATW / AWC / Manual / Indoor / Outdoor / Mercury / Sodium
Electronic Shutter Speed Minimum / Maximum / Anti-flicker (2 ~ 1/12,000sec
Digital Zoom 16x

Flip/Mirror Off, On

Intelligent Video Analytics Tampering, Virtual line cross, Enter / Exit, Appear /
Disappear, Audio detection, Face detection, and Motion detection.

Camera Alarm tampering

Alarm 1/O Input / Output

The alarm Triggers Motion detection and network disconnection

Alarm Events File upload via FTP and E-mail, Notification via E-mail, TCP and HTTP, local

storage (SD/SDHC/SDXC) recording at network disconnected & event (Alarm triggers),
External output

Ethernet RJ-45 (10/100Base-T)

WUV VUV IRRRRRRRDDNNOGDN
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Video Compression H.264, H265(MPEG-4 part 10 / AVC), MJPEG
Resolution 1920 x 1080p (Full HD)

Video Quality Adjustment

Streaming 3 profiles

IP IPv4, IPvé

Protocol TCP/IP, UDP/IP, RTP(UDP), RTP(TCP), RTSP,NTP, HTTP, HTTPS, SSL, DHCP,
PPPOE FTP, SMTP, ICMP, IGMP, SNMPv1/v2c/v3(MIB-2), ARP, DNS, DDNS, QoS, PIM-
SM, UPnP

Streaming Method Unicast, Multicast
Max. User Access 15 users at Unicast
Memory Slot SD/SDHC/SDXC

K10 vandal resistant IP67 (minimum)
Offering 4/5G connection if applicable

VRN

WO OODN

3.1.2 CAMERABRACKETS

The CCTV contractor will ensure that all bracketry is fit-for-purpose for the type of camera selected
and to suit the operational requirement of the camera itself. Camera Brackets must be installed in
accordance with the manufacturer's recommended installation process and fixings to provide a solid
mounting fixing.

New brackets will be approved by the Parish Council and/or Council’s Representative prior to
installation. There may be a requirement to colour-match the cameras and brackets to the building or
mounting column fabric, to the satisfaction of the Parish Council where applicable. All colours must be
agreed upon and approved by the Parish Council prior to installation.

The CCTV Contractor will undertake a lighting survey at all camera locations to determine current Lux
levels in primary surveillance zones to ensure the chosen CCTV camera specification is optimised to suit
areas within the camera’s field of view.

The CCTV Contractor will be responsible for determining the lighting levels and additional lighting
provisions, if necessary, to ensure the specified camera-by-camera primary surveillance zone
performance criteria as stated within the British Standards. The camera’s sensitivity will match the
lighting source spectrum.

Additional lighting will be considered where camera picture quality is impaired due to the existing
lighting conditions. The selection and positioning of visible or non-visible lighting will meet the safety
requirements that prevent damage to the eye. The light source will be away from the camera and near
the object or area that is monitored by the camera.

The CCTV Contractor will be responsible for liaising with the Parish Council, to determine and agree on
any additional lighting requirements, and to ensure light pollution is minimized wherever possible.

The following site conditions will be the key elements that drive the selection of camera, location, and
type of additional illumination: -

@ Backlighting
@ Glare thatis caused by excessive bright light falling on the camera lens
@ Poor level of lighting or no lighting
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3.1.3 CameraCommissioning Standard

The CCTV Contractor will ensure all cameras are commissioned and configured in accordance with
62676 Part 4. The CCTV Contractor will be responsible for demonstrating compliance with 62676 Part
4 by utilising a suitable test target.

3.2 RECORDING & CONTROL HARDWARE SPECIFICATION

3.21 Networked Video Recording Systems

The CCTV Contractor will design, supply, configure, install, and commission a new networked video
recording (NVR) system with a separate workstation in accordance with the following requirements.

The NVR system will take into account ALL guidelines and recommendations from the British
Standards, Police and Crime Commissioner’s office and all applicable standards relevant to the design,
supply, configuration, installation and commissioning of a public space survivance system and be fully
compliant with the Data Protection Act 2018 and the GDPR and will provide recorded data in a format
that is admissible in a UK court of law.

The CCTV Contractor will provide written confirmation from the equipment manufacturer that these
objectives are complied with in full.

The new NVR recording system will be installed with a suitable locked equipment rack located within
The Billingshurst Centre, Billingshurst.

The new recording system will include a future expansion capability of not less than 20%. This
redundancy allowance applies to the number of additional cameras and the corresponding amount of
storage available (i.e., hard drive space).

CCTV Contractors must provide bandwidth calculation within the tender return, demonstrating how
they have calculated the network throughput and NVR hard drives sized to achieve the following.

NVR systems will be configured to achieve the following -
@ ALL cameras are to be recorded at a minimum of 25 frames per second (fps)

@ ALL cameras are to be recorded 24/7. (the use of time-configured motion detection may be
considered to provide a valued engineer solution)

@ The recording resolution for IP cameras will be a minimum of 1080P HD (or equivalent)
& Recorded archives for ALL cameras will be a minimum of 31 days

Consideration should be taken to the use of RAID format. RAID 6 or RAID 10 will be equally acceptable
to avoid the loss of recorded footage from the failure of a single Hard Drive.

The CCTV Contractor will note that full integration of the NVR to the chosen Video Management
System (VMS) is a requirement and that the reviewing and exporting of recorded footage will be
achievable seamlessly from the CCTV surveillance suit within the VMS environment and NOT from a
separate software package.
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3.2.2  In-Camera SD Recording and Backfill

The system must provide automated backfilling from an SD card installed within the CCTV surveillance
cameras to the network video recorder. In the event of network or network video recorder failure, the
system must auto-backfill the recorded surveillance footage from the camera SDtothe NVR, atthe
point the NVR or network communication is re-established (the backfill process may be configured to
reduce the network traffic during peak times) to provide an unbroken chain of recorded surveillance
footage. The CCTV Contractor must provide suitable SD cards installed within each camera to provide
7 days of recording retention in the event of a network or NVR failure.

3.2.3 Motion Detection Recording

Detection zones will be fully configurable on a per-camera basis to allow for the masking of areas that
include background activity such as trees or moving traffic. The CCTV Contractor will note that some
cameras may require this feature to be enabled as part of the final commissioning procedure.

The feature will include a configurable time period for recording Pre- and Post-event activity.

3.2.4  Time Scheduled Recording

The NVR system will include a facility for time-scheduled recording to allow for more efficient
use of the storage provided.

Scheduled recording will include a minimum capability to configure different recording profiles
(i.e,, a change in the recorded fps) for different times of the day. The feature will be basedona
per-day basis and be configurable over a 7-day period.

The CCTV Contractors (bidders) will note that some cameras may require this feature to be enabled as
part of the final commissioning procedure.

325 Network Switches

The CCTV Contractor will provide fully managed network switches at all collection hubs (i.e., equipment
racks and points-of-presence) where required within the CCTV Contractors design to provide a fully
operational CCTV surveillance system.

The throughput capacity of each switch will be of sufficient size so as to NOT create ‘bottlenecks
in network traffic and will provide a minimum future expansion capability rated to the full extent
of data throughput of the network equipment to which the switch is connected.

Each network switch will also be sized accordingly to ensure a sufficient number of ports
provided to connect all associated network devices. A redundant capacity of not less than 20% (i.e., ratio
of unused ports to total number of ports PER switch) will be provided at each switch.

The CCTV Contractor will consider the need for a combination of Layer 2/Layer 3 switches or solely
Layer 3 switches based on their own solution but will note that the choice of switch will include the
following features as a minimum: -

@ |ndividual port autosensing up to speeds of 1Gbps

@ All ports will provide independent POE+ Power

@ Advanced security features such as individual Port Security and Access Control Lists (ACL)
@ V/LAN capabilities
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@ Quality of service (QoS) features that allow prioritising of netwaork traffic, minimising latency
and allocation of guaranteed bandwidth

@ Link aggregation features to reduce bottlenecks in data traffic between network devices

For environmental reasons and where appropriate, the CCTV Contractor will consider the use of high
port density switches rather than multiple smaller port density switches.

3.2.6 Transmission Network Design

Where the CCTV Contractor design utilised wireless transmission equipment, the CCTV Contractor
will allow for a minimum of 10Mbps or above of video bandwidth per camera location. This data
allowance will be taken in a worst-case scenario (for example in low-light conditions at night).

It should be noted that there are many different potential configurations of wireless network design
possible to achieve wireless connectivity between those cameras which have line-of-sight. The CCTV
Contractor must carry out a detailed site survey to determine the most applicable wireless design and
equipment to achieve a fully operational CCTV surveillance system.

The Security controller's design of the wireless network will mitigate latency for camera telemetry
control as much as possible, therefore each fixed camera location will have the minimum number of
wirelesses ‘hops’ between the camera and its corresponding connection point.

CCTV Contractors should be advised that not all of the proposed cameras with the Billingshurst CCTV
surveillance system, can be connected via wireless transmission equipment, due to their location and
the limitations of line-of-sight, the CCTV Contractors may wish to consider 4/5g transmission as an
alternative or in conjunction with a wireless solution.

CCTV Contractors should avoid the use of leased line fibres wherever possible.

3.3 CONTROL ROOM REQUIREMENTS

3.3.1 Operator Workstation & Monitors

The CCTV Contractor will supply, configure, install and commission a single workstation PC with two
number 42" professional 24/7 display monitors mounted on the wall in front of the operator's desk, in
accordance with the CCTV Contractors ergonomic design, to allow the operator to control, select and
playback both live and recorded CCTV surveillance footage.

3.3.2 Workstation Keyboard & Mouse

The CCTV Contractor will provide a standard wired keyboard and wired mouse at the CCTV operator
positions to allow the operators to select cameras via the VMS system and to enter free text into the
system where applicable. i.e., time a date search, event report data entry text etc.

3.3.3 Camera Control Joystick

CCTV Contractors are to note that the Billingshurst Parish Council CCTV surveillance system is
predominantly a reactive-based surveillance system, CCTV Contractors should therefore consider the
use of fixed cameras within their design strategy. Should the CCTV Contractors wish to utilise PTZ
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cameras within their design, the CCTV Contractor must provide a multi-functional wired CCTV
keyboard and joystick controller at the operator workstation positions.

The controller will form part of a fully integrated system and work seamlessly in conjunction with the
graphical user interface (GUI) provided as part of the CCTV contractor’s solution.

Each joystick controller should be ruggedized with a variable speed 3-axis joystick for pan, tilt and zoom
control. Each controller should incorporate selection programmable function keys for ease of use. It will
not be acceptable for the controller to control PTZ cameras directly without direct integration with the
chosen VMS System. In addition, it will not be acceptable to use a mouse or trackpad as the main means
to control PTZ cameras.

3.3.4 Network Time Server & Clock Display

The CCTV Contractor will supply, install, and commission a new NTP timeserver to provide an up-to-
date and synchronised time signal to all network devices, including NVR recorders, [P cameras, wireless
network transmission equipment, network switches, workstations etc.

3.4 VIDEO MANAGEMENT SYSTEM (VMS)

3.4.1 Overview

The CCTV Contractor will provide an open-platform Video Management System (VMS) with seamless
integration to their proposed network/digital video recording and digital IP Cameras.

The VMS will be presented and operated via two (2) monitors connected to the workstation and will be
capable of full CCTV surveillance system command and control, alarm handling and digital image, live
and playback mode simultaneously.

The VMS workstation will provide a Graphical User Interface (GUI) for the control of CCTV cameras,
NVRs, and seamless control of digital cameras.

In full-screen mode when viewing live images, the monitor image will be presented at a minimum of
25fps at all times and the viewed image will be capable of being displayed at full resolution minimum
1080P HD for IP cameras without any image degradation.

The facility to review NVR recorded footage will form part of each VMS workstation and the ability to
restrict this feature via password authority level/ access rights (or similar).
The VMS solution must offer and be configured to allow for a minimum of three user levels.

@ Administrator
@ Unrestricted operator
@ Restricted operator

The VMS will include the ability to provide a full audit trail of information, alarm history, user log-on,
systems configuration and general diagnostics.
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Afull compliance statement is required with the tender return providing additional information on how
each defined component and system functionality is fully compliant with this specification.
In summary, the VMS will include (but not be limited to) -

Multi-screen operation (2 monitors)
Seamless control of all recording (including burning of evidential footage)
Full audit trail of recorded archive

Management reporting features such as event and alarm handling, audit trail of operator
activity, incidents and incident-related activity and general system information

Future expansion capabilities and integration to 3rd party equipment - including legacy systems
telemetry control where necessary; This will be direct through the VMS system and not utilise
older analogue interfaces and technology

@ Support for standard resolution and megapixel/HD cameras via ONVIF compliance

e N8O8NS

The open platform Video Management System will be an efficient, scalable, easy-to-use, video
command and control management system. The system will seamlessly integrate with multiple
manufacturer's analogue equipment & digital IP equipment.

The VMS will be an ‘Open Architecture’ platform that can integrate with security and information
management systems from multiple manufacturers, subject to contract requirements and the provision
of suitable software development kits, applications programming interfaces or web services.

The VMS will be a mature and proven product that has been successfully deployed on a number of
existing public space surveillance schemes. The manufacturer of the VMS must be able to demonstrate
considerable public space surveillance experience, using field-proven products and provide expert
support.

Support for the VMS must be provided from within the UK by the manufacturer who can offer the
provision of an on-line knowledge base, dedicated technical support staff and the manufacturer’s field-
based engineers.

The manufacturer must offer a comprehensive technical training programme for installers, operators,

administrators, managers, and technical staff that is delivered by dedicated trainers employed by the
manufacturer.

Third-party in-house CCTV Contractors training will hot be deemed acceptable.

As an open platform, the VMS will create a unified point of control that allows operators and
administrators to present and manage alarms, video, and transactional data from 3™ party sub-systems
(integration permitting) in a secure, unified, and visually intuitive command and control environment.
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3.4.2 VMS Licensing

The VMS will provide centralised licenses, installed, and activated on the system. Once activated,
periodic internet validation checking will not be required and the licenses will be transferable, i.e., the
replacement of any device will not require the purchase of a new licence. The use of unlicenced or Lt
versions of the VMS software will not be permitted.

All licenses will be perpetual, i.e., ‘once-off’ payment and activation, with NO recurring fees

or charges.

3.4.3 Graphical User Interface

Noting the Billingshurst Parish Council CCTV surveillance system is predominantly a reactive based
system, there will be, on occasions times when the CCTV surveillance system will take on the role of a
pro-active system (such as event days etc). In order to facilitate this, the VMS client workstation will
present a user-friendly Graphical User Interface (GUI) that is both intuitive and structured, with
streamlined access to commonly used functions to accelerate response to critical events and present
the operator with vital information to proactively manage threats quickly and appropriately.

In addition to providing the operator with a default alarm response view that includes the most relevant
functionality for handling alarms, the VMS will contain a custom video layout capability that allows the
operator to completely tailor the size and content of the windows on their workstation via a drag-and-
drop interface. It will be possible to design any number of free-form video layouts that can be saved as
unique user layouts specific to each individual operator and can then be recalled manually or
automatically as required.

The GUI will include view panels that are flexible areas that can be configured and customized by the
system administrator or operator for the display of video, data and situational information, comprising
the following displays:

@ Alarm Response
@ Incident Video
@ Live Video Panel
@ Customize Panel
@ Layouts Panel

The GUI will include panel customisation providing the ability to dynamically change the organisation of
the view panels using the following functions:

@ Drag-and-drop to change panel layout.
@ Customization of panel layout per user to match operational requirements.

The GUI will include dedicated buttons to provide immediate access to:

@ Camera selection
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¢ Camera operations

@ Monitor control.

@ Incident mode controls to facilitate:
@ Liveincident capture

@ The capture of associated information

3.4.4 Video Playback
The VMS will provide the following video playback functionality:

Play

Pause

Frame re-wind

Frame advance

Fast re-wind up to x128
Fast forward up tox 128
Frame jog and shuttle
Timeline video bar slider
Digital PTZ

VAW QOQONN

3.5 DOCUMENTATION REQUIREMENTS

3.5.1 Summary

At least two weeks prior to system handover, the CCTV Contractor will submit draft copies of the
Operations and Maintenance (O&M) manual and record drawings to the Council (and/or Council’s
Representative) for approval.

Any comments made by the Parish Council (and/or Council's Representative) will be incorporated and
the draft resubmitted. Once the draft documentation has been approved, formal copies will be
prepared.

The draft copies of the documentation need not contain all the test certificates etc., but space will be
allocated within the manuals to receive them prior to the formal issue.

3.5.2  Asset Register

The CCTV Contractor will produce a full asset register for all new equipment supplied and installed as
part of the initial capital works project.

The asset register will be provided in a standard spread sheet format (i.e., *.csv or *.xIs) and include
detailed information relating to each item of equipment such as: -

@ Asset number (format to be provided by the Parish Council)
@ Description of equipment
@ Type/make and model
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Serial number

The version of software/firmware (where applicable)
Location of equipment at initial installation
Equipment IP Address

Equipment MAC Address

Equipment warrantee's start and expire dates

WKW RD

Usernames and Passwords

3.5.3 ‘As-Built’ Drawings

The CCTV Contractor will provide complete “as-built’ drawings in AutoCAD (.dwg) format, which will
include the following: -

@ Indicate all system device locations on a site-wide plan(s). No other system(s) will be
included in these plans

@ Include full schematic wiring information on these drawings for all devices. Wiring
information will include cable type, any conductor routings, quantities, and connection
details at the device

@ |Include acomplete CCTV System one-line block diagram

@ Include a complete network topology design

@ |Include an overall schematic diagram of the complete surveillance system
@ Include a statement of the system sequence of operation

3.5.4  System & Product Data
The CCTV Contractor will provide complete product data that includes the following: -

@ Manufacturer's technical data for all material and equipment at the system and sub-
system level to be provided as part of the CCTV systems

@ Systemdescriptions including calculations size, power usage, weight, and heat
dissipation of equipment

The descriptions will show how the equipment will operate as a complete system solution to meet the
performance requirements of the Parish Council tender document and operational requirements. The
following information will be included (but not limited to): -

NVR disk space and memory size

Description of site equipment and its individual configuration

Network bandwidth, latency, and reliability requirements

Start-up operations for each type of system.

System expansion capability and method of implementation

Device/component environmental requirements (cooling and or heating parameters)
A description of the operating system and application software
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3.5.5 Contract Close-Out Submittals

The CCTV Contractor will provide one (1) hard/paper copy and two (2) electronic copies of manuals
including operating instructions, maintenance recommendations and parts list including wiring and
connection diagrams modified to reflect as-built conditions.

3.5.6 Manuals

The final copy of the manuals will be delivered within 14 days after the successful completion of the
witness testing of the system. Each manual will have a table of contents and labelled sections and will
include, where applicable, the names, addresses and telephone numbers of the CCTV Contractor
responsible for the installation and maintenance of the system and the factory representatives for
each item of equipment for each system.

The final copy will include all modifications made throughout the installation, commissioning and
acceptance testing processes.

The manuals will contain the following sections -

3.5.7 Functional Design

The functional design section identifies the operational requirements for the systems and explains the
theory of operation, design philosophy and specific functions.

A description of hardware and software functions, interfaces and requirements will be included.

3.5.8 Hardware
The hardware section will describe all equipment furnished including: -

General description and specifications

Installation and check-out procedures

Equipment layout and electrical schematics to an appropriate level of detail
System layout drawings and schematics

Alignment and calibration procedures

Manufacturers repair parts list indicating sources of supply
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3.5.9 Software

The software section will describe the functions of all software and will include all other information
necessary to enable proper operation and where necessary, testing and troubleshooting.

The section will include (but not be limited to): -

Definition of terms and functions
System use and application software
Initialization, start-up, and shut down
Reports generation '
Details on Client customization

VWOEDQRD

System checks and tests
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3.5.10 Operation
This section will fully explain all procedures and instructions for the operation of the system.

including (but not limited to): -

Computers and peripherals

System start-up and shut-down procedures

Use of system, command, and applications software
Recovery and restart procedures

Graphical representation of system components and alarm presentation
Assignment of control parameters to graphical components
Generation of reports and audit trail

General data entry

Operator commands

Alarm messages and reprinting formats

System permissions functions and requirements

WA QDDOGD

3.5.11 Maintenance

The maintenance section will include descriptions of maintenance for all equipment including
inspection, periodic preventive maintenance, fault diagnosis, and repair or replacement of defective
components.

3.5.12 Passwords & Usernames

All items of equipment that require log-on credentials to allow access to the configuration settings of
said equipment, will be identified and listed within the O&M manuals.

All usernames and passwords for the individual items of equipment will be provided. If necessary, to
avoid the disclosure of the CCTV Contractors own confidential passwords. The CCTV Contractor will
ask the Parish Council for a pre-determined username/password combination for use on all devices at
the start of the contract.

3.6 COMPLETION & HANDOVER REQUIREMENTS

3.6.1  Site Witness Testing

When the installation is complete and fully tested and commissioned, the CCTV Contractor will invite
the Parish Council and/or Council's Representative to carry out an inspection of the installation.

Any defects noted by the Parish Council and/or Council's Representative will be corrected by The
CCTV Contractor.

(This does not preclude the Parish Council and/or Council's Representative from making
inspections and issuing defects reports at any time during the contract period.)
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When all the defects have been corrected to the Parish Council and/or Council’s Representative’s
satisfaction the CCTV Contractor will issue a certificate confirming that all works are complete and
that they comply with the specification and drawings for the project.

3.6.2 Training

The CCTV Contractor will provide a sufficient number of dedicated training sessions (2) to the staff of
the Parish Council including maintenance operatives and management where necessary. The CCTV
Contractor will be aware that the system's operators will be working on a shift basis assignment and
will take account of this when organising dates for training sessions.

The training provided will be carried out by a competent manufacture-trained person capable of
communicating and presenting information in an easy-to-follow and methodical manner.

During the training course, the CCTV Contractor will provide, where necessary, simple operating
instructions to each attendee. These instructions will be non-technical, use diagrams and pictures
wherever possible and will be written so that persons of all levels of intelligence can understand them.

Operating Instructions will be laminated and BESPOKE to the Billingshurst Parish Council
CCTV Project.

Manufacturers Manuals Will Not Satisfy the Above Requirement.

Operator training will include, but not be limited to the following: -

@ All operating system procedures live and playback
@ System configuration, tailoring the screen layouts
@ Alarm event acknowledgment, and alarm response logging

Administrative training will include, but not be limited to the following: -

@ All operating system procedures and configuration variables
@ Database functions and setup and report generation

@ Applications programs (as applicable)

@ Event logintegration and printing

Once training is complete to the Parish Council's satisfaction, the CCTV Contractor will issue a
certificate to the Parish Council and/or Council’s Representative confirming what training has been
provided and listing the names of the personnel who received it

3.6.3 Final Handover

Final acceptance and handover of the system(s) will not be given until ALL of the following elements of
the project have been carried out to the satisfaction of the Parish Council and/or Council’s
Representative: -
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@ Satisfactory rectification of ALL items presented by the Parish Council and/or Cou ncil's
Representative on a post-installation / practical completion snagging / non-conformity
report

Completion of all Parish Council training programmes

Final project inspection

Receipt, amendment if required and final approval of test, operating and maintenance
(O&M), health and safety and as-built documentation as per specification

Satisfactory performance of the system for a four-week period prior to Completion
A signed defects liability certificate and if specified, a signed maintenance agreement
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3.64 Completion

The Parish Council and/or Council’s Representative will grant Completion of the project following
satisfactory provision of items outlined above and when all other works as defined in the contract
Works Information are complete.

The Parish Council and/or Council’s Representative will be the deciding party as to when Completion
will be granted. The CCTV Contractor will refer to the contract preliminaries for further information.

3.6.5 Defects Warranty Period

The CCTV Contractor will include in their tendered sum a full 12-month defects liability and system
warranty for every component of the new solution.

This warranty will include the CCTV Contractor attending the site and repairing, replacing, and fully
restoring to full working order all genuine system defects in line with the performance requirements of
the service and maintenance provision outlined in the next section.

Where any manufacturer offers a longer warranty on an item, the Parish Council will expect to benefit
from that also. (A list of warranties for individual parts will be included within the documentation).

The CCTV Contractor will note that, irrespective of how much usage the Parish Council may already
have had, the warranty period will commence from the date of the Completion Certificate.

3.7 CCTV CONTRACTORS RESPONSIBILITY

The CCTV Contractor will adhere to all requirements and standards detailed within this specification
and the contract of award. Any unauthorised deviation from any standards, the agreed system
specification or contract award, will be at the CCTV Contractors own risk.

The CCTV Contractor will adhere to all health and safety legislation.
The CCTV Contractor will hold and display their company ID at all times while working on site.
The CCTV Contractor will take reasonable steps to maintain the site's security.

The CCTV Contractor will take such reasonable steps to maintain the site security equipment, so that it
will continue to have, throughout the contract period, acceptable high standards of serviceability and
performance acceptable to the Parish Council and/or Council’s Representative.

Billingshurst Parish Council CCTV Tender | BILLINGSHURST PARISH COUNCIL



A [

P

SURVEILLANCE EQUIPMENT EQVJ

The CCTV Contractor must provide the required site design and installation documents and drawings,
for approval, prior to any site installation work taking place. Any works undertaken without an
approved design, or drawings, agreed upon and signed by the Parish Council and/or Council’s
Representative, will be at the CCTV Contractors own risk.

Billingshurst Parish Council reserves the right to decline any submitted payment applications for works
undertaken by the CCTV Contractor without an approved design, drawings, agreed and signed by the
Parish Council and/or Council’s Representative or any works undertaken by the CCTV Contractor at
their own risk.

The CCTV Contractor will be responsible for demonstrating compliance with all relevant standards
upon request from the Parish Council and/or the Council’s Representative. Any non-compliance/non-
conformity to the relevant standards will be rectified at the CCTV Contractors cost.

The CCTV Contractor will be responsible for all essential and non-essential items of spares for the
fulfilment of the contract and associated fix times required by the Parish Council for essential security
equipment downtime prevention during the installation and defects liability period.

The CCTV Contractor will be responsible for, an adequate stock of spares holding to ensure that the
Parish Council requirement for acceptable high standards of serviceability of the system is complied
with for the duration of the project.

The CCTV Contractor will be responsible for ensuring any faults which occur on any equipment
supplied and installed within this project, are rectified within 24 hours of the fault being reported, until
sign-off completion of the project.

The CCTV Contractor will be responsible for ensuring that all equipment supplied and installed by the
CCTV Contractor within this project, is operating on the latest version of firmware and software prior
to system sign-off,

Where the CCTV Contractor requires the equipment to be moved to his workshops for repair or
replacement, the CCTV Contractor must provide loan equipment at no cost to Billingshurst Parish
Council, on a temporary basis to ensure that the system remains in operation during the installation and
defects liability period.

If the equipment is damaged by some cause outside the control of the CCTV Contractor, then the CCTV
Contractor will be required to undertake work to make good such damage. The cost of such work will be
agreed upon in advance of the work taking place and be borne by Billingshurst Parish Council.

The CCTV Contractor will be responsible for making good of all surfaces damaged during their
installation works.

At the commencement of the contract, the CCTV Contractor will provide a schedule of equipment
(where feasible at the time) with equipment serial numbers, which will be provided to the Parish Council
and/or Council's Representative

At the commencement of the contract, the CCTV Contractor will provide a detailed Microsoft project
plan (in PDF and its native format) detailing each item of work, cost per item of work, date of
commencement of works and duration of work for the entire project. (This project programme will then
be modified on a monthly basis to reflect the work completed, taking place and any delays.

Should it be necessary, during the contract period, for any equipment to be replaced by the CCTV
Contractor, the replacement item will be equal to the original item or be subject to the prior approval of
the client, which will not be unreasonably withheld.

Where an equipment replacement results in the Parish Council’s system documentation (i.e., Operator
and Maintenance Manuals) being out of date the CCTV Contractor will, if not replacing equipment at
the client's expense, update the Parish Council’s documentation (i.e., the Operator and Maintenance
Manuals) at his own expense. Where the equipment is being replaced at the client's expense, the
documentation update will be borne by the client. All changes to the documentation will be subject to
the prior agreement of the client, which will not be unreasonably withheld.
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Should any change to the schedule of equipment be necessary the CCTV Contractor will provide an
updated schedule within four(4) weeks of any change-taking place.

At the termination of the contract, or at any other time that the Parish Council requests it, the CCTV
Contractor will, in conjunction with the Parish Council, verify that the system equipment complies with
the agreed schedule.

The CCTV Contractors fault reporting centre will always be operational during the hours of 9amto 6
pm Monday to Friday excluding Bank Holidays and 9.30 amto 1 pmon Saturday. Faults will be reported
to the centre by EMAIL, thus providing a hard copy of the reported fault. At all other times, faults should
be reported to an out-of-hours telephone number, staffed 24 hours per day and backed up by EMAIL.

The fault reporting procedures will be subject to the prior approval of the client.

Throughout the installation and defects liability period, the CCTV Contractor will maintain full records
of all attendances and all repairs, or equipment replacements made under the contract.

All such records will be provided to the client at regular intervals, not to exceed three months.

The CCTV Contractor will utilise good housekeeping practices with respect to their work including
clean-up of all dirt and debris created by the contractor during installation operations ona daily basis.

The CCTV Contractor will provide all protection necessary to safeguard their work from damage by
their operations and the operations of others. Unless the CCTV Contractor proves to the owner's
satisfaction that the work has been damaged by others, the CCTV Contractor will promptly repair,
adjust, and clean all defective installations and bear all associated costs.

All of the CCTV Contractors work will be tested and inspected by the Parish Council and/or Council’s
Representative in accordance with the specifications and relevant standards. The CCTV Contractor
will coordinate and cooperate fully and will provide at no additional cost to the client, labour,
documentation, facilities, scaffolds, etc. to assist with the inspections.

The CCTV Contractor will examine the site and the documents and review with the client the
designated areas of access, delivery, and storage for the contractor's use. The contractor will agree that
such areas are satisfactory and sufficient for their needs in the completion of their work and in
conformance with the terms of the contract.

The CCTV Contractor must state if they intend to utilise a subcontractor and provide the
subcontractor's name and address. The subcontractor will comply with all the same rules, regulations,
laws, codes, licenses, etc. as required by the contractor and as specified herein. The client reserves the
right to approve or disapprove any subcontractor proposed by the contractor.

Any unauthorised deviation from the specification will be at the CCTV Contractors risk, unless pre-
agreed in writing. Any delays resulting from unauthorised deviation and corrective works could incur
project delay penalties.

3.8 CLIENT'S RESPONSIBILITY

The Parish Council will ensure that its representatives operate the equipment in accordance with the
instructions contained within the operator's manual.

The Parish Council will neither make nor permit others to make any alterations to the system without
first consulting with the CCTV Contractor.

The Parish Council will ensure that its representative complies with the fault reporting procedures
agreed upon with the CCTV Contractor.

The Parish Council will facilitate access to all areas required by the CCTV Contractor, providing
sufficient notice has been provided by the CCTV Contractor.
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The Parish Council will provide adequate notice to the CCTV Contractor, if access to a known work
area will be restricted on inaccessible, with sufficient notice to allow the CCTV Contractor to re-
arrange their site work allocation to ensure potential project delays are avoided.

The Parish Council will have the authority at all times, until final completion and acceptance of the work,
to inspect and reject work which in its judgment is not in conformity with the documents, and its
decision in regard to the character and value of work will be final and conclusive on both contracting
parties. If the Parish Council permits said work to remain, the Parish Council retains the right to have
the work or materials repaired or replaced, as well as the damage caused thereby, at the expense of the
CCTV Contractor, at any time within one (1) year after the completion of the entire project, or within
such longer period as may be covered by any guaranty; and neither payments made to the contractor,
nor any other acts of the employer, will be construed as evidence of acceptance or waiver.
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4.1 SERVICE & MAINTENANCE REQUIREMENTS

Billingshurst Parish Council requires the CCTV Contractors (Bidders) to provide a cost within their
returned tender quotation, for the provision of a three-year fully comprehensive maintenance package,
based on a 1+1+1-year term, renewable yearly based on the CCTV Contractors performance and on
achieving the agreed KPI's.

CCTV Contractors (Bidders) should note that Billingshurst Parish Council reserves the right to award
the maintenance contract based on the performance of the CCTV surveillance system delivery. The
maintenance contract will not be pursued until the completion of the CCTV surveillance deployment
project.

4.1.1 General

The maintenance services will neither include anything expressly excluded from this Contract nor any
replacement of, nor repair to, parts damaged or worn out during this Contract which may otherwise be
covered by the manufacturer's warranty, otherwise than by fair wear and tear.

In the event of the CCTV Contractor needing to send any part of the equipment away from the
installation for repair or overhaul, then the CCTV Contractor will bear all the costs, including those of
packing, carriage, and insurance, incurred in the dispatch, overhaul, repair, return and installation of the
equipment.

All goods and materials used by the CCTV Contractor in carrying out their obligations herein will be of
the highest standard and quality and in compliance with the requirements of the original equipment
manufacturer's recommendation; all replacements will be new and of a manufacturer's revision level
not less than that of the part to be replaced. When replacement parts are fitted these will become the
property of Billingshurst Parish Council.

The CCTV Contractor will be responsible for providing any access vehicle and safety barriers, etc. for
servicing the camera, wireless and any part of the CCTV surveillance systems equipment, along with all
tools, test equipment, spares, goods, and materials in fulfilling the Maintenance Services and they will
be deemed to be included in the Contract Price.

The CCTV Contractor will, except where otherwise agreed in writing, perform routine preventative
maintenance of all equipment in accordance with the recommendations of the original equipment
manufacturer.

The CCTV Contractor will provide details of the proposed programme of preventative maintenance for
the full surveillance system, the programme will, as a minimum, provide for two six monthly inspections
per annum, together with any necessary corrective action, on all system equipment, confirming or
returning equipment to full and proper operation; a full equipment status report in writing will be given
to the Client.

4,1.2  Maintenance Contractor’s Responsibility

The CCTV Contractor will take such reasonable steps to maintain the equipment so that it will continue
to have, throughout the Contract period, acceptable high standards of serviceability and performance
acceptable to the Client.

The CCTV Contractor will retain in addition to the Billingshurst Parish Council stock spares items, an
adequate stock of spares holding to ensure that the Billingshurst Parish Council’s requirement for
acceptable high standards of serviceability of the system is complied with.
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The CCTV Contractor will return the Billingshurst Parish Council stock spares to the agreed spare
storage location after the repair of the faulty equipment.

Where the CCTV Contractor requires the equipment to be moved to his workshops for repair or
replacement and Billingshurst Parish Council does not have stock spares available, similar equipment
provided by The CCTV Contractor may be loaned on a temporary basis to ensure that the system
remains in operation.

If the equipment is damaged by some cause outside the control of the CCTV Contractor, then the CCTV
Contractor will be required to undertake work to make good such damage. The cost of such work will be
agreed upon in accordance with and be borne by Billingshurst Parish Council.

The CCTV Contractor will be responsible for identifying all faults associated with the loss of the
electrical mains supply to all equipment within the system, and for reporting to and liaison with either
(the electrical supply company) or Billingshurst Parish Council, as appropriate, to ensure the system is
restored to full operation as quickly as possible.

At the commencement of the maintenance contract, the CCTV Contractor will provide a schedule of
equipment with equipment serial numbers, which will be provided to Billingshurst Parish Council.

Should it be necessary, during the contract period, for any equipment to be replaced by the CCTV
Contractor the replacement item will be subject to the prior approval of Billingshurst Parish Council,
which will not be unreasonably withheld.

Where an equipment replacement results in the system documentation (i.e. Operator and Maintenance
Manuals) being out of date the CCTV Contractor will, if not replacing equipment at Billingshurst Parish
Council expense, update all O&M documentation at his own expense. Where the equipment is being
replaced at Billingshurst Parish Council's expense, the documentation update will be at the expense of
Billingshurst Parish Council. All changes to the documentation will be subject to the prior agreement of
Billingshurst Parish Council, which will not be unreasonably withheld.

Should any change to the schedule of equipment be necessary the CCTV Contractor will provide an
updated schedule within one month of any change taking place.

At the termination of the contract, or at any other time that Billingshurst Parish Council requests it, the
CCTV Contractor will, in conjunction with Billingshurst Parish Council, verify that the system
equipment complies with the agreed schedule.

Throughout the contract period, the CCTV Contractor will establish and maintain an operational fault
reporting centre to which all faults on the system will be reported.

The centre will be operational at all times during the hours of 9 am to 6 pm Monday to Friday excluding
Bank Holidays and also from 9.30 am to 1 pm on Saturday. Faults will be reported to the centre by
EMAIL, thus providing an electronic copy of the reported fault. At all other times, faults should be
reported to an out-of-hours telephone staffed 24 hours per day and backed up by EMAIL.

The fault reporting procedures will be subject to the prior approval of Billingshurst Parish Council.
Throughout the contract period, the CCTV Contractor will maintain full records of all attendances and
repairs made under the contract. All such records will be provided to Billingshurst Parish Council at
regular intervals, not to exceed three months.

4.1.3  Access ToEquipment

For the purposes of routine maintenance, it will be the general aim to agree on dates for these visits. It
must, however, be accepted that occasionally operational or other circumstances will necessitate
refusal to agree to dates proposed.

The CCTV Contractor will give Billingshurst Parish Council seven days’ notice of routine maintenance
visits. Billingshurst Parish Council will give the CCTV Contractor three days' notice if the equipment is

Billingshurst Parish Council CCTV Tender | BILLINGSHURST PARISH COUNCIL



SERVICE & MAINTENANCE SlgVJ

not accessible for routine maintenance. There may be instances when for operational reasons, the
CCTV Contractor may be refused access to the control room or camera sites without notice.

Notwithstanding the foregoing, the interval between the routine visits to a site will not fall below nor
exceed the scheduled date by more than four weeks.

4,14 Preventative Maintenance

The CCTV Contractor will carry out the preventative maintenance programme submitted by the CCTV
Contractor and accepted by Billingshurst Parish Council. Any variation from the accepted programme
will be subject to the prior agreement of Billingshurst Parish Council, which will not be unreasonably
withheld.

The CCTV Contractor will carry out the planned preventative maintenance routines at six monthly
intervals. These routines are the minimum required and the routines will incorporate any other
activities that may be required to keep the system operating to a high standard acceptable to
Billingshurst Parish Council.

4,15  Fault Reporting and Rectification

Billingshurst Parish Council will establish and maintain such fault-reporting organisation, hereinafter
referred to as “The Fault Reporting Centre”, as will be agreed with the CCTV Contractor.

The Fault Reporting Centre will notify the CCTV Contractor by telephone that a fault exists and confirm
by EMAIL.

Billingshurst Parish Council, when reporting a fault will make every effort to give accurate and
meaningful information on fault characteristics. Additionally, any other information requested by the
CCTV Contractor will, where reasonably practicable, be provided.

4.1.6 Fault Rectification

Corrective maintenance will be based on a four-hour response in attending the site and a defect being
repaired such that no part of the system is out of operation for more than 24 hours, with the exception
of operator keyboards and display monitors.

Cover will be provided 24 hours/day, each and every day of the year.

On-site and repair times will commence from the time of notification of a fault by the Fault Reporting
Centre to the CCTV Contractor.

Repair time will be that point in time at which the system is returned to an acceptable level of operation
to the satisfaction of Billingshurst Parish Council.

Where a full repair has not been carried out the fault will be classified as a non-urgent fault and the
repair time period will commence from the time of the temporary repair the CCTV Contractor will use
his best endeavours to restore the system to full operational status as quickly as possible; except where
the fault is due to damage beyond the CCTV Contractors reasonable control, and he will then take all
necessary steps to expedite the repairs to the reasonable satisfaction of Billingshurst Parish Council.

An urgent fault will be any fault(s) that results in the loss of pictures, control facilities or recording of
cameras. A non-urgent fault will be all other faults not classified as urgent.

The CCTV Contractor will report to the Control Room or the appointed Billingshurst Parish Council
representative and record his attendance on site prior to commencing any works.
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The CCTV Contractor will report to the Control Room or the appointed representative before leaving
the site and confirm all actions/repairs that have been carried out.

4.1.7 Spares List

The CCTV Contractor will be expected to include any necessary spares as part of the maintenance
contract, which may bhe needed from time to time to keep the system functional, in the event of minor
system failure.

4,18 Parts And Labour

Any Maintenance Agreement to be concluded must include all costs for both parts and labour.

Consumables may NOT be excluded from this Agreement.

41,9  Repair of Faults Not Covered by The Maintenance Contract

Faults to the equipment not covered hy the terms of the maintenance contract will be repaired by the
CCTV Contractor and the cost of any such repairs will be charged in accordance with the schedule of
call-out rates and day work charges submitted by the CCTV Contractor.

All such work and costs will be agreed in advance with Billingshurst Parish Council and where possible
afixed price agreed based on the rates.

4,1.10 VMS Software Maintenance

The CCTV Contractor will include within his price for the maintenance of the VMS to be carried out by
the VMS primary software developer.

The CCTV Contractor will only carry out the repair and maintenance of the control system hardware
using staff that has been specifically trained in equipment servicing by the control system manufacturer.

All software will be licensed to Billingshurst Parish Council and NOT contain proprietary protocols
which the software systems integrator is not prepared to release.

4,1.11 Test Equipment

The CCTV Contractor will be responsible for providing all of the specialist tools and test equipment
necessary to carry out the maintenance of the CCTV surveillance equipment and validate that the
equipment is operating correctly to the optimum performance settings.

4.1.12 Monthly Reporting

The CCTV Contractor will produce monthly reports configured from the information gathered during
the preventative maintenance, reporting, responding and resolution of faults as outlined in the
contract.

The reports will include a minimum of the following information -

& Details of planned preventative maintenance (PPM) carried out

& List every fault reported during the month with the corresponding reference number
& Response times (average & maximum), i.e. time reported, arrival on site, leave site etc
& Number of Emergency, Urgent and Non-Urgent faults
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& Action taken on each visit

@ Resolution times (average & maximum), if not on the first visit

& All engineer job/timesheets

@ No. of default notices issued

@ List of faults for which defaults have been issued with full information
& Default exemption requests
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SGW Safety & Security Limited

The Coach House

Hexgreave Hall Estate & Business Park
Farnsfield

Newark

Nottinghamshire

NG22 8LS

United Kingdom

Telephone: +44 (0)1623 821 508
Email: info@sgw-consulting.co.uk

www.sgw-consulting.co.uk




