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Purpose

The purpose of this document is to specify the process to be followed when a field CT, Contractor or sub contractor needs to remove a coin tin from a Telstra public telephone.
1. Scope

This applies to Telstra field CT’s, Contractors or Sub-contractors nationally involved with repair and maintenance of Telstra’s public payphones. This process document also applies to Contract Liaison Officers in Payphone Contract Operations.

2. ACTIONS

2.1. Responsibilities

Oversight of day to day Coin Collection is the responsibility of the Contract Liaison Officer (CLO) for the respective Region (See CLO list below).

2.2. Ad Hoc Coin Collection Process

An Ad Hoc Coin Collection is defined as any coin collection performed by an authorised person other than the nominated Coin Collection Contractor (Armaguard or Telstra 10% contractor).

When an Authorised Telstra Officer visits a Public Payphone that is unserviceable due to a fault in the coin safe area or has been reported by a Coin Collection Contractor as affecting coin collection, the following process should be observed. It is the responsibility of the Authorised Telstra Officer to change the coin tin. The clear code of TKBJZ must be used in one of the write off fields when the fault is closed.

NOTE: At no time is the Authorised Telstra Officer to request or use the Armaguard coin collection PIN. Should anyone (besides Armaguard) become aware of the Armaguard collection PIN, the relevant CLO is to be advised immediately.

1. Contact the Payphone Testers on 1800 641 496 to request a temporary coin collection PIN. Your Employee ID Number will be used as the temporary PIN.

2. Perform a Statistics Download followed by a Parameter Download to enable the temporary PIN to be loaded into the Payphone. If loose coins are found use the Test Menu – Tests\Coins to load all coins into the phone.

3. Remove the coin tin/box by performing a standard coin collection and repair the fault as applicable. Install a new coin tin/box.

· If the security seal of the coin box is not intact or there is evidence of tampering with the coin tin/box, you must immediately contact the relevant CLO.

· Under NO circumstances is the security seal of any coin box to be broken and the lid of the coin box removed. If an empty coin tin/box is not in hand to perform an ad hoc collection, incomplete the job till one is obtained.
4. Record the Bar Code Label (sticker) numbers of the removed and installed coin tins/boxes, and fill in all the required information on the Ad Hoc coin collection form.

5. After the payphone has been repaired and a new coin box installed, contact the Payphone Testers and request the original coin collection PIN to be restored. You must also confirm with the Testers that MTMS has registered the coin collection, the coin tin alarm cleared and the coin tin contents reset to $0.

6. Perform a Statistics Download followed by a Parameter Download to restore the original PIN.

· If you are unable to effect the necessary repairs due to a physically damaged lock and/or an electrical supply problem you must return the fault to the Payphone Testers indicating in the scratchpad that the fault requires a locksmith and/or electrician to repair. If required, call the Payphone Testers with further details. The fault must not be written off but be redirected accordingly.
2.2.1. Coin tin/box at Telstra Depot

When the coin tin/box is placed in care at a Telstra depot, the following points must be observed.

· The depot must have a lockable secure area (eg safe) for storage of coin tins/boxes (with or without money) and accessible only to the Team Manager and/or their nominated delegate.

· All coin tins removed from payphones must have an accompanying Ad Hoc collection form.

· Ensure the Ad Hoc Collection form is completed with your details and signed accordingly.

· The Team Manager should fill in their details and sign the form as specified.

· Notify the relevant CLO of the coin tin via a phone call or email, and specify the location of the depot. Nominate who will be the contact person for that location and supply their details.

· When a coin tin/box is handed over to Armaguard, the corresponding Ad Hoc form must be signed by the Armaguard representative, then faxed to the respective CLO as soon as possible.

· Coin tins/boxes removed from payphones in due course of maintenance, whether they are empty or containing money, are not to be stored without the knowledge of the CLO.

· For a coin tin from an Armaguard collected phone the CLO will make arrangements for Armaguard to exchange coin tins.

· For coin tins from a 10% Contractor collected phone the CLO will pass on contact information to the relevant Contract Coordinator.

2.2.2. Maintenance

If, when attending a fault at a payphone, you find that the coin tin/box is full or attending a fault caused by a full coin tin/box, do not clear the coin tin.  Call the relevant CLO who will arrange for the Coin Collection Contractor to clear the coin tin.  You are not required to empty full coin tins from payphones unless there is a specific fault requiring an ad hoc coin collection to be done.

When theft of a coin tin from a Payphone occurs, please fill out an ad hoc form with as many details as possible. Fax the form directly to the number on the sheet. Armaguard’s or Team Manager’s signature is not necessary for these situations. Ensure that the bar code label (sticker) number for the replacement coin tin/box is recorded on the ad hoc form.
3. Coin Collection Team

Contact details for Coin Collection Team are as follows:

	CLO
	Region
	Ph Number
	Fax Number
	Mobile

	Bill Cooper
	National Manager
	02 4923 9125
	02 4961 0616
	0418 641 268

	Terry Chun
	QLD  NSW
	07 3887 5830
	07 3229 0402 
	

	Ralph Stulner
	VIC / TAS, SA / NT, WA
	08 9209 5200 
	08 9209 5215
	


4. Measures

None
5. References

	Document Number
	Title

	None
	


6. Definitions

The following words, acronyms and abbreviations are referred to in this document.

	Term
	Definition

	CLO
	Contract Liaison Officer


7. Attachments

	Document Number
	Title

	None
	


DOCUMENT CONTROL SHEET

Contact for Enquiries and Proposed Changes
If you have any questions regarding this document contact:

	Name:
	Bill Cooper

	Designation:
	Performance Manager, Payphones

	Phone:
	(02) 4923 9125

	Fax:
	02 4961 0616


If you have a suggestion for improving this document, complete and forward a copy of Suggestions for Improvements to Documentation (form 000 001-F01).

Record of Issues
	Issue No
	Issue Date
	Nature of Amendment

	1
	9/01/2001
	First issue

	2
	29/08/2006
	Rewritten to cover involvement of contractors

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


This publication has been prepared and written by Telstra Corporation Limited (ABN 33 051 775 556), and is copyright. Other than for the purposes of and subject to the conditions prescribed under the Copyright Act, no part of it may in any form or by any means (electronic, mechanical, microcopying, photocopying, recording or otherwise) be reproduced, stored in a retrieval system or transmitted without prior written permission from the document controller. Product or company names are trademarks or registered trademarks of their respective holders.

Note for non-Telstra readers: The contents of this publication are subject to change without notice. All efforts have been made to ensure the accuracy of this publication. Notwithstanding, Telstra Corporation Limited does not assume responsibility for any errors nor for any consequences arising from any errors in this publication.

8. Appendix 1 – AD HOC Coin Collection Form QLD & NSW
Fax To:  07 3229 0402

CLO: Terry Chun, Phone: 07 3887 5830

Cabinet ID  (Please do not use FNN)  _________________________________________________

Address ___________________________________________________________________________

__________________________________________________________________________________
Removed Tin/Box Bar Code Label (not security tag number) __________________________________

Installed Tin/Box Bar Code Label (not security tag number) _________________________________

Date of Collection: ______ /_______ /_________     Time of Collection: ______________    am  /  pm

Coin Box Contents (MTMS Reading)       $_________.______

Installed/Removed Coin Box Seal is intact:                 YES            NO

Did Armaguard Provide a Changeover Coin Box:
              YES
        NO

Reported Fault: ____________________________________________________________________

Comments: _________________________________________________________________________

Authorised Telstra Officer's Name: _____________________________________________________

Signature __________________________   Date: ____ /____ /____   Mobile No: __________________
Team Leader’s Name: _________________________________________________________________

Signature __________________________   Date: ____ /____ /____   Mobile No: __________________

Armaguard Receiver Name: __________________________ Depot: ____________________________

Signature __________________________________________   Date ________/________/_________

Please send completed form to the fax number above

9. Appendix 2 – AD HOC Coin Collection Form Vic/Tas, SA/NT, WA
Fax To:  08 9209 5215

CLO: Ralph Stulner, Phone: 08 9209 5200

Cabinet ID  (Please do not use FNN)  _________________________________________________

Address ___________________________________________________________________________

__________________________________________________________________________________
Removed Tin/Box Bar Code Label (not security tag number) __________________________________

Installed Tin/Box Bar Code Label (not security tag number) _________________________________

Date of Collection: ______ /_______ /_________     Time of Collection: ______________    am  /  pm
Coin Box Contents (MTMS Reading)       $_________.______

Installed/Removed Coin Box Seal is intact:                 YES            NO

Did Armaguard Provide a Changeover Coin Box:
              YES
        NO

Reported Fault: ____________________________________________________________________

Comments: _________________________________________________________________________

Authorised Telstra Officer's Name: _____________________________________________________

Signature __________________________   Date: ____ /____ /____   Mobile No: __________________
Team Leader’s Name: _________________________________________________________________

Signature __________________________   Date: ____ /____ /____   Mobile No: __________________

Armaguard Receiver Name: __________________________ Depot: ____________________________

Signature __________________________________________   Date ________/________/_________

Please send completed form to the fax number above

10. Appendix 3 – AD HOC Coin Collection Form For Contractors
NSW & QLD: please fax to 07 3229 0402

Vic/Tas, SA/NT & WA: please fax to 08 9209 5215

Cabinet ID  (Please do not use FNN)  _________________________________________________

Address ___________________________________________________________________________

__________________________________________________________________________________
Removed Tin/Box Bar Code Label (not security tag number) __________________________________

Installed Tin/Box Bar Code Label (not security tag number) _________________________________

Date of Collection: ______ /_______ /_________     Time of Collection: ______________    am  /  pm
Coin Box Contents (MTMS Reading)       $_________.______

Installed/Removed Coin Box Seal is intact:                 YES            NO

Did Armaguard Provide a Changeover Coin Box:
              YES
        NO

Reported Fault: ____________________________________________________________________

Comments: _________________________________________________________________________

United Group Services Authorised Representative’s Name: ____________________________________

Signature __________________________   Date: ____ /____ /____   Mobile No: __________________
United Group Services State Facilitator’s Name: ____________________________________________

Signature __________________________   Date: ____ /____ /____   Mobile No: __________________

Armaguard Receiver Name: __________________________ Depot: ____________________________

Signature __________________________________________   Date ________/________/_________

Please send completed form to the appropriate fax number listed at the top of the page
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