Catering Department – processing of card payments
PDQ machines
There are 17 PDQ machines in the catering department – the machines are located at till points and can only be accessed by authorised personnel. Currently 13 of the machines are integrated to the till unit while the remaining 4 are free standing machines. 
When a customer (cardholder present) wants to make a payment by credit/debit card then the customer is given the relevant machine and they insert their card. The card is not handled by University staff – the customer is expected to insert and extract the card from the PDQ machine themselves. The customer is asked to check the payment amount on the machine before entering their pin number. Under no circumstances should a chip and pin card be ‘swiped’ in order to obtain payment. We then print off a receipt for the customer, and retain the first copy from the chip and pin machine. The first slip which is kept by the University is placed in the cash box and this box is then kept in the safe overnight.
Phoning for authorisation
There are occasions when after the customer has entered their pin a message on the PDQ machine asks the operative to telephone for authorisation – the telephone number that needs to be rung also appears. It is usual in these instances for the bank to ask to speak to the customer and various security information is requested. Once these questions have been answered the bank will then speak to the cashier and the bank will advise one of the following;
1. Payment authorised – the bank will give us an authorisation code.
2. Payment declined
3. The bank will ask us to withhold the card which should then be sent to the bank.


Cardholder not present
We do not process any transactions without the card holder being present on the catering department.**
End of day banking
At the end of the day we ‘Z’ total all 17 PDQ machines – this allows us to identify how much has been taken for that day. The supervisor code is needed to ‘Z’ the PDQ machine. The four standalone PDQ machines need a pass code in order to complete the ‘Z’ totals and the code is known only to the cash office staff. The slips which are printed off with the Z’ totals are stored in the safe overnight with the customer’s slips.

Reconciliation of credit card machines and slips.
At the end of each day we ‘Z’ the machine (see previous notes) which tells us how much we have taken that day.

This information is then recorded in our catering income records and kept in the catering office. 

We then put the credit card slips into numerical order for all the PDQ machines ensuring there are none missing. These are then securely stored in the catering office for one week before being securely destroyed. 

Refunds
We do not offer refunds back on to cards from any till point. 
[bookmark: _GoBack]Reconciliation Bank Statements
On Monday of each week Finance Dept. send us a spreadsheet of all the credit card transactions that they have to reconcile to the bank statement, We check that all the amount we have taken on the machines tally with the amount that come through from the bank, if this all agrees then the slips we have held in a secure place can then be shredded. If we have any discrepancies Finance will query these with the bank.**
Staff that use credit cards machines and take payments
	GARY
	PACE

	JULIE
	SKINNER

	KIRSTY
	COOPER

	KIRSTEN
	DAVIS

	VERNON
	FROST

	KAREN
	HANKIN

	SHARON
	OAKES

	VICTORIA 
	WATTS

	IRENE
	AMBROSE

	FIONA
	ANTROBUS

	SEAN
	ATHERTON

	LISA 
	BENNETT

	JULIA
	BODEN

	DAMIAN
	BRANKIN

	ALEX
	BROWN

	CHERYL
	CAMPBELL

	JESSICA 
	CLAYTON 

	MARIE
	COLTMAN

	JONATHON 
	COLTMAN 

	SYLVIA
	CONNOLLY

	LESLEY
	DALZELL

	MICHELLE
	DEVINE 

	JOANNE
	ELLICOTT

	JAMES 
	FARROW 

	HILARY
	GRAVES

	ANGELA
	HEATH

	ROCHELLE
	HIGNETT

	JACKIE
	HITCHMOUGH

	JOANNE
	HODGES

	JESSICA 
	HUGHES

	RACHEL
	JAMIESON

	LAURA 
	JONES 

	DEBBIE
	KELLY

	TORI
	LAMBERT

	JACQUELINE
	LLOYD

	ANNMARIE
	LONG

	DAVID
	LOUGHBROUGH

	TOM
	MAIR

	MICHAELA
	MARTIN

	EMMA
	MAXWELL 

	SHIRLEY
	MCCALLE

	MICHAEL
	MCHUGH

	PATRICIA
	MCKEEVER

	GAIL
	MCNICHOLAS

	CLAIRE 
	MELLY 

	BETHANY
	NELSON

	KATIE
	NOLAN

	KATHRYN 
	RAMSDEN 

	EMMA 
	RITTENBURG

	NICHOLAS
	ROBINSON

	EMMA
	STANTON

	PAULINE
	STRONG

	LORRAINE
	TOOTLE



