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Unit Title: Maintain and deal with payments

	URN: M/601/5039
	
	

	Credit Value: 4
	
	

	Level: 2
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Page number, Method
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Sign and Date

	You must be able to: 



	1. Be able to maintain and deal with payments


	1.1 Make sure payment point is working and that all materials needs are available

	
	
	

	1.2 Maintain the payment point and restock it when necessary

	
	
	

	1.3 Enter/scan information into the payment point correctly

	
	
	

	1.4 Tell the customer how much they have to pay

	
	
	

	1.5 Acknowledge the customer’s payment and validate it where necessary

	
	
	

	1.6 Follow correct procedure for chip and pin transactions

	
	
	

	1.7 Put the payment in the right place according to organisational procedures

	
	
	

	1.8 Give correct change for cash transactions

	
	
	

	1.9 Carry out transactions without delay and give relevant confirmation to the customer

	
	
	

	1.10 Make the payment point content available for authorised collection when ask to

	
	
	

	2. Know how maintain and deal with payments
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	2.1 State the legal requirements for operating a payment point and taking payments from customers

	
	
	

	2.2 Describe organisational security procedures for cash and other types of payments

	
	
	

	2.3 Describe how to set up a payment point

	
	
	

	2.4 Describe how to get stocks of materials needed to set up and maintain the payment point

	
	
	

	2.5 State the importance of telling the customer of any delays and how to do so

	
	
	

	2.6 Describe the types of problems that might happen with a payment point and how to deal with these

	
	
	

	2.7 Describe how to change till/debit/credit machine rolls

	
	
	

	2.8 Describe the correct procedures for handling payments

	
	
	

	2.9 Describe what to do if there are errors in handling payments

	
	
	

	2.10 Describe the procedures for dealing with hand held payment devices at tables

	
	
	

	2.11 State what procedure must be followed with regards to a payment that has been declined

	
	
	

	2.12 State what might happen if errors are not reported
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	2.13 Describe the types of problems that may happen when taking payments and how to deal with these

	
	
	

	2.14 Describe the procedure for collecting the content of payment point and who should hand payments over to
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