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	You must be able to: 

	1. Be able to receive fares and issue receipts or tickets

	1.1 Work out fares and payments correctly in line with organisational guidelines
	
	
	

	1.2 Tell passengers clearly what the total payment is and how they can pay
	
	
	

	1.3 Accept and acknowledge payments from passengers in line with organisational procedures
	
	
	

	1.4 Confirm that payment amounts match the ticket, and identify and deal with any problems in line with organisational procedures
	
	
	

	1.5 Store all payments in an approved place in line with organisational guidelines
	
	
	

	2. Know how to receive fares and issue receipts or tickets

	2.1 Describe the need to give correct information to passengers about fares and payments
	
	
	

	2.2 List the different ways of paying for fares
	
	
	

	2.3 Describe own personal authority for dealing with problems relating to paying fares
	
	
	

	2.4 Describe the security requirements for storing payments
	
	
	

	2.5 Identify regulations and policies relating to concessionary fares
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	3. Be able to process valid passenger tickets and passes

	3.1 Confirm that the equipment used for processing tickets is in working order
	
	
	

	3.2 Follow the alternative ticket procedures if equipment breaks down
	
	
	

	3.3 Issue tickets, and confirm that prepaid tickets and passes are valid for the journey
	
	
	

	3.4 Recognise and report when tickets or passes have been misused and when passengers have not paid fares, in line with organisational procedures
	
	
	

	3.5 Follow any concessionary fare schemes in line with organisational procedures
	
	
	

	4. Know how to process valid passenger tickets and passes

	4.1 Describe how to operate the equipment for processing fares
	
	
	

	4.2 Describe how to follow the alternative ticket procedure in case of machine failure
	
	
	

	4.3 Describe organisational customer service policies and procedures
	
	
	

	4.4 Describe organisational procedures for circumstances when tickets or passes appear to have been misused
	
	
	

	4.5 Identify relevant regulations and policies relating to concessionary fares
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	5. Be able to account for fares and payments

	5.1 Promptly account for and pay in the money collected in line with organisational procedures
	
	
	

	5.2 Account for non-payments, mistakes on tickets and withdrawn passes in line with organisational procedures
	
	
	

	5.3 Carry out adequate security checks to make sure it is safe before moving money
	
	
	

	5.4 Provide any additional information related to fares, payments and passengers, in line with organisational procedures
	
	
	

	6. Know how to account for fares and payments

	6.1 Describe how to account for ticket sales
	
	
	

	6.2 Describe the importance of, and how to carry out, security and personal safety checks
	
	
	

	6.3 Describe how to check the money that has been received, particularly in relation to problems
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