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1 Introduction
The procedures for monitoring Ticket Seller’s surplus and loss balances have been revised to reflect the introduction of the Enhanced Station Accounting Facility (ESAF) at all London Underground stations. The number and value of items which trigger action under the procedure have also been revised.

All stages of the procedure outlined in this document are aimed at being corrective and where a training need is identified it should be addressed via an action plan.  The principles governing rights to representation, notification and documentation of interviews, set out in the Disciplinary Standard / Policy must be adhered to.

The new procedure will apply to surplus or loss balances incurred during Ticket Sellers shifts from 2nd October 2011.

2 Ticket Seller Accountabilities 
All staff must adhere to the procedures outlined within the T&R Books when carrying out all transactions, ensuring all payments received are processed in accordance with those procedures.

Ticket office transactions must be dealt with accurately to ensure that the receipts remitted match the value of the transactions processed. 

Any discrepancy is undesirable, both in terms of lost revenue and in management time spent investigating or in making adjustments to the station accounts.  Any discrepancy of £5 or more (Surplus or Loss) is considered to be unsatisfactory and may result in action being taken under this procedure.

3 Types of Discrepancy
There are two types of discrepancy reported under ESAF:

i) LSAF End of Day Discrepancy – generated at the end of the traffic day, where the value of a Ticket Seller’s remittances appears to be more or less than the value of their sales transactions.  Such discrepancies will be notified to the relevant group on a weekly basis by the T&R Team.
ii) Bag Discrepancy – generated on the day that the Ticket Seller’s bag is opened and checked, where the value declared by the security company is more or less than the value anticipated by the Central SAF.  Such discrepancies will be notified to the relevant group approximately 4 weeks after the traffic day involved.
In instances where a single error by a Ticket Seller results in both LSAF End of Day and Bag Discrepancies, the net value will be used.  If the two items result in a level balance, the item will still represent an item under the Unsatisfactory Performance (USP) arrangements in Section 6.

4 Notification
Ticket Sellers will be advised of any discrepancies on their account meeting the criteria outlined in Section 2 by their Duty Manager via a proforma. This will identify the type of discrepancy and whether their account or bag was under or over.  If not notified of a discrepancy within 13 weeks of the traffic day, the item will become inadmissible under the procedures below.

5 Unsatisfactory Balance (USB)
Any unexplained bag or LSAF End of Day Discrepancy will be treated as an Unsatisfactory Balance (USB) item.  The number of Unsatisfactory Balance items incurred before the review process can be initiated is: 
£5 or more surplus or loss:
10 instances in a 13 week rolling period. 
OR

· Any other sustained pattern of USB items
Any single USB item of £50 or over will result in the Ticket Seller being interviewed by a Duty Manager and may result in disciplinary action being taken.
6 Unsatisfactory Performance (USP)
Any compensating Bag and LSAF End of Day Discrepancies will be treated as an Unsatisfactory Performance (USP) item. The number of Unsatisfactory Performance items incurred before the review process can be initiated is: 
10 instances in a 13 week rolling period
These USP items will be monitored and reviewed separately to any items or warnings issued for USB items.

7 Review Process
If any infringement, as specified within Sections 5 or 6 occurs, the Duty Manager must review the items with the Ticket Seller, taking into account any contributory outside factors and exercising discretion where applicable.  Where the review does not identify any extenuating circumstances and the Ticket Seller cannot satisfactorily explain why the USB/USP items have occurred, the following will apply:

7.1. First Infringement

For a first infringement, the Duty Manager will arrange a Local Disciplinary Interview where the Duty Manager may issue an oral warning confirmed in writing, which is valid for up to 26 weeks, effective from the date of the LDI.  

7.2 Second Infringement

If a further infringement occurs within 26 weeks of an oral warning, the Duty Manager must interview the Ticket Seller again at a Local Disciplinary Interview.  If the Ticket Seller cannot satisfactorily explain why further USB/USP items have occurred, the Duty Manager may issue a written warning, which is valid for up to 52 weeks, effective from the date of the LDI.
7.3 Third Infringement

If a further infringement occurs within 52 weeks of a written warning, the Duty Manager must undertake a fact finding interview and may refer the Ticket Seller to a Company Disciplinary Interview on a charge of “Misconduct”.

7.4 Further Infringement after Company Disciplinary Interview
Any further infringement in breach of the terms set at a Company Disciplinary Interview, will result in the Duty Manager undertaking a further fact finding interview and referral of the Ticket Seller back to a Company Disciplinary Interview on a charge of “Gross Misconduct”.
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