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INTRODUCTION
	
	


1.1 There are two types of Trust Oyster cards that can be used by ELFT members of staff.  One type of card is what is considered an ‘individual’ Trust Oyster card which is assigned to a particular member of staff and used solely by that individual in the course of their duties as their job role requires them to travel on public transport.  The other type of Trust Oyster card is a card that is assigned to a particular team/service or building, herein referred to as a ‘team/service’ card, and is utilised by any member of staff within that team/service or building, when they are required to undertake business journeys using public transport.  Oyster cards allocated to a particular team/service or building must be signed in and out whenever a member of staff requires its use.   

1.2 This policy sets out the process of how a member of staff and/or team/service can apply for a Trust Oyster card, the criteria and eligibility to be considered when applying for an Oyster card, the system of card registration, the roles and responsibilities of individual card holders, teams and managers in relation to the monitoring and maintenance of the Oyster card once issued.  The policy also sets out the responsibilities of budget holders and the role of the Finance Team.  
1.3	All staff are required to read this document in full and familiarise themselves with the procedures.
1.4	This policy should be read in conjunction with the Expenses Policy, Purchase (Credit) Card Policy and individual agency Expenses Policies.
1.5	Staff should not be financially disadvantaged by undertaking work for and on behalf of the Trust. The policy aims to maintain fairness by ensuring all staff/teams can utilise the use of Trust Oyster cards whilst on official business, in accordance with the policy and terms and conditions of employment. 
1.6	As an alternative to staff paying for their travel on Trust business and then claiming reimbursement via payroll, either via e-expenses or a manual claim form, staff who meet the eligibility criteria, can apply for an individual Trust Oyster card or alternatively, where one is available, use a ‘team/service’ Trust Oyster card. 
1.7	Where an employee is required to travel between ELFT sites or to another venue on official ELFT business, a Trust Oyster card can be utilised.  Trust Oyster cards should not be used by staff to travel from an employee’s home address to work nor can a Trust Oyster card be used to make a normal return home journey from an ELFT site or venue.        
1.8	Trust Oyster cards must not be used for any personal/unauthorised journeys.   
1.9	Line managers are responsible for bringing this procedure to the attention of all staff that may be affected.


2.0	PURPOSE
2.1	This policy applies to all employees (substantive, fixed term contracts, Temporary Staffing) who want to utilise Trust Oyster cards in the course of their official business.  Whether staff are utilising a Trust Oyster card specifically allocated to them or staff within local teams/services are using a team/service Oyster card, the rules surrounding the journeys staff make using Trust Oyster cards must be compliant with this overarching policy.
2.2	Agency staff must refer to their respective agency Expenses Policies for guidance on how to claim any out of pocket expenses. 
2.3	ELFT expects all users of Trust Oyster cards to adhere to this policy as a minimum standard within their service.

3.0	OYSTER - UNDERGROUND (TUBE), RAIL, BUSES 
3.1	Oyster is a plastic smartcard which can hold pay as you go credit, Travelcards and Bus & Tram Passes. You can use an Oyster card to travel on bus, Tube, tram, DLR, London Overground, TfL Rail and most National Rail services in London.
3.2	Staff may be required as part of their job description to travel frequently as part of their role or occasionally between ELFT sites to meetings or to other venues as part of ELFT official business.  This is in addition to their normal journey to and from work, the cost of which is the responsibility of the employee.   In the event a staff member has to make an additional journey, under these circumstances they can utilise a Trust Oyster card.   

4.0	ELIGIBILITY CONDITIONS
Individual Staff Oyster cards
4.1	If a member of staff travels regularly, e.g., on a daily basis or visiting patients in the community for at least 30% of their working week on official Trust business as part of their job role, they can request an individual or ‘personal’ Trust Oyster card which is signed out to them as long as their role requires it or until they leave the Trust.  In cases such as these, the member of staff will need to have a discussion with their line/service manager to establish whether the manager agrees the staff member’s job description, frequency of travel and duties warrant an application for a card.   
4.2	If a decision making manager decides that an individual’s job role satisfies the criteria for eligibility for an individual Oyster card, the manager must make arrangements to purchase an Oyster card.   Where a manager already has a Trust purchase (credit) card, they can use it to purchase the new Oyster card.  In cases where a manager does not have a Trust purchase (credit) card, they must apply for one by following the guidance and application process within the Trust’s Purchase (Credit) Card Policy http://elftintranet/sites/common/Private/Contentobject_View.aspx?id=62862	 
4.3	A Trust purchase (credit) card has to be used not only as a means to purchase an Oyster card,  but to also maintain the Oyster card for the employee as the auto top-up function has to be linked to the purchase (credit) card. 
     		
Team/ Service/Building Oyster cards
4.4	Some teams/services or Trust reception desks may decide they require an Oyster card. Teams/services where the staff are required to travel as part of their duties, may apply for a team/service Oyster card.  Where staff within a building are required to undertake ad hoc travel on Trust business during their working day, the reception desk may obtain a Trust Oyster card for use by staff in the building. 
4.5	Teams/services should not apply for a Trust Oyster card “for the sake of having one”.  The Service manager or equivalent is responsible for considering the needs of the service and staff frequency of travel when deciding whether a card is necessary.  
4.6	Once the team/service manager or equivalent has agreed there is a requirement for a Trust Oyster card/s, they must use their existing Trust purchase (credit) card if they already have one, to make the purchase and/or if they want to purchase additional Oyster cards.  If the team does not have a Trust purchase (credit) card they must follow the guidance and application process contained within the Trust Purchase (Credit) Card Policy.  http://elftintranet/sites/common/Private/Contentobject_View.aspx?id=62862 to purchase one.  The Trust purchase (credit) card will be used to also maintain the cost of the Oyster card/s.  
4.7	The team’s purchase (credit) card must be used to maintain the cost of the Oyster card, from its registration through to the Auto top-up function.  Purchase (credit) card holders are required to submit a monthly return as details in the Purchase (Credit) Card Policy.  Purchase (credit) card holders are required to detail the last four-digits of the Oyster card when they code each purchase (credit) card transaction on the Purchase Card Database so that the Oyster card audit trail on the Purchase Card Database matches the purchase history for each specific credit card.   Please refer to the policy for further guidance and any enquiries can be directed to elft.purchasecards@nhs.net  

5.0	PURCHASING A TRUST OYSTER CARD AND REGISTRATION REQUIREMENT 
5.1 	Irrespective of whether an individual has been granted permission to have an individual ‘personal’ Trust Oyster card or a team/service Oyster card requirement has been approved, the authorising manager must make arrangements for a designated person/s to purchase an Oyster card directly from TFL.  This is done through the TFL website; https://tfl.gov.uk/fares/how-to-pay-and-where-to-buy-tickets-and-oyster/buying-tickets-and-oyster
5.2	Once purchased, the designated person is responsible for registering the Oyster card on the TFL website.  The teams/service’s Trust purchase (credit) card should be used during the registration.  Personal employee credit cards must not be used or linked to the Trust Oyster card and maintenance of the Oyster card.
5.3	Once the Oyster card is registered, TFL will provide log in details to the designated person which then need to be stored in an electronic folder, whereby access to this folder is to be limited.   A minimum of two members of staff (one must be the Service Manager and another should be the team lead) should have access to this folder.  If either the manager or designated person should no longer work in the team/service or leave the Trust, a handover of the process and folder should be given to the new designated person.  
5.4	The designated person must also ensure the ‘Auto top-up’ facility on the Oyster card is activated and linked to the team/service’s Trust purchase (credit) card.  This will ensure that whoever is using the Oyster card on official business does not encounter any problems with the Oyster card, such as insufficient funds during their travel on Trust official business.  If a member of staff does encounter a problem with their Trust Oyster card they must contact the designated person with immediate effect or seek assistance from TFL. 

6.0	CONDITIONS OF USE – ROLES AND RESPONSIBILITIES / MANAGEMENT AND MAINTENANCE
Designated Person
6.1	A service manager or equivalent will need to identify whom they intend to allocate the position of a designated person of Trust Oyster card/s.  Service Directors may wish to nominate their Executive Assistant (EA) to undertake the role of a designated person. 
6.2	The designated person is responsible for the Trust Oyster card/s of their team/s or service.  The designated person must ensure all Trust Oyster card/s in their possession are kept in a secure locked area, such as in a safe or equivalent locked cabinet where only they and another designated officer or manager can gain access.
6.3	The designated officer must ensure that when a new Oyster card arrives from TFL, they complete Appendix A – Oyster card Log Sheet and store it electronically or manually for audit purposes.  They must also mark/annotate the card with an ‘ELFT’ symbol to help distinguish the Oyster card is Trust owned and not a personal card.  This is the same process that needs to be followed whether the Oyster card is intended for a team/service or building, or assigned to an individual member of staff.
6.4	Designated persons must, when registering the Trust Oyster card with TFL, activate the “Auto Top Up” function on the TFL website for every new/existing card/s and link their team/service’s Trust purchase (credit) card for this purpose.  This will ensure staff using the Trust Oyster card have sufficient funds to complete their journeys.  
6.5	Designated person/s that are already responsible for the issuing/maintenance of existing Oyster cards should complete Appendix A for their existing Oyster cards.
6.6	For new Oyster cards received from TFL that are for an individual member of staff, the designated person must contact the member of staff and ask them to collect the Oyster card and sign Appendix C – Oyster card Acceptance Form.
6.7	In the event a member of staff returns their Oyster card, the designated person is required to complete Appendix C to confirm they have taken receipt of a returned Oyster card.    All Appendix C’s must be stored in a secure place.  
6.8	It is not the responsibility of the cashier to reimburse Oyster card top ups.  All Trust Oyster cards as per Section 6.4 need to be linked to the team/service credit card.   
6.9	For team/service/reception Oyster cards, the designated officer must ensure that each time a member of staff requests to use the Trust Oyster card, the employee completes Appendix B – Oyster card Activity Log on receipt of the Oyster card and again when it is returned.
6.10	Appendix B is an official Trust record of the allocation of team/service Oyster cards, and details who the Oyster card has been issued to and for what purpose it is intended to be used for.  Appendix B can form part of records scrutinised within an audit check.  The designated officer must ensure the Appendix B is stored in a secure electronic folder or manual folder with restricted access.
6.11	All designated officers must keep a copy of the Trust Oyster card Policy for the employee signing for the card to refer to.
6.12	Designated persons are responsible for cancelling any Trust Oyster cards that have been lost/stolen or no longer required with TFL, arranging a replacement Oyster card where appropriate, and also the transfer of any credit from the lost/stolen Oyster card onto the new Trust Oyster card.
6.13	The designated person must comply with the policy, and any changes to their current arrangements should be made in line with the terms and conditions of the Trust Oyster card Policy.  It is the responsibility of the designated person to familiarise themselves with the Oyster card Policy and any other relevant updates.
6.14	Where Trust Oyster cards are already in use by staff, the designated person is required to establish from any previous designated officers/managers where these Oyster cards are held and by whom they are being used by, and ensure the necessary appendices have been completed and stored in a secure location.   

 Individual Card holders
6.15	The individual must ensure prior to the collection of the Oyster card, they familiarise themselves with the Trust Oyster Card Policy as they will be required to sign paperwork upon its collection.  
6.16	The individual Oyster card holder will be required to complete (Appendix C) with the designated person when they receive and sign out the Trust Oyster card. 
6.17	By signing Appendix C the individual user agrees that they have read the terms and conditions of the Oyster card Policy and is bound by its terms. 
6.18	The individual is responsible for the safe keeping of their Trust Oyster card whilst it is in their possession and signed out to them.  Staff should separate the Oyster card from other credit or debit cards and ensure it does not get defaced or bent and keep it within its wallet wherever possible.  Any misuse of the Oyster card or unauthorised usage can result in disciplinary action being taken and a referral to the Counter Fraud Team.
6.19	Yellow Card Readers - All staff must ensure the right fare is applied to the Trust Oyster by ensuring they touch in and out on a yellow card reader at the start and end of their journey on Tube, DLR, London Overground, TfL Rail, Emirates Air Line and National Rail services. Failure to do this will result in the incorrect fare being applied to the Oyster.
6.20	Pink Card Readers - Journeys that do not include travel through Zone 1 are cheaper than those that do. If you see a pink card reader when changing trains at a Tube or London Overground station, staff should touch the Trust Oyster card on it to show where they have travelled.  TfL will then charge the Trust the right fare for the route travelled. 

6.21	Incomplete journeys – Staff must ensure they touch in and touch out with the Oyster card, otherwise TfL will be unable to see where a journey has begun/ended and an incorrect fare may be applied.  This is classed as an 'incomplete journey', and the Trust could be charged a maximum fare.  Staff must ensure they avoid incomplete journeys so as to not incur the Trust any additional expenditure. 
6.22	If a Trust Oyster card gets damaged or defaced during its use, the member of staff must ensure it is returned to the designated person as soon as possible in order for the Trust to cancel and obtain a replacement.  If an Oyster card gets damaged during a journey and results in an unexpected cost to the staff member, a reimbursement may be claimed under the Expenses Policy.    
6.23	If a Trust Oyster card stops working for an unknown reason, e.g., Auto top-up fails to work, the member of staff must ensure it is returned to the designated person as soon as possible in order for the Trust to cancel and obtain a replacement.  If this results in an unexpected cost to the staff member, a reimbursement may be claimed under the Expenses Policy.    
6.24	Any staff that have been allocated a Trust Oyster card in the longer term for official Trust business must ensure they return the Oyster card if any of the following applies;
· There is no longer a requirement for the card to be issued to them, e.g, if they change job roles
· If they are away from the Trust for a duration of time, e.g, due to sickness, maternity leave, career break
· If they leave the Trust  
6.25	Failure to return the Oyster card when requested or when leaving the Trust can result in disciplinary action.
6.26 	The use of a Trust Oyster card for personal journeys, after an employee has left the Trust or the unauthorised transfer of the card to a non-ELFT employee, which incurs a financial loss to the Trust can result in criminal proceedings being instigated against an individual/s.
6.27	Trust Oyster cards will have an identifying mark on them. This will be made by the designated officer once it has arrived.  All members of staff utilising a Trust Oyster card must ensure they do not mix up any personal Oyster cards with a Trust card in order to avoid using the incorrect one for a personal journey.   
6.28	If a member of staff uses a Trust Oyster card in error for a personal journey, they must report it immediately to the designated officer and/or line manager when they return the card.  Arrangements should be made to repay the Trust the cost of the journey by contacting the Finance Team.  Oyster cards must not be used for home to work journeys and vice versa. 

Team/Services card users
6.29	Members of staff who wish to use their Team/Service Oyster card to make an official business journey are required to complete Appendix B to sign out the Oyster card into their possession.
6.30	By signing Appendix B the user agrees that they have read the terms and conditions of the Oyster card Policy and are bound by its terms.  
6.31	Team cards are allocated on a ‘first come first serve’ basis.  
6.32	The member of staff is responsible for the safe keeping of the Trust Oyster card whilst it is in their possession and signed out by them.  Staff should separate the Oyster card from other credit or debit cards and ensure it does not get defaced or bent and aim to keep it within its wallet wherever possible.  Any misuse of the card or unauthorised usage can result in disciplinary action being taken and a referral to the Counter Fraud Team.
6.33	Yellow Card Readers - All staff must ensure the right fare is applied to the Trust Oyster by ensuring they touch in and out on a yellow card reader at the start and end of your journey on Tube, DLR, London Overground, TfL Rail, and National Rail services. Failure to do this will result in the incorrect fare being applied to the Oyster.
6.34	Pink Card Readers - Journeys that do not include travel through Zone 1 are cheaper than those that do. If you see a pink card reader when changing trains at a Tube or London Overground station, staff should touch the Trust Oyster card on it to show where they have travelled.  TfL will then charge the Trust the right fare for the route travelled. 

6.35	Incomplete journeys – Staff must ensure they touch in and touch out with the Oyster card, otherwise TfL will be unable to see where a journey has begun/ended and an incorrect fare may be applied.  This is classed as an 'incomplete journey', and the Trust could be charged a maximum fare.  Staff must ensure they avoid incomplete journeys so as to not incur the trust any additional expenditure. 
6.36	Staff must return the Trust Oyster card upon their return to the office after their official business ends on the same day.  If they are unable to return the card on the same day, they must return it the following day as the service may require it.   
6.37	If a Trust Oyster card is not available and is required, the staff member can claim reimbursement of their travel through e-expenses or completing an Expenses Claim form (see ELFT’s Expenses Policy http://elftintranet/sites/common/private/search_quick21.aspx?q=expenses%20policy&orderby=0).  
6.38	If a Trust Oyster card gets damaged or defaced during its use, the member of staff must ensure it is returned to the issuer as soon as possible in order for the Trust to cancel and obtain a replacement.  If a card gets damaged during a journey and results in an unexpected cost to the staff member, a reimbursement can be claimed under the Expenses Policy.    
6.39	If a Trust Oyster card stops working for an unknown reason, e.g, Auto top-up fails to work, the member of staff must ensure it is returned to the issuer as soon as possible in order for the Trust to cancel and obtain a replacement.  If this results in an unexpected cost to the staff member, a reimbursement may be claimed under the Expenses Policy.    
6.40	The user must not use a team/service Trust Oyster card for personal or unauthorised journeys and must not transfer the card or allow a non-ELFT employee to use it. (see section 6.19)
6.41	Staff must not use their team/service or individual Trust issued Oyster card for a return journey home from a Trust site as the office to home deduction must be calculated.  Staff should refer to the Trust Expenses Policy in these instances.  

Manager responsibilities

6.42	Managers are responsible for making a decision on whether their team/service or an individual member of staff requires a Trust Oyster card/s. 
6.43	Managers of the team/service/ or individual team members, will decide how many cards their service needs and who takes priority for its use.  Decisions can be made through reviewing team needs or the individual job descriptions/contracts of their staff.  
6.44	Managers are responsible for identifying a designated Oyster card person for their team/service. 
6.45	Managers are responsible for ensuring their designated person/s have registered their team/service’s credit card against the Oyster card with TFL.  
6.46	Managers are responsible for conducting monthly audit checks on their card/s within their teams (see Section 9) to review usage and make sure card usage is appropriate. 
6.47	Managers (purchase (credit) card) holders are required to submit a monthly return to Finance as detailed in the Trust’s Purchase (Credit) Card Policy. Purchase (credit) card holders are required to detail the last four-digits of the Oyster card when they code each purchase (credit) card transaction on the Purchase Card Database so that the audit trail on the Purchase Card Database matches the purchase history for each specific credit card.   Oyster card.  Any enquiries can be directed to the elft.purchasecards@nhs.net  email address.

  7.0	LUTON AND BEDFORDSHIRE, BEDFORDSHIRE COMMUNITY STAFF
7.1	Trust Oyster cards cover travel within and around London and do not cover travel beyond Outer London and to and from Luton and Bedfordshire sites.
7.2	For all Luton and Bedfordshire (L&B) and Bedfordshire Community (BC) staff that that are required to travel to London, you can purchase a travel ticket via Corporate Travel Management Ltd (CTM) see booking website -   https://www.trips.uk.com/js/SABS/Corporate.html  Alternatively, please refer to the Trust Expenses Policy for guidance on how to reclaim any out of pocket expenses incurred.  All L&B and BC staff who are required to travel within London on official business, after their initial journey to their venue/office, can utilise a team/service/reception Trust Oyster card if one is available, but must return the card to its issuer before their return journey home.

8.0	LOST/STOLEN OYSTER CARDS
8.1	If a Trust Oyster card is lost whilst signed out to a staff member, this must be reported immediately to the Oyster card issuer or designated officer of their service, so the Oyster card can be cancelled and details of the last journey can be accurately provided to ensure the Trust does not incur charges for a third party’s unauthorised journey.

8.2	Theft of a Trust Oyster card by an employee will be reported to the Police and ELFT’s Counter Fraud Team.  Disciplinary proceedings may be brought against an employee found to have committed theft of the card, as well as criminal proceedings.     

8.3	If a Trust Oyster card is stolen from a staff member the theft must be reported to the Police with immediate effect and a CAD number obtained from the Police.

8.4	The theft must also be reported to the card issuer or designated officer of their service, so the Oyster card can be cancelled and details of the last journey can be accurately provided to ensure the Trust does not incur charges for a third party’s unauthorised journey.

8.5	Upon the return to an ELFT site following a theft, staff should ensure a DATIX report is completed and the CAD number is recorded on the DATIX report.
9.0	AUDIT CHECKS 
Manager/budget holder responsibilities
9.1	Managers/Budget holders are responsible for conducting monthly audit checks on any team Oyster cards as well as individual assigned Trust Oyster cards.  These checks must be recorded on the Oyster card Audit Log which can be found at Appendix D.  The logs should be kept with the respective teams in a safe location and be available to be view by the Finance or Counter Fraud Team on request.  The logs remain Trust property and can also be scanned in electronically and saved in locally held folders. They should have restricted access by only the manager and the designated person..  
9.2	Checks should be conducted by managers at the end of each month on the Oyster card usage.  Trust Oyster card journey histories can be viewed online. For team/service/building Oyster cards, the relevant manager needs to log onto the TFL website, locate the corresponding monthly Oyster card statement for their team card/s and cross reference the journey histories to their team’s Oyster card Activity Log (Appendix B).  The purpose of this is to establish whether the card was signed out when it was used to travel and that card usage is appropriate and there are no suspicious journeys such as home to work travel, thus ensuring the card was used for legitimate business purposes.  A minimum of two staff members (the designated officer and manager) should have access to the TFL log-in details for the card.
9.3	For individual Oyster cards, the manager should conduct checks against the member of staff’s diary appointments etc. and cross reference the journey history to the itinerary of the staff member.
9.4	For Team Oyster cards, the manager will need to cross reference the journey history on the TFL site against the record of team card being logged.
9.5	Managers should report any discrepancies or suspicious activity identified to the Counter Fraud Team with immediate effect.
Occasional spot checks
9.6	Finance are responsible for conducting occasional spot checks to ensure the monthly reviews are being conducted by management. 
10.0	END OF MONTH FINANCE CREDIT CARD RETURNS
Managers/Budget holder responsibilities 
[bookmark: _Hlk77944419]10.1	At the end of each month, managers should record information thoroughly and accurately on the purchase (credit) card database when coding their monthly purchase (credit) card transactions.  Failure to do so will result in the rejection of the return as it is the card holder’s responsibility to do this and not the Finance Team. 
10.2	When accessing the database to make the monthly return, purchase card holders have to enter the details in the yellow fields of the sample screen below which they will view. 
[image: cid:image007.jpg@01D6BC21.6D68B690]

The ‘Description’ field should state Oyster card top-up – 1234 (e.g., 1234 are the last 4 digits on the Oyster card). Once card holders have entered/coded all the transactions, they then have to print the transaction report (example also below) and email this with all the backing documents to elft.purchasecards@nhs.net 
[image: cid:image008.jpg@01D6BC21.6D68B690]
Card holders are sent emails on the 24th of each month (or the first working day thereafter) asking them to code their transactions. They must be coded by the end of the last day of that calendar month so that the expenditure will be included in that month’s management accounts. The transaction report/receipts must be emailed to elft.purchasecards@nhs.net by the 23rd of the following month. For example, for a Barclaycard statement dated 24th November, notification will be sent to cardholders by Finance via email on 24th November for them to code their transactions.  Coding must be completed by 30th November.  Report/receipts must be emailed to Finance by close of play on the 23rd December. Failure of completing either the coding on time or the submission of the report/receipts on time may result in the credit card being suspended. 
10.3	It is not sufficient for Trust purchase (credit) card holders to only supply the log with the corresponding emails to the Finance Team.  Managers/Budget holders will need to have each backing email matched against the specific credit card transaction number by referencing the Oyster card number on the database (last four-digits) and the log.  It is recommended that when managers are conducting their monthly audit checks, they save a copy of the monthly usage report from the TFL website in pdf format and this can be attached to the Finance email as documentary evidence.  Any enquiries can be directed to the elft.purchasecards@nhs.net  email address.

11.0	THE ROLE OF THE FINANCE TEAM
11.1	The Trust Finance Team are based on the 4th Floor of Robert Dolan House at Alie Street and are also working in a hybrid working model.  They are responsible for the issuing of Trust purchase (credit) cards to managers/budget holders.
11.2	The Finance Team are also responsible for the reconciliation of the monthly purchase (credit) card returns on the purchase card database against the monthly transaction statements provided by Barclaycard.
11.3	The Finance Team reserve the right to reject a monthly return on the purchase card database by card holders if the submission does not meet the required standard.  All queries should be directed to elft.purchasecards@nhs.net	
11.4	As per Section 9.6 of the Policy, ‘Occasional spot checks’, Finance are also responsible for conducting occasional spot checks to ensure the monthly reviews of the Oyster Card usage are being conducted by management.  The results of the spot checks are to be recorded on the last column of the corresponding Appendix D form already completed and saved in the folder by the team manager. 

12.0	MISUSE OF TRUST OYSTER CARD – THE ROLE OF THE LOCAL COUNTER FRAUD SPECIALIST (LCFS)
12.1	Any attempt to misuse a Trust Oyster card, e.g. unauthorised journeys identified will be treated as a serious offence and will be dealt with in accordance with the Trust’s Disciplinary Policy and the Counter Fraud and Bribery Policy.  Cases may be progressed criminally.  The reimbursement of the cost of the unauthorised journey will be sought.
12.2	The Local Counter Fraud Specialist (LCFS) will investigate any reported issues of suspected fraud involving the misuse of a Trust Oyster card.    
12.3	The LCFS may undertake reviews of the overall usage of the staff Oyster card in conjunction with the Finance Team.      

13.0	POLICY REVIEW

13.1	This policy will be reviewed every three years as a minimum unless any national or statutory changes require an earlier review.
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APPENDIX A – Oyster Card Log Sheet
	SERVICE TEAM MANAGER NAME & CONTACT DETAILS, INCL EMAIL ADDRESS
	CARD SERIAL NO.
	DATE CARD PURCHASED
	DATE CARD REGISTERED WITH TFL
	DATE TFL REGISTRATION EMAIL SAVED IN LOCAL FOLDER
	ACCESS TO EMAIL LOG IN HELD BY (MIN 2 MEMBERS OF STAFF)
	CARD HELD BY
	DATE CARD LOST/STOLEN & ACTION TAKEN
	REMARKS/ CHANGES

	 
	
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



APPENDIX B – Oyster Card Activity Log
	Date 
	Time
	Team/Service
	Card Serial Number & corresponding number e.g. Card 1 – Serial No: 123456, Card 2 etc
	Staff Member
	Reason for Oyster card use 
	Date/Time Returned card
	Comments



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	



	
	
	
	
	
	
	
	






APPENDIX C - OYSTER CARD ACCEPTANCE FORM

Oyster card Serial number: ___________________________________


To be completed by individual signing out the Oyster card detailed above.
I can confirm by signing this document I have taken into my possession the above Trust issued Oyster card.  I understand I am responsible for the security of the card whilst in my possession and will adhere to the terms of the Oyster card Policy which I have read. I understand failure to comply with the terms of the policy could lead to disciplinary action being taken against me and/or referral to the Counter Fraud team who may instigate criminal proceedings.  


Date Issued:	 
Name: 		
Team/Service:
Signature:


The below section is to be completed on return of the Oyster card.

I can confirm the above named person has returned the Oyster card and I have taken possession of this and will store in a secure place. 

Date Returned:
Name:	
Team/Service:
Signature: 



APPENDIX D- Oyster Card Audit Log 
	Date of Check
	Team/Service
	Manager conducting check
	Card Serial Number
	Month/Year TFL Report checked  
	Findings
	Action Taken by manager


	Spot check conducted by Finance/findings/action taken
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