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2.2 Policy framework 

This policy is part of a framework of postmaster support policies that has been established to set the 
minimum operating standards relating to the management of postmaster contract4 risks throughout 
the business and network in line with Post Office’s risk appetite.  The framework includes the 
following policies: 

• Postmaster Onboarding 

• Postmaster Training (this policy) 

• Postmaster Complaint Handling  

• Network Monitoring and Branch Assurance Support 

 
4 In this policy, “postmaster contract” means contracts which relate to those branches not directly managed by Post Office 
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• Completion of Horizon basic transactions 
• Daily accounting activities 
• Weekly (Balance Period) accounting activities 
• Cash Management 
• Remittances 
• Monthly (Trading Period) accounting activities 
 

 
 
Online eLearning (15 hours’ time commitment) 

Introduction to Post Office and Learning covering all elements detailed above in respect of the  
with the addition of the following:  

• Government Services 
o DVLA Services 
o Passport Services 

• Travel Services 
o Travel Insurance 

• Financial Services 
o Savings Products 
o Car and Home Insurance 
o Life Products 

Compliance 
o Insurance 
o Financial Services 

 
Classroom training – 4 days 
Practical training on the use of the Horizon system and day to day operations, covering all elements 
detailed above in respect of the  the addition of the following:  
 
Basic transactions part 2 course, duration 1 day: 
 
• Driver and Vehicle Licensing Agency (DVLA) Services 
• Parcelforce Worldwide International Mail 
• Travel Services 

o Travel Money 
o Travel Insurance 

• Passport Check & Send 
Introducing Post Office products: 

o Financial Services Products 
o Customer Referrals 

• Information Security and Data Protection 
• End of day activities 
• Weekly Balancing 
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