




 

     INTERNAL      Postmaster onboarding policy V4.0   Page 3 of 21 

 

 

Post Office Limited - Document Classification: CONFIDENTIAL 

Contents page 

 

1 Overview ...........................................................................................................................................4 

1.1 Introduction by the policy owner................................................................................................................ 4 

1.2 Purpose .............................................................................................................................................................. 4 

1.3 Core principles.................................................................................................................................................. 4 

1.4 Application ........................................................................................................................................................ 5 

1.5 The risk ............................................................................................................................................................... 5 

1.6 Legislation ......................................................................................................................................................... 5 

2.2 Policy framework ............................................................................................................................................. 6 

2.3 Who must comply? ......................................................................................................................................... 7 

2.4 Roles & responsibilities jointly responsible for onboarding ............................................................... 7 

3 Procedures..................................................................................................................................... 13 

3.1 Postmaster/Banking Hub Operators onboarding requirements .................................................... 13 

3.2 Onboarding journey timelines ................................................................................................................... 14 

3.3 Scheduling of operational training ........................................................................................................... 15 

3.4 Collaborative working .................................................................................................................................. 15 

4 Where to go for help ................................................................................................................... 17 

4.1 Additional policies ......................................................................................................................................... 17 

4.2 How to raise a concern ................................................................................................................................ 17 

4.3 Who to contact for more information ..................................................................................................... 17 

5 Governance ................................................................................................................................... 18 

5.1 Governance responsibilities ....................................................................................................................... 18 

6 Document control ........................................................................................................................ 19 

6.1 Document control version .......................................................................................................................... 19 

6.2 Oversight committee .................................................................................................................................... 20 

6.3 Company details ............................................................................................................................................ 20 

 







 

     INTERNAL      Postmaster onboarding policy V4.0   Page 6 of 21 

 

 

Post Office Limited - Document Classification: CONFIDENTIAL 

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 contract risks throughout 
the business and network in line with Post Office’s risk appetite. These are subject to an annual 
review. The framework includes the following policies: 

• Postmaster Onboarding (this policy) 

• Postmaster Training 

• Postmaster Complaint Handling  

• Network Monitoring and Branch Assurance Support 

• Network Cash and Stock Management  
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f successful, agreement is created by the  and sent to the 
potential new postmaster for signature 

• An annual review assessing the financial standing of the business plan will be carried out.  
This aims to ensure its feasibility and highlight any area where additional support might be 
necessary to meet the requirements.  

3.2 Onboarding journey timelines 
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