
Application & repayment process (School)

Employee

Headteacher/
Bursar 

Cycle2work

Reward 
team

HR Ops 
team

Payroll team

1) Apply LOC1 via link 
2) Fill internal eForm

Approve and provide 
the cost code to cover 
debts (if any) / Reject 
and provide reasons

Forward application 
to RBWM for 

checking eligibility

If eligible and 
approved, send 
confirmation to 

Cycle2work 

Issue LOC to 
employee

1    LOC (Letter of Collection): Letter of Collection for the agreed total value will be provided once entered Hire Agreement, it is used to obtain the 
goods from the store. Once issued, it cannot be returned, nor the value altered. It must be redeemed within four calendar months of its issue.

Receive LOC  
& redeem 

goods from 
store

Inform payroll the 
amount and 

payment details 
once LOC issued

Input details in system, run 
report and reconcile with 
reward team for monthly 

deduction

If resign before end of 
repayment, decide 

which option to take 
(see FAQ) 

Ensure leaver form is 
completed immediately 
and inform RBWM the 

employee chosen option

Action leaver 
information in iTrent

Auto deduct the outstanding repayment 
from net final salary after reconciliation 

with reward team, inform the 
service/schools if any remaining amount

Inform payroll if 
need to pay extra 

for ownership 
transfer

Settle any 
outstanding 

payment


