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MONEY HANDLING – Consumer Money


Policy

This policy is put in place for the protection of both staff and consumers.  Staff members not complying with the Policy and the procedures may be subject to disciplinary action under the Organisations Disciplinary Policy.


Procedure

PROCEDURE FOR COLLECTION OF MONEY FROM FAMILIES.

1.
Staff and parent/guardian/advocate to check amount of funds provided.

2.
An “Interim Receipt” is to be written in triplicate, clarifying what the money is for, 
the amount and the form i.e. Cash or Cheque.

3.
Staff and parent/guardian/advocate to both sign receipts i.e. Three (3) copies.  The colour of the Organisation’s Van and licence plate number are to be noted on the receipt.

4.
Remove top copy (original) and leave with parent/guardian/advocate.  The staff member is to bring the receipt book with the other two (2) copies together with money back to the Organisation’s office.

5.
On arrival at office the Staff member is to check the money and receipt with office staff MACROBUTTON NoMacro [Click here and type the position of the appropriate person].

6.
Office staff member shall sign the receipt i.e. two (2) copies.

7.
Remove one (1) copy (duplicate) of receipt and leave in office with the money.


The 3rd copy (triplicate) is to remain in receipt book.

8.
An official receipt shall be issued by office staff and the amount of funds credited to consumer account card.

9.
One (1) receipt book is to be kept in each of the Organisation’s vans at all times and with other staff who collect money.

10
It is preferred that money be collected in the morning on the way in to the Organisation’s Office centre for greatest security.

HANDLING MONEY BELONGING TO CONSUMERS OR THE ORGANISATION
GENERAL
Money is handled by the service MACROBUTTON NoMacro [Click here and type the position of the appropriate person] or if individual consumers are using their own money they are to be supervised at all times.

Receipts (including a Tax Invoice) are to be obtained for ALL expenditure whenever possible and handed to the carer or the Organisation’s office together with change.  If no receipt is possible an Organisation petty cash docket can be used to detail ALL expenditure.  If cash register docket is not printed showing details, staff are required to write details on the docket including the name of consumer.  Where possible separate receipts should be obtained for individual consumers.

Staff will be reimbursed for any reasonable Organisation expenses by PRIOR arrangement with the MACROBUTTON NoMacro [Click here and type the position of the appropriate person]. Cheque and money order may be appropriate for some expenditure.

Staff that carry Organisation Petty Cash/consumer funds shall be reimbursed weekly (money available at other times only in exceptional circumstances).  

CONSUMERS PERSONAL SPENDING MONEY
Used for individual expenses according to consumer’s requests or instructions from the parent/guardian/carer or for expenses incurred by the individual e.g. entrance fees, fares, transport, food etc.  If money is not available for an outing or food etc, staff are to keep a receipt and put a message in the individuals diary/bag, until the money is received.  The receipt can then be sent home with the individual.  If parent/guardian/carer requires the receipt prior to payment, a photo copy may be sent.

CONSUMER FUNDS HELD AT THE ORGANISATION
Used for individual expenses incurred by the individual e.g. entrance fees, fares, transport, food, haircuts, grooming needs etc.

Under no circumstances should Staff/Volunteers operate consumer’s Automatic Teller Access (ATM) accounts.  Where a consumer provides Staff/Volunteers with his/her PIN number the Organisation cannot accept responsibility for any losses that may occur.  In an emergency situation, when it is not possible for the consumer to access their own bank account, money may be advanced out of petty cash and this advance will be charged to the consumer’s debtor account.

Staff and volunteers can put themselves at considerable risk of allegations of impropriety by members of a consumer’s family or third parties if they become involved in a consumer’s financial matters.

Whilst staff/volunteers are not to be a signatory to an account or have access to ATM Pin numbers, they may accompany consumers to a financial institution to enable the consumer to complete their own transactions.

Staff assisting consumers with financial transactions must strictly adhere to this policy.  Failure to adhere to this policy will result in disciplinary action being taken under the policy on “Poor Performance and Unacceptable Behaviour by Staff”.

PETTY CASH
Carried by staff that require money for expenditure on behalf of the Organisation and/or consumers.  

Used for:-

Parking, staff fares/entrances, birthday cakes, activity costs e.g. crafts, cooking ingredients, volunteer costs, occasional staff morning teas, rewards etc.  Consumer fares/entrances only if consumers do not have their own money or funds on hand, and only if money has not been sent in by parent/guardian/carer after a period of 2 weeks or more.

Any food purchased or costs incurred for consumers should be reimbursed by parent/guardian/carer or from consumer funds where available.

Volunteer money e.g. a dollar amount per day (only after a minimum of 3 hours is worked). MACROBUTTON NoMacro [Click here and type the appropriate monies paid to volunteers]
Purchase of small items of equipment or Organisation shopping is ONLY by arrangement and with permission of Manager (cheque and money order may be appropriate).  Whenever possible shopping should be charged to the Organisation and ALL dockets presented to the office immediately for payment monthly.

In exceptional circumstances, petty cash can be used for food for individuals, but preferably only as a reward.
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