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        CASH HANDLING POLICY

Aims

The objective of the Care Home's policy is to ensure that any monies held by the Care Home on behalf of a resident are properly safeguarded, recorded and accounted for at all times. The aim is to protect at all times the interests of the residents and its employees. The greatest care must be taken when handling money belonging to its residents.

Residents should be allowed to manage their own financial affairs wherever that is possible. 
This policy is designed to ensure at all times the resident's property and cash 

handled by the Care Home is properly accounted for and that employees are protected in the case of a complaint. The rules for handling a resident's money must be strictly adhered to at all times. Failure to do so may be a disciplinary offence. 

Residents’ Funds

All deposits of cash received from or on behalf of any resident must be recorded accurately in the books and records of the Care Home, which must be accurately maintained at all times in the correct date order. Only the Administration Assistant, the Administrator, the Depute Manager, and the Manager will have access to such cash and records relating to any resident. 
All funds received should be deposited in a secure safe within the Care Home, or deposited in a bank account held by the Care Home in trust for the residents, and which is separate to the Care Home’s own funds to ensure the two are never mixed together. Any interest that accrues on any particular resident’s funds, whilst deposited in such a bank account, shall belong to that resident.
Each time any funds are received by the Care Home on behalf of a resident a written signed receipt must be given to the party depositing the funds. Every time any funds are withdrawn by or on behalf of a resident a written receipt must be signed by the party making the withdrawal. A written record of the date of the withdrawal, the purpose of the withdrawal, and the name of the person receiving the funds for the resident must be made and signed by that person and then be kept with the books and records of the Care Home.
The Care Home will have these records verified by an independent accountant or chartered accountant not less than once every twelve months.
Record Keeping

All monies received by or on behalf of a resident and all expenditure made or incurred on behalf of a resident must, on the date of receipt or expenditure, be 
properly recorded, approved, and accounted for. 

Proper records of all financial transactions must be kept and made available for inspection, on request, by the resident, his or her relatives, and his or her authorised representatives. There must be transparency.
Separate Bank Account

Monies held on behalf of a resident must be kept in a separate bank account from

the bank account relating to the operation of the Care Home. The bank account 
holding the resident's personal funds should be reconciled regularly and not less

than twice in each calendar year.
Petty Cash

All petty cash withdrawn must be properly recorded. In each case the record should contain details of the date of the withdrawal, the purpose of the withdrawal, the name and signature of the person making the withdrawal, and the name and signature of the person providing the cash. Receipts should be provided once the petty cash withdrawn has been spent and kept with the books and records of the Care Home. The records should be kept in date sequential order. 

Review

The system used to hold monies for a resident and the control procedures           relating to that system will be kept under regular management supervision and review to protect the interests of the resident and staff against claims of misuse or negligence, and should be subject to independent verification at least once a year. 
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