
REFERENCE NUMBER
OF DOCUMENT: 11.1.57.03

COMMITTEE 
IDENTIFICATION: Galago Directors

SECRETARIAT: MS

DOCUMENT TYPE: External Policy

DOCUMENT LANGUAGE: E

THIS POLICY IS FOR:

Staff including Agency 
Workers (temporary 
workers), Commissioners 
and Service Users

Policy – Handling Money & Matters on 
Behalf of the Service User  REF: 11.1.57.03

Galago House, 163 Brighton Rd, Coulsdon, Surrey CR5 2YH     T: 0330 555 5000     E: info@nursdoc.com     W: nursdoc.com

HANDLING MONEY & MATTERS ON 
BEHALF OF THE SERVICE USER

WARNING:

If the document contains proprietary information, it may only be released to third parties after management has 
approved its release. 

Unless otherwise marked, documents are uncontrolled; uncontrolled documents are not subject to update 
notifications.

The latest revision of this document can be found in the reference panel above. It can also be determined and 
double checked by checking the ‘Master Document List’ before using or sending. 

Any changes must be requested through the ‘Document Control Manager’ by submitting a ‘Document Change 
Request’ form.



HANDLING MONEY AND FINANCIAL MATTERS ON BEHALF OF A 
SERVICE USER

THE PURPOSE OF THIS POLICY
To inform staff of Handling Money & Financial Matters on Behalf of  a Service User.

HANDLING MONEY & FINANCIAL POLICY
PURPOSE
The policy describes the procedures to be taken with regard to the handling of Service Users financial matters. For obvious 
reasons, it would be preferable not to become involved with Service Users financial affairs; however on occasions this will 
be unavoidable. To safeguard both Service User and members of staff, the following procedures must be strictly followed.

HANDLING SERVICE USERS CASH FOR SHOPPING AND PENSION COLLECTIONS
Each Service User will be issued with DAILY RECORD. This book will be used for recording all cash transactions. On receiving  
cash for shopping or a pension book for collection, the following procedure is to be followed:

1)		  Record that you have received cash (exact amount) and pension book from the Service User.

2)		 When shopping you must keep all receipts as proof of purchase. On completion of shopping and pension collection,  
			   details of the purchases made, the change, amount of pension collected are to be recorded in the DAILY RECORD  
			   under financial transactions in the back section.

3)		 Receipts will be shown to the Service User, and pension book returned, once satisfied, the receipts are to be attached  
			   DAILY RECORD, this entry must be signed and dated by the Service User.

HANDLING CHEQUES AND CASH FOR BANKING
(a)	 In the absence of family, staff may be required to write a cheque on behalf of a Service User, this is to be noted in the Care  
			   Plan Notes. The cheque is to be written exactly to the Service Users instructions in the presence of the Service User, and the  
			   Service User must sign the cheque.

(b)	 Where a cheque is to be used for paying a bill, a receipted invoice will be obtained for the amount paid and this receipt  
			   returned to the Service User as before.

(c)	 If a cheque is given to a member of staff to cash on the Service Users behalf, then a record of this transaction is recorded  
			   in the DAILY RECORD. When the withdrawal has been made and the cash given to the Service User, this is also to be  
			   recorded in the DAILY RECORD together with the Service User’s signature and date as proof they have received the cash.

(d)	 If the Service User requires a member of staff to deposit cash/cheques into their bank account, this will be carried out in  
			   accordance with paragraphs (a) and (b) above. The stamped pay-in book will be returned to the Service User and  
			   receipted in accordance with paragraph (c) above.

(e)	 Home Care Support Workers are not allowed to withdraw money using a Service Users cash point card using the Service  
			   Users PIN number.
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