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PROCEDURE 15.0
MONEY HANDLING
	
Number
	
Procedure

	
Related National Disability Insurance Scheme Practice Standards

	15.1 (A)
	Assisting Service Users with Handling Their Money
	1,2,3

	15.1 (B)
	Assisting Service Users in a Working Capacity
	

	15.1 (C)
	Completing Workplace Duties Involving Money Handling
	

	15.1 (D)
	Completing Financial Transactions for Reimbursement
	

	15.1 (E)
	Using a Company Bank Card
	

	15.1 (F)
	Prevention of Financial A
	

	15.1 (G)
	Reporting and Accountability
	

	15.1 (H)
	
	



15.1 (A) Assisting Service Users with Handling Their Money

Rationale

Assisting service users with handling their money ensures they can effectively manage their finances and make informed financial decisions. This support promotes their independence and autonomy while safeguarding them from potential financial exploitation or abuse.

While this is not limited to the following, common ways this may occur during a support are:
· accepting money for a toll road payment from a Participant, 
· using a Participant's cash or debit card to purchase something on their behalf if they are unwell or unable to do so themselves, 
· accepting money for expenses incurred delivering group activities, etc. 

The NDIS has guidelines in place for providers to ensure that any instance of money handling performed for a vulnerable individual is done in a way that is fair, accountable and transparent. The relevant guidance is located in Module 4 under "Participant Money and Property". The guidelines can be viewed at: https://www.ndiscommission.gov.au/providers/registered-ndis-providers/provider-obligations-and-requirements/ndis-practice-standards.


Detailed Procedure

Written Consent
Obtain written consent from the service user or their guardian before assisting with any financial transactions. Lifestyle Coach (or other worker) is to ensure that the service user (and/or their advocate, where required) understands the purpose of obtaining written consent and how it will be used and stored.

Provide Guidance
Offer guidance and support to the service user based on their individual needs and preferences. Where required, Better Together staff will assist with tasks such as budgeting, bill payments, and understanding financial statements. All guidance is to be documented in File Notes to ensure continuity of service and clear documentation of any financial-related discussions.

Document Transactions
Keep detailed records of all financial transactions conducted on behalf of the service user. This includes recording the date, amount, purpose, and any supporting documentation (e.g., receipts).

Lifestyle Coach (or other worker) is responsible for completing the “Participant Money Handling” component of a File Note when supporting a service user. In the instance they have performed any participant money handling during the support, they are to select “Yes” from the dropdown menu and select the appropriate option.

Where cash money handling has taken place

Answers are to be provided by Better Together staff via FlowLogic for:
· What was the nature and purpose of the cash handling?
· What was the total cash value of the purchase?
· Was reimbursement made in full by the participant to the Lifestyle Coach?
· Please provide further relevant details around the transaction 

Lifestyle Coach (or other worker) must provide an uploaded image of the receipt of the transaction. Should there be more than one receipt to upload, staff are to make a note in the File Note and comment in the “further relevant details” section. Additionally, staff should contact management.

Participant is provided with a declaration of cash money handling between themselves and the Better Together staff member. Both parties will then sign the form whilst on-shift.

Where debit or credit card was used

Answers are to be provided by Better Together staff via FlowLogic for:
· What was the nature or purpose of the Debit transaction?
· What was the total value of the purchase?

Lifestyle Coach (or other worker) must provide an uploaded image of the receipt of the transaction. Should there be more than one receipt to upload, staff are to make a note in the File Note and comment in the “further relevant details” section. Additionally, staff should contact management.

Participant is provided with a declaration of debit/credit card money handling between themselves and the Better Together staff member. Both parties will then sign the form whilst on-shift.

Maintain Confidentiality
Respect the confidentiality of the service user's financial information. Share information only with those who are authorised to be included.


15.1 (B) Assisting Service Users in a Working Capacity

Rationale

Assisting service users in a working capacity involves providing support to enable them to effectively manage their finances while engaging in employment or work-related activities. This support promotes their inclusion and participation in the workforce.

Detailed Procedure

Provide Assistance
Better Together staff will assist the service user by:
· Providing on-the-job support with money handling tasks. They will offer assistance as needed (eg: counting money, using POS system) while encouraging independence and skill development. 
· Service users are to be provided with feedback that encourages their capacity building and provides a duty of care to safeguard their safety and wellbeing.

Advocate for Accommodations
Advocate for reasonable accommodations or modifications in the workplace to facilitate the service user's effective participation in money handling tasks. This may include adjustments to workstations, schedules, or job duties. All accommodations should be person-centrered with the service user encouraged to build capacity and independence.

15.1 (C) Completing Workplace Duties Involving Money Handling

Rationale

Completing workplace duties involving money handling ensures the accurate and responsible management of financial transactions within the organisation. This contributes to the overall efficiency and effectiveness of operations.

Detailed Procedure

Better Together will:
· Ensure employees, volunteers and other workers understand the specific duties and procedures they need to follow when completing workplace money handling duties. These include:
· Taking care and paying close attention when handling money.
· Double-check calculations, verify amounts, and ensure accuracy in all financial transactions.
· Take appropriate measures to keep money and other financial documents safe when they are with your person.
· Never leave money or other financial documents out of sight for safety and privacy (see Privacy Procedure)
· Any uncertainties should be discussed with management to ensure further training and development can be completed.
· Establish protocols and guidelines for money handling within the workplace, and/or with workplace duties. 
· Store cash, checks, and other forms of payment in designated secure locations to prevent loss or theft.
· Keep thorough and accurate records of all financial transactions conducted as part of workplace duties. Document details such as dates, amounts, purposes, and any supporting documentation (e.g., receipts).

15.1 (D) Completing Financial Transactions for Reimbursement

Rationale

Better Together is committed to reimbursing staff or workers for completing financial transactions that are required for approved business expenses. We are committed to ensure that employees are reimbursed accurately and in a timely manner for approved business expenses incurred on behalf of the organisation. 

Detailed Procedure



Better Together will 
· Ensure that any transaction a staff member makes with their own money with the intention of being reimbursed is either a known transaction for reimbursement or the staff member must seek approval from their supervisor before assuming they will be  reimbursed. 
· Require all staff to have prepare and submit a detailed expense report (BTA001 Better Together Assoc Payment Requisition Voucher) for any business expenses incurred that require reimbursement. This must include:
· supporting documentation such as receipts or invoices and a justified reason for the purpose of reimbursement (eg: purchasing fuel for company vehicle to transport service user from A to B for activity X).
· submit form to Finance Officer .

15.1 (E) Using a Company Bank Card

Rationale

Better Together authorises a small amount of company bank cards for delegated employees to make business purchases and transactions on behalf of the organisation for business purposes.

Detailed Procedure

Better Together will:
· ensure that delegated employees are to only use the company bank card for authorised business expenses in accordance with organisational policies and procedures. 
· Obtain approval from the appropriate authority or supervisor before making any purchases.
· Where a company bank card is used, staff are to ensure this company bank card is not used for non-work related purchase
Staff who have been given access to a card temporarily for a work related purchases will: 
· Sign a debit card acceptance form
· ensure that the delegated users do not share the physical card and/or details of the card (including card number, expiry, CVC and pin number).
· Provide receipts for all transactions that are purchased during this time. 

Documentation is kept on file recording details of:
· Approved card users;
· Card details – including card name, card number. We will not store: expiry date, CVC number and pin number
· Online banking account (where applicable) – names employees authorised to access and use account;
· Purchase requisition forms and/or other relevant documentation for all purchases made.

Staff are required to prepare and submit a detailed expense report (BTA001 Better Together Assoc Payment Requisition Voucher) for any business expenses incurred that require reimbursement. This must include:
· supporting documentation such as receipts or invoices and a justified reason for the purpose of reimbursement (eg: purchasing fuel for company vehicle to transport service user from A to B for activity X).
· submit form to Finance Officer for initial review and approval, before approval from Manager.

Better Together will:
· Regularly review bank statements to reconcile transactions and verify the accuracy of purchases made using the company bank card. 
· Report any discrepancies or unauthorized charges to the appropriate personnel.


Related Better Together Policies and Procedures
Policy 2.0	Individual Needs, values and Planning
Policy 3.0	Choice and Control 
Policy 8.0	Service Management: Governance
Policy 9.0	Prevention of Abuse, Neglect, Exploitation and Discrimination 
Policy 10.0	Human Resource Management 
Policy 8.7 	Incident Management
Policy 11.0	Governance risk Management
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  Number    Procedure      Related National  Disability  Insurance  Scheme Practice  Standards  

1 5 .1 (A)  Assisting Service Users with Handling Their Money  1,2 ,3  

1 5 .1 (B)  Assisting Service Users in a Working Capacity  

1 5 .1 (C)  Completing Workplace Duties Involving Money  Handling  

1 5 .1 (D)  Completing Financial Transactions for Reimbursement  

1 5 .1 (E)  Using a Company Bank Card  

1 5 .1 (F)  Prevention of Financial A  

1 5. 1 (G)  Reporting and Accountability  

15.1   (H)   

  15.1 (A) Assisting Service Users with Handling Their Money     Rationale     Assisting service users with handling their money ensures they can effectively manage their  finances and make informed financial decisions. This support promotes their independence and  autonomy while safeguarding them from potential financial exploitation  or abuse.     While this is not limited to the following, common ways this may occur during a support are:      accepting money for a toll road payment from a Participant,       using a Participant's cash or debit card to purchase something on their behalf if they are  unwell or unable to do so themselves,       accepting money for expenses incurred delivering group activities, etc.      The NDIS has guidelines in place for providers to ensure that any instance of money handling  performed for a vulnerable individual is done in a way that is fair, accountable and  transparent. The relevant guidance is located in Module 4 under "Participant M oney and  Property". The guidelines can be viewed at:  https://www.ndiscommission.gov.au/providers/registered - ndis - providers/provider - obligations - and - requirements/ndis - practice - standards .  

