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Policy and Procedure Feedback Form
A Policy and Procedure Feedback Form is available on the Western Care Association
Intranet (under Procedures) which will provide an opportunity to comment on any
policy/procedure.
Your comments will be forwarded to the person who has the lead for the on-going
development of the policy/procedure.
All comments will be collated by the person responsible and will inform the threeyearly review cycle for updating procedures.
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1. INTRODUCTION
Access to and Use of Personal Money
All personal monies held by Western Care Association are the property of individual
service users. We will support each service user in having full access to their funds.
This will be achieved through discussion and negotiation with service users, families
and others, in the context of the Individual Planning (IP) process, and recognizing
their different needs for supports. The arrangements for and organization of access to
and use of personal money will be made clear on admission to Western Care services.
This should be done by the relevant Senior Manager.
All decisions in relation to the use of service user’s money must be person-centred
and driven by their needs and desires. Staff must ensure that where decisions in
relation to the spending of money are being taken, they are made in the context of
what the service user wants. Decisions in relation to the spending of large amounts of
money should be made having regard to the IP process, the appropriateness of the
purchase, and having obtained the approval of the relevant manager. Records of
expenditure should be maintained in line with the provisions contained in this policy.
Where Western Care Association provides support staff, personal monies should not
be used to pay for such services. It may however be appropriate to employ people,
who are paid from personal monies, where the support is needed for non-essential
services which are additional to services provided by the Association.
Money Management Skills
Western Care Association will endeavour at all times to ensure that each service user
is supported to develop their skills in managing their own money and considering all
options for this available to them, having regard to their different needs for support.

2. SERVICE USER CONTRIBUTIONS
Each service user in receipt of Disability Allowance, Blind Pension or similar and
availing of Residential or Respite accommodation, will contribute a specified amount
towards accommodation and daily expenses of the household. This contribution rate
may be revised from time to time. In addition, service users may contribute towards
food, diesel/petrol, etc., locally within their services. The specific details of charges
and contributions will be outlined in the contracts with individuals who use residential
or respite services.
The Senior Manager will submit details of all Service Users’ accommodation for the
week ending each Sunday, to the Accounts Office each week.
The balance of Disability Allowance or Blind Pension will be for the personal use of
the Service User.
The terms of the policy will be discussed with and explained to each Service User, or
their representative, on their entry into Residential or Respite accommodation. A
decision will also be made at this stage, in the context of the IP process, as to who will
be responsible for administering each Service User’s personal monies, in a manner so
as to ensure their best interests are always safeguarded.
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3. PROCEDURES FOR THE ADMINISTRATION OF
DISABILITY ALLOWANCE
Weekly contributions will be paid over by recurring standing order except where the
Service User expresses a wish, or it is considered more appropriate, to pay by
alternative means.
Each Service User in receipt of Disability Allowance or Blind Pension shall have a
bank account and monies will be paid in directly by the relevant department into this
bank account.
Western Care Association will support Service Users so that bank accounts may be
wholly or partly administered by themselves, where a wish to do this is expressed, and
recognizing their different needs for support. Where there is a need for this support,
bank accounts will be administered on behalf of Service Users by Western Care
Association, and on a day-to-day basis under the direction of the relevant manager.
Where on-line banking is used passwords and associated security information must be
held securely and only accessed by nominated persons.

4. RECORDS TO BE MAINTAINED FOR SERVICE USERS
WHOSE MONIES ARE BEING ADMINISTERED
BY WESTERN CARE ASSOCIATION
Where service users are wholly responsible for the management of their own finances,
records of transactions need not be maintained by staff. Service users will be
supported appropriately to do this.
Where accounts are administered by staff, a personal ledger account in respect of each
Service User in each Group Home will be maintained, showing:
a)
b)
c)
d)
e)
f)

Date
Details of receipt or payment
Receipt number
Credit amount
Debit amount
Balance

A bank account shall be maintained in respect of each Service User. All lodgements
to the account should be verified. Withdrawals from the account should agree with
corresponding credits to the Personal Ledger Account.
Expenditure receipts shall be kept for all purposes, and should be numbered to
coincide with the Personal Ledger Account. It is recognized that it may not always be
possible or appropriate to obtain expenditure receipts, and in these situations they will
not be required.
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The cash withdrawal slip should be completed and countersigned in all cases where
money is taken home or given to Service Users for personal use. This form should
also be used where purchases of a material nature are being made on behalf of Service
Users, and evidence of having adhered to the IP process should be recorded on it.
Cash on hand should be kept to the appropriate minimum amount necessary at any
time. An adequately secure place should be provided to hold balances of money,
bank books, etc., and individual balances should be clearly identifiable. The manager
should ensure that Service Users are involved in decisions about the safekeeping of
their money, where appropriate.
The manager shall ensure that accurate records are maintained up-to-date. Individual
Personal Ledger Accounts should be balanced at the end of each four week or
monthly period, and completed Disability Allowance/Blind Pension returns should be
forwarded following this to the Financial Controller.
At regular six monthly intervals, Service Users, their advocates, or representatives
should be informed that their financial records are available for inspection, and that
they can do this if they so wish. Notwithstanding this, Service Users can reasonably
have access to and examine their accounts at anytime.
The financial records of each residence shall be subject to inspection at regular and
irregular intervals by the Financial Controller. Financial records will also be subject
to inspection by Internal Audit from time to time.
Where staff support people in using their personal monies, they should ensure the
cash on hand tallies with the amount in the personal ledger both before and after the
purchasing is complete.
Please refer to the Association’ Record Management Procedure in relation to the
retention and archiving of Service Users’ financial records.

5. SERVICE USERS’ PROPERTY
A record of all property of material/personal value purchased by and on behalf of each
Service User shall be maintained on a Service User Property Register.
This form should include:
•
•
•
•

Date of purchase/acquisition
Description of item
Cost/value of item
Date disposed of

Additions to or disposals of property should be recorded on this form as they occur
and receipts should be kept with the form. The Service User Property Register and
associated receipts should be kept with the Service User’s financial records. Service
Users should be involved in the maintenance of this record, and it should be available
to them for inspection as is reasonably required. (See Appendix A).
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6. PROCEDURES ON DISCHARGE/DEATH OF A
SERVICE USER
On the death or discharge of a Service User, Western Care shall ensure that:
a) The balance of monies due per the Personal Ledger Account is correct.
b) Any rent or other charges due to the Association have been paid.
On the discharge of a Service User, any properties/remaining monies/bank accounts
will move with them.
On the death of a Service User, Western Care shall ensure that property is handed
over to the next of kin.
If the deceased person has left particular instructions regarding their preferences,
these should be respected
Prior to the transfer of property, the Association will require the next of kin to list and
acknowledge in writing the receipt of the items.
Monies/accounts held on behalf of the service user, after deduction of any funeral or
other expenses necessarily incurred, will be identified and lodged back into the
service user’s bank account. Details of bank accounts and where they are held will be
passed on to the service user’s next of kin, and Western Care Association will
endeavour to assist the next of kin as much as possible in this matter in dealing with
third parties.

7. GUIDANCE ON SERVICE USER’S MONIES:
FREQUENTLY ASKED QUESTIONS
This guidance contains advice in a Question and Answer format to assist staff to
address issues that have most frequently arisen in relation to the use of people’s
money. (See Appendix B attached).

8. DEPARTURE FROM THIS REGULATION
Departure from the terms of this regulation shall be made only with the prior written
approval of the Executive Director.
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Page ___ of ____

Date acquired/
purchased
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Description of property

THIS REGISTER RECORDS THE PROPERTY OF :

31/10/2013

Actual/estimated
value
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Location of property

SERVICE NAME:
Date disposed of

SERVICE USER PROPERTY REGISTER (this Form is to be retained with the person’s other financial records )

APPENDIX A
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