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Financial Guidelines 2023 
Linsell House Respite Service 
Supporting People with Finances and Valuables 
Care & Support Service, SCHH - Adult Social Care  
 An initial £200 will be credited to the bank cards as from week commencing 02 August 2021. 

 Cards will be loaded with the persons DWP/PIP allowance each month by the (CBC finance team). 

 Cards must be booked out by the staff member taking the card out and booked back in on return to 
the building by the same member of staff on the correct documentation (bank in and out record). 

 The cards can only be used in places that display the Mastercard sign. 

 On each occasion when money is withdrawn or an item is purchased directly using the card, a 
printed receipt must be always obtained including ATM withdrawals, contactless payments and 
online purchases, etc. 

 3 receipts are required for all cash withdrawals (note that there are charges for cash withdrawals) at 
an ATM (Cashpoint) 

1. Balance check prior to transaction 

2. Cash withdrawal transaction 

3. Balance check after transaction 
 All transactions should be detailed on the Person’s Cash Transaction Record sheet on all occasions 

and for the corresponding month for each person by the staff in question in full and previous/new 
balance information updated on return to the service. 

 Receipts for all transactions are to be added to the person’s corresponding receipt envelope for the 
month in question and coded to reflect the correct month and receipt number. The current monthly 
code will be an alphabetical letter and will held on the Cash Transaction Record sheet top right-
hand corner. 

 In an exceptional circumstance where a printed receipt is not available, a handwritten receipt must 
be written by the member of staff in question. This receipt MUST include the date, time of the 
transaction, amount spent / withdrawn, item/s purchased, location of transaction (e.g. shop / ATM 
machine), full name/s of staff supporting as well as a staff signature. Where possible two staff 
should sign the handwritten receipt. 

 All transactions made directly from the bank/card account should be recorded on the Cash 
Transaction Record by the staff member making the transactions (ensuring all sections are 
completed). The previous/new balance is to also be completed and receipts should be put in the 
corresponding envelope attached to the form. Please ensure the receipts are also coded as above. 



Linsell Finance Guidelines 2023     Reviewed: Senior Finance Business Partner November 2021 
Formatted 2023 

 The cards should not be used for online payments/purchases, without agreement by the senior Care 
Coordinator/Registered Manager in consultation with the Finance team. 

 Online purchases must be requested by a Senior Care Coordination/Registered Manager to 
Customer Finance Money Management Finance team directly who will make the online payment 
themselves directly from the person’s account and any items purchased will be delivered to Linsell 
House in the name of the relevant person. Confirmation of delivery will be made to the Customer 
Finance team by an SCC/RM on receipt of the item. 

 SCC/RMs are responsible for reconciling transactions and will check all cash withdrawals/in store 
purchases on behalf of the people we support by checking bank statements and signing off as 
present and correct. 

 Bank statements will be provided by the Customer Finance team for all people in receipt of services 
who hold a bank/card account on a monthly basis and as close to the end/beginning of the month 
as possible. 

 When bank statements arrive, bank reconciliations must be completed, checked and verified by a 
SCC/RM and completed as part of the Monthly Money Audit against the Cash Transaction Record. 

 If extra funds are required a manager will request monies via the financial appointee (CBC customer 
finance team) to make the arrangement/payment as well as an explanation given as to the reasons 
why additional monies are required i.e. for what and how much etc. 

 A separate form (Money Management Account - Request for extra money) form is to be completed 
in all cases where extra money is required. Copies of the form can be found in the service user’s 
cash card information folder- these are held at the back of the folder. 

 SCC/RM and the CBC customer finance team representative will liaise monthly to review the 
amount of money in the account. Any monies over £500 held in the account will be placed back into 
the service user’s main account by the appointee (finance team member). 

 The Cards and PIN (personal identification number) for the people in question are to be held 
securely in the locked money drawer in a locked money tin (when not in use) so people/staff who 
require these have 24hr access. 

 Staff are to ensure the PIN information is held confidentially and this should not be given to anyone 
else other than the staff member who is taking responsibility for using the card/pin on behalf of or 
in conjunction with the person receiving care and support. 

 There is also no overdraft facility therefore if the funds are not available in the account and a 
transaction is placed for more than the current account balance the transaction will not go through; 
the transaction will be denied/cancelled. 
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Month 
2022 

Person’s Bank Card Record Sheet 

Bank Card Records: 

Name: 

Staff to initial card out and back in 
under the relevant date below: 

 

1 2 3 4 5 6 7 

8 9 10 11 12 13 14 

15 16 17 18 19 20 21 

22 23 24 25 26 27 28 

29 30 31     
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Cash Transaction Record Sheet 

Full Name: Month: Receipt Code/No: 

Date Description of Purchase/Transaction: Transaction type 

(See codes) 

Money In Money Out Balance Receipt 
Code/No. 

Signed by Staff 

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

   £ £ £   

I have checked all transactions; cash withdrawals and receipts and I can confirm that all calculations are correct and match the 
corresponding bank statement. 

Manager: _____________________________________ Signature __________________________________ Date Checked: ___________________  

Print Name 

 


