Moonlight Homecare Ltd
Handling of Money – Service Users Policy

1. Purpose
Moonlight Homecare Ltd is committed to ensuring the safe and transparent handling of service users’ money. This policy provides guidance to staff on managing cash, valuables, and financial transactions in a way that protects service users, staff, and the organisation.

2. Scope
This policy applies to all staff who may handle service users’ money, pay bills on their behalf, or manage petty cash or valuables.

3. Policy Statement
Moonlight Homecare Ltd will:
· Protect service users’ finances and property 
· Ensure all transactions are authorised, accurate, and documented 
· Prevent theft, fraud, or misuse of funds 
· Maintain confidentiality and act in the best interests of service users 

4. Responsibilities
Management:
· Ensure staff are trained and competent in handling money 
· Maintain records of transactions and audits 
· Investigate any discrepancies or concerns promptly 
· Ensure procedures comply with legal and regulatory requirements 
Staff:
· Only handle money as authorised and in accordance with care plans 
· Keep accurate records of all transactions 
· Never borrow, lend, or misuse service users’ money 
· Report any concerns or incidents immediately 

5. Authorisation
· Staff must only handle money if authorised by the service user or their legal representative 
· Consent must be documented in care plans 
· Staff must not make financial decisions outside agreed instructions 

6. Handling Cash
· Cash must be counted in front of the service user 
· Receipts must be issued for all transactions 
· Cash must never be left unsecured 
· Large amounts should be avoided; bank deposits are preferred 

7. Recording Transactions
· All transactions must be recorded in a log, detailing: 
· Date and time 
· Amount received or spent 
· Purpose of the transaction 
· Staff signature and service user acknowledgment 
· Records should be signed by the service user where possible 

8. Valuables
· Jewellery, documents, and other valuables must be stored securely 
· Records of valuables must be maintained 
· Any movement of valuables must be documented 

9. Audits and Monitoring
· Management will conduct regular audits of financial records 
· Discrepancies will be investigated immediately 
· Lessons learned will inform improved practice 

10. Breaches of Policy
· Any misuse or mishandling of money will be treated as a serious matter 
· May result in disciplinary action, including dismissal 
· Safeguarding procedures will be followed where necessary 

11. Training
· Staff handling money will receive training on procedures and safeguarding 
· Refresher training will be provided periodically 

12. Monitoring and Review
· This policy will be reviewed annually or following incidents 
· Updates will be made to reflect legal, regulatory, or best practice changes 
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