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To be used in conjunction with Service User finance policy.



Project: ………………………………………………………. 			Date: …………………………………………….
Completed by: …………………………………. …………… 			Signature: ………………………………………


	Budgets
	Issue
	Action

	1
	If under Creative Support appointeeship or receiving intensive support with finances are budgets in place?
	Y / N
	
	

	2
	Are all budgets dated within the last 12 months?
	Y / N
	

	

	3
	Are budgets set being followed?
	Y / N
	

	

	4
	Is an agreement to hold money in place and a copy held on file for all service users where money is held for them under an informal arrangement?
	Y / N
	
	

	5
	Are benefits all in payment with copies of entitlement letters on file which correspond with monies received into bank account?
	Y / N
	
	



	Archiving
	Issue
	Action

	1
	Are old books archived and all present?
	Y / N
	

	

	2
	Are old receipts archived in envelopes labelled with month, year and service user/fund name? Are all envelopes present?
	Y / N
	
	



	Bills
	Issue
	Action

	1
	Have paid bills been filed with payment receipts attached?
	Y / N
	

	

	2
	Have bills been paid from readings not estimates?
	Y / N
	

	

	3
	Service users have not paid utilities bills which are included in their rent and should therefore be paid by the landlord/managing agent (this will be on the rent statement).
	Y / N
	
	



	Holiday books
	Issue
	Action

	1
	Have holiday books been completed for all service user holidays taken?
	Y / N
	

	

	2
	Have all holiday books been sent to the Creative Support appointee (or other appointee/Court of Protection if required) to be checked within a fortnight of returning (they are returned with a report)?
	Y / N
	

	



	Funeral Plans and Wills
	Issue
	Action

	1
	If funeral plans are in place are copies held on file?
	Y / N
	

	

	2
	If service users have high savings but no funeral plan has the service user been asked if they would like to consider purchasing a plan?
	Y / N
	
	

	3
	If wills are in place are copies held on file?
	Y / N
	

	

	4
	If service users have no will in place, but have the capacity to write one has this been discussed with the service users?
	Y / N
	
	



	Policies and Procedures
	Issue
	Action

	1
	Have staff signed to show that they have read all policies including new policies?
	Y / N
	
	

	2
	Are staff aware of the procedures to be followed following the death of a service user?
	Y / N
	
	

	3
	Are staff aware of how to report suspicions of financial abuse or exploitation?
	Y / N
	
	

	4
	Are staff aware of how to complete the shift coordinator system? Is this system in place?
	Y / N
	
	

	5
	Have all action points from the last financial audit been completed?
	Y / N
	

	

	6
	Is fairer charging in place? If so is this up to date?
	Y / N
	

	




	Supporting service users to go out and to purchase items/services
	Issue
	Action

	12
	Inventories for all service users’ large items are present and up to date.
	Y / N
	

	



	Joint Funds (e.g. Household, Food etc.)
	Issue
	Action

	4
	Are bank account signatories all current staff?
	Y / N
	

	

	5
	Are 2 signatures required to withdraw money from bank account?
	Y / N
	

	

	6
	Is one of the signatories based away from the project?
	Y / N
	

	

	7
	Staff never pre-sign cheques/withdrawal slips prior to the amount, date and payee being recorded.
	Y / N
	
	



	Safe contents
	Comments
	Action

	9
	Clients’ PIN numbers are not held or known by staff. 
	Y / N
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If the answer to any point is ‘no’ this indicates that there is an issue which needs to be resolved.
Not all sections will be relevant to all projects.
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