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Informal Arrangement - Exemption Form
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Service Director Sign Off Form


(CLIENT NAME) ……………………………………………………………… has a bank card to an account which is accessed by staff. This arrangement is an exception to the Creative Support Service User Finance Policy and will require the following steps to be met and agreed prior to its implementation.

Sections 1, 2, and 3 of this Exemption Form MUST be completed for it to be a valid document

1. The Informal Arrangement Support Plan must be completed with the service user to confirm the type of financial arrangement in place. Service user authorisation must be sought to confirm that a bank card to an account which is held in (CLIENT NAME) ………………………………………………………………name is required to be accessed by staff. 
A copy of the Informal Arrangement Support Plan must be held on file at the service, and sent to the Internal Audits team. 

Please tick to confirm that this requirement has been met 
Date that this requirement has been met ………………………………



2. The Financial Arrangements Register must be updated to reflect the financial arrangements in place at the service. This must be submitted via the following link to Airtable: https://airtable.com/shrmUA08WC3lilCFg. Any service user finances or bank cards which staff have access to must be disclosed to the Internal Audits team, regardless if the service user is supported with their finances or not. 

Please tick to confirm that this requirement has been met 

Date that this requirement has been met ………………………………


3. Service Director Consent must be sought to confirm that a bank card to an account which is held in (CLIENT NAME) ………………………………………………………………name is required to be accessed by staff. Signed consent from the Service Director should be held at the service on file.

Please tick to confirm that this requirement has been met 

Date that this requirement has been met ………………………………

Name of Staff completing this Exemption Form: …………………………………………………………………
Signature: ………………………………………………………………                        Date: ………………………………

I give consent for my bank card to be accessed by staff: ……………………………………………………………
Service User Signature: …………………………………………………………… Date: ………………………………


(CLIENT NAME) ……………………………………………………………… has a bank card to an account which is accessed by staff. This arrangement is an exception to the Creative Support Service User Finance Policy.
I can confirm that Sections 1, 2, and 3 of the accompanying Exemption Form for (CLIENT NAME) ……………………………………………………………… have all been satisfied. 

I am satisfied that the client has consented for staff to access their bank card, and that the necessary enhanced safeguards will be implemented by the local management team where necessary.

Name of Service Director: ……………………………………………………………………
Signature of Service Director: ………………………………………………………………
Date: ………………………………
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