BANKING AND CASH HANDLING PROCEDURES
1. INTRODUCTION
The Banking and Cash Handling Procedures supplement the Financial Regulations on Banking
Arrangements, Income, Petty Cash and Security and, therefore have the same standing as the
Financial Regulations.
The Clerk must ensure that all officers within their service have read and understood the
Procedures and that they are complied with at all times. Furthermore, all staff involved in cash
handling and banking should be made aware of the requirements of and have access to the
Procedures. Staff should be advised that disciplinary action may be taken against them if they fail to
comply with the Procedures.
The procedures represent the minimum standard that must operate throughout the Council. The
Clerk may incorporate additional procedures only if they enhance the requirements of the
Procedures. Under no circumstances should the requirements of the Procedures be reduced or
omitted.
The Procedures are intended to offer guidance to staff on the minimum required procedures for
the collection, control and banking of Council income. For the purpose of these Procedures income
includes that received direct by cash or cheques and held on Council premises.
a) The objectives of the Procedures are to ensure that:



All income received and held by the Council is completely and accurately accounted for and
banked promptly.
All income is held securely.

b) Why is this important?



Income is a vulnerable and attractive asset. It can easily be misappropriated if not
effectively controlled.
Effective controls over cash collection, retention and banking systems are necessary to
ensure that all income due to or held by the Council is identified, collected, receipted and
banked properly and promptly.

c) What are the Key controls?






All income due to or held by the Council is identified and charged to the correct nominal
code.
All income is collected from the correct person, at the right time, using the correct
procedures.
All income received by an employee on behalf of the Council is paid without delay to the
correct reference/nominal income code.
All income collected and deposited is regularly reconciled in line with Council policy.
All income kept on Council premises is held securely.
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2. RECEIPT OF INCOME
Each Officer is responsible for ensuring that all income is received and is completely and accurately
accounted for.
All income received must be receipted immediately upon being received and must be recorded by
the issue of an official Council receipt (it should be noted that income received through the post
should be receipted at the time of post opening).
a) Issuing manual official receipts
Manual receipts must be dated, the payers name recorded and all required information completed.
Only then should the receipt be signed by the member of staff collecting the income.
b) Receipt of Cheques
All cheques should be made payable to Portishead Town Council or Redcliffe Bay Hall Management
Committee and crossed “a/c payee only”.
c) Post-dated cheques
All post-dated cheques received are returned to the payee unless the cheque is dated within a
week of receipt. These cheques are placed with the Assistant Clerk and are actioned on the date of
the cheque.
Cheques returned to payees are sent with a covering letter.

3. CASH CONTROLS & SECURITY
Financial Regulations requires that each officer is responsible for ensuring that all income received
is accurately accounted for and banked.
In order to satisfy the requirements of these Regulations it will be necessary to establish and
operate basic controls over cash, including cheques, and safes as follows.
a) Control of cash collected
It should be noted that current insured levels are up to £1,000 in a locked receptacle e.g. safe.
Therefore, care should be taken to avoid amounts held at any time being in excess of the above
limit or those imposed by Finance/Audit.
Where cash and cheques are received the following controls must be applied:


All cash and cheques must be held securely when on Council premises pending banking,
ideally in a safe or in a lockable drawer/cash box. Insured limits must be adhered too.
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Any floats must be held in a safe, or lockable drawer or cash boxes for smaller amounts
when not in immediate use.
Access to the safe will be limited to the Clerk.
Safe Keys must be held on the person of the authorised key holder at all times and must
not be left unattended on the premises as this will invalidate insurance cover.

b) Security of and Access to Safes








Only the Clerk will have access to the safe.
Safe keys must be retained by the Clerk at all times.
Safe keys must not be left on the premises overnight.
A safe may be open only when in immediate use; and when the Clerk is in the immediate
vicinity.
Whenever the authorised key holder leaves the Council, changes employment or
temporary cover ends, the Chairman must ensure that the safe key is received and records
updated.
Any loss of a safe key must be reported immediately to the Council.

c) Security of and Access to lockable drawers or cash boxes
When the safe is not used the following must be applied:







All income must be stored in a lockable cash box or drawer pending banking
Where a cash box is used this must be stored in a lockable drawer when not in use.
Access to the cash box is restricted to the Clerk and Assistant Clerk.
Whenever access to the drawer/cash box is required, a member of staff with authorised
access must be on site.
When not in use the keys to the drawer/cash box must be retained on the person of the
authorised key holder or held in the key safe.
The lockable drawer/cash box must be open only when in immediate use; and when a
member of staff with authorised access is in the immediate vicinity.

d) Routine checks
The Clerk must ensure that the following checks are performed, on at least a monthly basis.



Balance petty cash float and agree totals.
Where irregularities are detected, the Clerk must be informed, Audit notified and the
matter investigated immediately.

4. PETTY CASH FLOAT
The Clerk is responsible for the security of any cash held in respect of the Petty Cash Float and must
ensure that the following is applied:


All cash must be held in a locked cash box.
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The Petty Cash float must be checked by the Assistant Clerk and the Clerk. It is the
responsibility of the Assistant Clerk to ensure that the float is at the correct level and
properly maintained with sufficient change.

a) Issuing Petty Cash





Check that voucher has been correctly completed and that receipts are firmly attached.
Ensure that it has been signed by both the person claiming and the person authorising.
These cannot be the same person.
Issue the cash and obtain the signature of the person receiving the cash on the voucher to
confirm receipt.
Enter the date, name, voucher number and amount on the Petty Cash file.

b) Reimbursing Petty Cash



When the Petty Cash level reaches just under £100 the tin will need to be reimbursed.
The Clerk will withdraw cash from the bank using the Council’s debit card. A receipt must
be obtained to support the cash withdrawal and entered into the Petty Cash file.

5. CASH BALANCING AND BANKING
All income collected must be balanced regularly.








All income received by the Council must be banked intact. Under NO circumstances must
retentions or deductions be made to the takings to be banked.
Any shortages in income identified during the cashing up process must not be made up
from other sources.
All overs and shortages must be recorded and any significant or persistent discrepancies
reported immediately to the Clerk.
Bankings should be made on a regular basis.
Insured limits must be considered in the retention of income pending banking.
All income must be supported by sufficient documentation to ensure that it can be
adequately identified and accounted for.
Care must be taken to ensure that paying in slips are completed clearly in order that
income can be identified and allocated correctly.

When transporting cash/cheques to the bank it is extremely important that all safety measures are
followed. The aim is to reduce the risk of exposing personnel to attack and/or injury, whilst carrying
money.
The following measures must be adhered to at all times, however they are only the minimum
standards and where possible additional precautions should also be taken.
The person carrying the cash/cheques must carry a mobile phone at all times.


If attacked, or attempts made to steal the bag carrying the money – Under no
circumstances should personnel attempt any act of bravery.
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Always hand over the money to any person attempting to steal the money.
Do Not attempt to either fight off or fight back against any attacker as this only increases
the risk of serious injury.
Hand over the money and, when able to do so, raise the alarm by calling firstly the Police
and then the Council.
Personal safety is of paramount importance to the Council. The money stolen can be
replaced.

6. REPORTING OF IRREGULARITIES
Any member of staff who thinks that there may have been a theft or other case of misappropriation
of the Council's income must inform the Clerk immediately. Where it is suspected that the Clerk
may be involved then the Chairman of the Council and Internal Auditor should be informed.
The Clerk must report any matter to the Chairman of the Council and the Internal Auditor.
All Staff who handle cash and cheques will be given a copy of these procedures and asked to sign to
say that they have read and understood them, a copy will be kept in their personnel file.
Any member of staff who has any query with regard to the Banking and Cash Handling Procedures
must ask the Clerk for assistance.

Document Date: January 2015
Procedures to be reviewed September 2018.
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