Practice Policy to Prevent Fraud and Define Levels of Financial Responsibility and Accountability for Staff Undertaking Financial Transactions

1. Personnel

a. The practice requests both a former employer and a character reference for all new staff members.

b. Practice staff are required to take their full holiday entitlement unless with the prior agreement of the partnership. 

c. During holiday leave the practice designates a deputy to fulfil the financial duties of the absentee.

2. Financial Control.

a. The Practice Manager records all income and expenditure in the practice accounting system.

b. The partner with financial responsibility reviews practice income and expenditure with the practice manager quarterly.

c. From time to time the partner with financial responsibility will conduct a random audit on financial affairs.

3. Bank Accounts

a. All bank transactions require two signatures

b. At least one signature will be a partner

c. Wherever possible the same person will not be both payee and authorising signature.

d. The practice list of signatories will be sufficient to allow for holidays.

e. Bank Accounts are reconciled to practice accounts at least monthly by the practice manager.
4. Petty Cash

a. Petty cash is the responsibility of insert as appropriate
b. Petty cash received and expenditure is recorded on a paper based / computer based register.

c. An appropriate receipt must accompany all expenditure.

d. Petty cash held is reconciled to expenditure by insert as appropriate monthly.

e. Petty cash is reconciled by insert another name randomly at least 2 times per year.

5. Payroll

a. Practice payroll is calculated by insert as appropriate

b. Amendments to pay including increments, overtime and expenses must be approved in writing by insert as appropriate.

c. The partner with financial responsibility signifies his approval of the calculated payroll.
d. Two signatures are required to confirm practice staff payment by BACS / Cheque. 

6. Purchases

a. All purchases over £500 require the approval of a partner. Purchases greater in value than £2,500 require partnership approval. 

b. Invoices are confirmed to delivery notes prior to payment.

c. Invoices are presented with cheques for signing.

7. Non NHS Income

a. A numbered receipt from a receipt book is issued for all Non NHS Income received by the practice.

b. The receipt is clearly annotated to show whether payment has been received by cheque or in cash. 
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