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1.0 Principle 
 

1.1  To ensure all petty cash is stored securely and when accessed and 
 used, it will be recorded in a clear and accountable manner. 

 
 
2.0 Scope 
 

2.1 This procedure relates to the storage, access and use of petty cash. 
 
2.2   It covers the responsibilities of the staff who handle petty cash 
 monies 

 
 
3.0 Procedure 
 

3.1 Team Leaders are responsible for organising the petty cash for their 
specific service.   

3.2 The collection of money from either the Azure Finance Department 
or the bank will be undertaken by a Team Leader or the 
Department Associate Director will be made aware of the collection. 

3.3 When money has been collected it must be returned immediately to 
the service/office where it will be placed in a lockable money tin 
and placed in a secure place. 

3.4 The amount of money collected will be documented on the relevant 
finance sheets (these vary slightly according to the place of work). 

3.5 The petty cash book/recording sheet will have the balance amended 
accordingly. 

3.6 The Team Leader must authorise any petty cash expenditure. 

3.7 All purchases made from petty cash must have a receipt.  The 
receipt will be numbered and will be attached to a petty cash 
voucher, which will be signed by two members of staff. 
The details of the purchase, cost, voucher number and code for 
expenditure will be entered onto the petty cash sheet/book.  The 
balance will be amended accordingly. 

3.8 The petty cash will be checked at the main handover.  This will vary 
according to the setting.  However, the petty cash where services 
are of a 24 hr support basis, must be checked at least on a daily 
basis.  The check will include: 
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  a) the money in the tin 
 
 b) the balance recorded on the sheet/book 
 
  c) the daily handover book   

3.9 It is the responsibility of the member of staff on sleep-in duty to 
check the petty cash both at the beginning and end of their shift.  
(With reference to Keele Drive see appendix 1) 

3.10 Where the service does not have sleep-in staff, the petty cash will 
be checked by the staff at onset of their shift. 

3.11 All staff are responsible for ensuring that they record transactions 
carefully and accurately.  Staff should check the maths of any 
transactions they have made. 

3.12 Where a member of staff discovers an error, they must bring this to 
the attention of the Team Leader as soon as is practicable. 

3.13 The Team Leader must then check every transaction made, going 
back to the point where the sheet/book had been signed to indicate 
that all money and documentation were correct. 

3.14 Where the recording sheet is altered due to a mistake being made, 
a line should be drawn through the incorrect figure, and the correct 
figure written above it.  On no account should correction fluid be 
used. 

3.15 If there is a short fall in the balance, the member of staff 
responsible for the petty cash on that day must make arrangements 
for the amount to be made up.  As the money is checked daily, the 
mistake should be traceable and the member of staff responsible 
should be able to be identified. 

3.16 The petty cash will be topped up at regular intervals that will be 
defined by the Department Associate Director.   

3.17 The petty cash will be checked by the designated Team Leader as 
part of the monthly QA checking system. 

 

  

Appendix 1 
 
(Alternative to 3.9 petty cash procedure) 
 
It is the responsibility of the Team Leader to check the petty cash.  Support staff 
do not have access to the petty cash.  Team leaders will ensure the petty cash 
balances correctly each day.  The Team Leaders making the check will sign the 
relevant form to record the check has been made and the balances are correct. 


