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1.06 Financial Management Policy & Procedure 
[bookmark: _Toc119403928][bookmark: _Hlk128485772]Purpose and Scope
The outlined Financial Management Policy and Procedure sets out how Amwrelle Cleaning & Home Care Services maintains sound Financial Management within the organisation. It supports the provision of services and activities for participants as well as provides Amwrelle Cleaning & Home Care Services with the appropriate guidelines to manage the organisation’s finances. This ranges from reports, data analysis, payment, etc.
This policy and procedure ensure that funds, financials and data are managed securely and responsibly. Amwrelle Cleaning & Home Care Services understands that all means of financials must be recorded, documented, and implemented in the most appropriate manner depending on the individual requirements. Financials can range from reports, statements, receipts, superannuation, pay’s, insurance, and correct record keeping.
Amwrelle Cleaning & Home Care Services always aims to operate by following the NDIS Standards, legislation, rules and regulations regarding sound Financial Management.
Amwrelle Cleaning & Home Care Services acknowledges that requirements must be followed, adhered to and implemented. These requirements include, however, are not limited to the:
· Management of all Financial Aspects
· Auditing and Reporting
· Accounting for the organisation as well as workers
· Insurances
· Financial Administration
· Sound Control and Review Techniques
· Amwrelle Cleaning & Home Care Services ensures all workers implement strict protocols within the organisation in order to minimise the opportunity for misuse, theft, fraud, or exploitation.
 This extends to all workers and meets relevant laws, regulations and standards.








Definitions
	Insurance
	an arrangement by which a company or the state undertakes to provide a guarantee of compensation for specified loss, damage, illness, or death in return for payment of a specified premium.

	Asset
	an item of property owned by a person or company, regarded as having value and available to meet debts, commitments, or legacies.

	Transactions
	an instance of buying or selling something.

	Expenditure
	an amount of money spent.

	Budget
	an estimate of income and expenditure for a set period.

	Petty Cash Float
	payments are generally handled by a petty cash system whereby an amount of 'Float' is fixed. This is the maximum amount of cash that can be held at any time.


Policy
The Financial Policy aims to ensure Amwrelle Cleaning & Home Care Services contributes to correct Financial Management beneficial to both the participants and the organisation. It sets out the protocol all personnel of Amwrelle Cleaning & Home Care Services must abide by and adhere to. It incorporates accordance with the Australian Accounting Standards and the regulation set out by the NDIS. Amwrelle Cleaning & Home Care Services employs Service Agreements to ensure all the participants’ required Financial Management strategies are set out clearly and incorporated when providing care and service.
Amwrelle Cleaning & Home Care Services implements the use of a Preferred Suppliers List when purchasing items, objects or goods used for specific requirements in care and service provision. Amwrelle Cleaning & Home Care Services understands the need to obtain any invoices and receipts for these purchases. Amwrelle Cleaning & Home Care Services also understands that any purchases made by Amwrelle Cleaning & Home Care Services allow the goods, items, objects, assets, or services purchased, to remain and belong to Amwrelle Cleaning & Home Care Services. However, Amwrelle Cleaning & Home Care Services understands that there may be extenuating circumstances regarding owning purchases. Therefore, Amwrelle Cleaning & Home Care Services will adjust and operate accordingly.
Amwrelle Cleaning & Home Care Services is responsible for ensuring full cooperation and operation in accordance with each individual participant’s set-out funds. This means Amwrelle Cleaning & Home Care Services will follow, adhere to, and abide by the most current NDIS Price Guide. Amwrelle Cleaning & Home Care Services will also comply with the most current NDIS Terms of Business for Registered Providers.
Amwrelle Cleaning & Home Care Services recognises the individuality of each participant’s package and will operate by their requirements. This will include ensuring each participant is managed individually within the NDIS guidelines laid out for each participant. This includes the following:
Self-Managed Participants: Amwrelle Cleaning & Home Care Services understands that self-managed participants are responsible for managing their own funds according to their requirements for specific service provisions. Amwrelle Cleaning & Home Care Services will therefore invoice the participant directly in this case, ensuring to obtain all records of invoices and receipts for payments.
Plan-Managed Participants
Amwrelle Cleaning & Home Care Services understands that plan-managed participants employ an accounting agency, or a bookkeeper service registered as NDIS providers to manage their funds. Therefore, Amwrelle Cleaning & Home Care Services will invoice the participants nominated plan manager directly to receive payment for provided service. Amwrelle Cleaning & Home Care Services will ensure to obtain all records of invoices and receipts for expenses.
Agency-Managed Participants
Amwrelle Cleaning & Home Care Services understands that agency-managed participants have their funds managed directly by the NDIS. Therefore, Amwrelle Cleaning & Home Care Services will invoice the NDIS to receive payment for the provided service. This will occur through PRODA. Amwrelle Cleaning & Home Care Services will again ensure to obtain all records of invoices and receipts for expenses.
Amwrelle Cleaning & Home Care Services understands the responsibility of operating by the Australian Accounting Standards when managing Amwrelle Cleaning & Home Care Services’ financials. Therefore, Amwrelle Cleaning & Home Care Services ensures purchases and payments to workers of Amwrelle Cleaning & Home Care Services are made in accordance with the set-out rules, regulations and standards.
Amwrelle Cleaning & Home Care Services implements and utilises a Financial Management System to record, track and retain all financial records accurately. Amwrelle Cleaning & Home Care Services’ Management personnel will have access to this system; however, if any persons wish to purchase any goods, services, items or assets, this must be approved by the Owner/Director. Consent must be obtained, and all transaction records/receipts must be obtained.
Amwrelle Cleaning & Home Care Services also implements the use of various Registers, such as the Asset Register to maintain accurate and up-to-date records of purchases, especially those of a substantially large amount.
This extends to all workers and meets relevant laws, regulations and standards.
Procedure
The Management and the Owner/Director will continuously utilise appropriate Financial Management/Accounting software. This is implemented to support Amwrelle Cleaning & Home Care Services’ aim to maintain up-to-date and correct financial records. The system will include all transactions, receipts, invoices, etc. It is the responsibility of the Management of Amwrelle Cleaning & Home Care Services as well as the Owner/Director to ensure this system is implemented, utilised, maintained and reviewed where necessary.
The financial system utilised by Amwrelle Cleaning & Home Care Services is Xero. Amwrelle Cleaning & Home Care Services’ Management and Owner/Director will ensure each of the following aspects of Financial Management is maintained in the highest accordance:
· Receipts
· Transactions
· Expenditure
· Budgets
· Bank Accounts
· Debit/Business Cards
· Invoices
· Payroll
· Financial Reports
The Owner/Director and any nominated/delegated Manager of Amwrelle Cleaning & Home Care Services will have access to Amwrelle Cleaning & Home Care Services’ the online banking system and Financial Management System. These persons will need to abide strictly by the Privacy and Confidentiality Policies and Procedures to minimise any opportunity for theft, damage, fraud or misuse. These persons are responsible for ensuring that all usernames, passwords, logins and information are kept private and confidential. Failure to follow this procedure will result in severe disciplinary action and consequences.
Amwrelle Cleaning & Home Care Services’ bank accounts are reconciled periodically.
Each purchase must be settled in Amwrelle Cleaning & Home Care Services’ Financial Management System. Receipts for each expense must be supplied to the Accounts department as proof of purchase.
Amwrelle Cleaning & Home Care Services must delegate appropriate resources, including a financial officer or Manager who will:
· Manage Amwrelle Cleaning & Home Care Services’ Financial Management System.
· Ensure payroll is completed by worker contracts and set-out standards.
· Ensure continuous compliance with all relevant rules, regulations, standards and legislation related to financial operation or management.
· Determine budgets Amwrelle Cleaning & Home Care Services may utilise.
· Ensure correct and accurate operation of PRODA when invoicing for service provision.
· Ensure a petty cash float of $100 is maintained and retained in a safe and accessible manner.
· Receive and maintain any hard copy receipts.
· Provide any staff or workers with reimbursements if they have paid for a work-related expense out of pocket.
· Liaise with the Operations Manager or Owner/Director for any large payments or transactions. For purchases, seek approval from the Operations Manager or Owner/Director for payments over $100.
The Owner/Director is directly responsible for making sure the procedures are in order and that funds are available to pay for the following:
· Maintenance
· Sick leave
· Accumulated annual leave rights.
· Long service leave
· Unforeseen costs
· Education
· Development
· Expansion
· Training
· Worker costs, such as wages and salaries
· Equipment 
· Other required assets
Bank Accounts and Money
The Financial Management System requires that all money Amwrelle Cleaning & Home Care Services received must be documented. A Register of Bank Accounts will be maintained for the entire business. This will contain bank details such as open and closed account dates, interest rates and fees, all credit/debit cardholders and expiry dates by Amwrelle Cleaning & Home Care Services’ financial delegations, the signatory for bank accounts.
The Financial Controller will maintain a Contingency Bank Account for the organisation, reconciled monthly, to provide cash interest and to deposit:
· Worker’s accruals
· Surplus funds
· Long service leave
· Sick leave
· Accumulated annual leave entitlements.
· Assets replacement and repair funds
· Education and training funds
· Maintenance funds

Insurance
The Owner/Director will be responsible for organising and paying for insurance for Amwrelle Cleaning & Home Care Services. It will also need to be maintained and up to date. Insurance will include the following:
· Public Liability
· Professional Indemnity
· Workers Compensation
The Owner/Director will retain personal insurance records in compliance with the Information and Records Management Policy and Procedure. It is their responsibility to ensure the due date pays insurance and receipts and transactions are maintained. They are responsible for ensuring the due date, paying insurance and maintaining receipts and transactions.
Expenditure
Amwrelle Cleaning & Home Care Services’ Financial Controller will not allow everyday business expenses to become debts. All debts incurred by Amwrelle Cleaning & Home Care Services will be settled promptly.
Management will authorise and make reimbursement payments for workers’ job expenses. Workers must provide receipts for all expenditures to the Financial Controller. Management must approve spending on amounts above $50 prior to sale; spending not previously supported must be submitted with a description of why the payment was made without authorisation.
Payroll
Workers paid based on the number of hours they work must submit a timesheet to the Payroll officer by close of business Thursday for processing on Friday. The Payroll Officer will process payroll weekly.
Assets
Information of all assets held by Amwrelle Cleaning & Home Care Services are reported in the Asset Register and contains the dates and details of assets acquired, locations, sale and the disposal sale proceeds, lost, destroyed, or damaged assets and the cost to repair or replace.
All assets, in accordance with the Australian Accounting Standards, will be documented.

Budget Processes
As required by Professional Standards, each financial year, management must assign an independent auditor to audit the accounts of Amwrelle Cleaning & Home Care Services. Management will ensure that the previous year’s financials are documented, archived, and labelled.
For each financial year, the Owner/Director prepares annual itemised budgets for Amwrelle Cleaning & Home Care Services. Budget development accounts for income and expenditure from the current and previous years, any known changes to funding provisions and expected changes in costs.
Based on the funding available, the Owner/Director must consult with the Financial Controller and, as necessary, the professional auditor to set regular itemized budgets for the services under his or her supervision.  The proposal will be built based on an overview of income and expenditure from the current and previous years, considering any documented adjustments to funding arrangements.
Summary budgets will be put forward to Management for discussion by February annually. Final budgets will be finalised by no later than July of the financial year.
The Owner/Director, in consultation with an independent accountant, will conduct a Financial Reconciliation annually and prepare a Financial Management Report, which will include the following:
· Profit & Loss year to date
· Balance Sheet for the year to date
· General Ledger for the year to date
· Budget vs Actual spending for the year to date
The Independent Accountant and Management of Amwrelle Cleaning & Home Care Services shall collectively ensure that all relevant documentation and reports needed by the auditor are made available promptly and are correct and complete before the presentation.
The Financial Report will form the foundation for submitting to funding bodies the financial statements required. The Owner/Director will prepare these and Financial Controller, and, where necessary, they must be endorsed by an independent accountant before submission.
Many specific areas of Financial Management, such as Asset Management and Payroll, will be handled in compliance with the general policies and procedures of Amwrelle Cleaning & Home Care Services for these fields. The Owner/Director or delegate will approve annual budgets for each financial year no later than July.
Internal Reporting
Every financial year the Owner/Director appoints a competent auditor to audit the finances of Amwrelle Cleaning & Home Care Services. Amwrelle Cleaning & Home Care Services’ Accountant and Owner/Director verify that all relevant paperwork and documentation that the auditor needs are available to them promptly and are accurate and complete when addressed. The Owner/Director must ensure that the financials of the prior year are registered, archived and marked in each new financial year; the Owner/Director files financial reports quarterly. The Owner/Director shall prepare financial statements for delivery to funding agencies at times in funding contracts.
External Reporting
The Owner/Director is accountable for the following:
· Addressing Amwrelle Cleaning & Home Care Services’ accounts in coordination with the authorised accountant at the end of each financial year.
· Reporting Superannuation and PAYG tax withholding amounts to the ATO.
· Superannuation must be paid to the correct super funds within the timeframe required.
· PAYG amounts must be paid to the ATO by their due date.
· If Amwrelle Cleaning & Home Care Services cannot make any of these payments within the given time frame, the Owner/Director must contact the company and make them aware.
· Submitting Business Activity Statements to the ATO within the given time 
Xero has Single Touch Payroll (STP) functionality that allows Amwrelle Cleaning & Home Care Services to report tax and super information for all workers to the ATO as payroll is processed.
https://www.ato.gov.au/business/single-touch-payroll/
Service Agreements
Service Agreements must include the declaration of prices by Amwrelle Cleaning & Home Care Services prior to the provision of services, which involves all payments along with detailed information and services provided. For more details on what the Service Agreement should provide, see Amwrelle Cleaning & Home Care Services’ Assessment Planning and Review Policy and Procedure.
To allow NDIS participants to formalise the services that Amwrelle Cleaning & Home Care Services offers, an NDIS Service Agreement will be utilised. Service agreements must conform with the price conditions, rules, and GST implementation requirements of the New Tax System (Goods and Service Tax) Act 1999. Fees charged will not exceed those set by the NDIA for price control.
Participants have a preference as to what level of control they have over their finances, expressed in their Amwrelle Cleaning & Home Care Services Service Agreement. Service agreements provide individual participants with the services Amwrelle Cleaning & Home Care Services sets out. Workers will work with all participants and supporters to establish Service Agreements, which must be signed by the participant before delivery of the service can commence.
While assisting, workers are required to report all fees and charges to participants and include this information in the Service Agreements. Throughout its invoicing and registration procedures, Amwrelle Cleaning & Home Care Services will guarantee that participants are consistently and reliably provided with the facility details and the amount paid for those services. Participant Service Agreements have Emergency and Disaster Preparation information included.
Participants have access to Amwrelle Cleaning & Home Care Services’ feedback, compliments and complaints processes to raise concerns about the financial management of their supporters without fear of retribution.
Financial Management under the NDIS
To ensure Financial Management is conducted appropriately and accurately, Amwrelle Cleaning & Home Care Services will continuously comply with the following guidelines:
· NDIS Act 2013 (Cth) and equivalent
· Australian Equivalents to International Financial Reporting Standards (AIFRS)
· NDIS Provider Registration Guide to Suitability
· NDIS’s most current and up-to-date Price Guide
· NDIS Terms of Business for Registered Providers
The Owner/Director or delegate will ensure Amwrelle Cleaning & Home Care Services meets the following NDIS standards:
· Create and establish pricing structures for the services of Amwrelle Cleaning & Home Care Services that align with the price controls and quoting requirements in place for NDIS supports in accord bye / Territory NDIS Price Guide.
· The NDIS Supported Independent Living Pack Training Guide and FAQ and related templates, where relevant.
· Maintain complete and reliable accounting and financial records of NDIS participants' services, including details of all service agreements.
· Retain for no less than 5 years from the date of issue of all financial records and accounts relating to NDIS service provision.
· Regular updates of statements and financial records allowing the National Disability Insurance Agency (NDIA) to routinely and reliably determine the amount, form and length of the assistance received.
The Owner/Director will keep complete and reliable reports and financial records of the support provided to NDIS participants, along with records of all service agreements. The financial records related to the provision of NDIS resources shall report the amount, form and length of the supplied assistance. The preservation of all documents shall also comply with all relevant statutes, legislation and laws. Amwrelle Cleaning & Home Care Services is prohibited from seeking payment prior to the delivery of the support, charge cancellation fees, except for circumstances outlined in the NDIS Price Guide and prohibited from adding support fees such as any additional fees or surcharges. Participants who self-manage their NDIS funding may be able to negotiate pricing for support independently of the NDIS Price Guide.
Goods and Services Tax
Under the Goods and Services Tax, Amwrelle Cleaning & Home Care Services will not be charged GST as it falls under the National Disability Insurance Scheme Supports Determination 2017.
Record keeping
Amwrelle Cleaning & Home Care Services follows and abides by strict Recordkeeping protocols. These are highlighted through Amwrelle Cleaning & Home Care Services’ Information and Record Keeping Policy and Procedure. Amwrelle Cleaning & Home Care Services understands that they must abide by all rules, regulations and standards regarding Information and Record Keeping, such as NDIA’s Provider Payment Assurance Service. It is the responsibility of the Owner/Director, as well as any Financial Officer or Manager, to always ensure compliance with recordkeeping. See the Information and Record Keeping Policy and Procedure for further information. As a reference point, the documentation should be retained and archived for a minimum of 7 years. Hard and soft copies should be safe and protected from damage, harm, misuse, or corruption.
Payment
The Owner/Director or nominated/delegated Financial Officer/Manager will be solely responsible for ensuring that payments are processed and received. Amwrelle Cleaning & Home Care Services understands that participants will have their funds managed differently, and therefore, Amwrelle Cleaning & Home Care Services will adjust accordingly. 
Self-Managed Participants
Amwrelle Cleaning & Home Care Services understands that self-managed participants are responsible for managing their funds according to their requirements for specific service provisions. Amwrelle Cleaning & Home Care Services will therefore invoice the participant directly in this case, ensuring to obtain all records of invoices and receipts for payment and payment received.
Plan-Managed Participants
Amwrelle Cleaning & Home Care Services understands that plan-managed participants employ an accounting agency or a bookkeeper service registered as an NDIS Provider to manage their funds. Therefore, Amwrelle Cleaning & Home Care Services will invoice the participant’s nominated plan manager directly to receive payment for the service provision provided. Amwrelle Cleaning & Home Care Services will ensure to obtain all records of invoices and receipts for all payments.
Agency-Managed Participants
Amwrelle Cleaning & Home Care Services understands that agency-managed participants have their funds managed directly by the NDIS. Therefore, Amwrelle Cleaning & Home Care Services will invoice the NDIS to receive payment for the provided service. This will occur through PRODA. Amwrelle Cleaning & Home Care Services will again ensure to obtain records of invoices and receipts for all payments.
No further fees will be added to the cost of the support provided, including:
· Credit card surcharges
· GAP fees
· Late payment fees
· Cancellation fees
If there is no funding for fees to be charged for services performed, Amwrelle Cleaning & Home Care Services will charge the participant for service fees. Requests must be approved and submitted to the Owner/Director prior to the day payment requests are processed. Accounts are calculated every week and are due to be paid fortnightly. Fees may be paid directly to administration workers at Amwrelle Cleaning & Home Care Services or by:
· Online
· Direct bank transfer
· Cheque
· Cash
Receipts will be given at the time of the transaction on participants' or related personnel’s request. For the support given, statements of the services provided will be released at the beginning of each quarter via mail or email. Payment invoices must be provided to the correct person/association within 60 days of the provided service/care.
Should the participant’s funds be managed by the NDIS/NDIA and Amwrelle Cleaning & Home Care Services encounter a problem with payment requests, Amwrelle Cleaning & Home Care Services shall refer to the NDIA’s provider toolkit at www.ndis.gov.au or phone the Agency on 1800 800 110.
Invoice requests must be authorised and submitted to the Operations Manager by the day before invoices are processed. Invoices will be processed weekly. Participants who self-manage their funding will be invoiced by the Accounts Department once supports been delivered. 
Fraud, Misuse, Corruption and Allegations
Every effort shall be made to cooperate as quickly as possible with any concerns or allegations of fraud or corruption. Reports received will be treated in confidence and directed to Management. All Amwrelle Cleaning & Home Care Services’ personnel must do an employment screening process as part of fraud and corruption prevention activities. See Amwrelle Cleaning & Home Care Services’ Human Resources Policy and Procedure.
Amwrelle Cleaning & Home Care Services’ Management must educate workers about fraudulent practices, including:
· Identifying potential fraud
· How to report fraud
· Make known that fraudulent practices within Amwrelle Cleaning & Home Care Services will not be tolerated.
Owner/Director is responsible for ensuring that all personnel are educated and recognise fraudulent activities and how fraud can be detected and recorded.
When a manager, worker, participant or other stakeholder identifies an instance of suspected fraud or corruption, the Owner/Director must make an initial report. Upon the request of the NDIS Commission, a copy of these records shall be provided.
If it is discovered that criminal offences may have been perpetrated during the investigation, a report will be made to the Police. To guarantee that a criminal investigation is not compromised, permission may need to be obtained from the Police. Amwrelle Cleaning & Home Care Services is required to inform the individual of misconduct allegations, commence a penalising inquiry, provide material to the worker or their representative for procedural fairness reasons and interview witnesses to support an investigation.
The initial report prepared by the Owner/Director includes the following:
· The incident will be documented.
· The description of the report.
· The time report was received.
· Remedial Action Plan.
All reports of fraud or corruption must be dealt with in confidence and referred to the Owner/Director. In investigating incidents of suspected fraud, Managers and workers must ensure that any subsequent investigation does not affect their inquiries. If in question, do not inquire further and notify the government agency responsible for NDIS.
Confidentiality is essential in protecting innocent individuals’ reputations. These situations must be dealt with on the grounds of a need-to-know basis. To ensure that those accused of fraud are not notified, reducing the possibility of a cover-up or loss of critical information.
All workplace disciplinary or harassment inquiries involving workers resulting from an accusation of fraud or corruption must be performed in compliance with the Human Resources Policy and Procedure of Amwrelle Cleaning & Home Care Services.
Supporting Documents
Documents relevant to this policy and procedure include:
· Participant - Service Agreement
· Privacy and Confidentiality Policy and Procedure
· Human Resources Policy and Procedure.
Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation.  Generally, this entire policy will be reviewed in consultation with people using the service, their families, carers, and workers every year.
All service planning, delivery, and evaluation activities all include workers, participants, and other stakeholders and their feedback.
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