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[bookmark: _Toc119403965]2.07 Participant Money & Property Policy & Procedure
[bookmark: _Toc119404026]Purpose and Scope 
This policy and procedure aim to ensure an effective system is implemented within the framework of Amwrelle Cleaning & Home Care Services that enforces careful handling of participants' financial and personal property. Amwrelle Cleaning & Home Care Services and its workers must ensure to implement these practices with honesty, integrity and in a manner that reflects the participant's best interests.
Amwrelle Cleaning & Home Care Services’ workers recognise the importance of ensuring this policy and procedure's fundamental operations and practices reflect and adhere to the rights of the participants.
This extends to all workers and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404027]Definitions 
	Financial Exploitation
	Any action that includes the misuse of a disabled individual's money or assets without their permission. It involves stealing of assets, pension payments and the abuse of an attorney's power.

	Property
	The phrase property covers clothing, toiletries, containers and all other objects not identified as valuable items.

	Valuables
	Consists of the following but is not limited to cash, credit or debit cards, any kind of jewellery, laptops, phones and any other electronic devices.


[bookmark: _Toc119404028]Policy
The participant must manage their finances personally; however, if required, Amwrelle Cleaning & Home Care Services’ workers may be able to either assist or undertake the role. The participant must provide consent directly to the Operations Manager, and approval must be gained before commencement.
Measures and practical strategies will be implemented within Amwrelle Cleaning & Home Care Services’ framework that ensures participants’ assets are managed and accounted for at all times to protect the property. Any financial assistance given should encourage independence and safeguard the participant and worker of Amwrelle Cleaning & Home Care Services.
Amwrelle Cleaning & Home Care Services understands the importance of ensuring that there is an even distribution between giving advice and support to participants in handling their financial affairs and protecting the rights of individuals who may be at risk of misuse and deception. Financial assistance or advice given by Amwrelle Cleaning & Home Care Services’  

workers should always reflect the best interests of the participants' best interests. Workers of Amwrelle Cleaning & Home Care Services should also aim to protect and encourage independence in managing personal properties and finances. 
Amwrelle Cleaning & Home Care Services will refer to participants' individual NDIS Service Agreement and Support Plan to ensure adequate support, advice and assistance is given and upheld at all times.
[bookmark: _Toc119404029]Owner/Directors Responsibilities:
· Ensure the participant receives recurring invoices and bank statements.
· To ensure the participant’s requested funds are appropriate and suitable for their position.
· To ensure the signatory personnel are suitable to the participant and are managing their funds appropriately
· To assist participants with budgeting when buying goods and services from Amwrelle Cleaning & Home Care Services and other providers, ensuring that they reflect good value.
· Ensure transactions that occur towards received funds and expenditures are verified and are part of the participant’s management plans.
· Ensure to safely and securely, store every current and previous financial statement document and budget records.
[bookmark: _Toc119404030]Procedure
If a participant seeks care or assistance from Amwrelle Cleaning & Home Care Services, detailed information on how to handle the participant's assets, belongings, and finances will be created. Participants will be provided with detailed information.
Amwrelle Cleaning & Home Care Services’ workers are aware and understand that providing participants with advice that is not in the participant's best interests may result in disciplinary actions being taken against the worker.
[bookmark: _Toc119404031]Incidents/Accidents
This section should be enforced in ways that comply with the Participant Incident Management Policy and Procedure. Amwrelle Cleaning & Home Care Services will ensure to investigate, report and manage any questionable actions that indicate or suggest a participant has been subject to financial exploitation or experienced loss or damage to property.
Amwrelle Cleaning & Home Care Services’ workers are aware and understand that severe disciplinary actions may be taken against them due to breaching compliance.
If a participant wants to file a complaint about their finances or asset management, all participants have access to the feedback and complaint procedures of Amwrelle Cleaning & Home Care Services.
Amwrelle Cleaning & Home Care Services’ feedback collection mechanisms, such as participant satisfaction surveys, will assess:
· Participant awareness of their rights and the extent to which they feel able and supported to exercise them.
· Participant satisfaction with Amwrelle Cleaning & Home Care Services’ complaints processes.
· Whether the participant is satisfied with the choices they are provided with regarding their service delivery.
[bookmark: _Toc119404032]Property of Participants
To ensure Amwrelle Cleaning & Home Care Services can manage participants' property effectively, the necessary measures will be enforced to safeguard their belongings, valuables and properties are safely managed. Amwrelle Cleaning & Home Care Services also requires participants to do the following; however, it is not limited to:
· Label items with participants names.
· Items brought during visits should be kept in storage when not in use.
· Items that are considered valuable should be registered upon arrival.
· Store all items in a safe and secure location.
· All valuable items should be documented (details of the product should be stated as accurately as possible)
· Provide a signature for the document that outlines their management of finances, properties, belongings and valuables.
Amwrelle Cleaning & Home Care Services is responsible for collecting and documenting the participant's finances, properties, belongings and valuables; however, it cannot be held liable for damage, loss or destruction of the participant's property or possessions.
[bookmark: _Toc119404033]Participant Money
To ensure the most effective management of finances and participants' money or property is enforced, Amwrelle Cleaning & Home Care Services will implement specific restrictive measures against workers to ensure participants are not subject to exploitation or abuse.
When managing or handling participants’ finances, Amwrelle Cleaning & Home Care Services’ workers must always adhere to the following; however, they are not limited to:
· Treat financial affairs as confidential information that must NOT be shared with other persons.
· Report any individual inquiries regarding the participant's financial affairs to the Operations Manager.
· Ensure to report to the Operations Manager if a participant cannot manage their finances and financial affairs with a worker's assistance and support.
· Ensure to support and manage participants' financial assets in a manner that is in the best interests of the individual.
· Ensure consent is obtained and stored from the participant prior to providing support and assistance in financial affairs.
· Ensure not to use or loan participants money; doing so may result in disciplinary action.
· Ensure to assist participants with the safe handling of their money.
· Must not use participants' PIN codes or passwords to assist in handling finances.
· Ensure the NDIS Service Agreement and Support Plan contains necessary information regarding the management of their finances.
· Ensure the NDIS Service Agreement and Support Plan is reviewed annually, and the necessary changes are made if required. 
· Ensure to act in accordance with the individual's NDIS Service Agreement and Support Plan.
· Ensure participants' money is only used to benefit the participant, not others.
· Ensure that cash is only used for the individual participant.
Amwrelle Cleaning & Home Care Services understands that service delivery may include workers and participants sharing an occasional meal together, which should not jeopardise their position at Amwrelle Cleaning & Home Care Services. If this instance arises, a Companion Card should cover the costs involved. If a Companion Card is not provided, workers must not allow participants or participants' families to use their funds to pay for activities or meals. In this case, it is the responsibility of the Operations Manager to address and determine the payment method to cover the expenses on a case-by-case basis.
[bookmark: _Toc119404034]Supporting Documents
Documents appropriate to this strategy and procedure include:
· Participant Incident Management Policy and Procedure
· Participant Rights and Responsibilities Policy and Procedure
· Financial Management Policy and Procedure 
· Feedback and Complaints Policy and procedure
· Service Access Policy and Procedure
· Human Resources Policy and Procedure
· Staff Code of Conduct
· Compliance Policy and Procedure
· Risk Management Policy and Procedure
· Service Delivery and Participation Policy and Procedure
· Records and Information Management Policy and Procedure
Amwrelle Cleaning & Home Care Services can occasionally adjust these policies and procedures to enhance the efficiency of its operation. Typically speaking, this entire policy should be checked every year with participants who use the service, their families, caregivers and workers.
[bookmark: _Toc119404035]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 and carers, carers, and workers every year.
All service planning, delivery, and evaluation activities will include workers, participants, and other stakeholders and their feedback.
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