[image: ]






Petty Cash Policy




	Version number:
	3.0

	Consultation Groups 
	Finance, Going Further, Going Together Non-Pay Group

	Approved by (Sponsor Group)
	Finance, Business and Investment Committee

	Ratified by:
	Finance, Business and Investment Committee

	Date ratified:
	20th March 2025

	Name of originator/author:
	Associate Director of Finance

	Executive Director lead:
	Chief Finance Officer

	Implementation Date:
	July 2025

	Last Review Date 
	July 2025

	Next Review date:
	July 2028





	Services 
	Applicable 

	Trust wide
	X

	Mental Health and LD 
	

	Community Health Services 
	
















Version Control Summary

	Version
	Date
	Author
	Status
	Comment

	1.0
	March 2021
	Dion Campbell
	Approved
	

	2.0
	March 2025
	Lisa Marsh
	Approved
	Updates to reflect additional controls agreed as part of Going Further, Going Together programme

	3.0
	July 2025
	Lisa Marsh
	
	Updates to reflect feedback from operational teams



	[image: C:\Users\simsj\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\ELFT logo.png]






Contents

	
Paragraph

	Page

	1
	Introduction
	4

	2
	Restrictions on the use of petty cash
	4

	3
	Other valid reasons for refusal of petty cash claims:
	5

	4               
	How is a Petty Cash Payment approved?
	5

	5
	How is the Petty Cash Payment made?
	6

	6
	Advances
	6

	7
	Duties of the petty cash holder
	6

	8
	Engagement with Counter Fraud
	6

	9
	Limits on the Size of Petty Cash Floats
	7

	
Appendices

	

	Appendix A 
	Spend for Service User Outings - Adults
	8

	Appendix B
	Spend for Service User Outings - CAMHS
	9

	Appendix C
	Spend for service user outings – New WAY (Vanguard) Services
	10






[image: ]







		
Purchase Card Policy v 1.0

4


East London NHS Foundation Trust
Petty Cash Policy 


EXECUTIVE SUMMARY

	This policy sets out when petty cash can be used across the organisation and how it can be claimed.  The expectation is that petty cash will only be required in exceptional circumstances.

1.0	Introduction

1.1	The following policy covers the reimbursement of Trust employees who have spent their own money in purchasing goods or services on behalf of the Trust and those requesting advance payment. The policy supplements the Standing Financial Instructions (SFIs) and any officers who deal with petty cash must be aware of this advice

1.2	Petty cash payments should only arise in the exceptional circumstances for low-cost goods or services e.g. purchase of postage stamps of for minor urgent payments where purchasing via a Requisition/Purchase Order would compromise service delivery.

1.3	The SFIs are very clear that official orders are required for the purchase of goods and services. 

1.4	Petty cash claims have an upper limit of £100 per single transaction.  

1.5	Receipts must not be split into separate claims in an effort to circumvent the £100 limit.

1.6	Prior to an employee spending their own money for Trust goods and services, approval must be obtained from an authorised signatory. The authorised signatory must be a different person to the petty cash claimant.

1.7	Staff are advised to claim their money as soon as possible. There is a three month limit on petty cash reimbursement.

1.8	Staff travel expenses cannot be reimbursed from petty cash (unless incurred when escorting a service user); claims for this must be made via the EASY expenses system.  

2.0	Restrictions on use of petty cash

Examples of items that cannot be reimbursed through petty cash:

· Alcohol and tobacco
· Expenditure on staff parties, gifts, leaving events etc.
· Staff meals/accommodation 
· Staff travel expenses, including parking costs (unless for a Trust pooled car)
· Payment of company invoices 
· Cost of taxis (The Trust has contracted taxi companies that should be used).
· The purchase of electrical equipment
· The purchase of refreshments for team meetings
· The purchase of takeaways for staff or service users.  The only exception to this is Forensic wards which will be permitted to order takeaways once per quarter for service users, the maximum cost should be £7.50 per head.
· Gift cards for staff
· Prizes and games/competitions on the wards – funding for this should be requested from the Charity.

[bookmark: _Hlk204271340]2.1	Purchasing flowers, fruit baskets, or similar items is permitted only in specific circumstances, wherever possible these purchases should be made via a Trust purchasing card. Circumstances when flowers or similar can be purchased include:
· Offering condolences to the family of a staff member in the event of a death in service.
· Extending support to a staff member who has experienced a significant injury while at work.
In these instances:
· Purchases must be approved in advance by the Borough/Service Director or an Executive Director.
· The total value must not exceed £50.
Requests outside these circumstances will only be considered in exceptional cases, where there is a clear need to support, and must be approved by the Chief Nurse.


2.2	Where possible awaydays should be planned sufficiently in advance so that spend can be routed via SBS.  If this is not possible, or it is more cost effective to purchase from other providers, a purchasing card should be used.  If no purchasing card is available petty cash can be used.  The event must meet the definition of an awayday (i.e. all-day event) and spend must be contained within the agreed limit of £7.50 per head for all food and drinks.  Spend on catering for awaydays needs to be approved by the Borough Director.

2.3	Directorates retain autonomy to decide what spend is required to facilitate discharge, this may require use of petty cash.  Where the spend is required for discharge it is important that this is clearly noted on the petty cash voucher.

2.4	Where possible spend on therapeutic activities such as arts and crafts, gardening etc within the Trust facilities should go via SBS, if this is not possible e.g. part of the therapeutic activity involves the service users accompanying staff to purchase the items themselves, or the items are not available through our normal procurement routes, then use of petty cash is permitted.  Spend should be for the group activity itself and not for refreshments/snacks during any activities.

2.5	Wherever possible spend on food for cooking groups and smoothie groups should be purchased through the normal Trust purchasing systems.  If they are not available to purchase via these routes, petty cash can be used in the short term, with the lack of provision highlighted to the Procurement and Facilities teams so they can put in place alternatives for the future.  The exception is where service users are taken to purchase food as part of a therapeutic activity or for assessment purpose, in these cases petty cash can be used.

2.6	If approved by a Borough/Service Director travel on public transport for service users can be paid for with petty cash where this cannot be facilitated by the Trust transport providers.

2.7 	The rules around spend on service user outings/events are set out in Appendix A for adult services and Appendix B for CAMHS.

2.8	Services should submit applications for funding from the Charity to support events such as Christmas, Eid, Pride, summer barbeques etc, this will not be funded by the Trust.  

2.9 	Online purchases should be made using a Trust Purchasing Card and will not be reimbursed via petty cash, if there is no access to a Purchasing Card staff can use a personal credit card and this can be claimed via the EASY expenses system.

[bookmark: _Hlk204271501]2.10	There may be occasions when there is an urgent clinical need relating to a service user, e.g. clothing, headsets etc.  These occasions should be limited by forward planning and use of alternative procurement routes.  Where this is not possible approval to use petty cash for an emergency purchase can be given by a Borough/Service Director or their Deputy.  This should be annotated as an emergency purchase on the claim form with full details of the items required.  Spot checks will be undertaken to ensure appropriate use of this exception.  

2.11 	As exceptions to the above it has been agreed that: -
· Petty cash can be used by staff in outreach services to purchase tea, coffee, water and light refreshments for service users.
· Where therapy sessions are held with service users outside of clinical settings, petty cash can be used to buy tea, coffee, water or a soft drink for the service user and member of staff, the cost should be less than £4 per person

3.0	Other valid reasons for refusal of petty cash claims:

· Out of date receipts: there is a three month limit on petty cash payments
· Incomplete Petty Cash Voucher: all sections need to be completed accurately

4.0	How is a Petty Cash Payment approved?

4.1	The employee completes a Petty Cash Voucher (PCV) when the goods/services purchased are brought into their department.  The following details must be included on the PCV:  

· Date of Transaction
· Details of the goods/services paid for
· Amount of the claim
· Total of the claim
· Full budget code (RWK-Exxxx-xxxx-xxxxx).  
· Name of department
· Signed by an authorised signatory (authorising payment of petty cash to claimant) – Must be on the Authorised Signatories Database as a signatory for petty cash.
· Claimant’s signature
· Claimant’s name

4.2	Authorised signatories may only approve petty cash claims that they’re familiar with and relating to teams/budgets that they’re responsible for. Claims must not be approved for employees in other teams.

5.0	How is the Petty Cash Payment made?

5.1	The claimant presents the completed PCV with the original receipt to the Cashier who reimburses it from the petty cash box. Should the original be required for the guarantee, please bring the cashier the original and a copy of the original. The cashier will mark the original as paid from petty cash and date and initial it. The cashier will then certify the copy and mark it that the original was seen and marked. Receipts must be itemised and must be official receipts, not hand-written, with the supplier’s name printed on it.

5.2	Prior to making the reimbursement the Cashier will check the claim for arithmetical accuracy, proper authorisation, completeness of supporting documentation

5.3	The cashier can defer payment on any claim that is thought to be inappropriate Trust expenditure until the matter has been referred to an Associate Director of Finance for a final decision.

6.0	Advances

6.1	Any advances above £100 must be approved by an Associate Director of Finance. The money should only be spent on what has been requested, collected only prior to being spent and receipts MUST be returned within 5 workings days of issue.

6.2	Further advances are prohibited until receipts have been returned for any previous advances.

7.0	Duties of Petty Cash Float Holders

7.1	The petty cash holder will check that the expenditure is incurred on relevant Trust business and that there is adequate original documentation to explain the transaction. If in doubt, the petty cash holder should consult the person who normally authorises their petty cash claim form, an Associate Director of Finance, or the Chief Finance Officer. 

7.2	At any time, the cash in hand plus total of receipts must always equal the petty cash total imprest. Any discrepancies should be notified to the relevant Service Manager and formal notification of the discrepancy sent to the Finance Department  

7.3	When not in use the petty cash must always be kept in a lockable cash box which should be held in a safe or secure place. 

Breaches of the policy and the above requirements will be reported to Service/Borough Directors, if there continue to be issues then floats will be withdrawn.

8.0	Engagement with Counter Fraud 

	Any claims suspected of involving, fraud, theft, neglect of duty or gross misconduct must be notified to the Chief Finance Officer and the Local Counter Fraud Specialist (LCFS) at the earliest opportunity.


9.0	Limits on the Size of Petty Cash Floats

9.1	Manager must not hold excessive petty cash balances. Floats with a balance over £250 must be approved by the Chief Finance Officer of Nominated Deputy, as per the SFIs.

9.2	If a Petty Cash float is no longer required, or needs to be reduced, petty cash holders will contact the Financial Controller and ensure return of the relevant funds for prompt banking.














Appendix A


Spend for service user outings – Adult Services

The following rules apply for spend on purchasing cards or petty cash for service user events/outings: -


· Community Access Group and Safe Travels Community Access arranged by the Occupational Therapy team are important for ensuring service users are ready for discharge, a total of 24 sessions will be allowed per year with a maximum spend of £15 per person per session.  

· Community access trips run by the Occupational Therapy team or other clinical team members for assessment purposes will continue, the costs of these is expected to be kept to a minimum.  Only the Occupational Therapy or clinical team members will be permitted to access petty cash for these trips.

· For other community ward trips (funded through ward budgets):-


· Where lunch is required, this should be facilitated via a packed lunch taken from the ward canteen, if service users would prefer different food this will need to be self-funded.

· Each ward will be permitted a maximum of 4 community activities per year, with a maximum funded cost per head of £15.


· 1:1 trips/leisure activities should be self-funded, grant funded or free, with an exception for service users who have no recourse to public funds or are prison transfers.

· For community activities and group events in addition to the above, services are encouraged to approach the Charity for funding.  





















Appendix B


Spend for service user outings – CAMHS

The following rules apply for spend on purchasing cards or petty cash for service user events/outings: -

· The Community Management Group is a weekly group as part of the Therapeutic Intervention for Occupational Therapy (OT). It is arranged by the OT team and supported by the nursing team. This group focuses on developing social skills, budget management skills, travelling skills. These are run on all wards on a weekly basis, the maximum spend will be £30 per session per ward, term time only. 

· Community trips will be facilitated during school holidays – these activities will educational and will also support further development of independence, social skills, friendships and relationships, crowd management skills, etc. that accelerate recovery. There will be a total of 14 trips per year for each ward, with a maximum funded cost per head of £15. This will cover tickets for events as well as funds to update OT Oyster cards.  Of these trips up to 2 per year can be eating out at a restaurant.

· Community access trips run by the Occupational Therapy team or other clinical team members for assessment purposes will continue, the costs of these is expected to be kept to a minimum.  Only the Occupational Therapy team or clinical team members will be permitted to access petty cash for these trips.


· Where lunch is required for trips out, this should be facilitated via a packed lunch taken from the ward, if service users would prefer different food this will need to be self-funded.


· Occupational Therapy can access petty cash for perishable items for cooking and baking groups, not for buying resources that can be covered elsewhere (Amazon business account)

· For community activities in addition to the above services are encouraged to approach the Charity for funding (Christmas presents, decorations, snacks).


· The Charity should be approached for funding for group activities such as Joy Riders (Bike riding lessons) and Boxing Futures.




Appendix C

Spend for service user outings – New WAY (Vanguard) Services
The following rules apply for spend on petty cash for service user events/outings/therapeutic sessions:
· Therapeutic sessions in the community arranged by clinicians essential for improving accessibility and acceptability of mental health services for this cohort - there will be a limit of £15 per young person per month (to include drink/light refreshment).

· Leisure activities/community trips (as part of a young person/families therapeutic programme of support) which could include sporting, creative or educational activities will be limited to £15 per session 3 times a year.

· Emergency travel - Whenever possible taxis should be booked in advance from the company recognised by that Locality via Local Authority account. In emergencies and exceptional circumstances due to significant safety concerns the budget holder must be notified that an Uber taxi service has been used, this should be arranged via the Trust account and not on personal accounts.
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