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POLICY STATEMENT 
We will support participants to manage their personal finances, where possible, or to have financial management support from the least restrictive source. 
Participants’ money or other property is only used by us with the consent of the participant and for the purposes intended by the participant. When required, each participant will be supported to access and spend their own money as they determine.
Staff take their responsibility when handling or storing participant funds seriously and all transactions are transparent and accountable. 
We recognise that there is a balance between providing assistance to the participant to manage their own financial affairs as much as possible and protecting the rights of the participant who may be extremely vulnerable to exploitation.
We will not provide any sort of financial management advice to participants. 
SCOPE
This policy applies to all employees, contractors, students, and volunteers working across all our sites and locations.
CAPACITY AND AUTHORITY 
When determining if a participant will manage their own personal finances, their capacity to manage money needs to be determined. Refer to the relevant state or territory Office of the Public Advocate or Public Guardian for more information.
If a participant has a history of managing their own affairs successfully, they should be presumed as having the capacity to continue. It should also be considered that a person may mostly manage their own affairs but may require support from an external advisor or supporter from time to time. 
Where a participant requires financial management, it is preferable if the financial manager is from their family or close network. Failing that, the relevant State or Territory Trustee or Guardian may accept a submission to manage the participant’s affairs. 
PROVIDING ADVICE TO PARTICIPANTS
All employees, contractors, students, and volunteers must not advise, manage, or make financial decisions for participants. Staff do not give financial advice beyond assisting the participant decide discretionary expenditure such as coffee vs lunch. 
Communication with each participant about this policy must be provided in the language, mode of communication and terms that the participant is most likely to understand. 
Participants always have direct responsibility for managing their own financial affairs. In the course of their job, support workers may at times be required to go shopping for a participant without the participant being present. 
PROCEDURES
Keeping receipts for purchases
A receipt must be obtained for every transaction. If there is no receipt, the P10 Participant Expenditure Form must be completed with the following details:
Participant name.
Date the money was spent.
Details of the item purchased. 
Amount(s) spent (if you have the breakdown) and the total amount spent.
Staff name and signature.
Unaccompanied shopping
Unaccompanied shopping includes requests by the participant to purchase groceries or other small items. A signed P04 Consent Form must be in place before any unaccompanied shopping. A copy of the completed form is to be kept at the participant’s home and in their file at the head office.  
Under no circumstance should a staff member take possession of a participant’s personal debit/ credit card. The only cards to be used by support workers are companion cards, retail-specific gift cards e.g., Coles gift card or debit cards that have limited funds provided for the sole purpose of buying essential items for the participant. 
If a participant asks a staff member to use their personal debit or credit card the staff member is to politely refuse - refer the participant to the Managing Director if they have any questions regarding this policy.
Support workers must provide participants with a receipt for purchases. Where this is not possible, support workers are to write a receipt using non-erasable ink, black or blue point pen.
Staff must not:
Make personal purchases with any participant monies. 
Borrow money from the participant.  
Pay for any participant-related expenses with the employee’s personal monies.
Use participant money to cover the cost of meals or entry into venues/ entertainment for an employee.
Provide financial advice to participants, their families, or carers.
Misappropriation of participant’s funds
Misappropriation of participant’s funds will be dealt with under our managing misconduct policies and will result in disciplinary action being taken.
PARTICIPANT PROPERTY AND BELONGINGS
Participants are responsible for managing their own property while receiving supports from us. The only instances where staff may handle participant property in the community are:
Transporting mobility equipment such as wheelchairs, walkers and walking sticks when the participant requests it, is part of their support plan, or is unable to do so themselves.
Carrying bags such as backpacks, where the participant requests it, is part of their support plan, or is unable to do so themselves.
Carrying outer wear such as jackets or jumpers when the participant requests it or is unable to do so themselves.
Transpiral Wellbeing does not take responsibility for any loss of participant belongings in the above circumstances.
Staff must not:
Borrow a participant’s property or belongings.
Take a participant’s property or belongings from their home without their consent.
RELATED DOCUMENTS
P15 Participant Welcome Handbook
P04 Consent Form
P10 Participant Expenditure Form
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