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Cash Handling Policy
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Sycamore Adventure relies on income to ensure that the public access play sessions remain free for Dudley Children. Every penny that is raised at Sycamore Adventure supports sustainability of the service and the continuation of children’s adventurous play in the borough. Staff will handle money at the adventure playground. It is important that staff who are responsible for money, follow the procedures set out below to protect themselves, to protect our income, to work in line with Dudley policy and procedure and to ensure that we are raising as much profit as possible for children’s play at Sycamore Adventure. 

Income: The following are income streams for Sycamore Adventure and listed is the forms of currency accepted for each income stream:
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Private bookings: Income is raised through school & group bookings and private parties. Private parties incur a deposit at time of booking. All other private bookings are charged following the event date, (at the end of the calendar month). Private bookings are always charged via invoice (or revolution payments for council services). Party customers have the option to pay online or to pay over the phone (and can be advised to contact the administration team on 01384 815174). Staff should never accept payment for private bookings in cash or cheques on site. Customers should be informed that they will receive an invoice at the end of the calendar month of their booking and that a range of payment methods will be available to them (cash payment at Dudley Council Plus, cheques, credit card, etc). If they require further information, they should discuss this with senior staff. 
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Donations: A donations scheme operates at the centre, in which families can donate money during their visit. We suggest a £2.50 term time / £4.00 holiday time donation per child per visit, yet this is not mandatory. All donations are paid into the Dudley MBC account and this money supports the associated costs of the public access play sessions (EG new equipment, staffing costs). Staff signing in families should make them aware that we welcome donations to support the costs of the play sessions and inform them what our suggested donation is. Donations can be left in the donations bucket / upright box (signing in area), in the donations tin (wall by toilet), in the outdoor donations post (by stage) and in the donation spinners (by kitchen window). We accept cash only. We also have a donation button on our website which enables online payments to be made off or onsite.  
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Charity events: Ad-hoc events also take place in which additional funds can be raised to support the public access play sessions, (EG discos, fun days). These are generally “charged ticket events”. All funds raised go towards the cost of the public access play sessions / development of the center. All event tickets must be paid for using cash only or CIO approved BACS payments. This money is not banked to Dudley MBC the events are organized by the CIO an DMBC staff do NOT take cash payments.
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Sale of Refreshments: Our café facility operates daily. The café is open at public access play sessions and during private bookings (where requested). The café generates income to support the associated costs of the public access play sessions. The café only accepts cash payments. Staff are not permitted to accept card payments, cheques or give credit to customers.  
Cash Handling Procedures:
The following procedures should be followed by all DMBC staff, only DMBC staff are permitted to handle Sycamore Adventure cash and complete cash procedures and processes:
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Private bookings: Playwork staff should never accept payment for private bookings from customers at the centre. All private bookings are charged via invoice / online payments / phone payment coordinated by the admin team. Most school bookings pay via invoice or revolution payments, which are charged at the end of the calendar month. Party customers receive an automated email upon booking confirmation. This provides a link for online deposit payments. Where payments cannot be made online, an invoice can be offered or payments can be made over the phone. The balance is generally paid via invoice following party bookings. Invoices enable cash payment at Dudley Council Plus, Cheque payment, credit card payments. The centre administrator will issue invoices through the Council’s Agresso system.  As stated in the terms and conditions, where an invoice remains unpaid, the council's procedure is to add 15% commission to the charge. If the debt remains unpaid and an agent is sent to their door to recover the debt, this will incur an additional 33% charge. The centre administrator is responsible for tracking booking payments. 
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Donations: Staff signing in families should make them aware that we welcome donations to support the costs of the play sessions and inform them what our suggested donation is. Donations can be left in the donations bucket (signing in area), in the donations tin (wall by toilet) in the outdoor post (by the stage) and in the donations spinner (kitchen window). Staff do NOT take the cash donation off the person donating at the centre. Donations can also be made online via our website link. All donations boxes / buckets will be emptied every Thursday [image: image21.png]


with amounts recorded in the safe cash recording system (stored in the safe) by senior staff and one witnessing officer. Donations are banked at least monthly to avoid large quantity of money being held on site. A safe limit of £1,000 is set to avoid large quantities being held on site. As such, more regular visits to bank money will be required during busy periods (EG holidays).  
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Friends Group events: Ad-hoc events are generally charged ticket events. All event tickets must be paid for using cash only or in agreement with the charity through BACS payments. Tickets are numbered and a ticket sale sheet will be used. Tickets should not be sold on credit and can only be given when funds have been received in full. Each sale should be recorded when money is received in full. The ticket sheets should include; the date, the customers details, acknowledgement that cash has been received and the initials of charity representative selling the ticket. The cash received should be stored in the lockable cash tin which is stored in the centre safe until the charity are able to bank funds. The CIO will arrange a float and procedures for income collected. Any discrepancies should be investigated. This cash is banked to the charity and not Dudley MBC and DMBC do not accept responsibility for monies and resources belonging to other organisations that are kept on site.
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Sale of Refreshments: The café only accepts cash payments. Staff are not permitted to accept card payments, cheques or give credit to customers. Staff working in the café should be DBS cleared and should have food hygiene training. During each session staff should:
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request the till float from safe (from senior officer)

· check that the till is working
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check that the float is correct (£100). Discrepancies should be raised. 
· Keep the kitchen key coded door shut to avoid people walking into the kitchen.
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Ring all items into the till. Ensure communication of cash taken and change given is clear and agreed with customer. You should not close the till until the transaction has taken place and been acknowledged by the customer. 
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Check notes for counterfeits using the counterfeit marker pen, inspection, (all notes over £5 should be checked). The pen will leave no mark on real notes, yet it will mark counterfeits. Where counterfeits are received, we should inform the customer that it cannot be accepted as currency. Where possible, the counterfeit should be kept so that it can be handed in.  
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Communicate any mistakes with senior staff… these should be recorded. 

· Keep till locked when not in use. 

· Should not use cash from the till, to purchase items of stock
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No food orders 30 minutes before and close hatch 15 minutes before the end of the play session, (allowing ample time for cashing up and closing down the kitchen). 
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Senior staff should take and record the Z reading at the end of the session with the cashier. 
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Complete the till cash form, (float checked, Z reading marked, actual amount taken, any discrepancies, both staff to sign). 

· Ask senior officer to take the till drawer to the office at the end of the session. The cashier should accompany them. 
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Cashing up should not be done in front of the general public.  Cashing up should be done privately with only the senior officer and a witnessing officer present. 
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The senior officer will count the cash with the cashier in the office. The float will be left in the till drawer and placed in the safe. The balance should equal the Z reading. Where discrepancies are found, a re-count is required and investigations will be taken where there is a discrepancy over £5. 
· The profit will be placed in the safe storage tin and stored in the safe at the first given opportunity. 
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The senior officer will complete the till cash form at the end of the session with witness signature.
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Money is banked weekly / fortnightly / monthly depending on amount stored in the safe (£1,000 limit). All banking is done following council banking procedure and guidance.  The banking book is checked and countersigned by the person checking the cash not the person doing the banking.
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Following banking of income, the bank book must be taken to the administrators with a breakdown of the amount for each code (EG. How much is donations income / café income / grant income). This will enable the admin team to complete an E-return. 

 Personal safety:

The following procedures are in place to protect staff at the centre:

· A maximum float of £100 is present in the till to avoid large amounts of currency attracting thieves. 

· All areas where cash are stored have key coded doors (kitchen and office). 

· Cash is counted in private, away from public view. 
· All cash is stored securely in the safe. The safe is stored out of public view. The safe will never have more than £1,000 within it. 

· Only DMBC staff have keys for the safe (and as such access to the safe). These are taken home after each shift. This information is stated clearly on the safe unit. 
· Key coded doors are changed annually to avoid the public gaining access to the combination. 

· Key coded door combinations are changed when staff leave the company to ensure that only current staff have access to areas where money is stored. 

· When cash is removed from the safe, it should be counted and signed out by two officers.  

· Cash is banked at varying times to avoid patterns being detected by thieves. 

· Cash is carried in a generic bag to avoid detection of being a money bag. 

· In the event of a robbery, do exactly what the robber asks, try to remember any identifying features of the robber, call the police at the first safe opportunity, leave the scene exactly as it was to aid police investigations, get contact details of all witnesses. Do not try to be a hero as this can put yourself and others in danger. 
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