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Cash Handling Policy
Introduction
This Cash Handling Policy has been created to establish clear guidelines that will ensure the responsible and secure handling of cash transactions within [Community Group Name]. Cash Handling guidance is crucial for various reasons including protecting the [Community Group Name] from fraud and theft, safeguarding staff and volunteers from accusations of dishonesty, and ensuring that any money is used for its intended purpose. 
By adhering to this policy, we aim to maintain transparency, accountability, and safeguard the financial integrity of our community group. 
This policy applies to all individuals involved in handling cash transactions on behalf of [Community Group Name], including but not limited to volunteers, staff, and committee members.
Guiding Principles
Security measures
All cash handling must take place in a safe and secure environment. Cash collection, counting, transportation, banking, and recording should involve at least two individuals. Cash should be securely stored (preferably locked) until it is banked, and cash should be bagged appropriately and transported discreetly to disguise its nature (e.g., using a shopper or carrier bag).
Bank Deposits
Regular bank deposits should be scheduled, where possible, to minimise the amount of cash on-site. Ideally, cash and cheques should be counted and banked as soon as possible to minimise the amount of cash on site. All bank deposits should be logged and include the following information: date and time of deposit, total amount deposited, and deposit reference number if available.
Reporting 
All discrepancies must be reported. Any volunteers, staff or committee members who observe any breaches of this policy are encouraged to report them without fear of retaliation. 
Training and Education
[Community Group Name] must provide training to all who are involved in cash handling on the proper procedures outlined in this policy. Refresher courses should be conducted regularly to reinforce best practice. 
Review and updates
This Cash Handling Policy will be reviewed annually or as needed, and any necessary updates will be communicated to all relevant individuals.
By adhering to this Cash Handling Policy, we aim to maintain the financial integrity of the [Community Group Name] and ensure the trust of our community members.

Disclaimer: This is a template which is to be used as a guide to develop a Cash Handling policy. Please modify where necessary.
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