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PRACTICE POLICY ON FINANCIAL RESPONSIBILITY 

AND FRAUD PREVENTION

The practice has a policy to ensure the prevention of fraud and has defined levels of financial responsibility and accountability for staff undertaking financial transactions (accounts, payroll, drawings, payment of invoices, signing cheques, petty cash, pensions, superannuation etc).

The Business Manager is responsible for accounts, payroll, drawings, payment of invoices and superannuation. The Practice Manager is responsible for monitoring the petty cash flow. The practice accountant independently audits the practice accounts each year.

Introduction
The practice should have a policy which clearly defines the levels of financial responsibility in the practice. This will include a description of the activities which are carried out by the practice manager (e.g. payroll), other staff (e.g. petty cash) and partners (e.g. calculation of drawings) and will make clear the extent of responsibility. For example, the senior receptionist may be responsible for managing the petty cash on a day-to-day basis and may produce a monthly statement for the practice manager along with handing over cash for banking. The practice manager may have overall responsibility for ensuring the management of the petty cash.

The line of accountability for finance in the practice should be clearly defined. For example, a particular partner may be identified as being responsible on behalf of the partnership for financial management. This responsibility may be delegated to the practice manager, who may have the responsibility for day to day book-keeping, banking and other record-keeping, reconciling the bank statements and preparing regular financial statements for the finance partner. The finance partner will then be responsible to the partnership as a whole.

A fraud prevention policy may cover the following areas:

· A defined partner is responsible with the practice manager for business and finance affairs

· Bank accounts are only operable with at least two signatories. The number of non-partners who are signatories should be restricted.

· The same individual should wherever possible not be both payee and authorising signatory

· The practice should avoid undue reliance on one member of staff for financial and business controls

· Staff are never paid in cash for work undertaken

· There is a written procedure for the removal of cash from petty cash

· All income and expenditure are recorded and reconciled with the bank statement

· Purchases of equipment etc. are only made with the prior approval of a partner – a level of expenditure may be agreed and set above which approval should be sought

· All transfers between accounts are properly authorised and substantiated

· All cheques should be accompanied by appropriate documentation e.g. invoice

· The practice should ensure where possible that one individual does not place an order, authorise invoice and sign the cheque.

Payment of Invoices

All payment invoices are checked against orders and/or delivery notes (the delivery notes are checked against in-coming goods by the member of staff receiving the orders and these will be ticked off to confirm receipt). The invoices are then passed on to the Business Manager. The received invoice is checked and a cheque is produced for the correct amount and a note is made on the invoice of the cheque number, payment amount (if different from the invoice) and the date of the cheque. A unique reference number is subsequently allocated when cheque payments have been cleared as indicated in bank statements or online records for the practice account.

Signing of Cheques

It has been decided that cheques made out by the GP or the Business Manager do not need to have two signatures as the practice currently has one principal GP (and two salaried GPs) in post.

Petty Cash

Any item authorised to be purchased by staff, or any items that are purchased by the GP has to have a receipt as far as is possible. These are then categorised and recorded in the petty cash book at the end of each month by the Practice Manager.

Payment for NHS and Non-NHS Work

All invoices for any services provided are issued by the Practice Manager and specify that all cheques should be made payable to Sheerwater Health Centre. Bank details are provided for those wishing to pay directly into practice bank account. A record of invoices is kept on the computer. Payments received are deposited in practice bank account on ad hoc basis and records are kept for bank statement reconciliation and for practice accountant as part of the annual auditing process.

Computerised Records

The Business Manager keeps a computer record of all items of income and expenditure, and these are reconciled with the bank statements on a regular basis. This information is eventually sent for checking to the practice accountant.

Payroll

The Business Manager provides information on hours worked by each member of staff on a monthly basis to an independent administrator (Medic Accountants). This company provides payslips and also information on pensions and superannuation. The Business Manager checks this information before payment is made to the staff (by electronic transfer), Inland Revenue and Pensions Agency. 

Observation

The current measures are believed to be adequate in the prevention of fraud. However, following an independent review of the procedure, it is strongly recommended that this procedure be re-examined when one or more doctors join the practice as partner(s). 
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