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Risk Assessment - Handling money at work

	Name of site/unit:


	Date of assessment:

	Activities being assessed:  (E.g. site storage, collection of cash from bank, banking of cash, cash collection services etc.)



	Issue/factor


	Yes/No
	Suggested control measures
	Already in place?
	Action to be taken, or if no action to be taken state reason(s) why

	Collection and storage of money
	
	
	
	

	· Is the use of cash essential?
	
	· Encourage payment by cheques as an alternative to cash, where appropriate.

· Speak to School Finance about facilities to accept debit/credit cards. 

· Accept Direct Debit or Standing orders for any regular payments. 
	
	

	· Is money collected at a secure location?
	
	· If possible, collect cash and cheques at a secure location.
	
	

	· Is money counted at your base premises?
	
	· If possible, this should be done in a locked room away from public view.
	
	

	· Is money counted at locations away from your base premises?
	
	· If carried out away from your base premises, consider if it is safer to do it at the base premises.
	
	

	· Are large sums of money involved?
	
	· Speak to your Finance Support Officer about a secure cash collection service.
	
	

	· Is there a secure way to store money on site? 
	
	· Money should be held in a safe or other secure facility.

· Contact insurance team for specific limits if not known.
	
	

	· Are the amounts stored securely on site within the insurance limits?
	
	· Reduce the amounts stored on site, or increase the security of storage as appropriate.


	
	

	Banking arrangements 
(Paying in and collection of cash)
	
	
	
	

	· Are frequent banking trips made?
	
	· Consider storing money on site to reduce the frequency of banking trips.  (Check that your storage arrangements on site are adequate.)

· N.B.  Banking should take place at least once per week where significant cash sums exist.

· Consider using postal cheque credit services to reduce the frequency of bank visits. Speak to your Finance Support Officer for further information.
	
	

	· Is the bank perceived to be in a high crime area?
	
	· Use a bank at another location.  (Have you considered what fees are applicable if using another bank provider? Your Finance Support Officer can provide further assistance) 

· Consider using a secure cash collection service.
	
	

	· Is the bank a significant distance from your premises?
	
	· Is there another bank closer to your premises?  (Have you considered what fees are applicable if using another bank provider? Your Finance Support Officer can provide further assistance) 
	
	

	· Is banking carried out:

· on the same day and time each week; and/or

· using the same route; and/or

· by the same person?
	
	· Vary the day, time, route and/or person doing the banking.


	
	

	· Is the route(s) to the bank quiet? 
	
	· Use a busier route.

· Consider travelling by car.
	
	

	· When money is being transported, is it kept out of sight (even if carried by car)?
	
	· Identify means to keep cash out of sight when being transported.  
	
	

	· Is the person(s) doing the banking the right person(s)?
	
	· Avoid using young or immature people.

· Is the banking activity part of the employee’s job description?
	
	

	· Are the right number of people doing the banking?
	
	· Provide an escort for the person carrying the money, particularly if the cash sum is over £500. 
	
	

	· Do people travel on foot to get to the bank?
	
	· Travel by car even if short distances are involved.  (It is considered more secure to travel by car.)
	
	

	· If travelling by car is there parking at or near the bank?
	
	· Consider using another person as 'driver' to drop off outside the bank. 

· Use a different bank where parking is provided.
	
	

	· Does the inside of the bank look secure?
	
	· Use another bank. 
	
	

	· Are there often long queues at the post bank?
	
	· Discuss with the local bank whether deferred banking arrangements are available.

· Is it quicker to use a different bank even if it is further away?
	
	

	· Is the person(s) doing the banking required to wait while the money is counted by the bank?
	
	· Agreed with the bank that money will be handed over for counting by their staff, rather than by NCC staff on the public side of the counter. 
	
	

	· Does the person doing the banking know what to do if they are attacked or threatened?
	
	· It must be made clear that they are not expected to put themselves at risk by resisting.  

· They should try to concentrate on observing the attacker to help in the subsequent police investigation.
	
	

	· Is there a written procedure in place and have employees received training or instruction on the procedure to follow.
	
	· Adequate induction, supervision and clearly written procedures should be in place.

· Ensure that the schools procedures on banking are referred to and adhered.
	
	

	· Does the person doing the banking if using their own car have business use on their insurance policy?
	
	· Advise person that they should take out the correct level of cover to ensure they are protected.

· Consider cash collection services 
	
	

	Please use the space provided below to list any additional factors that have not been consider above:

	


	Overall assessment of risk
(delete as applicable)
	With current controls in place - 

High risk
Medium risk

Low risk

	
	With additional control measures in place -
High risk
Medium risk

Low risk


	Summary of actions to be taken:
	By who
	By when

	
	
	


	Additional actions considered but not taken:
	Please give reason why action not taken

	
	


	Manager must sign below to accept the risk assessment and ensure that remedial actions identified are implemented. 

	Managers name:


	Signature: 
	Date:


