
 

 

 

Colne Town Council Cash Handling Policy and Procedure 
 

The main purposes of the Council’s Policy on Cash Handling are to protect our Employees 

and the Council, and assure the public that their expectations of high standards of conduct 

are met. 

 

 

INTRODUCTION 

Colne Town Council deals with large volumes of cash from its events and Allotments and in order to 

protect both staff and the Council it is important that cash is handled in a secure manner. This 

document provides the rules and instructions governing all types of payments made to the Council. 

The aim of the policy is to provide a reference for consistent treatment. The cash handling policy 

should be adhered to at all times and is mandatory for all staff. Failure to comply with this policy 

may result in disciplinary action. The Chief Executive Officer and Heads of Service are responsible for 

ensuring that their staff read the policy and ensure that they adhere to it. If you suspect any financial 

irregularities or fraud concerning cash, you should notify your Line Manager immediately. 

 

Summary of key points 

• Where ever possible the taking of cash should be restricted as much as possible, 

alternative methods of payment such as bank transfers, or cheques should be offered and 

encouraged as preferred methods of payment. 

• It is essential that all monies are kept in a secure environment until they can be 

transported to the bank. 

• The location of safe keys and knowledge of safe combinations should be restricted to 

key staff only. 

• The following procedures must be adhered to when handling any amount of income. 

• The Chief Executive Officer is responsible for ensuring that their staff adhere to this 

policy. 

•  

PAYMENT METHODS  

Income can be received by the following means: 

Bank Transfer/BACS Payments for Allotments and events can be made directly into our bank 

account by bank transfer. All payments made must include your full name and a reference to what 

event/allotment it relates to. Please be aware that transfers can take up to a week to be received 

and processed by the Council. Please keep a copy of your transfer documentation as your proof of 

payment. Please contact Colne Town Council for our bank account details.  

Payment by Cheque All cheques should be made payable to ‘Colne Town Council’. Please ensure 

your full name, reference number are quoted when sending them through the post. All cheques 



must be drawn on a UK bank account and be paid in Pounds Sterling. Cheques are only accepted at 

Colne Town Hall through the post to Colne Town Council, Colne Town Hall, Colne, Lancashire, BB8 

0AQ or in person at the same address. 

 

Payments in cash can be accepted at Colne Town Hall, all payments received in cash will receive a 

receipt for the transaction. 

 

CASH HANDLING 

Storing Cash 

Cash taken at the Town Hall should only be stored overnight in a safe. It should not be kept in cash 

boxes, left lying around on desks or in filing cabinets. Cash boxes can be used to store petty cash 

floats, but these must be kept in a locked safe overnight. 

 

Accuracy 

When physically counting cash always take your time and if you are unsure count the cash again. 

 

If you are handed a large volume of mixed notes it is easier to split the notes into their 

denominations before counting to avoid confusion. 

 

Don’t be distracted or intimidated by customers and if the notes look or feel differently than usual 

check them with a counterfeit detection pen before accepting the notes. If a counterfeit note is 

detected it should be removed from the customer so that it is no longer in circulation. 

The note should then be sent to the bank, in the security bag, separately from the genuine notes. 

 

If you are struggling or the customer is disputing the value of cash handed over, then ask a 

colleague to double count it for you. 

 

Cheques 

When taking a cheque from a customer check the following: 

• The date is valid (e.g. not post-dated) 

• Correct Payee (Colne Town Council) 

• The amount in words and figures match 

• The cheque is signed 

• Any amendments are initialled by the customer 

 

 

Reconciliation of Income  

Each department across the Council is responsible for reconciling and banking their own Income.  

 

Every Wednesday the float should be checked by the Council Officer and any discrepancies should 

be brought to the attention of the Chief Executive Officer 



 • An official Council receipt must be issued for all cash and Cheque transaction at the town hall. 

• Cash must be counted discreetly in a secure area and away from public view.  

• Where ever possible two staff must be present when cashing up.  

• All cash should be counted and the value of the float removed from the total.  

 

Banking Preparation 

Following the weekly reconciliation of income, Income should be prepared for banking ready for the 

accountant to take to the bank. The staff responsible for cash handling in each department are 

responsible for informing the accountant of cash/cheques that require banking. 

Cash must be counted discreetly in a secure area and away from public view.  

Cash and cheques must be banked weekly and must be documented in the paying in book. 

 

Transportation of Cash 

Cash will need to be taking to the bank on a weekly basis. This activity is a particular risk to the 

Council, however steps can be taken to minimise the risk. 

 

Before any cash is transported to the bank it is the responsibility of the Chief Executive Officer to 

undertake a risk assessment of the procedure. These must be retained for audit/insurance 

purposes.  

 

• Cash can only be transported in an unmarked bag. 

• Two people are required to take the cash/cheques to the bank. 

• The staff carrying the money should do so as discreetly as possible, varying times and routes 

as appropriate. 

• They should remain alert and beware of complacency. 

 

 If threatened or attacked, the following procedure should be used:  

• Personal safety of the members of staff is paramount  

• Using professional judgement, consider the risk to yourself and others with you  

• If judged at risk of injury or harm, surrender the cash immediately  

• Make a note of the description of the individuals responsible and methods and direction of 

travel 

• Report to the Police and your Manager immediately 

 

Safes and Insurance  

All cash taken by the Council should be stored in a safe until it can be transported to the bank. 

All insurance limits relating to money held in safes must be adhered to at all times.  

All members of staff responsible for cash handling must be aware of the current insurance limit for 

the safe and to ensure that cash is held within this limit. 

 

Safe – Locations 



• All safes should be located in a secure area and easily accessible for staff to secure the 

income. 

• They should not be in an area of public access  

• They must be out of view and not located near or visible through windows or doors.  

• Locations of safes must not be publicised  

 

Safe - Insurance Limits 

It is important that insurance limits are not exceeded, therefore Chief Executive Officer and line 

managers should be aware of the limits and if inadequate request further cover from Colne Town 

Council. In no instances, should the safes be left overnight exceeding their cash limits. 

 

This insurance cash limit for Colne Town Councils safe is £5,000 

 

Safe - Checks 

A reconciliation of safe contents should be undertaken by a manager monthly to ensure there are no 

discrepancies. 

 

Safe – Keys & Combinations  

Safe Keys:  

• The access to safe keys should be restricted and kept to the minimum required to allow for 

operational requirements. Authorised key holders must not hand safe keys to other 

members of staff.  

• During working hours’ keys, should be kept in a locked drawer/ cupboard or on the person 

responsible for the keys and under no circumstances should be left lying around on desks, 

filing cabinets or in Offices. Negligent handling of keys could invalidate the Councils 

Insurance.  

• No information relating to the safe or its location should be attached to the keys.  

• The overnight storage of keys should not be kept in the same office as the safe. Keys should 

be stored in a secure environment, either in a locked drawer/cabinet or a night safe.  

• The loss of keys must be reported immediately to the Chief Executive officer 

• When staff leave, who had access to safe keys, steps should be taken to ensure that the 

locations of where keys are stored are changed.  

• Where possible combinations/locks on the door where the safe is kept should also be 

changed. 


