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STAR, INC.
 Lighting the Way…

Section: Residential Financial Interests Policy        Subject: Safekeeping &
                                                                                                                      Accountability
Policy #: R - 206 Ref: DMR 17a-227-19(a)(1)         Revised: 2/8/05

                                                                                           Original Approval: 6/25/01

STATEMENT OF POLICY:
STAR, Inc. will provide for the safekeeping and accountability of the residents’ financial
interests and all other items of personal property kept in the facility.

APPLIES TO:
Community Living Arrangements

ADMINISTRATION:
The House Manager will ensure the implementation of the policy.

PROCEDURE:

1. Forms must be signed by each resident authorizing STAR, Inc.’s staff members to assist
him/her in management of money matters.  In the case of a resident for whom a guardian has
been assigned, the guardian shall sign such statement, or a statement accepting the total
responsibility for each and every financial transaction enacted (daily included).

2. Each residence shall maintain a secured and locked container for residents’ personal monies,
and each individual resident’s personal funds will be maintained separately.

3. Each resident shall have an accounting sheet recording receipts and disbursements charged to
the resident’s account.  Entries including all transactions of cash, checks, paychecks, deposits
and withdrawals, and all other withdrawals shall be recorded.  All funds received into the
residence shall be recorded immediately.

4. Receipts will be obtained from the residents to substantiate withdrawals
from residents’ personal accounts and be maintained with the financial
sheets.

5. The residents’ personal accounts will be checked and signed off on the calculations by the
House Manager and/or designee on a regular basis, minimum weekly.

6. The House Manager submits the Resident’s finances with receipts to the Benefits
Coordinator by the 3rd business day of the following month.
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7. The Benefits Coordinator shall review and sign off on the calculations of the resident’s
financial record book and receipts on a monthly basis.  Prior to submission, a new monthly
sheet will be started with the ending balance of the previous month.  This current sheet will
remain at the residence to maintain continuity of the previous month.

8. If the Benefits Coordinator finds a discrepancy, he/she will notify in writing the house
Manager and will copy to the Residential Coordinators. The House Manager will be
responsible for the follow-up and submit it in writing. The Benefits Coordinator will return
the financial reports and receipts to the house quarterly.

9. An inventory of all personal items worth over $50.00 will be maintained in the resident files.
The inventory will be reviewed on an annual basis to account for all items of property
belonging to the resident and to replace or purchase needed items.  (Identifying numbers
must be included on inventory sheet when applicable.) When an item over $50.00 is
purchased it is to be added to the inventory record at the time of purchase.

10. In the case of missing funds over $5.00 or property worth over $25.00, an incident report will
be filed with the Director of Residential Services.  The resident or guardian will be notified
and appropriate action will be taken.  STAR, Inc. will replace losses if no individual is found
responsible.

11. Purpose/Use of Safe:
A. House Manager and Assistant House Managers (at the manager’s discretion) will be

given access to the master safe, and are the only staff authorized to make transactions to
and from the safe.

B. Each resident will have a separate pouch that is kept in the master safe.  The contents of
this pouch will include but are not limited to: cash (no more than $75), bankbook, un-
cashed checks, current month’s receipts, and any other financial related item that the
manager determines should be secured.

C. A monthly ledger will be kept in the resident’s pouch to record all transactions as they
take place.  Transactions that take place involving items kept in the pouch include bank
deposits or withdrawals, deposits or withdrawals to/from cash in safe, documentation of
un-cashed checks received by the resident, and purchases over $20.

D. Each transaction should occur and be recorded separately - i.e. deposit paycheck,
withdraw money, deposit to cash in safe, make purchase.

12. Purpose/Use of Cash on Hand
A. Each house will have a locked box/safe for the storage of resident cash and petty cash

in order to ensure that cash is available for recreational opportunities and in the event
of an emergency.  No more than $20 per resident or petty cash is to be kept in the
Cash on Hand at any time.
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B. House Managers and Assistant House Managers may make deposits from the
resident’s pouch to the Cash on Hand.   When taking money out of a resident’s pouch,
a handwritten receipt will completed by the staff making the deposit and placed in the
resident’s pouch.  The deposit will also be recorded on the ledger in the Cash on
Hand and the total balance reflected.

C. Whenever an amount of money is taken out of a resident’s Cash on Hand the staff
member should write out a receipt for the amount taken.  Staff member and residents
should sign the receipt. This receipt should be kept in the resident’s designated
section.

D. Staff members need to ensure that receipts are obtained for all purchase made by or
on behalf of a resident. Upon arriving back at the house staff should log in the
purchase on the resident’s ledger sheet.  Staff should to note the type of transaction,
how much was spent, and how much money remains in the individual’s Cash on
Hand.

E. Staff should write the resident’s initials on the receipt, sign the back of the receipt and
staple the receipt to the original hand written one.

F. To avoid confusion, staff members should note on the original hand written receipts
exactly how much money was spent.

G. Failure to follow this procedure may result in disciplinary actions.  Staff members
who fail to obtain a receipt for a purchase may be asked to reimburse the funds that
are unaccounted for.
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