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Small Spends Incurred Working with Children & Young People or Families

Purpose
As operational staff working on a regular basis with children and young people or their parents/carers there are often times when it is necessary to make small spends to facilitate engagement. This can take the form of different types of spend. This document outlines probable categories of spend and how these need to be approved and paid for. It is important that all spend has the appropriate approvals in place before it is made and can be identified by child level in the recording.
	
	Refreshments
	Resources & Materials
	Activities
	Staff Expenses

	Description
	Purchase of food or drink as part of a visit (not provision of food)
	Purchase of items to support direct work activities
	Taking a young person to an activity together as a form of direct work e.g. bowling.
	Spend on fuel or parking (as per expenses policy)

	Value
	Up to £10 for the young person*
Up to £3 for the staff member
	Up to £10
	Over £10
	Any value - should be costed to include any refreshments as part of this
	Any value

	Approvals
	Team Manager & Case Note on LL
	Team Manager & Case Note on LL
	A2R** approval process
	A2R* approval process for all spend in advance
	SAP Manager

	Method of Payment
	Petty Cash (in advance or after) or Pre-payment card if issued
	Petty Cash (in advance or after) or Pre-payment card if issued
	Petty Cash / Pre-payment card upload or P-Card purchase
	Petty Cash / Pre-payment card upload or P-Card purchase
	SAP/Concur

	Service Area
	All Services
	All Services
	All Services
	All Services
	All Services

	Frequency of spend
	Should be considered with each occasion, it is unlikely this would be with every visit. 
	As part of planned intervention
	As part of planned intervention
	As part of planned intervention
	As incurred

	Budget
	Child Budget
	Child Budget
	Child Budget
	Child Budget
	Staffing Budget


**If no A2R then equivalent approval process with Budget Holder sign off in advance of spend.
* Term Young Person is used above but would also apply to anyone we are working with including parents and carers.
Method
To support the ‘method of payment’ column in the first table, the below provides the detail on how to make / process these payments.
	Method
	How to make the spend

	SAP/Concur
	Staff must claim on SAP/Concur by logging in and recording expenses and uploading receipts.

	P Card
	This uses the P Card Request Form
 
Once the correct authorisation to spend is in place the business admin can support with the P Card form which requires budget holder approval.

	Petty Cash 
	There are 8 petty cash tins located across the county.

Petty cash can be requested in advance of a spend being made. If you do this, you then return the unspent and receipts for spent value.

Business admin will support with the petty cash request form to withdraw cash from the tin.

Receipts are needed for all spends made via petty cash.  These can be a scanned copy or a photo of the receipt if you are unable to get to the office in a timely way.  All change must be returned regardless of the amount.  

Spends made in advance and reclaimed, can be either using cash or a personal debit card (credit cards should not be used to pay for any spend on behalf of GCC).

	Pre-Payment Card
	This will only apply for staff who are part of the pilot of staff pre-payment cards.

Following the processes, either make the spend using your card limit (if it is a Team Manager approval level) or if a top up to the card is required ensure appropriate approval and submit the request for funds to be put on the card via business admin.

All receipts must still be kept for this method.
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