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ABOUT THIS MODULE

We have developed this module to provide you with guidance to support people residing in ADHC

operated group homes to access their bank accounts and funds using contemporary banking
practices.

This module is divided into six units:

UNIT 1 UNIT 2

Budgeting Types of financial
management

UNIT 3

Banking
arrangements

UNIT §
Expenditure

UNIT 6

Record keeping
and review

You should allow approximately 30 minutes to complete this module.

At the end of the module, you will be asked to undertake an online assessment to check your
understanding of the key concepts presented.

You are now ready to begin.
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LEARNING OUTCOMES

By the end of this module, you will be able to:

Name the types of financial management
Understand your role and responsibilities as
a support person
Identify the correct tool for recording and
reviewing information

Distinguish between the processes for income if under
formal financial management or not
f i Distinguish between the processes for expenditure if
e = =y ; under formal financial management or not
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UNIT 1: BUDGETING

Personal financial planning and development of an annual budget takes place during lifestyle
planning. At the lifestyle planning meeting the person's income, expenditure, budget and savings goals
are reviewed. An Annual Budget template for this can be found on the ADHC intranet under the Good
to Great person centred resources in Lifestyle Planning Tools and templates, and in the Tools and
femplates’ section of Personal Finances.

The person and their family or guardian are involved in making decisions about the person’s finances
If the person has a formal financial manager, they will seek the views of the person, family member or
guardian, and service provider before making decisions about the person's finances.

The Team Leader is responsible for ensuring that the person’s private expenditure is within available
funds, is in accordance with the person’s Lifestyle Plan or financial management directives and does
not extend to items that are paid for by ADHC.

Important
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LENDING MONEY

As a rule a person should not lend or give money or private assets to another person.

If a person understands what lending or giving means, a document signed by the person or staff
member, describing the transaction, is put on the person’s file as evidence of the transaction. It may
be necessary to obtain approval from a parent or guardian prior ta the transaction being conducted.

A person may not.

« Lend or give money to a staff member;
« Lend or give private assets to a staff member.

A staff member may not:

« Lend or give money to a person they support;
« Lend or give private assets to a person they support.
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PERSONAL BELONGINGS

General household assets should not be for the sole use of any one person or exclude any other
person or persons, they must be available to all people living in the home.

Equipment that is for the benefit of a single person, such as lifting apparatus, is not considered as a
household asset. All personal belongings are to be recorded in the My Personal Belongings Register
(asset register) which is updated when new one-off purchases are made or gifted to the person. The

Finances.
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UNIT 2: TYPES OF FINANCIAL MANAGEMENT

There are two types of financial management, they are:

« Independent financial management,
« Supported financial management.

INDEPENDENT FINANCIAL MANAGEMENT

This is when the person manages their own finances and may receive support to develop a budget or
financial plan. Yeou should monitor the person’s situation to ensure the budget is adequate for the
person's needs and that there is no evidence of mismanagement or financial abuse.

If you are unsure of a person's capacity to manage their own finances the Financial Management
Capability Assessment tool can be used. The tool can be found in the Tools and templates’ section of
Personal Finances.

Each person should have a My _Financial Profile completed as a record of management arrangements,
Centrelink information, bank and account details, regular income and expenditure, tax records and file
numbers and any other financial data. The My Financial Profile is kept in the person’s files. It can be
found in the Tools and templates’ section of Personal Finances
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SUPPORTED FINANCIAL MANAGEMENT
Supported financial management can be either informal or formal.
INFORMAL FINANCIAL SUPPORT

Informal support is when the person receives informal support from the family or guardian and support
workers like yourself who collaborate in helping the person to manage their finances.

Can the NSW Civil and Administrative Ancwar

Trbunal appoint financial managers?
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FORMAL FINANCIAL SUPPORT

The NCAT Guardianship Division may appoint a private financial manager or the New South Wales

Trustee and Guardian (T&G). Click on the boxes below to learn more about each. s
@ Interactive

image!

New South Wales Trustee and
Guardian (T&G)

Private financial manager

For further information see the Private Managers and Substitute Decisions web pages on the NSW
Trustee & Guardian website.
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