Reporting fraud

Finance and IT policy 2

Keniston Housing Association 
page 2 - [title ]

1 
Purpose

1.1 The purpose of this policy is to ensure that staff and Committee Members are aware of the actions that need to be taken in the event of detected or attempted frauds.

1.2 By setting out these steps in writing, Regulatory Authorities will have the comfort of knowing that the Association has a clear set of guidelines, which employees must follow.

1.3 All employees are expected to follow the laid down procedures for internal control which will minimise the opportunities for fraud.  The controls that are in place are designed to avoid errors, give a proper level of accountability and reduce the risk of fraud.  Staff should be vigilant in their work for the Association to identify any unusual events or occurrences to do with the security of the organisation’s finances or assets.

2 
Responsibilities of all Employees

2.1 It is the responsibility of all employees to report immediately any act of, or suspected act of, attempted or detected fraud.
2.2 The employee must report the matter to their manager, or if inappropriate, to the Chief Executive.  (If the latter is inappropriate, the matter should be referred to the Chair of the Management Committee).

2.3 Any unauthorised withdrawal of money must be immediately reported to the Chief Executive.

3

Actions to be taken
3.1 Managers must always immediately report any reports of attempted or actual fraud to the Chief Executive and Finance Manager.

3.2 The Chief Executive in consultation with the management team and other officers and professional advisers as appropriate, will determine how the matter is to be investigated.

3.3 The incident will be recorded by the Chief Executive in the Fraud Register.  This register shall be open to inspection by the Tenant Services Authority at any time.  The register will contain records of both attempted and detected frauds and the actions taken.  The records will also indicate the systems involved, in order to assist in the prevention of any recurrences.

3.4 The Chief Executive will advise the Chair of the Committee and the Tenant Services Authority’s Regulatory Analyst of all frauds in excess of £1,000 or equivalent in value, immediately upon discovery.  Any fraud or corrupt act perpetrated or attempted by a member of the Management Team of the Association, no matter how low its value, must be reported by the Chief Executive to the Tenant Services Authority and to the Chair of the Committee immediately.

3.5 The Chief Executive is responsible for informing the Association’s internal and external auditors, insurers and the Police as appropriate.  The Police and external auditors will be informed once there is clear prima facie evidence of fraud.

3.6 The Association will always take appropriate action against staff or Committee Members who perpetrate fraud and any person whose conduct allows fraud to be committed.  The Association will always seek to recover any money that has been lost.  

3.7 The actions taken will be reported and reviewed by the Management Committee.

3.8
In the absence of any reports of fraud, the Chief Executive will confirm this as part of the quarterly report to the Management Committee on internal controls.
Approved at the Management Committee meeting held on 28th January 2010
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