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Scheme of Delegation of Powers from Standing Financial Instructions
	SFI Ref
	Delegated to 
	Duties Delegated

	1. INTRODUCTION

	1.24
	Chief Executive
	All staff understand their responsibilities within the Standing Financial Instructions

	1.26
	Director of Finance
	maintain and implement the Trust’s financial policies

	1.26
	Director of Finance
	maintain an effective system of internal financial control

	1.26
	Director of Finance

	ensure that sufficient records are maintained to show and explain the Trust’s transactions

	2. BUSINESS PLANNING, BUDGETS, BUDGETARY CONTROL, AND MONITORING

	2.1.1
	Chief Executive
	compile and submit to the Board and regulators as required operational and strategic plans

	2.1.2
	Director of Finance
	prepare and submit budgets for approval by the Board

	2.1.3
	Director of Finance
	monitor financial performance against budget and plan

	2.1.7
	Director of Finance
	ensure that adequate training is delivered on an on-going basis to budget holders

	2.1.8
	Director of Finance
	ensure that budget holders are provided with advice and support from suitably qualified finance staff

	Authorisation of expenditure for which no provision has been made in an approved budget

	2.2.5
	Chief Executive

Chair and Chief Executive

Trust Board
	Upto £275,000



£275,000 to £550,000


Over £550,000

	2.3.1
	Director of Finance
	responsible for the design and maintenance of systems of budgetary control

	2.3.3
	Chief Executive or Director of Finance 
	responsible for authorising overspending or reductions in income which cannot be met by virement

	2.3.5
	Chief Executive
	responsible for identifying and implementing cost improvements and income generation initiatives

	2.5.1
	Chief Executive
	ensure that the appropriate monitoring forms are submitted to the requisite monitoring organisation

	3. CONTRACTS WITH COMMISSIONERS FOR THE PROVISION OF SERVICES 

	3.1.1
	Director of Finance
	responsible for establishing contracts with commissioners for the provision of services in accordance with the Trust’s operational and strategic plans

	3.1.3
	Director of Finance
	ensure that the contracting process is administered effectively and that appropriate financial advice is provided in contract discussions

	3.1.4
	Chief Executive
	responsible for ensuring that all costs incurred by the Trust are recovered by income or charges due under the contracts

	3.1.5

	Director of Finance
	responsible for agreeing to the financial details contained in service contracts

	3.1.6

	Director of Finance
	ensure that SLAs and other contractual and non-contractual arrangements are devised so as to limit the risk to the Trust

	3.1.7

	Director of Finance
	responsible for ensuring that systems and processes are in place to record patient activity, raise invoices and collect monies due

	4. ANNUAL ACCOUNTS

	4.1.1

	Director of Finance
	prepare financial returns in accordance with the accounting policies and guidance

	4.1.1
	Director of Finance
	prepare and submit annual financial reports to NHS Improvement certified in accordance with current guidelines

	4.1.1
	Director of Finance
	submit financial returns to NHS Improvement for each financial year in accordance with the timetable prescribed

	4.1.2
	Chief Executive
	prepare an annual report for NHS Improvement and Parliament, in accordance with guidelines

	5. BANK AND GOVERNMENT BANKING SERVICE ACCOUNTS

	5.1.1
	Director of Finance
	responsible for managing the Trust’s banking arrangements and for advising the Trust on the provision of banking services and operation of accounts

	5.1.2
	Board
	approve the banking arrangements

	5.1.2
	Corporate Trustees
	approve separate banking arrangements for the Trusts Charitable Funds

	5.2.3
	Director of Finance
	establish and maintain commercial bank accounts and Government Banking Service (GBS) accounts

	5.2.3
	Director of Finance
	establish separate bank accounts for the Trust’s non-exchequer funds

	5.2.3
	Director of Finance
	ensure payments made from bank accounts do not exceed the amount credited to the account without prior arrangements approved by the Board

	5.2.3
	Director of Finance
	report to the Board all arrangements made with the Trust’s bankers for accounts to be overdrawn

	5.2.3
	Director of Finance
	monitor compliance with HM Treasury and any guidance issued by NHS Improvement on the level of cleared funds

	5.3.1
	Director of Finance

	prepare detailed instructions on the operation of bank accounts

	5.3.2
	Director of Finance

	advise the Trust’s bankers in writing of the conditions under which each account will be operated

	5.4.1
	Director of Finance

	review the commercial banking arrangements of the Trust at regular intervals

	6. INCOME, FEES AND CHARGES AND SECURITY OF CASH, CHEQUES AND OTHER NEGOTIABLE INSTRUMENTS

	6.1.1
	Director of Finance

	design, maintain and ensure compliance with systems for the proper recording, invoicing, collection and coding of all monies due

	6.1.3
	Director of Finance

	prompt banking of all monies received

	6.2.2
	Director of Finance

	approve and regularly review the level of all fees and charges

	6.2.3
	Director of Finance
	approve all contracts for income

	6.2.3
	All staff
	inform the Director of Finance promptly of money due arising from transactions which they initiate/deal with

	6.3.1
	Director of Finance
	appropriate recovery action on all outstanding debts

	6.4.1
	Director of Finance
	approve the form of all receipt books, agreement forms, or other means of officially acknowledging or recording monies received or receivable

	6.4.1
	Director of Finance
	systems for ordering and securely controlling any such stationery 

	6.4.1
	Director of Finance
	provide adequate facilities and systems for employees whose duties include collecting and holding cash

	6.4.1
	Director of Finance
	prescribe systems and procedures for handling cash and negotiable securities on behalf of the Trust

	Research and Development
	Medical Director 




Audit and Assurance Committee
		authorisation of commercial sponsorship deals, non-commercial research projects, and clinical trials less than £27,500 

	

	
authorisation of commercial sponsorship deals, non-commercial research projects, and clinical trials greater than £27,500 
	

	
	
	

		
	



	




	
	
	

	7. TENDERING AND CONTRACTING FOR COMMITMENT OF EXPENDITURE

	7.5.1
10.1.5
	Director of Finance
	advise the Board regarding the setting of thresholds above which quotations or formal tenders must be obtained

	7.6.2.2
	Chief Executive and Director of Finance
	Where only one tender is sought and/or received ensure that the price to be paid is fair and reasonable and will ensure value for money for the Trust

	7.6.3.3
	Chief Executive
	tender documents shall be kept strictly confidential, recorded, and held in safe custody

	7.6.4.4
	Chief Executive
	Authorise a tender which will commit expenditure in excess of that which has been allocated by the Trust and which is not in accordance with SFI’s

	7.6.7
	Director of Finance
	make or institute any enquiries they deem appropriate concerning the financial standing and financial suitability of approved contractors

	7.6.7
	Director of Nursing, Therapies & Quality 
	make such enquiries as is felt appropriate to be satisfied as to their technical / medical competence

	7.6.8.1
	Chief Executive
	ensure that appropriate checks are carried out as to the technical and financial capability of those firms that are invited to tender or quote

	7.7.2.4
	Chief Executive or nominated officer

Chief Executive or nominated officer
	evaluate the quotation and select the quote which gives the best value for money


record why lowest quotation not accepted

	7.7.3.1
	Director of Finance
	approve non-competitive quotation forms

	7.9.1
	Director of Finance
	approve procurement procedures

	7.10.4
	Chief Executive
	nominate an officer who shall oversee and manage each contract on behalf of the Trust

	7.11.1
	Chief Executive
	nominate officers with delegated authority to enter into contracts of employment, regarding staff, agency staff or temporary staff service contracts

	7.12.1
	Director of Finance
	ensure that Service Level Agreements and extra-contractual arrangements agreed with other organisations for the provision of healthcare services to the Trust are agreed in accordance with current Department of Health/ NHS Improvement guidance

	7.12.2
	Chief Executive
	nominate officers to commission service agreements with providers of healthcare in line with a commissioning plan approved by the Board

	7.13.1
	Chief Executive or his nominated officer
	determine if Competitive Tendering or Quotation procedures do not apply

	7.14.1

	Chief Executive
	ensure that best value for money can be demonstrated for all services provided on an in-house basis

	7.14.2
	Trust Board
	determine from time to time that in-house services should be market tested by competitive tendering

	7.14.6
	Chief Executive
	nominate an officer to oversee and manage the contract on behalf of the Trust

	Tendering and Procurement Process

	



7.5.4


	
Budget Holder

Associate Director, Deputy Director/ Service Director/ Exec. Director

Director of Finance 

Chief Executive
	
£19k - £30k   3 quotes (invite)


£30k - £139,688 Formal tender Process

£139,689 to £550,000   OJEU Process

£550,000+

	[bookmark: _Hlk61019730]Approval of Single Quotation Action (providing budget available)

	
	Budget Holder

Director of Finance & Procurement

	0 – £19k   

£19-£30k    

	Approval of Single Tender Action – Waiver (providing budget available)

	
	
Director of Finance


Audit & Assurance Committee Chair
	
£30k - £55k


£55k+



	8. CONTRACTS FOR PROVISION OF SERVICES

	8.0.1
	Chief Executive
	responsible for ensuring the Trust enters into suitable contracts

	8.0.2
	Director of Finance
	undertake any costing relating to the involvement of the Trust in a tender process or bid for additional external income

	8.0.6
	Chief Executive
	ensure that regular reports are provided to the Trust Board or its appropriate committee detailing actual and forecast income and liability from the contracts

	8.0.4
	Resources Committee
	approve services provided to non-NHS organisations with a value greater than £300,000 over a 3 year period or the period of the contract if longer

	8.0.4
	Trust Board
	approve services provided to non-NHS organisations with a value greater than £3million over a 3 year period or the period of the contract if longer

	Provision of Service to a Non NHS Organisation

	
	Budget Holder

Executive Director

Resources Committee

Trust Board
	Upto £30,000

£30,000 upto £300,000


£300,000 upto £3,000,000

Over £3,000,000

	Physical signing and E-signing of contracts (for both provision of services and purchase of services and for Framework Agreements)

	
	Relevant Executive

Director of Finance

Chief Executive and Director of Finance
	Upto £300,000


£300,000 to £10,000,000


Over £10,000,000

	9. TERMS OF SERVICE, ALLOWANCES AND PAYMENT OF MEMBERS OF THE BOARD AND EMPLOYEES

	9.0.1
	Appointments and Terms of Service Committee
	determination of remuneration and terms and conditions of service for the Chief Executive, Executive Directors and other senior employees remunerated outside of national pay arrangements adopted by the Board

	9.1.1
	The Council of Governors’ Nomination and Remuneration Committee
	Determine the remuneration of the Chair and Non-Executive Directors of the Board

	9.2.1
	Trust Board
	consider and approve proposals presented by the Chief Executive for the setting of remuneration and conditions of service for those employees and officers

	9.3.3
	Director of HR and Organisational Development
	ensure adherence, in respect of employees paid on alternative contractual arrangements, including the consultant contract, to the scheme and terms and conditions for employees adopted by the Board

	9.4.1
	All staff
	not engage, re-engage, or re-grade employees, either on a permanent or temporary nature, or hire agency staff, or agree to changes in any aspect of remuneration unless:

the appropriate Trust process has been followed including budget holder agreement and Executive Director confirmation as may be required

it is within the limit of their approved budget and funded establishment

	9.4.3
	Trust Board
	approve procedures presented by the Chief Executive for the determination of commencing pay rates, condition of service, etc, for employees

	9.5.1
	Director of Finance
	maintain procedural instructions for delivery of the Trust’s payroll function

	9.5.2
	Director of Finance
	ensure that the chosen method of payroll processing is supported by appropriate (contracted) terms and conditions, adequate internal controls and audit review procedures and that suitable arrangements are made for the collection of payroll deductions and payment of these to appropriate bodies

	9.5.4
	Director of Finance and budget holder
	Authorise payments to an individual in advance of the normal pay day

	9.5.5
	Director of Finance
	Payroll. 

Responsible for;
specifying timetables for submission of properly authorised time records and other notifications;

Ensuring that pay information is accurately reflected in the financial records of the Trust;

the final determination of pay and allowances;

making payment on agreed dates;

agreeing method of payment 



	9.5.7
	Nominated Managers
	delegated responsibility for:

processing a signed copy of the contract or appointment form and other such documentation as may be required immediately upon an employee commencing duty;

submitting time records, and other notifications in accordance with agreed timetables;

the certification of staff expense claims. 

completing time records and other notifications in accordance with the Director of Finance's instructions and in the form prescribed by the Director of Finance; 

submitting termination forms in the prescribed form immediately upon knowing the effective date of an employee's or officer’s resignation, termination or retirement.  

	9.6.1
	Director of HR and Organisational Development
	Ensuring that all employees are issued with a Contract of Employment in a form approved by the Board and which complies with employment and Health and Safety legislation;

Dealing with variations to, or termination of, contracts of employment

	Personnel and pay including medical and dental staff 

	
	Budget Holder



Budget Holder


Budget Holder

Recruitment Team

Recruitment Team


Budget Holder

Budget Holder

Budget Holder



Budget Holder 



Director of Human Resources & OD 
		Authority to complete standing data items affecting pay 
	

	
Approval to recruit and extend fixed term contracts where in budget 
	

	
Nursing staff recruitment 
	
	

	
Appointment letter 
	

	
Appointment Form and Contract of Employment 
	

	
Change of Assignment Form (electronic) 
	
	

	
Letter of termination 

	
	

	Change of personal details form (electronic) 
	
	

	
The granting of additional increment(s) to staff within budget (only to be agreed in accordance with Agenda for Change terms and conditions and Trust Policy) 

	

	Upgrading and regarding: All requests for upgrading / re-grading shall be dealt with in accordance with HR Procedure 
	




	Authority to authorise travel and subsistence expenses

	
	Budget Holder

Deputy Director of Finance

Director of Finance
		Relating to previous 3 months 
	
	


	3-6 months old 
	




Over 6 months old

	Leave

	
	Line Manager

Executive Director

Director of Human Resources & OD 

Manager
		Approval of annual leave 
	
	

	
Annual leave – approval of carry forward (up to a maximum of 5 days) 
	
	

	
Annual leave – approval of carry forward in excess of 5 days 
	
	

	

Special leave arrangements 
	




	Sick Leave

	
	Director of Human Resources & OD

Director of Human Resources & OD 
		Extension of sick leave on half pay up to three months 
	
	
	

	
Extension of sick leave on full pay up to three months 
	




	Study Leave

	
	Chief Executive

Director of Nursing, Therapies & Quality / Medical Director

Budget Holder
		Study leave outside of the UK 
	

	


	Medical staff study leave (UK) 
	
	

	

All other study leave (UK) 
	



	




	Removal expenses, excess rent and house purchase

	
	Director of Human Resources & OD





Remuneration Committee
		Authorisation of payment of removal expenses incurred by Officers taking up new appointments (providing consideration was promised at interview) up to £8,000 and in line with the Relocation Policy 

	
	

	Authorisation of payment of removal expenses incurred by Officers taking up new appointments over £8,000 or outside of Relocation Policy 
	




	Authorised car, mobile/smart phone, remote IT access

	
	Associate, Deputy or Service Director 

Associate, Deputy or Service Director 

		Requests for new post to be authorised as a car user 
	
	

	
Requests for new post to be authorised as a mobile/smart telephone users, remote IT access 
	
	

	
	




	Retirement

	
	Director Human Resources & OD
		Compilation and maintenance of the Trust’s Retirement Policy 
	
	

	
	
	

	 
	




	Redundancy

	
	Director of Finance


Chief Executive


Audit Committee


Remuneration and Terms of Service Committee
	Approve Redundancies within contractual terms that payback within 1 year

Approve Redundancies within contractual terms that payback between 1 & 2 years

Approve Redundancies within contractual terms that payback over more than 2 years or are outside contractual terms


	All redundancies which attract a monetary value over and above contractual entitlement 
	




	Ill Health

	
	Executive Director / Director of Human Resources & OD

Executive Director / Director of Human Resources & OD

		Decision to pursue retirement on grounds of ill health 
	

	



Dismissal 




	Engagement of staff not on the establishment, and discretionary pay 

	
	
Chief Executive 

Chair and Chief Executive 

Trust Board



Budget holder




Chief Executive

Chair and Chief Executive

Trust Board




Associate, Deputy or Service Director


Executive Director (following authorisation from SSOG)

	Appointment of staff not currently on establishment
Up to £275,000

£275,000 to £550,000


Over £550,000

Discretionary Pay

	Additional hours and overtime 

Additional Increment or responsibility allowances

Upto £275,000

£275,000 to £550,000


Over £550,000

	

	Agency usage and above price cap:

	

	
Agency 




 Agency rate above £100 per hour, 50% or more above the price cap, agency not on a framework




	

	
	
	

	Facilities for staff not employed by the Trust to gain practical experience 

	
	Recruitment Manager

Line Manager
		Professional Recognition, Honorary Contracts, and Insurance of Medical Staff 
	

	
Work experience students 
	




	
	
	

	10. NON-PAY EXPENDITURE

	10.0.1
	Trust Board
	approve the level of non-pay expenditure on an annual basis

	10.0.1
	Chief Executive
	determine the level of delegation to budget managers

	10.0.2
	Chief Executive
	set out; 
the list of managers who are authorised to place requisitions for the supply of goods and services;

the maximum level of each requisition and the system for authorisation above that level.

	10.0.3
	Chief Executive
	set out procedures on the seeking of professional advice regarding the supply of goods and services

	10.1.2
	All staff
	comply with procedures issued by the Director of Finance and, in choosing the item to be supplied (or the service to be performed), shall always obtain the best value for money for the Trust. In so doing, the advice of the Procurement Manager shall be sought

	10.1.4
	Director of Finance
	responsible for the prompt payment of properly authorised accounts and claims in accordance with the NHS Better Payments Practice Code

	10.1.6
	Director of Finance
	maintain adequate systems and procedures for the ordering (including requisitions) of goods and services

	10.1.7
	requisitioner
	in choosing the item to be supplied (or the service to be performed) shall always obtain the best value for money for the Trust

	10.1.8.1
	Managers and Directors
	ensure that they comply fully with the guidance and limits specified by the Director of Finance

	10.1.9
	Director of Finance
	maintain adequate systems and controls; and procedural rules for commitments and purchases made outside of the Trust’s approved supply arrangements

	10.2
	Director of Finance
	be responsible for designing and maintaining a system of verification, recording and payment of all amounts payable

be responsible for ensuring that payment for goods and services is only made once the goods and services are received

	10.2.2
	Director of Finance
	specify the circumstances under which goods and services can be paid in advance of receipt, through the use of prepayments

	10.2.3
	Director of Finance
	be satisfied with the proposed arrangements before contractual arrangements proceed (taking into account the EU public procurement rules where the contract is above a stipulated financial threshold)

	10.2.4
	Budget holder
	responsible for ensuring that all items due under a prepayment contract are received

	10.2.5.2
	Director of Finance
	Approve form for official orders

	10.2.5.6
	Chief Executive and Director of Finance
	ensure that the arrangements for financial control and financial audit of building and engineering contracts and property transactions comply with the guidance contained within the Strategic Framework for the efficient management of Healthcare Estates and facilities

	Requisitioning revenue items via ordering system, and approval of invoices for Non PO orders (PO orders automatically matched)

	
	requisitioner

delegated budget manager

Budget Holder

	(OJEU level) Associate or Deputy Director / Operational Service Director

Executive Director 

Chief Executive/ Director of Finance
	



	PO upto £300
	
PO £300 to £5,500


	PO - £5,500 upto £30,000 and within budget 
	

	


PO – upto £139,688
 
	




	

	
	
	

	
PO – upto £300,000


PO – upto £10,000,000
	


	
	


	
	





	

	
	
	

	11. STORES AND RECEIPT OF GOODS 

	11.3.1
	Chief Executive
	delegate overall responsibility for the control of stores

	11.3.2
	departmental employees and stores managers/keepers
	Control of stores, stocktaking, condemnations and disposals

	11.3.3
	designated estates manager
	control of any fuel oil and coal

	11.3.3
	Pharmaceutical Officer
	The control of any Pharmaceutical stocks

	11.3.5
	Director of Finance
	set out procedures and systems to regulate the stores including records for receipt of goods, issues, and returns to stores, and losses

	11.3.6
	Director of Finance
	Agree stocktaking arrangements

	11.3.8
	Director of Finance
	Approve system for a review of slow moving and obsolete items and for condemnation, disposal, and replacement of all unserviceable articles

	11.4.1
	Chief Executive
	For goods from NHS Supply Chain identify those authorised to requisition and accept goods from the store

	11.5.1
	Director of Finance
	Set out procedures for the payments to local authorities and voluntary organisations made under the powers of section 28A of the NHS Act

	12. EXTERNAL BORROWING  AND  INVESTMENTS

	12.0.1
	Director of Finance
	advise the Board concerning the Trust’s ability to pay dividends on, and repay Public Dividend Capital (PDC) and any proposed new borrowing, within the limits set by the Department of Health

	12.0.1
	Director of Finance
	responsible for reporting periodically to the Board concerning the PDC debt and all loans and overdrafts

	12.1.1
	Trust Board
	agree the list of employees in addition to the Chief Executive and the Director of Finance who are authorised to make short term borrowings on behalf of the Trust

	12.1.2
	Director of Finance
	prepare detailed procedural instructions concerning applications for loans and overdrafts

	12.1.6
	Chief Executive and Director of Finance 
	Any application for an increase in Public Dividend Capital (PDC) on behalf of the Trust shall be made by the Chief Executive and Director of Finance or their nominated representatives and will be notified to the Trust Board

	12.2.2

	Director of Finance
	responsible for advising the Board on investments and shall report periodically to the Board concerning the performance of investments held

	12.2.3
	Director of Finance
	prepare detailed procedural instructions on the operation of investment accounts and on the records to be maintained

	13. CAPITAL INVESTMENT, PRIVATE FINANCING, FIXED ASSET REGISTERS AND SECURITY OF ASSETS

	13.1.1
	Director of Finance
	responsible for compiling and submitting for Board approval an annual capital programme, which is affordable within available resources over the lifetime of the investment

	13.1.3
	Chief Executive
	ensure that there is an adequate appraisal and approval process in place for determining capital expenditure priorities and the effect of each proposal on business plans;

is responsible for the management of all stages of capital schemes and for ensuring that schemes are delivered on time and to cost; 

shall ensure that the capital investment is not undertaken without confirmation of purchaser(s) support and the availability of resources to finance all revenue consequences, including capital charges

	13.1.4
	Chief Executive
	For every capital expenditure proposal above the limit delegated, £1,000,000, ensure:

that a business case (in line with the guidance contained within the Capital Investment Manual) is produced and has been considered by the Resources Committee and sets out in accordance with the Trust’s approved procedures: 

an option appraisal of potential benefits compared with known costs to determine the option with the highest ratio of benefits to costs; 

the involvement of appropriate Trust personnel and external agencies;

appropriate project management and control arrangements; 

that the Director of Finance has certified professionally to the costs and revenue consequences detailed in the business case

	[bookmark: _Hlk62832547]
	Director of Finance

Chief Executive

Trust Board
	Capital expenditure approvals upto £1,000,000


Capital expenditure approvals £1,000,000+ to £2,000,000

Capital expenditure approvals £2,000,000 and above

	
	Chief Executive






Trust Board




Trust Board
		In year amendments to Board approved capital plan, including new capital schemes up to £500,000, and variations up to a value of 10% of the original plan approved 
	
	
	

	In year amendments to Board approved capital plan, including new capital schemes greater than £500,000, and variations greater than 10% of the original plan approved. 

	
	

	Approval of capital business cases over £2,000,000 and below the NHSI review limit  
	




	13.1.5
	Director of Finance
	for capital schemes where the contracts stipulate stage payments, issue procedures for their management in line with best practice

	13.1.6
	Director of Finance
	assess on an annual basis the requirement for the operation of the construction industry tax deduction scheme in accordance with HM Revenue & Customs guidance

	13.1.7
	Director of Finance
	issue procedures for the regular reporting of expenditure and commitment against authorised expenditure. They shall maintain procedures for monitoring and reporting on the progress of delivery of contracts, and capital expenditure against the Trust’s capital programme

	13.1.9
	Chief Executive
	issue a scheme of delegation for capital investment management

	13.1.10
	Director of Finance
	ensure that in high cost or high risk investments guidance has been followed in Risk Evaluation for Investment Decisions (REID), and advice has been sought from the Regulator

	13.1.11
	Director of Finance
	issue procedures governing the financial management, including variations to contract, of capital investment projects and valuation for accounting purposes

	13.2.1
	Director of Finance
	demonstrate that the use of private finance represents value for money and genuinely transfers significant risk to the private sector

	13.3.2
	Director of Finance
	maintain an asset register recording fixed assets

	13.3.5
	Director of Finance
	approve procedures for: 

ensuring reconciliation of balances on fixed assets accounts in ledgers against balances on fixed asset registers;

ensuring the value of each asset shall be indexed to current values in accordance with indices agreed with the Trust’s Independent Valuers;

ensuring the value of each asset shall be depreciated using methods and rates as specified in the Foundation Trust Annual Reporting Manual from NHS Improvement

	13.3.7
	Director of Finance
	shall calculate and pay capital charges as specified in the Foundation Trust Annual Reporting Manual issued by the NHS Improvement

	13.4.1
	Chief Executive
	responsibility for the overall control of fixed assets

	13.4.1
	All staff
	responsibility to ensure that assets are securely maintained

	13.4.2
	Director of Finance
	approval of asset control procedures (including fixed assets, cash, cheques and negotiable instruments, and also including donated assets)

	13.4.4
	Board members and senior employees in all disciplines
	apply appropriate routine security practices in relation to NHS property as may be determined by the Board

	14. DISPOSALS AND CONDEMNATIONS, LOSSES AND SPECIAL PAYMENTS

	14.1.3
	Director of Finance

	All unserviceable articles shall be:

(a)	condemned or otherwise disposed of by an employee authorised for that purpose by the Director of Finance;


	Notification of Obsolete and Condemned Articles disposal and losses
	Service Director 

Director of Finance

Chief Executive

Audit Committee
	£0 - £10,000

£10,000 - £50,000

£50,000 to £100,000

Over £100,000

	Notification of Land and Buildings disposal and losses
	Director of Finance

Chief Executive

Audit Committee
	Upto £50,000

£50,000 to £100,000

Over £100,000

	14.1.1.1
	Director of Finance
	prepare detailed procedures for the disposal of assets including condemnations, and ensure that these are notified to managers

	14.2.1.1
	Director of Finance
	prepare procedural instructions on the recording of and accounting for condemnations, losses, and special payments

	14.2.1.2
	All staff
	on discovering or suspecting a loss of any kind must either immediately inform their head of department, who must immediately inform the Chief Executive and the Director of Finance or inform the Local Counter Fraud Specialist who will then appropriately inform the Director of Finance and/or Chief Executive

	14.2.1.3
	Director of Finance
	determine the nature and/or value of losses, and;

where a criminal offence is suspected immediately inform the police if theft or arson is involved;

in cases of fraud and corruption or of anomalies which may indicate fraud or corruption inform the relevant LCFS and the External Auditor as appropriate

	14.2.2
	Director of Finance
	for losses apparently caused by theft, arson, neglect of duty or gross carelessness, except if the value is less than £50k, immediately notify the Trust Board and the External Auditor

	14.2.3
	Director of Finance
	In the case of a significant loss arrange for Internal Audit to investigate the circumstances surrounding the loss and ensure that procedures are enhanced to mitigate the risk of a re- occurrence

	14.2.4
	Trust Board
	Within limits delegated to it by the Department of Health approve the writing-off of losses

	14.2.5
	Director of Finance
	shall be authorised to take any necessary steps to safeguard the Trust’s interests in bankruptcies and company liquidations

	14.2.7
	Director of Finance
	maintain a Losses and Special Payments Register in which write-off action is recorded

	Notification and review of Losses of Trust cash due to theft, fraud, overpayment and others; 

	
	Director of Finance

Chief Executive

Audit and Assurance Committee

Audit and Assurance Committee

Trust Board
		Up to £2,000
	
	
	

	
Up to £15,000 
	
	
	

	
Over £15,000 
	
	

	

Novel, contentious or repercussive cases greater than £20,000 
	
	
	

	
Special Severance Payments 
	




	Authorisation of Fruitless Payments (including abandoned capital schemes)

	
	Director of Finance

Chief Executive

Audit and Assurance Committee

Audit and Assurance Committee
		Up to £2,000

	
	
	

	Up to £15,000 
	
	
	

	

Over £15,000 

	
	


	Novel, contentious or repercussive cases greater than £20,000
	




		Authorisation of write-off of Bad Debts and claims abandoned, private patients, overseas visitors and other;
	




	
	Director of Finance

Chief Executive

Audit and Assurance Committee 
		Up to £2,000 

	

	
	

	Up to £20,000 
	

	
	

	Over £20,000 
	




	Notification and review of Damage to Trust Property, Buildings, Fittings and Equipment including stores losses (e.g. fraud, theft, arson, criminal damage) or other: 

	
	Director of Finance

Chief Executive

Audit and Assurance Committee 
Audit and Assurance Committee
		Up to £2,000 
	
	
	

	
Up to £50,000 
	
	
	

	
Over £50,000 

	Novel, contentious or repercussive cases greater than £20,000 
	



	




	Authorisation of Extra contractual payments to contractors: 

	
	Director of Finance

Chief Executive

Trust Board

Trust Board


Trust Board
		Up to £1,500 
	
	

	
Up to £20,000 
	
	

	
Over £20,000 

	Novel, contentious or repercussive cases 
	
	

	
Special Severance Payments 



	




	Authorisation of Ex-gratia payments: 

	
	Director of Finance


Trust Board 

Director of Nursing, Therapies & Quality


Trust Board

Director of Finance



Audit and Assurance Committee
		Service users and staff for loss of personal effects upto £5k

	
	

	Over £5k

For clinical negligence (negotiated settlements) upto £50k
	
	

	

Over £50k

For personal injury claims involving negligence where legal advice has been obtained and guidance applied up to £55k 

	
	

	For personal injury claims involving negligence where legal advice has been obtained and guidance applied up to £800k 
	




	Authorisation of Other, except cases of maladministration where there was no financial loss by claimant: 

	
	Director of Finance

Chief Executive or Director of Finance

Audit and Assurance Committee
		Up to £2,000 
	
	

	
Up to £20,000 
	
	

	

Over £20,000 
	




	Authorisation of write off of individual payroll overpayments (NB all reported to the Audit and Assurance Committee): 

	
	Director of Finance

Chief Executive

Audit and Assurance Committee

Director of Finance


Director of Finance
		Up to £1,100 
	
	

	
Over £1,100 less than £5,500 
	
	

	
Over £5,500 
	
	

	

Reporting of losses and Special Payments to the Board 

	
	

	Maintenance of Register of Losses and Special Payments 




	Authorisation of Petty Cash Payments

	
	
		
	

	
	

	




	[image: ]

	15. AUDIT

	15.1.1
	Trust Board
	formally establish an Audit Committee, with clearly defined terms of reference and following guidance from the latest Foundation Trust Code of Governance and Audit Code for NHS Foundation Trusts issued by NHS Improvement

	15.1.2
	Audit Committee
	Where there is evidence of ultra vires transactions, evidence of improper acts, or if there are other important matters that the Committee wishes to raise, the Chair of the Audit Committee should raise the matter at a full meeting of the Board

	15.1.3
	Director of Finance
	ensure an adequate Internal Audit service is provided and the Audit Committee shall be involved in the selection process when/if an Internal Audit service provider is changed

	15.1.4
	Director of Finance
	For shared services ensure that maintenance of an adequate internal audit service is specified in any service level agreement and shall further specify assurance arrangements between the Trust’s internal and external auditors and the Shared Business Service’s auditors

	15.2.1
	Director of Finance
	ensuring there are arrangements to review, evaluate and report on the effectiveness of internal financial control including the establishment of an effective Internal Audit function;


	15.5.1
	Chief Executive and Director of Finance
	monitor and ensure compliance with Directions issued by the Secretary of State for Health on fraud and corruption

	15.6.1
	Chief Executive
	monitor and ensure compliance with Directions issued by the Secretary of State for Health on NHS security management

	15.6.4
	Chief Executive
	overall responsibility for controlling and coordinating security

	16. INFORMATION TECHNOLOGY

	16.1
	Chief Executive
	ensure that risks to the Trust arising from the use of IT are effectively identified and considered and appropriate action taken to mitigate or control risk

	16.2.1
	Director of Finance
	responsible for the accuracy and security of the computerised financial data of the Trust

	16.2.3
	Director of Finance
	devise and implement any necessary procedures to ensure adequate (reasonable) protection of the Trust's data, programs and computer hardware for which the Director is responsible from accidental or intentional disclosure to unauthorised persons, deletion or modification, theft or damage, having due regard for the Data Protection Act 1998;

ensure that adequate (reasonable) controls exist over data entry, processing, storage, transmission and output to ensure security, privacy, accuracy, completeness, and timeliness of the data, as well as the efficient and effective operation of the system;

ensure that adequate controls exist such that the computer operation is separated from development, maintenance and amendment;

ensure that an adequate management (audit) trail exists through the computerised system and that such computer audit reviews as the Director may consider necessary are being carried out

	16.2.4
	Director of Finance
	ensure that new financial systems and amendments to current financial systems are developed in a controlled manner and thoroughly tested prior to implementation

	16.2.5
	Chief Executive
	publish and maintain a Freedom of Information (FOI) Publication Scheme, or adopt a model Publication Scheme approved by the Information Commissioner

	16.4.1
	Director of Finance
	ensure that contracts for computer services for financial applications with another health organisation or any other agency shall clearly define the responsibility of all parties for the security, privacy, accuracy, completeness, and timeliness of data during processing, transmission and storage

	16.5.1
	Director of Finance
	ensure that risks to the Trust arising from the use of IT are effectively identified and considered and appropriate action taken to mitigate or control risk

	17. PATIENTS’ PROPERTY

	17.1.2
	Chief Executive
	responsible for ensuring that patients or their guardians are informed about patients’ money and property procedures before or at admission

	17.1.3
	Director of Finance
	provide detailed written instructions on the collection, custody, investment, recording, safekeeping, and disposal of patients' property (including instructions on the disposal of the property of deceased patients and of patients transferred to other premises) for all staff whose duty is to administer, in any way, the property of patients

	17.1.4
	departmental or senior manager
	Staff should be informed, on appointment, of their responsibilities and duties for the administration of the property of patients


	18. FUNDS HELD ON TRUST

	18.1.1
	Trust Board
	management of funds it holds on trust, and for meeting the latest guidance and best practice of the Charity Commission

	18.1.3
	Charitable Funds Committee
	ensure that each trust fund which the Trust is responsible for managing is managed appropriately with regard to its purpose and to its requirements

	18.4.1
	Director of Finance
	arrange for the administration of all charitable funds.in conjunction with the Trust Secretariat

	18.4.4
	Director of Finance and Trust Secretary
	responsible for alerting the Board to any irregularities regarding the use of the Trust's name or its registration numbers in fund-raising

	18.4.5
	Director of Finance and Trust Secretary
	responsible, with the Trust Secretary, for the appropriate treatment of all income, including fund-raising, trading activities, dividends and interest

	18.4.6
	Charitable Funds Committee
	shall manage the exercise of the Trust 's dispositive discretion (how it uses the funds)

	18.4.7

	Director of Finance
	identify all costs directly incurred in the administration of charitable funds for charging to the appropriate charitable fund accounts

	18.4.8
	Director of Finance
	ensure that liability to taxation and excise duty is managed appropriately

	18.5.1
	Trust Board
	responsible for all aspects of the management of the investment of charitable funds

	18.6.1
	Director of Finance
	ensure that appropriate banking services are available to the Trust as corporate trustee. These shall permit the separation of liquid funds to each charity if required by the Charity Commission

	18.6.2.1
	Charitable Funds Committee
	ensure that regular reports are made to the Board with regard to, the receipt of funds, investments, and the disposition of resources

	18.6.2.2
	Director of Finance
	prepare annual accounts in the required manner which shall be submitted to the Board within agreed timescales and, in conjunction with the Trust Secretariat shall prepare an annual trustees' report (separate reports for charitable and non-charitable trusts) and the required returns to the Charity Commission for adoption by the Board

	18.6.2.3
	Director of Finance
	maintain all financial records to enable the production of reports as above and shall ensure that the records, accounts and returns receive adequate scrutiny

	
	Service Delivery Director

Executive Directors

Charitable Funds Committee
		Approval for payments from Trust funds up to £2,200 
	
	
	

	
Approval for payments from Trust funds £2,200 to £5,500 over

Approval for payments from Trust funds £5,500 and over 
	




	19. ACCEPTANCE OF GIFTS BY STAFF AND LINK TO STANDARDS OF BUSINESS CONDUCT 

	19.1.1
	Director of Finance
	ensure that all staff are made aware of the provisions within Trust policies on Conflict of Interests and on Counter Fraud, Bribery and Corruption, as these relate to the offer and acceptance of gifts

	20. RISK MANAGEMENT AND INSURANCE 

	20.1.1
	Chief Executive
	ensure that the Trust has a programme of risk management, in accordance with current Department of Health assurance framework requirements, which must be approved and monitored by the Board

	20.2.1
	Trust Board
	decide if the Trust will insure through the risk pooling schemes administered by the NHS Litigation Authority or self insure for some or all of the risks covered by the risk pooling schemes

	20.3.1
	Director of Finance
	Where the Board decides to use the risk pooling schemes administered by the NHS Litigation Authority ;
ensure that the arrangements entered into are appropriate and complementary to the risk management programme. The Director of Finance shall ensure that documented procedures cover these arrangements

	20.3.2
	Director of Finance
	Where the Board decides not to use the risk pooling schemes administered by the NHS Litigation Authority for one or other of the risks covered by the schemes; 
ensure that the Board is informed of the nature and extent of the risks that are self insured as a result of this decision and will draw up formal documented procedures for the management of any claims arising from third parties and payments in respect of losses which will not be reimbursed

	20.3.3
	Director of Finance
	ensure documented procedures also cover the management of claims and payments below the deductible in each case

	20.4.1
	Director of Finance
	determine the level of insurance cover to be held by the Trust


	COMMUNICATION

	Reporting of Incidents to the Police

	
	Relevant Line Manager

Relevant Line Manager

Director of Finance
		Criminal offence of a violent nature 
	
	

	

Other 
	
	

	

Where fraud is involved 
	




	Service user, relative and carer complaints 

	
	Director of Nursing, Therapies & Quality

Director of Nursing, Therapies & Quality

Director of Nursing, Therapies & Quality / Chief Executive Officer to sign off

Medical Director

Director of Nursing, Therapies & Quality
		Overall responsibility for ensuring that all complaints are dealt with effectively 

	
	

	
Responsibility for ensuring complaints relating to a service area are investigated thoroughly 

	
	

	

Final response to complainant 


	
Medico – Legal Complaints 
	
	

	

Co-ordination of their management 
	



	




	Relationships with press

	
	Head of Communications

Head of Communications 

Relevant Director on call

Relevant Director on call
		Non-Emergency general enquiries 
	

	

Within hours facilities only 
	

	

Emergency within hours 


	
	

	Emergency outside hours 
	




	CORPORATE GOVERNANCE

	Standards of business conduct 

	
	Executive Director 


Executive Director 





Trust Secretary


Trust Secretary
		Approving sponsorship 
	
	

	
Applies to both individual and collective hospitality in excess of £55 per item received. In most circumstances, hospitality should be declined 
	
Maintaining the Hospitality and Gifts and Commercial Sponsorship Register 

	
	

	Maintaining the Declaration of Interest Register 
	



	




	Health and Safety

	
	Director of Finance


Director of Finance




Director of Finance




Chief Operating Officer



Director of Finance



Trust Secretary



Trust Secretary



Director of Finance



Chair / Chief Executive




Chair



Trust Secretary




Trust Secretary



Director of Finance 


Chair / Chief Executive



Trust Secretary


Trust Secretary


Trust Secretary
		Review of Fire Precautions 
	
	

	

Review of all statutory compliance legislation 
	

	

Review of all Health and Safety requirements including control of substances hazardous to health regulations 
	
	

	

Review of compliance with environmental regulations, for example those relating to clean air and waste disposal 
	
	

	

Review of compliance with the Data Protection Act including 
	
	

	

Maintaining a Freedom of Information Scheme 
	
	

	

Retention of Records in accordance with DH Records Management NHS Code of 
Practice 2016 

	Review of compliance with the DH National Contract for the Provision of Health Services
 

	
	

	Exercise of powers in emergency or for an urgent decision (subject to report at the next meeting and after consultation with at least two Non-Executive Directors) 

	
	

	Decisions to include emergency motions after issue of notice of meeting and agenda 


	
	 

	Maintain an up-to-date register of Board Members interests, recording these in Board minutes and the Annual Report 
	 
	 

	

Maintenance of the Standing Orders, Scheme of Reservation


Scheme of Delegation and Standing Financial Instructions


	
	 

	Ensure that Board acts in accordance with the legislative framework and Establishment Order 

	
	

	Custody of the Common Seal of the Board in a secure place 

	Attestation of Sealing in accordance with the Standing Orders 
	
	

	
	
	

	Maintenance of a Register of Sealing and reporting of all Sealing to the Board at least annually 
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	Director of Finance


Chief Executive

Trust Board
	Whole life value
Upto £1,000,000

£1,000,000+ to £2,000,000

Over £2,000,000
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Authorisation 

of Petty Cash 

Payments

Petty Cash Floats 

Reimbursement of 

patient monies  and 

Authorisation of 

patient travel 

Inpatient petty cash floats  

Patient Activity Claims

MH/LD Inpatient petty cash 

floats for Supermarket and 

Patient Take-Away Food 

Claims

International 

Recruitment Float

Budget Holder

Petty cash floats should not be 

used routinely for goods or 

services that can be ordered 

through the Procurement to Pay 

system on Centros.  Otherwise 

Expenditure up to £35 per 

receipt.  Failure to plan is not a 

valid reason to use petty cash.

Claims up to £100 per 

claim

Petty cash floats should not 

be used routinely for goods 

or services that can be 

ordered through the 

Procurement to Pay system 

on Centros.  Otherwise 

Expenditure up to £30  per 

patient or escort

Petty cash floats should not be 

used routinely for goods or 

services that can be ordered 

through the Procurement to 

Pay system on Centros.  

Otherwise Expenditure up to 

£15 per patient  for 

Supermarket and Patient Take-

Away Food Claims

Expenditure up to £70 

per item for immediate 

reactive purchases that 

the Procurement to Pay 

system can't deliver in 

required timescales.

Senior Financial 

Accounts 

Manager

With prior approval before spend 

and approval given after 

discussion with Procurement ; 

Expenditure £35 - £100 per 

receipt

N/A

With prior approval before 

spend and approval given 

after discussion with 

Procurement ; Expenditure 

£30 - £100 per patient

N/A

Expenditure £70 - £100 

per item

Director of 

Finance

In exceptional circumstances 

with prior approval before 

spend; All receipts over £100.   

In exceptional 

circumstances with 

prior approval before 

spend; All receipts over 

£100.   

In exceptional circumstances 

with prior approval before 

spend; All claims over £100 

per patient.   

N/A

In exceptional 

circumstances  with prior 

approval before spend; 

All Claims where an 

individual item is over 

£100. 
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