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1.2 Responsibilities and delegation 
 

Foundation Trust Board of Directors 
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c) Maintaining an effective system of internal financial control including 
ensuring that detailed financial procedures and systems incorporating 
the principles of separation of duties and internal checks are 
prepared, documented and maintained to supplement these 
instructions. 

 

d) Ensuring that sufficient records are maintained to show and explain 
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2. AUDIT 
 

2.1 Chief Finance Officer
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a) The extent o
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the NHS Act 2006. 
 

2.3.4 The Trust shall comply with the Audit Code and shall require the External 
Auditor to comply with the Audit Code. 

 
2.3.5 If there are any problems relating to the service provided by the External 

Auditor this should be resol
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annual budget for approval by the Trust Board of Directors.  Such a budget 
will: 

 

a) Be in accordance with t
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3.1.8 Planned ‘in year’ businesses cases will be identified as much as is reasonably 

possible via the annual planning process. Only approved business cases will be 

included in the Annual Plan and budget setting.  An adjustment to forecast will be 

made in year for those that are subsequently approved. Table 1 sets outs the 

delegated limits for the approval of business cases: 

  ‘In year’ revenue value Authorisation to approve 

<£25k Division Management Team 

£25k to <£250k Trust Management Committee 
Chief Executive 
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a) Mo
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5. GO
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5.4 Tendering and Review (applicable to any non-GBS bank accounts 
only) 

 
5.4.1 The CFO will review the commercial banking arrangements of the Trust at 

regular intervals to ensure they reflect best practice and value for money. 
 

 

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

 
6.1 Income Systems 
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The limits apply to individual items. A schedule of written off debt shall be 
presented to the Audit Committee at least annually. A schedule of debts 
written off in excess of £100,000 and approved by the Audit Committee 
should be presented to the Trust board for information. 

 
6.4 Security of Cash, Cheques and other Negotiable Instruments 

 
6.4.1 The CFO is responsible for: 

 

a) Approving the form of all

f

c

c

s

a
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The following tables outline the correct procurement process to be followed 
relative to value and the type of product or service being purchased. 

 
Where goods, services, disposals and/or capital works are to be supplied over 
a period of time, the values listed must be taken as the value of the contract 
and include the whole life costs, not the annual value and should not seek to 
circumvent public sector procurement regulatioc
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of the procurement process. 

 
Threshold limits represent the contract’s lifetime value (e.g., a 5 year 
contract of £25,000 per year requires £125,000 method and authorisation). 

 

 
The cumulative amount spent with the supplier over a rolling 12-month 
period (e.g., 5 separate spends of £5k each will trigger the appropriate 
procurement process in line with the values above) 

 

 
In circumstances after market engagement has been conducted, where the 
specified number of quotations/tenders cannot be obtained (e.g., where there is 
a limited number of suppliers), the reasons for receiving a lower number of 
quotations/tenders must be recorded in the recommendation report and in this 
event a waiver/ STA will not be required. 

 

 
7.3 Placing Contracts 

 
Authorisation to sign a Contract and recommendation report requirements 
are detailed in Table 3 below. 

 
Under no
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All tendering carried out through e-tendering will be compliant with the Trust 
policies and procedures as set out in SFIs 7.2 – 7.12 Issue of all tender 
documentation should be undertaken by the Procurement Department 
electronically through a secure website with controlled access using 
secure login, authentication and viewing rules. 

 

All tenders will be received into a secure electronic vault so that they cannot 
be accessed until an agreed opening time. Where the electronic tendering 
package is used the details of the persons opening the documents will be 
recorded in the audit trail together with the date and time of the document 
opening.  All actions and communication by both procurement staff and 
suppliers are recorded within the system audit reports. 

 
 

7.5 Manual Tendering – General Exception Rules 
 

No tenders should be conducted manually unless there is a clear valid 
exception that is signed off by the Director of Procurement.  All invitations to 
tender on a formal competitive basis shall state that no tender will be 
considered for acceptance unless submitted in either: 

 

a) A plain, sealed package bearing a pre-printed label supplied by 
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originating department, to receive tenders on his/her behalf and to be 
responsible for their endorsement and safe custody until the time appointed 
for their opening, and for the records maintained in accordance with SFI 7.7. 

 
7.7 Opening Formal Ten
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Where the total contract value exceeds £25,000 the Trust has a le
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8.  CONTRACTS FOR THE PROVISION OF SERVICES 
 

8.1 Service Contracts 
 

8.1.1 The Trust Board shall regularly review and shall at all times maintain and 
e
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and inequalities.  This will require the Chief Executive to ensure that the 
Trust works with all partner agencies involved in both the delivery and the 
commissioning of the service required. The contract will apportion 
responsibility for handling a particular risk to the party or parties in the 
best position to influence the risk in question and financial arrangements 
should reflect this.  In this way the Trust can jointly manage risk with all 
interested parties. 

 
8.3 Tendering (where SFT is a competing body) 
 
8.3.1 Where SFT participates in a tendering exercise (whether in competition with 

others or not) for a health-related service, approval must be sought according 
to the delegated authority 
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10.3 Choice, Requisitioning, Ordering, Receipt and Payment for Goods and 
Services 

 
10.3.1 The requisitioner, in choosing the item to be suppli
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Any proposed major scheme 
within FT compliance 
arrangements 

Any proposed major scheme 
within FT compliance 
arrangements 

NHS 
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12.6.2 The followi
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12.6.10Disposals of protected assets requires the approval of NHS England & 
Improvement. 

 
12.6.11  Major divestments as defined in the Foundation Trust Compliance 

Framework requires the approval of NHS England & Improvement. 
 

12.6.12 The granting of property leases by the Trust must have prior Board approval 
where the annual value of the lease is in excess of £200,000. 

 
13. INVENTORY AND RECEIPT OF GOODS 

 
13.1 Inventory Stores and Inven
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15. INFORMATION TECHNOLOGY  

 

 

15.1 Computer Systems and Data 
 

15.1.1 The Senior Information Risk Owner (SIRO), supported by the Chief 
Information Officer, who is responsible for the accuracy and security of the 
computerised financial data of  the Trust, shall  devise  and  implement  any 
necessary procedures to ensure adequate (reasonable) protection of the 
Trust’s data, programs and computer hardware for which he/she 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 i
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No hardware equipment should be connected to the network without the 
approval of the Informatics department. 

 
It will be at t
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c) Produce codes of procedure covering the financial management of 
funds held; 

 

d) Ensure funds are held within designated or restricted accounts in 
accordance with charity law; 

 

e) Periodically review the funds, rationalise funds within statutory 
guidelines, and report changes to the Salisbury District Hospital 
Charitable Fund Committee; 

 

f) Recommend additional funds where this is consistent with good 
practice for ensuring the safe and appropriate management of 
restricted/designated funds, in particular ensuring that the new fund 
could not adequately be managed as part of an existing fund; 

 

g) Ensure that all charitable funds are banked in accordance with the 
Trust’s SFI for banking arrangements; 

 

h) Report income and expenditure totals to the Salisbury District Hospital 
Cha
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17.4.2 The CFO will allocate dividends, interest, and realised and unrealised gains 
and losses across the funds appropriately. 

 
17.5 Expenditure 

 
17.5.1 Expenditure from any Charitable Fund shall be conditional upon the item 

being within the terms of the appropriate trust, the procedures approved by 
the Trustees and sufficient funds being available. 

 
17.5.2 Day to day management of individual expenditure is delegated to Fund 

Managers who shall not enter into any transaction which will result in any 
fund under their control becoming overdrawn without first obtaining 
authorisation in writing from the CFO. 

 
17.5.3 The CFO shall act on behalf of the Trustees in ensuring that all expenditure 

incurred is in accordance with the purposes identified by the donor. 
 

17.5.4 The powers of delegation available to commit resources are detailed in the 
table below.  The levels of authority relate to single orders or connected 
multiple orders. 

 
17.5.5 A connected multiple orders could be for example: 

 

a) The refurbishment of a room where several suppliers are involved 

b) An ECG machine and its trolley 

c) An order to cover a period of more than one year (the whole value of 
the order is considered rather than each annual value). 

 
17.5.6 Levels of Authority 

 
No expenditure can take place without the approval of the following: 

 

£ Orders can only be processed once the following people give 
their authority 

Up to 
£10,000 

The Fund Manager 

Over 

£10,000 

The Fund Manager 
 

+  The Salisbury District Hospital Charitable Funds Committee 
(reported to the Trust Board) 

 
 

17.5.7 Where charitable fund expenditure has an impact on NHS costs, the approval 
of the Trust shall be sought prior to contractual commitment. 

 
17.6 Asset Management 

 

 
17.6.1 Assets granted by the Charity to the ownership of or to be used by the Trust, 

shall be maintained along with the general estate and inventory of assets of 
the Trust. 
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agreement by the Salisbury District Hospital Charitable Funds Committee. 
This will address the following key areas of risk for the charity: 

 

a) Governance risks – e.g., inappropriate organisational structure, conflict 
of interest; 

 

b) Operational risks – e.g., Service quality or development, security of 
assets, fund-raising activity; 

 

c) Financial risks – e.g. accuracy and timeliness of financial information, 
adequacy of reserves and cash flow, investment management, 
recession; 

 

d) External risks –e.g. Public perception and adverse publicity, 
government policy; 
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18. STANDARDS OF BUSINESS CONDUCT 
 

18.1 The Chief Executive shall ensure that all staff, volunteers and any other 
person associated with the Trust are made aware of, and comply with, the 
Trust’s Conflicts of Interest Polic

https://webmail.uhs.nhs.uk/owa/redir.aspx?SURL=I3hCqiWtsEy20U0EtqTZXiwzoNEu3uAfZjD3zg0yHvNolautF73TCGgAdAB0AHAAOgAvAC8AdwB3AHcALgByAGUAcABvAHIAdABuAGgAcwBmAHIAYQB1AGQALgBuAGgAcwAuAHUAawA.&amp;amp%3BURL=http%3a%2f%2fwww.reportnhsfraud.nhs.uk
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19. RETENTION OF RECORDS AND INFORMATION 
 

19.1 The Chief Executive shall be responsible for maintaining archives for all 
records, information and data required to be retained in accordance with 
NHS England & Improvement / DoHSC guidelines. The delegated 
responsibility for holding and safekeeping of contracts, in secure storage 
where applicable, shall be as follows: 

 
Document Held By 

Property Deeds 
 

 
 
Building & Engineering Contracts 

 

 
 
Estate Maintenance Contracts 

 

 
 
Maintenance Contracts 

 
Commissioner Contracts 

 
Contracts for goods and services 
other than the above 

Director of Estates 
 

 
 
Director of Estates 
& Director of Procurement 

 
Director of Estates 
& Director of Procurement 

Director of Procur

o

a

oo
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22. EMPLOYMENT TRIBUNALS 

 
22.1 All settlement agreements must be approved by the Chief People Officer. 

 

22.2 Any settlement agreement in excess of contractual entitlement must 
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Annex 3 
 

Contracting for Income - Financial Limits 
 

NON-NHS 
All limits exclude Value Added Tax where applicable. 

 
 
 

Lifetime 
Contract 
v




