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1

Introduction

1.1

For effective governance the Board of Directors must have in place arrangements to
ensure that there is clarify about how decisions are made and who makes them.

1.2

No matter how effective a Board of directors may be it is not possible for it to have
hands-on involvement in every area of the company’s business. An effective Board
controls the business but delegates day to day responsibility to executive
management. That said, there are a number of matters which are required to be or,
in the interests of the company, should only be decided by the Board of directors as
a whole. It is incumbent upon the Board to make it clear what these matters reserved
for the Board are. The UK Corporate Governance Code states that ‘There should be
a formal schedule of matters specifically reserved for [the Board’s] decision’ and that
the annual report should contain a ‘high level statement of which types of decisions
are to be taken by the Board and which are to be delegated to management.’

1.3

The Trust’s Standing Orders (SO4.1) and the NHS Code of Conduct and Code of
Accountability require that the Trust:



Clearly identifies the types of decisions which are to be reserved for the
Board; and
Ensures that arrangements are in place to enable responsibility for other
decisions to be clearly delegated to executive management, officers and
committees.

1.4

The formal Scheme of Reservation and Delegation to the Board outlines the
decisions reserved for the Board.

1.5

The formal Scheme of Reservation and Delegation details those decisions which the
Board delegates to Officers through the Executive Management Structure and to
Committees through the Governance Structure.

1.6

The purpose of the Scheme of Reservation and Delegation is to empower Directors,
and those managers who have been given authority to act on their Director’s behalf,
to take appropriate decisions within a robust corporate framework.

1.7

The Board remains accountable for all of its functions even those delegated to
Committees, individual Executive Directors and Officers and would therefore expect
to receive information about the exercise of delegated functions to enable it to
maintain a monitoring role.

2

Role of the Chief Executive

2.1

All powers of the Trust which have not been retained as reserved by the Board of
Directors or delegated to an executive committee or sub-committee shall be exercised
on behalf of the Board of Directors by the Chief Executive.

2.2

All powers delegated by the Chief Executive can be re-assumed by the Board should
the need arise. As Accountable Officer, the Chief Executive is accountable to the
Department of Health for the funds devolved to the Trust.

3

Considerations when Using Delegated Powers

3.1

Powers are delegated to officers on the understanding that they would not exercise
delegated powers in a manner which in their judgement was likely to be a cause for
public concern.
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3.2

All those exercising authority delegated by this framework have a duty to observe the
wider regulatory framework outlined in the following:





Standing Orders
Standing Financial Instructions
Standards of Business Conduct and Managing Conflicts of Interest
Trust Policies

3.3

It will be the responsibility of each Executive Director to ensure that those staff
members to whom they have delegated authority to exercise decision making powers
are capable and competent to do so.

3.4

Although the Trust operates with a number of Directorates it is vital that Directorate
Managers and Service Leads recognise that their area of responsibility is an integral
part of the Trust and they should not therefore act in the interests of their Directorate
alone but in the interests of the corporate Trust.

4

Absence of Directors or Officer to Whom Powers have been Delegated

4.1

In the absence of a director or officer to whom powers have been delegated those
powers shall be exercised by that director or officer's superior unless formal acting up
arrangements have been put in place or alternative arrangements have been approved
by the Board of Directors.

4.2

If the Chief Executive is absent powers delegated to them may be exercised by the
nominated officer acting in their absence usually the Deputy Chief Executive.

4.3

If it becomes clear to the Board of Directors that the Accountable Officer is
incapacitated and will be unable to discharge their responsibilities over a period of
four weeks or more, the Board of Directors should appoint an acting Accountable
Officer, usually the Deputy Chief Executive, pending the Accountable Officer’s
return. The same applies if, exceptionally, the Accountable Officer plans an absence
of more that four weeks during which they cannot be contacted.

5.

Scheme of Reservation and Delegation to the Board of Directors

5.1

Accountability

5.1.1 The NHS Code of Conduct and Code of Accountability which has been adopted by
the Trust requires the Board of Directors to determine those matters on which
decisions are reserved unto itself. Board members share corporate responsibility for
all decisions of the Board. These reserved matters are set out in paragraphs 5.4 to
5.10 below.
5.1.2

Decisions reserved to the Board generally represent matters for which it is held
accountable to the Secretary of State, while at the same time delegating to the
appropriate level the detailed application of Trust policies and procedures. However,
the Board remains accountable for all of its functions; even those delegated to
individual committees, sub-committees, directors or officers and would therefore expect
to receive information about the exercise of delegated functions to enable it to maintain
a monitoring role.

5.2

Duties

5.2.1

It is the Board’s duty to:
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act within statutory financial and other constraints;
be clear what decisions and information are appropriate to the Board of Directors
and draw up Standing Orders, A Schedule of Decisions Reserved to the Board
and Standing Financial Instructions to reflect these,
ensure that management arrangements are in place to enable responsibility to be
clearly delegated to senior executives for the main programmes of action and for
performance against programmes to be monitored and senior executives held to
account;
establish performance and quality measures that maintain the effective use of
resources and provide value for money;
specify its requirements in organising and presenting financial and other
information succinctly and efficiently to ensure the Board can fully undertake its
responsibilities;
establish Audit and Remuneration Committees on the basis of formally agreed
terms of reference that set out the membership of the committee, the limit to their
powers, and the arrangements for reporting to the main Board.

5.3

General Enabling Provision

5.3.1

The Board of Directors may determine any matter, (for which it has authority), it wishes
in full session within its statutory powers.

5.4

Regulations and Control

5.4.1

Approval of Standing Orders (SOs), a schedule of matters reserved to the Board of
Directors and Standing Financial Instructions for the regulation of its proceedings and
business.

5.4.2

Suspend the Standing Orders.

5.4.3

Vary or amend the Standing Orders.

5.4.4

Note any urgent decisions taken by the Chair and Chief Executive in accordance
with SO4.3.

5.4.5

Approval of a Scheme of Delegation of Powers from the Board of Directors to
Committees.

5.4.6

Receiving the declaration of Board members’ interests which may conflict with those of
the Trust and determining the extent to which that director may remain involved with
the matter under consideration.

5.4.7

Approval of the disciplinary procedure for officers of the Trust.

5.4.8

Disciplining Directors who are in breach of statutory requirements of the Standing
Orders or Standing Financial Instructions.

5.4.9

Approval of arrangements for dealing with complaints.

5.4.10 Adoption of the Trust’s organisational structures, processes and procedures to
facilitate the discharge of Trust’s business and to agree any significant modifications.
5.4.11 Receiving reports from Committees, including those which the Trust is required by
legislation or regulation to establish and to take appropriate action thereon.
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5.4.12 Approving the recommendations of the Trust’s Committees where the Committees
themselves do not have executive powers.
5.4.13 Approval of arrangements relating to the discharge of the Trust’s responsibilities as a
corporate trustee for funds held on Trust.
5.4.14 To establish terms of reference and reporting arrangements of all committees
established by the Board of Directors.
5.4.15 Approve arrangements to enable the Trust to discharge its responsibilities as a bailer,
for patients' property.
5.4.16 Authorise the use of the Trust’s Seal.
5.4.17 Ratify or otherwise instances of failure to comply with Standing Orders brought to the
Chief Executive’s attention in accordance with Standing Orders.
5.4.18 Approve the Trust’s Major Incident Plan.

5.5

Appointments / Dismissal

5.5.1

Appoint the Vice Chair of the Board of Directors.

5.5.2

Appoint the Senior Independent Director.

5.5.3

The establishment and disestablishment of committees of the Board.

5.5.4

The appointment of members of committees of the Board.

5.5.5

The dismissal of Executive Directors.

5.6

Policy Determination

5.6.1

The approval of Human Resources policies incorporating the arrangements for the
appointment, dismissal and remuneration of staff.

5.6.2

The approval of the Raising Concerns (Whistleblowing) Policy.

5.6.3

The approval and monitoring of the Risk Management Strategy.

5.7

Strategy and Business Plans and Budgets

5.7.1

Definition of the strategic aims and objectives of the Trust.

5.7.2

Approval annually of plans in respect of the application of available financial resources.

5.7.3

Overall approval of programmes of investment to guide the letting of contracts for the
supply of clinical services.

5.7.4

Approve the Capital Expenditure Programme.

5.7.5

Approve budgets.

5.7.6

Approve the Annual Business Plan for submission to the Independent Regulator, which
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includes:


Assumptions on service delivery requirements



Contract and associated income assumptions



Expenditure plans and associated assumptions



Savings plans on revenue



Capital Expenditure Programmes



Plans for managing working capital and cash



Any non-revenue financing arrangements.

5.8

Direct Operational Decisions

5.8.1

Acquisition, disposal or change of use of land and/or buildings.

5.8.2

Approve Private Finance Initiative (PFI) proposals.

5.8.3

The introduction or cessation of any significant action or operation. An activity or
operation shall be regarded as significant if it has gross annual income or expenditure
in excess of £2.5m.

5.8.4

Approval of any contracts, including purchase orders (other than NHS contracts)
amounting to, or likely to amount to, over £500,000 per annum or £2.5m in total.

5.8.5

Approval of individual losses, write offs and special payments in line with the Standing
Financial Instructions.

5.8.6

Agreeing action on litigation not covered by the NHS Resolution risk pooling schemes.

5.9

Financial and Performance Reporting Arrangements

5.9.1

Continuous appraisal of the affairs of the Trust by means of the receipt of reports as it
sees fit from directors, committees and officers of the Trust including but not limited to
finance, quality, workforce and operational performance.

5.9.2

Oversight, at least in summary form, of monitoring returns required by the Independent
Regulators.

5.9.3

Receipt and approval of the Trust’s Annual Report and Annual Accounts.

5.9.4

Receipt and approval of the Annual Report and Annual Accounts for funds held on
Trust.

5.9.5

Approval of the opening or closure of any bank or investment account.

5.10

Audit Arrangements

5.10.1 To approve audit arrangements (including arrangements for separate audit funds
held on trust) and receive reports of the Audit Committee meetings and take
appropriate action:
5.10.2 Receive the annual management letter received from the external auditor and
agreement of proposed action, taking account of the advice, where appropriate, of
the Audit Committee.
5.10.3 Receive an annual report from the Internal Auditor and agree action on
recommendations where appropriate of the Audit Committee.
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6

Scheme of Reservation and Delegation of Powers

6.1

Delegation to Committees

6.1.1

The Board of Directors may determine that certain of its powers shall be exercised by
Standing Committees.
The composition, terms of reference and reporting
requirements of such committees will be approved by the Board of Directors.

6.1.2

In accordance with the Standing Orders committees may not delegate executive
powers to sub-committees unless expressly authorised by the Board of Directors.

6.2

Delegation to Officers

6.2.1

The Trust Standing Orders and Standing Financial Instructions set out in some detail
the financial responsibilities of the Chief Executive, the Director of Finance and other
directors.

6.2.2 The following responsibilities are derived from the Accountable Officer Memorandum
for Chief Executives of NHS Trusts:
6.2.3

The Accountable Officer has responsibility for ensuring that the Trust carries out its’
functions in a way that ensures proper stewardship of public money and assets.

6.2.4

The specific personal responsibilities of a Trust’s Accountable Officer:
 The propriety and regularity of the public finances for which they are answerable;
 The keeping of proper accounts;
 Prudent and economical administration
 The avoidance of waste and extravagance; and
 The efficient and effective use of all the resources in their charge.

6.2.5 Accountable Officers must make sure that their arrangements for delegation promote
good management and are supported by the necessary staff with an appropriate
balance of skills.
6.2.6

This Scheme of Reservation and Delegation only covers matters delegated by the
Board to the Chief Executive and by the Chief Executive to the Executive Directors and
Company Secretary, as well as specific matters set out in the Standing Orders and
Standing Financial Instructions.

7.0

Relationship of the Scheme of Reservation and Delegation to Organisational
Structure

7.1

Each Director is responsible for the delegation within their Directorate and should
produce a Directorate Scheme of Reservation and Delegation to this effect.

7.2

The Directorate Scheme of Reservation and Delegation should be aligned to the
Operational Scheme of Reservation and Delegation regarding financial matters set out
in 10.9.
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8.0

Scheme of Reservation and Delegation aligned with the Trust’s Standing Orders

SO Ref
1.2.2

Delegated to
Chair

1.6.1

Chief
Executive

2.11.3.1 Director
Finance
2.11.6
Chair
3.2

Ensure that existing officers and new officers are notified of, and
understand, their responsibilities set out in the Standing Orders
and Standing Financial Instructions.
of Responsible for the provision and supervision of financial control
and accounting systems.
Chair all Board meetings (and associated responsibilities).

Chair

4.3

Duties Delegated
Final authority in the interpretation of the Standing Orders.

Call meetings of the Board of Directors.

Chair
and
Chief
Executive
in
consultation
with two NonExecutive
Members
7.4
Company
Secretary
8.1 and Company
8.3
Secretary
8.4.1
Chief
Executive
/
Executive
Members
/
Company
Secretary
8.4.3
Chief
Executive
/
Executive
Members
/Company
Secretary
9.1
Company
Secretary

Exercise the emergency powers of the Board.

9.2

Authorised to instruct solicitors to advise the Trust or defend the
Trust, or in the matter of formal dispute resolution procedures.

Company
Secretary

Maintain a Register of members’ and other officers’ Interests.
Keep the Trust Seal in a safe place and maintain a register of
sealings.
Approve and sign all documents which will be necessary in legal
proceedings.

Sign on behalf of the Trust any agreement or document not
requested to be executed as a deed.

Accept service of all legal proceedings on behalf of the Trust via a
Freedom to Engage process
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9.0

SFI
Ref
1.5.5

Scheme of Reservation and Delegation aligned with the Standing Financial
Instructions
Delegated to

Duties Delegated

4

Ensure all officers, present and future, are notified of, and
understand, the Standing Financial Instructions.
Director of Finance Responsible for implementing the Trust’s financial policies and
co-ordinating corrective action, and ensuring detailed financial
procedures and systems are prepared and documented.
Director of Finance Maintain appropriate systems of financial control and record
keeping in line with the requirements of the regulators.
All Directors and Responsible for the security of Trust property, avoiding loss,
officers
exercising economy and efficiency in using resources and
conforming to Standing Orders, Standing Financial
Instructions and financial procedures.
Audit Committee
Provide an independent and objective view on the system of
internal control and probity, including assurance statements.
Director of Finance Ensure adequate internal and external audit services (in
accordance with NHS Internal Audit Standards).
Director of Finance Ensure there are adequate counter-fraud and corruption
arrangements, including the investigation of cases of fraud or
other irregularity.
Director of Finance Ensure adequate security management arrangements.

5.1.1

Chief Executive

5.1.2

Director of Finance

5.1.2

Director of Finance

Overall responsibility for financial management and the Trust
operating within resource limits.
Submit financial plans and any adjustments to previously
agreed financial plans for Board approval.
Providing financial reports to the regulator.

5.2

Chief Executive

Preparation of Annual Business Plan.

5.2.3

Director of Finance

5.2.6

Director of Finance

Monitor performance against plans and budget, and submit to
Board financial estimates and forecasts.
Ensure adequate training for budget holders.

5.3.1

Chief Executive

Delegate budget to budget holders.

5.4.1

Director of Finance

Devise and maintain system of budgetary control.

5.4.3

Chief Executive

Cost Improvement Plans and income generation initiatives.

6.1

Director of Finance

6.2

Company Secretary

7

Director of Finance

Responsible for the preparation and publishing of the Annual
Accounts.
Responsible for the preparation and publishing of the Annual
Report.
Trust Banking Arrangements.

8

Director of Finance

Income systems including debt recovery.

9.1

Chief Executive

Ensure the Trust enters into appropriate Service Level
Agreements for the provision of services and report
performance against such to the Board.

1.5.6

1.5.6
1.5.7

2.1
2.1.4
3

Chief Executive
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10.1.2
10.4

10.5

Remuneration
Committee
Director of Finance
and
Associate
Director of HR
Associate Director
of HR
Associate Director
of HR

Agree remuneration and terms of service for Executive
Members.
Appropriate processing of payroll.

11.1.1

Chief Executive

11.2.2

Director of Finance

11.2.7

Director of Finance

12

Director of Finance

13.2.6

Director of Finance

Responsible for ensuring all officers have a contract of
employment.
Approve all decisions to offer an involvement payment to a
volunteer or lay member, ensuring records of kept of any such
payments.
Determine, and set out, the level of delegation of non-pay
expenditure to budget managers.
Prompt payment of appropriately authorised supplier accounts
and invoices.
Ensure that arrangements for the financial control and audit of
building and engineering contracts comply with best practice.
Advise the Board on borrowing and investment needs and
prepare procedural instructions.
Developing procedures for monitoring the capital programme.

13.7.1

Chief Executive

Overall responsibility for assets.

13.7.2

Director of Finance

Maintenance of asset registers, including the register of
properties.
Calculate and pay capital charges in accordance with the
Independent Regulator’s requirements.
Responsibility for the security of Trust assets including
reporting losses in accordance with Trust procedure.
System of control over stores and receipt of goods.
Preparing procedures for recording and accounting for losses
and special payments and for management of all
frauds/thefts.
Ensure procurement procedures are compliant with legislation
and HMT Managing Public Money.
Determining exceptional circumstances under which the
formal tendering processes can be waived.
Nomination an officer to maintain a list of approved firms who
may be invited to tender or provide a quote.
Approve the use of firms not on the list of approved
contractors.
Nominate officers with delegated authority to enter into
contracts for employment of other officers, to authorise regrading of staff, and enter into contracts for the employment
of agency staff or temporary staff.
Nominate officers with power to negotiate for the provision of
healthcare services with purchasers of healthcare.
Demonstrate best value for money for all in-house services
provided.
Nominate an officer to oversee and manage each contract on
behalf of the Trust.
Responsible for ensuring patients and guardians are informed
about patients money and procedures on admission.
Ensure each fund held on Trust is managed appropriately.
Ensure all staff are aware of the Trust’s Policy for the
Standard of Business Conduct Policy and Managing Conflict

10.8.7

13.7.11 Director of Finance
13.8.4

All Staff

14.6
15

Director of Finance
Director of Finance

16.1

Director of Finance

16.4.1

Chief Executive

16.5.8

Chief Executive

16.5.9

Chief Executive

16.11.1 Chief Executive

16.12.1 Chief Executive
16.14.1 Chief Executive
16.14.5 Chief Executive
17.2

Chief Executive

18.1.7
19.1

Director of Finance
Company Secretary
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of Interest.
Maintain a Register of Gifts and Hospitality and Sponsorships.
Fulfil the responsibilities of the Trust’s Data Protection Officer
Ensure the Trust is registered with the Information
Commissioner’s Office, publishes information in line with the
Freedom of Information Act requirements, and maintains and
stores information in line with the Data Protection Act.
20.1.2
Director of Finance Responsible for the accuracy and security of computerised
financial data.
21.1.13 Associate Director Responsible for the accuracy and security of the payroll
of HR
system.
21.1.14 Director of Finance Fulfil the responsibilities of the Senior Information Risk Officer
on behalf of the Trust.
22.1
Medical Director
Authorise procurement of IT hardware, software or facility.
22.2
Medical Director
Ensure adequate arrangements for disaster recovery and
business continuity.
22.4
Director of Finance Ensure new computerised financial systems and amendments
to current computerised financial systems are developed in a
controlled manner and thoroughly tested prior to
implementation.
23
Chief Executive
Responsible for records management including systems for
record retention.
24.1.1
Chief Executive
Risk Management Framework
24.4
Company Secretary All insurance arrangements and liaison with NHS Resolution.
24.5.3
Company Secretary Authorise all spend on external legal advice.
19.2
19.3
20

Company Secretary
Company Secretary
Chief
Executive/Company
Secretary
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10.

Operational Scheme of Reservation and Delegation - Introduction

10.1

The Board delegates budgetary responsibility to the Chief Executive who in turn
delegates to the Executive Directors.

10.2

The Trust has five Executive Directors who are classified as Prime Budget Holders.
The officers are personally responsible to the Chief Executive for the
directorate/business units budgets delegated to them.

10.3

Within the Business Units there is a triumvirate of the Associate Medical Directors,
Associate Directors of Operations and Heads of Nursing who are appointed to lead
management within each Business Unit. However, ultimate budgetary responsibility
remains with the respective prime budget holders.

10.4

Prime budget holders can delegate management of specific budgets or elements of
budgets to Budget Managers (i.e., Deputy Directors or Senior Managers) and these
arrangements should be set out in a locally developed Directorate Scheme of
Reservation and Delegation, which should be effectively maintained and reviewed on
an annual basis.

10.5

The Directorate Scheme of Reservation and Delegation must be aligned to the
Operational Scheme of Reservation and Delegation set out in 10.9.

10.6

By exception and in accordance with the locally developed Directorate Scheme of
Reservation and Delegation, budget managers can delegate management of specific
budgets or elements of budgets to Delegated Budget Managers (i.e., Department
Managers). Budgets must NOT be delegated below this level.

10.7

Authorised signatories may be assigned. These are staff members assigned to sign
against a budget manager’s or delegated budget manager’s budget but who are NOT
responsible for budget management.

10.8

Locally developed Directorate Schemes of Delegation, developed within the
parameters of this Operational Scheme of Reservation and Delegation, must be
approved by the Chief Executive.
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10.9

Operational Scheme of Reservation and Delegation
Delegated Matter:

Authority Delegated to:

1. Management of Revenue Budgets
a) Responsibility for maintaining
compliance with budgetary allocation
limits:


For the totality of the Trust

Chief Executive



At Directorate level

Prime Budget Holder



At individual budget level (pay and
non-pay)

Budget Manager or Delegated Budget
Manager



For all central income budgets

Director of Finance



For all other areas

Director of Finance

b) Responsibility for transfers between
budgets:



Transfers between budgets within
one area of responsibility
Transfers between budgets beyond
area of responsibility but within
Directorates



Transfers between Directorate
Allocations
2. Budget setting and monitoring

Budget Manager

Prime Budget Holder

Director of Finance and Chief Executive



Agreeing budgetary allocations
including savings and efficiency
targets

Trust Board



Monitoring of budgetary
performance

Director of Finance



Performance delivery framework

3.Maintenance/Operation of Bank
Accounts
Managing banking arrangements

Director of Finance escalated to Chief
Executive

Director of Finance

Operation of bank accounts

Assistant Director of Finance/Deputy
Financial Accountant

Local commercial bank account
With (BACS and cheque payments)

Director of Finance (managed in
accordance Bank mandate limits)
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Setting up direct debits/ Standing orders
limits

Assistant Director of Finance/Deputy
Financial Accountant (in accordance with
Bank mandate)

Use of the corporate credit card (held by
Director of Finance)

Assistant Director of Finance/Deputy
Financial Accountant (subject to card
limit)

4. Non Pay Revenue Expenditure /
Requisitioning / Ordering / Payment of
Goods & Services
a)


All requisitions (stock/non-stock) up
to £4,999

Authorised budget signatory



All requisitions from £5,000 to
£24,999

Budget Manager or Delegated Budget
Manager



All requisitions from £25k to
£99,999

Prime Budget Holder



All requisitions from £100k to
£499,999 total cost

Chief Executive or Director of Finance



Requisitions above £500,000

Trust Board approval

** For operational purposes, the Director of
Finance has a £10m approval limit on the
finance system. However, approvals
above the DoF limit of £500k are subject to
Board approval.

b) Non-pay expenditure for which no
specific budget has been set up and which
is not subject to funding under delegated
powers of virement

Chief Executive and Director of Finance

c) Subsequent variations to contract:


With a value not exceeding
£99,999

Prime Budget Holder or Director of
Finance



With a value exceeding £100k up
to £0.5m per annum

Director of Finance or Chief Executive

d) Purchase order approval (including
pharmacy)
Up to £10,000
Up to £20,000
Up to £50,000

Purchasing officer/Senior Pharmacy
Technicians
Senior Purchasing Officer/Deputy
Pharmacist Deputy Procurement
Manager/Chief Pharmacist
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Up to £100,000
Over £100,000

Procurement Manager
Director of Finance

e) Payments
Calculation of payment values
based on cash flow forecast

Assistant Director of Finance/Deputy
Financial Accountant

Approval of payment runs

Assistant Director of Finance/Deputy
Financial Accountant Payable Manager

5. Capital Schemes
a) Approving the annual capital
programme

Trust Board (within the Annual Financial
Plan)

b) Variation to the total agreed capital
programme

Trust Board (subject to compliance with
the capital resource limit)

c) Selection of architects, quantity
surveyors, consultant engineers and other
professional advisors within EU
regulations

Head of Estates & Facilities or Director of
Finance

Approval of schemes:
 Schemes up to £2.5m contained
within the approved capital
investment programme


Finance, Performance & Investment
Committee

Schemes above £2.5m or not
included within the approved capital
investment programme

Trust Board (via the capital programme
progress updates)

d) Variation within programme greater than
£100k

Chief Executive through the auspices of
the Executive Team

e) Variation within programme less than
£100k

Capital Investment Group

f) Capital requisition approval limits
Up to £100,000
Up to £500,000
Over £500,000
g) Estates stage payment certificates
Up to £100,000
Up to £500,000
Over £500,000
h) Capital contingency authorisation
Up to £50,000
Up to £100,000
Up to £250,000
Over £250,000

Deputy Financial Accountant/Assistant
Director of Finance
Chief Executive/Director of Finance
Trust Board
Project Scheme Manager
Chief Executive/Director of Finance
Trust Board

Director of Finance
Capital Investment Group
Finance, Performance & Investment
Committee
Trust Board
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i) Private Finance Initiative (PFI)
Demonstrate that the use of private
finance represents best value for
money and transfers risk to the
private sector.

Director of Finance

Proposal to use PFI

Trust Board

6. Authority to Obtain Quotation,
Tendering and Contract Procedures
a) Obtaining informal quotations for goods/
services £5,000 - £25,000

Budget Manager

b) Obtaining competitive tenders for
goods/ services £25,001 to EU limit
(please check relevant EU threshold for
goods or services as these are regularly
revised). These must be advertised
through Contracts Finder or obtained via
an accessible framework.

Prime Budget Holder via Procurement

c) Obtaining competitive tenders over EU
limit (please check relevant EU threshold
for goods or services as these are
regularly revised). These must be
advertised through OJEU and Contracts
Finder or obtained via an accessible
framework.

Prime Budget Holder via Procurement

d) Waivering of quotations and tenders
subject to SFI 16.8:
 Up to £74,999
 £75k up to EU thresholds
e) Opening electronic and manual/hard
tenders

Director of Finance
Director of Finance and Chief Executive

Deputy Director of Finance or Director of
Finance and Company Secretary

f) Balance sheet
Approve payment of PAYE, National
Insurance, Superannuation


Authorisation of NHS Shared
Business Services



Reconciliation of payments for
PAYE, national Insurance and
superannuation. Value limited
to BACS threshold of £7m

Assistant Director of Finance/ Deputy
Financial Accountant

Assistant Director of Finance/ Deputy
Financial Accountant
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Approve payment of payroll payovers

Assistant Director of Finance/Deputy
Financial Accountant

Authorisation of payments for court orders,
Union fees, Medicash and other payroll
Deductions. Limit for each individual
payover is up to £20,000.


Approve payment of Balance sheet
items

Assistant Director of Finance/Deputy
Financial Accountant

Up to £200,000. Payment limit applies to
Alliance Healthcare monthly agreement,
weekly Liaison Staff flow payroll service
and monthly Disbursement service.
d) Approve payment of salary advances
Up to £10,000

Assistant Director of Finance/Deputy
Financial Accountant

7. Charitable Fund approvals
Up to £5,000
Up to £20,000
Over £20,000
8. Setting of Fees and Charges

Director of Finance
Chair of Charitable Fund Committee
Trust Board acting as Corporate Trustee

a) Price of NHS Contracts with
commissioners

Director of Finance

b) External fees, private patient, overseas
visitors, income generation and other
patient related services

Director of Finance

c) Fees for items of a sensitive nature

Chief Executive

9. Engagement of personnel not
employed by the Trust
a) Non-Medical Consultancy Staff

Prime Budget Holder in line with
delegated financial limits

b) Engagement of Trust Solicitors

Company Secretary[in absence, Chief
Executive or Director of Finance]

c) Engaging of staff not on Trust
establishment

Prime Budget Holder with Director of
Finance and current regulator

10. Agreements / Licenses
a) Preparation and signature of all tenancy
agreements/licenses for all staff subject to
Trust Policy on accommodation for staff

Director of Finance
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b) Extensions to existing property and
equipment leases

Director of Finance

c) Establishing or terminating leases with
annual rental up to £199,999

Director of Finance

d) Establishing or terminating leases with
annual value between £200k and £500k

Chief Executive

e) Granting of use of Trust property under
license

Director of Finance

11. Condemnations and Disposals
Items (excluding land and buildings) that
are obsolete, redundant, irreparable or
cannot be cost effectively repaired:
a) With current/estimated value <£100 as
determined by the budget holder

Delegated budget holder

b) with current/estimated value >£100 up
to £4,999 as determined by the budget
holder

Prime Budget Holder

c) with current/estimated value >£5k as
determined by the budget holder

Director of Finance

d) disposal of mechanical and engineering
plant and all equipment (subject to
estimated income of less than £5k per
sale) as determined by the budget holder

Director of Finance

e) disposal of mechanical and engineering
plant and all equipment (subject to
estimated income exceeding £5k per sale)
as determined by budget holder

Director of Finance

12. Losses, Write-offs and
Compensations
a) Losses (inc. cash) due to theft, fraud,
overpayment and others up to £49,999:
 Less than £4,999


£5k to £49,999

b) Fruitless payments (including
abandoned capital schemes) up to
£49,999:
 Less than £4,999


£5k to £49,999

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance
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c) All bad debts and claims abandoned,
private patients, overseas visitors and
other up to £49,999:
 Less than £4,999


£5k to £49,999

d) Damage to buildings, fittings, furniture
and equipment and loss of equipment and
property in stores and in use due to
culpable causes (e.g., fraud, arson, theft)
or other up to £49,999:
 Less than £4,999


£5k to £49,999

e) Compensation payments made under
legal obligation:
 Less than £4,999


£5k to £49,999

f) Extra contractual payments to
contractors up to £49,999:
 Less than £4,999


£5k to £49,999

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

Ex-gratia payments
g) Staff and patients for loss of personal
effects:
 Less than £999
 £1,000 to £4,999
 £5,000 to £49,999
h) Other:
 Less than £4,999


More than £5,000

Prime Budget Holder
Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

Director of Finance or Deputy Director of
Finance
Chief Executive or Director of Finance

13. Reporting of Incidents to the Police
a) Fraud
b) Other

Company Secretary/Director of Finance/
Executive Directors

14. Petty Cash Disbursements (through
central cashiers office at each site)
Expenditure up to £50

Budget Manager or Delegated Budget
Manager

15. Implementation of Internal and

Director of Finance/Company Secretary
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External Audit Recommendations
16. Maintenance and Update of Trust
Financial Procedures

and Lead Executive, monitored by the
Audit Committee
Director of Finance

17. Investment of Funds (including
charitable and endowment funds)
a) Exchequer
b) Funds held on Trust

Director of Finance
Charitable Trustees (Board of Directors)

18. External Borrowing
Advise Trust Board of the requirements to
repay / draw down Public Dividend Capital.

Director of Finance

Application for draw down of Public
Dividend Capital, overdrafts, DH loans and
other forms of External borrowing.
19. Personnel & Pay

Trust Board

a) Authority to fill funded post to the
establishment with permanent staff.

Budget Manager or Delegated Budget
Manager

b) Authority to alter funded establishment:
 Additional staff to the agreed
establishment with specifically
allocated finance
 Additional staff to the agreed
establishment without specifically
allocated finance

Prime Budget Holder

c) Additional increments:
 The granting of additional
increments to staff within budget
where acting up
 The granting of additional
increments to staff within budget on
permanent basis
d) Upgrading and re-grading
 Approval of market supplements
and other variations to terms and
conditions

Prime Budget Holder

Prime Budget Holder

Prime Budget Holder, on advice from HR
and authorization from Finance

Associate Director of HR

e) Establishments:
 Approval of consultants posts
(medical/nursing and other clinical)

Appropriate Prime Budget Holder

f) Pay:
 Authority to complete standing data
forms effecting pay, new starters,
variations and leavers
 Authority to authorize overtime

Budget Manager or Delegated Budget
Manager



Budget Manager or Delegated Budget
Manager

Authority to authorize travel and
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subsistence expenditure


Authority to agree local pay uplifts
including allowances that form part
of pay

g) Redundancy/early retirement:
 Chief Executive or Executive
Director
 Other member of staff

Budget Manager or Delegated Budget
Manager

Associate Director of HR

Remuneration Committee
Chief Executive and Director of HR

20. Authorisation of New Drugs
a) Drugs approved by Medicines and
Therapeutic Committee
b) Research/clinical trials:
 Ethical approval
 Funding

Prime Budget Holder and Associate
Medical Directors

Medicines and Therapeutics Committee
Prime Budget Holder and Associate
Medical Directors

22. Authorisation of Research Projects

Company Secretary [In accordance with
Standards of Business Conduct and
Managing Conflict of Interest Policy]
Director of Nursing & Midwifery

23. Authorisation of Clinical Trials

Director of Nursing & Midwifery

21. Authorisation of Sponsorship Deals

24. Governance / Risk Management
a) Overall responsibility for ensuring that
appropriate and effective governance / risk
management arrangements, policies and
procedures and meeting structures,
including the provision of advice and
support to the Trust

Chief Executive

b) Responsibility for ensuring that
governance is ‘owned by all’ and for the
identification of leads to co-ordinate
governance activities at a local level

Company Secretary/All Executive
Directors/ Associate Medical Directors/
Heads of Nursing and Associate Directors
of Operations

25. Insurance Policies


Medico-legal

Company Secretary



All other insurance

Company Secretary

26. Management of Incidents, Serious
Untoward Incidents, Complaints,
Concerns and Claims
Incidents
a) Overall responsibility for ensuring that
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systems and processes are in place to
report and respond to incidents and SUIs

Director of Nursing & Midwifery

b) Responsibility for ensuring that incidents
and SUIs are investigated thoroughly and
in a timely manner and that appropriate
remedial action is taken / lessons learnt
are shared

All Executive Directors, Associate Medical
Directors, Heads of Nursing and
Associate Directors of Operations

Complaints / Concerns
a) Overall responsibility for ensuring that
all complaints and concerns are dealt with
effectively
b) Responsibility for ensuring complaints
relating to a Directorate / Group are
investigated thoroughly and within agreed
timescales and that appropriate remedial
action is taken / lessons learnt are shared
Claims
a) Responsibility for ensuring that claims
are dealt with effectively and within
accordance with agreed procedures and
timescales
b) Responsibility for ensuring the provision
of timely information to enable the Trust to
respond effectively to claims and for
ensuring that appropriate remedial action
is taken / lessons learnt are shared

Director of Nursing & Midwifery

All Executive Directors, Associate Medical
Directors, Heads of Nursing and
Associate Directors of Operations

Company Secretary

Company Secretary/All Executive
Directors, Associate Medical Directors,
Heads of Nursing and Associate Directors
of Operations

27. Media Relations
a) Within working hours

Head of Communications and Marketing

b) Out of hours

On-Call Director / Head of
Communications and Marketing

28. Infectious Diseases and Notifiable
Outbreaks

Medical Director or Control of Infection
Doctor

29. Facilities for staff not employed by
the Trust to gain practice experience
and/or to provide services
a) Clinical staff

Director of Nursing & Midwifery or
Medical Director

b) Other staff

Appropriate Executive Director

30. Review of Fire Precautions
(Nominated Fire Officer)

Director of Finance

31. Review of Medicines Inspectorate

Chief Pharmacist
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regulations
32. Review of compliance with
environmental regulations

Director of Finance

33. Information Governance

Company Secretary

34. Declarations of Interest Register,
including Gifts and Hospitality and
Sponsorships

Company Secretary/DPO

35. Attestation of Sealings in
accordance with the Standing Orders,
including the keeping of the Register of
Sealings

Company Secretary

36. Retention of Records
a) clinical

Chief Operating Officer

b) financial

Director of Finance

c) other
d) Retention and Management of Policy

Executive Directors and Company
Secretary
Company Secretary
Medical Director

37. Caldicott Guardian
38. Audit and Quality, including
implementation of NICE guidance

Director of Nursing & Midwifery

39. Use of borrowing as financing
mechanism

Trust Board

40. Intellectual Property
a) Approval of license agreements

Chief Executive and Director of Finance

b) Material changes to IP policy

Trust Board

c) Departure from inventor reward in IP
policy
41. Compliance with the requirements
of the Civil Contingencies Act

Executive Team

42. Approval of creating, selling or
ceasing joint ventures

Trust Board

43. Director of Infection Prevention and
Control

Medical Director

Trust Board
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