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1      SYNOPSIS OF THE SYSTEM
1.1 This Financial Control Procedure should be read in conjunction with Standing Financial Instruction 20 – Funds Held on Trust.

1.2 Charitable funds are variously described as Trust Funds, Endowment Funds or Non-Exchequer Funds. NHS Bodies are not themselves charities, only the property they hold on trust for exclusively charitable purposes, constitute charities. A purpose is not charitable unless it is for the public benefit or if it is wholly or mainly for the benefit of specific individuals. Most charitable funds held by NHS Trusts and Health Boards fall under two of the charity purpose classifications:
· The relief of people who are ill, disabled or have learning disabilities
· The advancement of education.

1.3 Swansea Bay University Health Board as a corporate body is trustee for all charitable funds administered by the Health Board. The Health Board will assume the responsibility on behalf of the corporate body.
1.4 The only sources of Charitable Income which can be received by NHS Charities as prescribed by the Charity Commission are donations (given freely and with no expectation of anything in return), legacies/bequests, income from fundraising activities, investments interest & gains and certain types of grant (dependent on the conditions associated with the grant). Income received from services provided such as training courses, hosting of students and provision of information/statistics is not charitable income and should be classed as income generation for the Health Board.

1.5 Charitable Funds are used for items of expenditure relating to the Health Service, which are not normally paid from Exchequer funds, either because it would be inappropriate to do so or because Exchequer funds are insufficient. They are intended to provide those additional amenities that will improve the condition under which patients are cared for and treated, or the conditions under which staff work. 
1.6 This procedure details the principles underlying Charitable Funds, their control, management and the regulations required to operate these principles. It should be read in conjunction with Standing Financial Instructions (SFI 20) and other financial control procedures where there may be an overlap e.g. ordering Goods & Services
1.7 This procedure covers:-
· Sources of New Funds
· Investment Management
· Banking Services
· Funds Management
· Administration Costs
· Taxation & Excise Duty
· Online Giving - Enthuse

· Just Giving Page (website)
· Use of  PayPal

· Funeral Director online donations - Donatis

· Text Donations

· Lotteries Registration and operation
· Fundraising

· Donations in Kind
1.8 The Director of Finance and Assistant Director of Finance (Accounting & Governance) may be contacted regarding interpretation of this procedure, or for any further guidance and advice in respect of Charitable Funds.  Contact details are as follows: -

Darren Griffiths, Director of Finance and Performance
Darren.Griffiths@wales.nhs.uk 
Alison McLennan
Assistant Director of Finance (Accounting & Governance)
Alison.McLennan@wales.nhs.uk
2 STATEMENT OF AUDIT REQUIREMENTS & FINANCIAL CONTROL
2.1 The system control objectives for Charitable Funds as prescribed in the NHS Internal Audit Manual and agreed by Health Board Financial Management are as follows: -
· Adequate physical security exists over Health Board property, which shall be maintained and utilised as appropriate
· All sources of income including donations are properly accounted for, documented as necessary to clarify the donor’s wishes, and monitored
· Income shall  be correctly anticipated where practicable
· All expenditure from funds held on Trust is properly authorised and accounted for and made within the terms of the governing instruments
· Funds held on Trust are invested and properly accounted for in accordance with the current legislation and governing instruments, within a written policy agreed by the Trustees
· The accounting system is such that accurate records can be prepared for each fund held on Trust completely separate from Exchequer Funds, whenever required and a separate Funds on Trust balance sheet shall be maintained and reconciliations of balances completed monthly.
· Exchequer Funds and Exchequer systems should not as a matter of course be used for the administration of funds held on Trust
· There is adequate definition of decisions to be retained by the Health body separate from a scheme of delegation of authority to a sub-committee and / or to officers
· System and control procedures and relevant management reports and other information are kept under regular management supervision and review. This includes financial and other management reports to the Charitable Funds Committee in line with the requirements of the Committee’s annual work plan.
2.2 Health Board Management recognises that the key controls listed above can only be achieved through adherence to a system of internal controls and accounting procedures. For Charitable Funds, Health Board Financial Management have devised a detailed procedure (see Section 3) which takes these requirements into account 

3 SOURCES OF NEW FUNDS
3.1 Legacies & Bequests
3.1.1 The Assistant Director of Finance (Accounting & Governance) on behalf of the Director of Finance will ensure that a register of all legacies and bequests is maintained to ensure that all sums due to the Health Board are received in accordance with Wills.
3.1.2 All correspondence and other information received at Site/Ward/Department level regarding legacies, must be forwarded to the Assistant Director of Finance (Accounting & Governance)  who is responsible for administering all legacies and bequests and for inclusion in the legacies register
3.1.3 Where it becomes necessary for the Health Board to obtain Grant of Probate or to make application for Grant of Letters of Administration in order to obtain a legacy due to the Swansea Bay University Health Board Charity under the terms of a will, the Director of Finance shall be the Health Board’s nominee for the purpose.
3.1.4 Where a legacy is received, the value of which is in excess of £30,000 an expenditure plan for the use of the legacy must be developed by the fund manager of the fund receiving the legacy and approved by the Charitable Funds Committee on behalf of the Trustees. The fund manager will be required to attend the Charitable Funds Committee meeting as part of this approval process.   
3.2 Donations
3.2.1 Prior to acceptance of any donation, legacy or bequest which is restricted so that it may only be used for the purchase of specific item(s) of equipment /service, the Health Board must ascertain whether the use of the donation would generate any revenue costs and is in the Health Board’s approved operational plans. The following will apply: -
· If there are no revenue costs and the purpose of the donation/legacy is within the Health Board's approved operational plans then acceptance can be made by the Chief Executive, Chief Operating Officer or Director of Finance.
· If revenue costs are a consequence, but the purpose of the donation/legacy is within the Health Board's approved operational plans then acceptance can be made by the Chief Executive, Chief Operating Officer or Director of Finance.
· If the purpose of the donation/legacy is outside the Health Board's approved operational plans then the matter should be referred to the Health Board for approval. 
3.2.2 Managers/officers must ensure that when a donation is received, any conditions or directions are noted and complied with. It may be necessary to decline the donation if the conditions are unduly onerous, or if the Health Board is incapable of meeting the conditions
3.2.3 Cheques for donations should be made payable to Swansea Bay University Health Board. Where the donor expresses a specific charitable fund, this must be written on the back of the cheque and on the receipt issued, otherwise it will be assumed that the donation is for general purposes and will be treated and accounted for as such.
3.2.4 Where possible, patients and visitors expressing a wish to make a donation should be directed to the Hospital General Office. Any donation received at Ward/Department level must be receipted immediately and taken to the Health Board’s Administration/Cash Office. At times when the Administration/Cash Offices are closed, the cash/cheques must be held securely in the Ward/Department safe, and taken to the Health Board’s Administration / Cash Office within the next 24 hours. Where a Ward/Department does not have a safe then the cash/cheques should be locked in a lockable cupboard or drawer and taken to the Administration/Cash Office as soon as the office re-opens. Under NO circumstances are donations to be held at ward level and utilised without being  banked
3.2.5 Upon receipt of ward / dept. donations, the cash office should annotate the Swansea Bay University (SBU)  Receipt Book (Blue Copy) with a signature and date to evidence receipt of the donations, and when inputting to Oracle, to record the SBU Receipt Book serial number to assist Fund Managers to track the donation.  
3.2.6 All cash donations received must be receipted immediately and a receipt issued to the donor. Receipts for cheque donations received through the post will be issued to donors upon request. It is the responsibility of the Fund Manager to acknowledge donations received through the post in writing where contact details have been provided, and this should be undertaken within 21 days of the receipt date wherever possible. 
3.2.7 It is recognised that the general office in some hospital sites can be a considerable distance from departments / wards receiving regular donations. In order to enable receipts to be accepted at ward level all wards must hold Charitable Fund Receipt Books locally. The Receipt Books have four copies and their completion and distribution is covered in Para. 7.2.
3.2.8 All donations must be entered onto a Charitable Fund Collection and Deposit (C & D) sheet, or the electronic equivalent, either at Hospital level or the Finance Department in Headquarters in accordance with FCP 9 (Banking Arrangements). It is very important that exchequer receipts are not recorded on charitable fund C & D sheets, and vice-versa. Where this occurs in error, the Head of Accounting & Governance will arrange for necessary bank transfers as part of month end closure routines.
3.2.9 All donations must be paid into the Health Board’s Charitable Fund Current Bank Account. No other bank account must be used. Where monies have been banked to a revenue account in error the Head of Accounting & Governance will arrange for necessary bank transfers as part of month end closure routines.
3.2.10 The C & D sheet coding analysis must be fully completed at source to include the full financial code including the correct subjective code (09450 for donations, 09460 for bequests, 09440 for sponsorship, 09610 for grants and 09500 for fundraising) and the correct analysis code (7002 for donations, 7003 for bequests, 7006 for sponsorship, 7005 for grants and 7009 for fundraising.) and sent to the Finance Department at HQ at regular intervals, and weekly as a minimum. Where access to Oracle is limited or the level of donations very small (less than £100), it is acceptable for the receipts to be input into the financial system by the Cash Section at HQ.
3.3  Donations for Ty Olwen Trust Fund
 (Not administered by the Health Board)
3.3.1 All cheque donations received in respect of the Ty Olwen Trust Fund must be recorded on Ty Olwen receipts, (not Health Board receipts) and on the Ty Olwen Palliative Care Services Donations Sheet. The cheques should be held in the safe until they are collected by a Ty Olwen Trustee, who must sign the Ty Olwen Palliative Care Services Donations Sheet for all cheques taken.

3.3.2 All cash donations received in respect of the Ty Olwen Trust Fund must be recorded on Ty Olwen receipts and on the department maintained register. A copy of the receipt must be given to the donor and one held by the Palliative Care Unit. 

3.3.3 An official SBU Health Board receipt must also be completed for cash donations for finance and banking purposes. The white and blue copies remain in the book, the yellow and pink copies should be sent to the General Office in Morriston with the cash to be banked, along with a printed Ty Olwen Palliative Care Services Donations Sheet summarising all donations for the period.

3.3.4 Upon receipt of cash donations, the Cash Office should arrange to bank the donations and enter the Receipt Book Serial Numbers onto Oracle, using financial code 131-Z999-95047-ZC12, 

3.3.5 The Head of Accounting & Governance must arrange for the cash donations held in the balance sheet code to be paid to Ty Olwen Trust Fund on a monthly basis. The Head of Accounting will also ensure that a supporting spreadsheet is sent to the Ty Olwen Trustees reconciling to the amount paid, providing details for each transaction of the receipt number, donor name and amount received.
3.4 Grants
3.4.1   The Head of Accounting & Governance will ensure that a register of all grants due to be received is maintained to ensure that all grants due to the health board are received and accounted for in accordance with the terms of the grant.

3.4.2   The grants register should include details of all grants awarded to the Health Board Charitable Fund and copies of the grant award letters should be retained as backing documentation for audit purposes. All grant income shall be coded to subjective code 09160 – Non R&D grant Income and analysis code 7005 – Grants Receivable.

3.4.3   It is the responsibility of the grant applicant to inform the Head of Accounting & Governance of any applications made and to update on the outcome.  Copies of application forms/downloads and grant award letters should also be provided.
3.5 Sponsorship Income

The Charity Team are to email the finance endowments mailbox (sbu.endowments@wales.nhs.uk) with their requests to raise invoices in respect of sponsorship income.  The Charitable Funds Finance Analyst will also perform a monthly review of income from corporate donations to determine if the income classifies as sponsorship according to the latest guidelines per the SORP and ensure the VAT treatment is correct per the latest detailed VAT guidelines from HMRC. Sponsorship income will be coded to subjective code 09440 and analysis code 7006. 

Per the SORP, sponsorship is "Income from other trading activities" if not purely a donation, i.e. a benefit is received in return for the money paid to the charity. Essentially sponsorship is payment to a charity for which the sponsor receives something in return that is not insignificant. There is detailed guidance from HMRC on the correct VAT treatment of sponsorship income including details of the VAT exemption for sponsorship relating to fundraising events (VAT Notice 701/1; and the link within notice 701/1 to guidance on "Charity Fundraising Events: Exemptions").

4 INVESTMENT MANAGEMENT
4.1 Investment Management Policy
4.1.1 The Health Board as Trustees must properly manage and protect the funds of the Health Board Charitable Fund, attempting to maximise the investment return on the funds entrusted to it, whilst minimising the risk to the funds themselves.
4.1.2 The Charitable Funds Committee, on behalf of the Trustees, must formulate an Investment Management Policy. In line with Charity Commission guidance the Policy should be agreed formally and reviewed annually. Consideration should be given to:
· Objectives of investments
· Types of investments
· Ethical investments

4.1.3 Where the Investment Policy includes use of an Investment Management Company, the Charitable Funds Committee will be responsible for the appointment of such a company. The Investment Management Company must be informed of the Investment Management Policy of the Charity by the Director of Finance and Performance on behalf of the Trustees.
4.1.4 The Charitable Funds Committee should instruct the Investment Management Company to:
· Provide details of transactions undertaken
· Hold stock/share certificates for safe keeping
· Provide details of dividends/interest received
· Provide quarterly valuation reports
4.2 Investment Management Reporting
4.2.1 The performance of the portfolio agreed with the Investment Management Company must be routinely monitored and reported at regular intervals to the Charitable Funds Committee.
4.2.2 To discharge this responsibility, the Head of Accounting & Governance must ensure that :
· an Investment register is maintained;
· realised gains/losses on sale of investments are recorded;
· unrealised gains/losses on investments are monitored and recorded;
· interest, dividends received, administration charge and realised gains/losses are apportioned over the designated charitable funds, or centrally held in a reserve as directed by the Charitable Funds Committee;
· sufficient working balances are maintained in a commercial bank account; and
· Reports are prepared for the Charitable Funds Committee on the performance of the funds/investments on a quarterly basis.
5 BANKING SERVICES
5.1 The Health Board will use two linked bank accounts with automatic sweep facilities between them for the day to day operation of Charitable Funds: -
· Current Account
· Interest Deposit Account
5.2 The linked accounts must be regularly monitored by the Income Management Team in order to determine whether outstanding commitments can be satisfied and / or whether surplus funds are available. The automatic sweep arrangements must only be put in place to enable balances to be transferred at the end of each day from the Current Account to the Interest Deposit Account and vice versa. Any surplus funds which are identified may be invested in Fixed Term High Interest Bank Accounts with the agreement of the Charitable Funds Committee. Any Fixed Term High Interest Accounts invested in will allow sufficient flexibility for urgent transfers to/from the day to day linked accounts in support of operational needs.
5.3 The linked Current and Interest Deposit Account balances should be maintained at a manageable level to meet commitments to funds therefore the balance required will vary over time.
5.4 Transfers to/from the linked accounts to any Fixed Term High Interest Bank Accounts may only be made following approval as to the value of the investment and the period of the investment by the Charitable Funds Committee. The transfers must be approved in line with the Bank Mandate and by authorised signatories. Where necessary, transfers may be authorised by telephone by the Assistant Director of Finance (Accounting & Governance) or the Head of Accounting & Governance but must be followed up with written confirmation to the Health Board’s Bank and signed by an authorised signatory. At the end of the investment period the money invested in the Fixed Term High interest Account must be returned to the linked Current and Interest Deposit account.  

5.5 Intercompany payments are between the Charitable Funds Current Account and the Health Board’s main exchequer account.  These transfers should be completed at least quarterly, and authorised by the Head of Accounting & Governance or Finance Manager (Operational Finance Team (OFT)). The transfer can be completed using the online banking facility.

5.6 On a monthly basis, a full reconciliation of all bank accounts including the Fixed Term High Interest Account must be completed in line with all other Balance Sheet reconciliations, and reviewed and approved by the Finance Manager (OFT).
6 FUNDS MANAGEMENT
6.1 New Fund and Fund Changes Requests
6.1.1 Requests for new designated funds must be submitted on the ‘Request for New Fund” Form (Appendix 1) to the Assistant Director of Finance, Accounting & Governance,  All requests for new funds will require approval by the Charitable Funds Committee. In exceptional circumstances where a new fund needs to be set up urgently as monies have been received for a restricted purpose the Director of Finance and Performance shall have delegated authority to approve the new fund which will then be ratified by the Charitable Funds Committee at its next meeting. New funds should only be established where no existing fund could be utilised. The purpose of the designated fund must clearly be defined in the appropriate section. This serves two purposes:
· It ensures that donations are only paid into funds which are appropriate to the donor’s wishes; and

· It ensures that expenditure is made in line with the funds purpose

6.1.2 The ‘Request for New Charitable Fund’ form must be authorised by the Service Group Director, Service Group Medical Director or Service Group Nurse Director and then forwarded to the Head of Accounting and Governance for verification that charitable status has been met and for submission for approval to the Charitable Funds Committee or Director of Finance and Performance as appropriate. The form must include the identification of appropriate primary and secondary Fund Manager(s).The form may be completed and submitted electronically, providing an e-mail trail is maintained for audit purposes.
6.1.3 New Fund Requests will only be considered where the income source is clearly identified (e.g. donations), an expenditure plan for at least the current financial year is supplied together with an estimated timescale for the funds to be spent, and the agreement to supplying regular expenditure plans  upon request to the Charitable Funds Committee and/or Head of Accounting & Governance.

6.1.4 Once approved by the Director of Finance or Charitable Funds Committee as appropriate, the Head of Accounting & Governance will allocate a new fund number. Once the new fund number is allocated, the Finance Analyst (Charitable Funds) will return the approved form including the new fund number to the relevant Fund Managers. The Finance Analyst (Charitable Funds) must then update the Charitable Funds database held on the Charitable Funds Portal page with the new fund details and request that the Systems Team add the new fund to the Charitable Funds dashboard. In the event that a new Fund Manager has been identified to manage the fund then the Head of Accounting & Governance must ensure that the Fund Manager completes the Charitable Funds dashboard training before access to the dashboard is provided. In the event that the new fund is to be managed by an existing Fund Manager, then the Finance Analyst (Charitable Funds) will ensure that the new fund is added to the Fund Managers view within the Charitable Funds dashboard. 
6.1.5 Where a request for a new fund is not approved, the Head of Accounting & Governance on behalf of the Charitable Funds Committee will discuss the reason for non–approval with the proposed Fund Manager(s) and Service Group Manager as appropriate.
6.1.6 Where funds have previously been closed and donations have been received which require the fund to be re-opened, the ‘Request to re-open a fund’ form (Appendix 2) will need to be completed. The completed form will need to identify the reason why the fund has been re-opened and identify the fund manager(s) appointed to manage the fund. The Assistant Director of Finance (Accounting & Governance) will approve the re-opening of the fund. The Head of Accounting & Governance will then ensure that the previous fund number is reinstated where possible. Where this is not possible a new fund number will be created. Once the fund number is allocated, the Finance Analyst (Charitable Funds)   will confirm the fund number to the relevant Fund Managers. The Finance Analyst (Charitable Funds) must then update the Charitable Funds database held on the Charitable Funds Portal page with the re-opened fund details and request that the Systems Team reinstate the fund to the Charitable Funds dashboard. In the event that a new Fund Manager has been identified to manage the fund then the Head of Accounting & Governance must ensure that the Fund Manager completes the Charitable Funds dashboard training before access to the dashboard is provided. In the event that the re-opened fund is to be managed by an existing Fund Manager, then the Finance Analyst (Charitable Funds) will ensure that the re-opened fund is added to the Fund Managers view within the Charitable Funds dashboard. All approved re-opened funds will be routinely reported to the Charitable Funds Committee.

6.1.7 Requests for proposed changes to the Fund Managers, Fund Name or Fund Purpose must be submitted on the ‘Request for Fund Changes” Form (Appendix 3) and sent to the Finance Analyst (Charitable Funds). The Request to Change Fund Details form must be authorised by the Service Group Director, Service Group Medical Director or Service Group Nurse Director. The form may be completed and submitted electronically, providing an e-mail trail is maintained for audit purposes. On receipt of the authorised changes form, the Finance Analyst (Charitable Funds) must then update the Charitable Funds database held on the Charitable Funds Portal page. The Finance Analyst (Charitable Funds) must also ensure that the Charitable Funds dashboard access is updated to reflect any change in Fund Manager. In the event that a new Fund Manager has been identified to manage the fund then the Finance Analyst (Charitable Funds) must ensure that the Fund Manager completes the Charitable Funds dashboard training before access to the dashboard is provided. The Finance Analyst (Charitable Funds) should then notify both Primary and Secondary Fund Managers that the requested change has been actioned.  Where Fund Manager(s) have been changed, this confirmation should be sent to the original Fund Manager(s), as well as those newly nominated to manage the fund. A record of all fund changes shall be held on the Charitable Funds portal page. 
6.2 Management of Funds and Fund Balances
6.2.1 A database of all individual delegated charitable funds is held on the Charitable Funds Portal page. This database can only be updated by the Charitable Funds Team but can be accessed by the Operational Finance Team (OFT) and Service Group Finance Business Partner Teams. The purpose of this database is to ensure that there is a clear and up to date record of all charitable funds held, their cost centre allocation within Oracle, the hospital / department / ward the funds were donated for and the purpose of the funds. It also holds details of Primary and Secondary Fund Managers and the Finance Business Partner responsible for providing financial support to Fund Managers and the management of their fund balances. This database is also used to populate the fund details in the Charitable Funds dashboard. 

6.2.2 It is the responsibility of the Finance Analyst (Charitable Funds) to maintain the database, and this can only be changed when the appropriate documentation has been completed and authorised (i.e. Appendix 1: Request to Set up a New Fund, Appendix 2: Request to Re-open a Fund, Appendix 3 Request to Update Charitable Fund Records or Appendix 4: Request to Close a Fund. – See Section 6.3). 
6.2.3 To assist Fund Managers in managing their funds a Charitable Funds dashboard is in place. This dashboard provides financial information to managers updated to the end of the previous closed financial period. The dashboard is available to view at all times to Primary and Secondary Fund Managers following completion of training on the use of the dashboard. The Head of Accounting & Governance will ensure that all new Fund Managers are trained as soon as they are approved as Fund Managers. Fund Managers’ access within the dashboard is restricted to the funds that they are identified as Fund Manager for and is controlled through their network log in details (Cymru user ID). The Service Group Management Team (Director, Medical Director and Nurse Director) are able to view the funds held within their Service Group and Finance staff have access to all fund information held within the dashboard.
6.2.4 At monthly intervals, following the closure of the financial ledger, all delegated Primary and Secondary Fund Managers shall receive an e mail advising them that the Charitable Funds dashboard has been updated to reflect the financial information to the end of the previous closed financial ledger period.
6.2.5 Fund Managers should review the information provided within the Charitable Funds dashboard against their own record of balances (where maintained) and assure themselves of the accuracy of the figures. Any discrepancies should be reported immediately to the Finance Analyst (Charitable Funds) to resolve the variances. 
6.2.6 The Finance Analyst (Charitable Funds) is required to review Fund Balances monthly and work with  Fund Managers to discuss the overall management of the balances, and to ensure that plans are in place to utilise the funds in accordance with their purpose (as declared when the Fund was established), and not left unused. The Finance Business Partners are also required when requested by the Finance Analyst (Charitable Funds) to assist in supporting the use of funds, particularly in instances where funds are not being utilised and are classed as dormant.
6.2.7 Fund Managers are responsible for maintaining the funds in a manageable form, i.e. taking action to eliminate "inactive" funds with nil or small unused balances, to ensure that funds are spent within a reasonable time of receipt and for submitting expenditure plans for their funds when requested. Where fund managers are not utilising funds, resulting in funds becoming dormant, then the Charitable Funds Committee on behalf of the Trustees shall consider removal of the fund manager and their replacement with an alternative fund manager who will ensure that the funds are utilised, following the escalation process (see appendix 12)
6.2.8 Fund balances should not become overdrawn, and Fund Managers should maintain appropriate controls to ensure this does not occur. Expenditure should not be incurred which would result in the fund becoming overdrawn. The only exception being where funds are being raised by charitable / voluntary bodies and a formal recharge process has been agreed and implemented (see Section 6.5 Charitable / Voluntary Bodies). This will include the League of Friends Charitable Funds.  
6.2.9 In any month where fund balances appear to be overdrawn, the Finance Analyst (Charitable Funds) in conjunction with the Finance Business Partner will need to discuss the issue with the Fund Manager and establish reasons for the overdrawn balance.  If the reasons are not related to a formal recharge process as outlined in Para 6.4, clearance of the overdrawn balance will need to be escalated to the Service Group Manager for resolution.
6.3 Fund Closure Requests

6.3.1 Funds which have zero balances, and are no longer required, may be closed with the approval of the Assistant Director of Finance (Accounting & Governance). Requests to close funds must be submitted on the “Request to Close a Fund Form” (Appendix 4) and sent to the Assistant Director of Finance (Accounting & Governance). The form may be completed and submitted electronically, providing an e-mail trail is maintained for audit purposes. Once the Assistant Director of Finance (Accounting & Governance) has approved the proposed fund closure, the approved form must be sent to the Finance Analyst (Charitable Funds) who must then update the Charitable Funds database held on the Charitable Funds Portal page. The Finance Analyst (Charitable Funds) must also ensure that the fund number is end dated in the Oracle financial ledger to prevent further transactions against the fund and ensure that the fund is identified as closed on the Charitable Funds dashboard. The Finance Analyst (Charitable Funds) should then notify both Primary and Secondary Fund Managers that the fund has been closed.
6.3.2 Where a request to close a fund is not approved, the Assistant Director of Finance (Accounting & Governance)  will discuss the reason for non–approval with the proposed Fund Manager(s) and Service Group   Manager as appropriate
6.3.3 Funds which have balances remaining can only be closed with the approval of the Charitable Funds Committee. A report must be prepared which sets out how it is proposed to re-allocate the remaining balances. Once approved, Appendix 4 must be completed and include the approving minute reference. 

6.3.4 All approved closed fund requests will be routinely reported to the Charitable Funds Committee.

6.4 Approval to Access Funds
6.4.1 Before any purchase requisition can be placed or expenditure committed (including those items purchased and reimbursed through petty cash), the Fund Manager must complete an application form to access Charitable Funds, using the “Request for Expenditure” Form (Appendix 5). The Fund Manager must ensure that Section A of the form is fully completed with the necessary level of authorisation, certifying that:

a) the purchase/expenditure is in accordance with the terms of the Fund;
b) sufficient funds are available to support the purchase or transfer of costs from revenue / capital (the Fund Manager must indicate on the form the balance of the fund as shown on the Charitable Funds dashboard);  
c) *no recurring costs will be incurred / recurring costs of £(insert value) have been identified and will be met by this delegated charitable fund  (*delete as appropriate); 

d) an official Health Board Purchase Order will be placed to procure these goods and/or services via NWSSP Procurement Services (see Note 1 below); and
e) Evidence of compliance with procurement rules and a VAT exemption certificate (where applicable) has been provided with the expenditure request form where required.
Note 1

An official Purchase Order will be required in order to ensure compliance with the all Wales “No Purchase Order/No Pay Policy”. The only exception will be low value (<£50*), urgent purchases via petty cash,  payments by credit card, reclaim of study leave expenses, internal catering arrangements and those areas classed as purchase order exceptions under the All Wales No Purchase Order/No Pay Policy.  The method by which the expenditure will be incurred must be selected from the method of payment box in Section A (see section 6.7 for further information on procurement and payment). 
* Petty cash reimbursement for urgent small purchases (Maximum of £50.00 and with prior written approval from the Director of Finance and Performance or Head of Accounting & Governance up to a maximum of £75.00 in total).There may be exceptional circumstances in which amounts above £75.00 may be approved by the Head of Accounting & Governance, Assistant Director of Finance (Accounting & Governance)  or Director of Finance and Performance but these will be primarily be restricted to the use of petty cash for Christmas Festivities (See Section 6.10) and will be limited to the amount approved per ward/department. The use of the Charity Team credit card for Charitable Funds Expenditure is restricted to payments for services such as hotel bookings, course fees and online subscriptions/fees such as lottery registration where BACS/cheque payments are not accepted. Under NO circumstances should credit cards be used for the purchase of goods.
Note 2  

Expenditure may only be incurred from charitable funds where the expenditure is in line with the Charitable Funds Expenditure Guidance approved by the Charitable Funds Committee. The expenditure guidance will be reviewed annually by the Charitable Funds Committee and a copy of the approved document provided to every fund manager following the annual review by the Charitable Funds Committee.This is attached at Appendix 13.
6.4.2 Forms must be fully completed to include the full financial code including the appropriate analysis code. The full financial code comprises the charitable Funds entity (131), Fund Number (Y***), Subjective code from the All Wales Oracle subjective code listing and analysis code.  The analysis codes to be used for charitable funds expenditure are detailed in the table below.  
	Expenditure Type
	Analysis code

	Patients Welfare & Amenities
	7101

	Patients Furniture & Fittings
	7102

	Staff Welfare & Amenities
	7103

	Staff Furniture & Fittings
	7104

	Staff Training
	7105

	Computer Equipment
	7106

	Publications & Subscriptions
	7107

	Research 
	7108

	Medical Equipment
	7110

	Fundraising Items
	7111


6.4.3 The Fund Manager must also confirm whether the request is to commit resources either recurrently or non-recurrently. If the cost is recurring consideration must be given to the ongoing annual costs and whether sufficient income is likely to be received to cover these costs each and every year. 
6.4.4 Staff costs will not normally be approved from funds held on trust unless a clear rationale to justify charitable funds as a source of funding is provided. Such requests will need to be considered and approved by the Charitable Funds Committee before approval to recruit and appoint is granted. In order to apply to the Charitable Funds Committee for approval to appoint staff from funds held on Trust, the “Request to Employ Staff from Charitable Funds” Form (Appendix 6) must be completed.  

6.4.5 Charitable funds spending must be initiated by raising an official Oracle purchase order (following Request for Expenditure approval as above), unless there is an agreed exception under the All Wales No PO/ No Pay policy,  where this is not appropriate (such as study / training fees or lecture fee payments), or a manual payment form is used (MANP). In all circumstances, a Request for Expenditure approval form must still be completed and authorised as above. 
6.4.6 The requirement to complete a Request for Expenditure Form also applies where charitable organisations operate within the Health Board e.g. W.R.V.S. and League of Friends, who raise varying sums of money for specific use by various Hospitals within the Health Board, usually for specific schemes (see Section 6.5 - Charitable / Voluntary Bodies).
6.4.7 On Completion of Section A of the form it must be sent by e-mail to sbu.endowments@wales.nhs.uk.  For authorisation to proceed. The form  may be completed electronically and submitted by e-mail by the authorising officer from their SBU Health Board e-mail account provided an audit trail is maintained (and e-mails retained within the e-mail system).Any forms received where all boxes in Section A are not fully completed will be returned to the originator. The request for authorisation to commit expenditure must also provide evidence that the SBU Procurement Rules have been adhered to and where applicable be supported by a VAT exemption certificate (see section 6.7 Procurement and Payment and section 7 Taxation and Excise Duty). 
6.4.8 The e-mail trail authorising the expenditure request form must be used to support raising Oracle purchase orders via procurement and to pay non-oracle purchase order invoices and manual payments (MANP) via Accounts Payable. Where requests to raise Oracle Purchase orders via Procurement or to make payment of non-purchase order invoices or miscellaneous payments (MANP) are not supported by an authorised expenditure request form such requests must be refused and the originator of the form advised accordingly.    
6.4.9 Journals to transfer costs already incurred either in revenue or capital to Funds Held on Trust must not be completed unless the Expenditure Request Form has been authorised by Finance and is electronically attached to the journal to support the transfer. The journal must quote the approval reference from the approved Expenditure Request Form. 
6.4.10 Expenditure must not be incurred in excess of the amount authorised on the expenditure request form. Where it subsequently becomes clear that the order value or invoice price exceeds the amount authorised then a revised expenditure request form for the new value must be completed and sent for authorisation to sbu.endowments@wales.nhs.uk. No orders will be placed by Procurement or invoices or miscellaneous payments (MANP) paid by Accounts Payable where the order/invoice amount exceeds the authorised expenditure value.  Where expenditure has been incurred in excess of the amount authorised on the expenditure request form due to additional charges (e.g., charges on company card payments or due to fluctuation rales when purchases are made in a foreign currency or foreign tax needs to be added) the Finance Analyst (Charitable Funds) will request a new FCP20 be authorised by the fund manager for the additional expense.
6.5 Charitable / Voluntary Bodies 
6.5.1 On written confirmation by the Charitable / Voluntary Body of commitment to finance the procurement, a request for expenditure form must be completed, supported by the confirmation letter from the Charity/Voluntary body and approved following the process documented in section 6.4.6 before a requisition governed by all the normal purchasing procedures may be placed. When the goods have been received and paid for, an invoice will then be raised in accordance with the agreement made with the Charitable / Voluntary Body. All invoices should be raised by the Finance Analyst (Charitable Funds).
6.5.2 In these cases all specific donations received and payments made on behalf of these voluntary bodies are administered via specific Charitable Fund accounts. These accounts must be reconciled monthly and all outstanding amounts notified to the organisation, by means of a letter containing copies of the appropriate orders and/or invoices. If payment is not made within 30 days, the outstanding debt must be discussed with the Head of Accounting & Governance and appropriate action agreed. 
6.5.3 In all cases, these transactions must be processed through the Charitable Funds ledger, bank accounts and Charitable Funds Annual Accounts.
6.5.4 All correspondence with the Charitable / Voluntary Body, particularly the League of Friends for the Health Board’s hospital need to be copied into the Head of Accounting & Governance via sbu.endowments@wales.nhs.uk so that they can be monitored and used to balance the charitable funds.
6.6 Delegated Authorisation Limits
6.6.1 If individual items are related then they shall be treated as a single purchase for authorisation purposes, and therefore it is the aggregated total cost of the individual items that should be considered against the delegated limits. Where a number of items are submitted for approval but are unrelated, then these individual items shall be treated individually rather than collectively. 

6.6.2 The Finance Analyst (Charitable Funds) maintains a list of authorised signatories for each specific charitable fund via the charitable funds database held on the Charitable Funds Portal page. 
6.6.3 It is the responsibility of the designated Fund Manager to ensure that any changes to the authorised signatories for their fund are notified promptly to the Finance Analyst (Charitable Funds)  using the Request for Fund Changes (Appendix 3). 
6.6.4 It is the responsibility of the Finance Analyst (Charitable Funds) to update the charitable funds database when the Request for Fund Changes (Appendix 3) has been authorised.
6.6.5 The authorisation of charitable funds expenditure is dependent upon the following delegated financial limits: -
	Expenditure Levels
	Authorisation Required

	Up to £10,000
	Fund Manager(s)

	£10,001 - £25,000
	Fund Manager(s) & Service Group Director/ Corporate Director *

	£25,001 - £50,000
	Fund Manager, Service Group Director/ Corporate Director  and the Chief Executive or Director of Finance & Performance 

	Over £50,000
	Fund Manager, Service Group Director/ Corporate Director, the Chief Executive or Director of Finance & Performance and the Trustees (via the Charitable Funds Committee on behalf of the Trustees)


* The Service Group Director may be any of the Service Group Director, Service Group Medical Director or Service Group Nurse Director. The Corporate Director should be the Executive Director/ Board attendee for that Corporate Directorate. Where the Service Group Director/ Corporate Director is also the Fund Manager, no additional authorisation is required

6.7 Procurement & Payment
6.7.1 The procedure for requisitioning any items or service using money held in Charitable Funds is identical to that for Exchequer Funds (revenue), therefore all procurement and finance policies and procedures must be deemed to apply equally. Appendix 7 provides details of the procurement requirements for expenditure in excess of £5,000. Evidence of compliance with these requirements must be provided with the expenditure request form (Appendix 5) when the expenditure request form is submitted for approval. Failure to provide this evidence will result in the expenditure request form being returned to the originator. NB the Procurement Department no longer place orders with  Argos, Boots and B&Q due to the requirement to pay in advance for goods which is contrary to the procurement rules laid out in the health board Standing Financial Instructions. Amazon may be used in certain instances, but only with the prior agreement of Procurement Department.
6.7.2 For Oracle purchase orders, authorised signatories will be identified within the Oracle Procurement Hierarchy, and it is the responsibility of Finance Business Partners to ensure that this is kept up to date and any changes required notified to the Systems Team. For payments made via Accounts Payable for non-purchase order invoices, NWSSP Accounts Payable will use the approved Expenditure request form authorised by the Fund Manager as authorisation to pay the invoice.
6.7.3 Only requests signed in accordance with the database of Fund managers who are approved signatories for Funds Held on Trust will be actioned, otherwise they will be returned to the designated Fund Manager.

6.7.4 Expenditure from charitable funds can be made in the following ways: -
· Purchase Order via the Procurement Department
· Non Purchase Order invoice (where the raising of an Oracle Purchase Order is not required as detailed in FCP 14 Non Pay Expenditure) and where an exception has been agreed under the All Wales No PO/No pay policy. 
· Petty cash reimbursement for urgent small purchases (Maximum of £50.00 and with prior written approval from the Director of Finance and Performance or Head of Accounting & Governance, up to a maximum of £75 in total ) 
· Credit card for payments for services such as hotel bookings, course fees and online subscriptions/fees such as lottery registration where BACS/cheque payments are not accepted. Under no circumstance should the Charity Team credit card be used for the purchase of goods.

· Payroll Services for reimbursement of expenses, which are then recharged to the Charitable Fund. Staff salaries cannot be paid directly from payroll services as staff are not directly employed by the Charitable Fund.
· Miscellaneous Payments Form (primarily used for reimbursements of course fees and study leave expenses).
· Journal transfer – for internal recharges such as for catering recharges or estates recharges

The process to be followed for committing expenditure is detailed in the flowchart attached as Appendix 8 and allowed and disallowed expenditure is included at Appendix 13.
6.7.5 In all circumstances, requests for expenditure from charitable funds must be accompanied by an authorised Request for Expenditure Form (Appendix 5), either as a standalone request form or electronically attached to a requisition/purchase order/payroll request. All (Appendix 5 Forms) must be retained electronically by the NWSSP Accounts Payable / Procurement Department to support placing orders, and for audit purposes. This must include the e-mail trail which has supported the authorisation sequence. 

6.7.6 In the case of Petty Cash reimbursements the Fund Manager must not apply for reimbursement directly if he/she has borne the cost, but must complete a reimbursement request form, with backing receipts attached, and then seek authorisation for the reimbursement from the appropriate Service Manager. In the event that the Fund Manager is also the Service Manager then the reimbursement form must also be authorised by the Service Group Director, Service Group Medical Director or Service Group Nurse Director. 
6.7.7 Where Request for Expenditure Forms have not been fully completed and authorised, use of the funds or charges against them will not be permitted.
6.7.8 Under no circumstances can members of staff purchase goods or services above the petty cash limit from their personal monies.  In exceptional circumstances, it can be, but it must be agreed and authorised in advance.
6.7.9 Ordering of all items will be carried out by NWSSP Procurement following receipt of a properly authorised requisition and an authorised Request for Expenditure Form (Appendix 5). All purchase orders should clearly identify that the purchase relates to charitable funds. No orders should be raised by Procurement unless the requisition has the necessary authorisation and an authorised Request for Expenditure Form has been completed (see Section 6.4 Approval to Access Funds).  
6.7.10 Health Board revenue limits for seeking competitive quotations or tenders will apply equally to Charitable Fund purchases and must be followed (per SFI 11 Procurement and Contracting Services, Annex A 3 Quotations and Annex A  4 Competitive Tendering). See Appendix 7 attached to this procedure.
6.7.11 Payments actioned by NWSSP Accounts Payable can only be permitted on receipt of the following:- 
· An authorised official order
· Certified Goods Received Note/Part Delivery Advice/receipt in the Purchase Order system (confirming goods have been received)
· An invoice from the supplier
· Other written authority to pay. 

6.7.12 Prior to processing payment, the following details must be checked by NWSSP Accounts Payable:- 
· Prices charged on the invoice must correspond to price details of goods on the applicable order. Minor differences (in line with systems tolerances) relating to additions for carriage etc. would normally be acceptable. 
· The invoice details must correspond to details of goods delivered (received as confirmed by the GRN/PDA or system receipt). 
· Discount (if applicable) must be taken. 
· VAT has not been charged where the order indicated VAT exemption. 
6.7.13 For miscellaneous payment request forms, (if applicable) the form must be approved by an authorised signatory. 
6.7.14 In order to raise a payment, the designated person from NWSSP Accounts Payable must comply with the appropriate procedures contained in FCP14 Non Pay Expenditure. 
6.7.15 Once all the above procedures have been followed payment can be made by BACS from the Charitable Fund Bank Account. The Health Board does not permit cheque payments from Charitable Funds. 

6.8 Management of the Central Reserve Account

6.8.1 The Health Board holds a portfolio of investments which is managed by an investment management company, appointed through normal procurement processes. Income received from dividends and interest will be allocated on a monthly basis to a general purpose fund managed by the Charitable Funds Committee, currently the Finance Administration Fund. (Y654)
6.8.2 All realised and unrealised gains will be held in a central reserve overseen by the Charitable Funds Committee. Currently the Finance Administration Fund. (Y654)
6.8.3 The Charitable Funds Committee will routinely report movements on these funds to the Trustees at its normal meetings. 

6.9 Administration Costs
6.9.1 An administration charge will be assessed annually and charged to the Charitable Funds accounts. The charge to the funds will be based on the cost of time spent administering the funds. This will include finance, procurement, internal and external audit. The charge will be allocated corporately to the Finance Administration Fund. Any future changes to the administration cost apportionment basis must be agreed by the Charitable Funds Committee. 
6.10 Christmas Festivities
6.10.1 Where possible, local funds should be utilised to support Christmas Festivities. The Helping Hand Bids Panel on behalf of the Charitable Funds Committee will consider reasonable requests to use charitable funds to support Christmas festivities on wards/departments for patients and staff Christmas amenities, where there are no local funds available.
6.10.2 There is still the requirement to complete a Request for Expenditure Form. Once approved, the additional monies required must be added to a normal petty cash request and Income Management will seek approval from Head of Accounting before ordering the additional monies from the Bank.
6.11 Branding of Charitable Funds 

6.11.1 In order to increase the fund profile, the South West Wales Cancer Centre Charitable Fund which is based at Singleton Hospital, the Neonatal Intensive Care Unit Charitable Funds based at Singleton Hospital and the Inherited Cardiac Conditions Fund based at Morriston Hospital have  created their  own logo and marketing materials. The funds operate in the same way as all other charitable funds with a named fund manager who is responsible for administering the funds on a day to day basis and the logos must clearly state that the funds are part of the Swansea Bay University Health Board Charitable Fund and are not charities in their own right. 

7. TAXATION AND EXCISE DUTY
7.1 Value Added Tax (VAT)
7.1.1 Certain items purchased from charitable funds may be exempt from VAT where the goods are:
· Purchased wholly from charitable funds

· Purchased by an eligible body wholly from funds provided by a charity or voluntary contributions

· Relevant goods as categorised below: -

· Medical, scientific, computer, video, sterilising, laboratory or refrigeration equipment used in medical research, training, diagnosis or treatment
· Parts and accessories for use with the above item

· Qualifying aids for the handicapped
· Computer software solely for use in medical research, diagnosis or treatment and its repair and maintenance
7.1.2 To qualify for VAT exemption, the item must be used solely for the declared purpose, e.g. a computer may qualify where used entirely for medical research, however if it were used partly for research and partly for general administrative work, exemption would not apply.

7.1.3   Fund Holder should ensure that any items requisitioned from Charitable Funds are clearly marked as such on the requisition.  The Fund Holder is responsible for ensuring that a VAT exemption certificate is provided to NWSSP Procurement where appropriate to support the official order.   
7.1.4 VAT exemption is also available where items are purchased specifically for fund raising. Such items include:

· Printed stationery used for appeals

· Collecting envelopes

·  Secure collection boxes which are capable of being locked or sealed containing the Charity name

· Lapel badges, stickers and pens which are given free as an acknowledgement of a donation. Such items are not VAT exempt if sold to raise funds.
7.1.5 The name of the charity on the VAT exemption form must be Swansea Bay          University Health Board and other Related Charities and not the name of the individual earmarked fund.
7.2     Gift Aid
7.2.1  HM Revenue & Customs rules allow the Charity to recover tax on a donation by an individual. Gift Aid declarations must be completed by the donor either prior to the donation, at the time of the donation, or up to six years after the donation. 
7.2.2  Normally, the donor will be asked to complete the Gift Aid Declaration when the Donor Receipt is issued by the receiving department. The Donor Receipt is issued as controlled stationery and is in four parts, distributed as follows: 

· Top copy (White) is given to the donor
· Second Copy (Yellow) is sent to the General Office to support the completion of the C & D / receipting in Oracle
· Third Copy (Pink) is sent to Charitable Funds Team on a regular basis, at least monthly, to support the completion and monthly submission of the HM Revenue & Customs Gift Aid Declaration Schedule (R68)
· Fourth Copy (Blue) is retained in the Donor Receipt Book for audit purposes.

7.2.3  The Finance Analyst (Charitable Funds) will ensure that Gift Aid is recovered monthly utilising the HMRC Gift Aid Recovery online portal which provides an electronic form R68.

7.2.4 Small Donations Scheme (GASDS)
HM Revenue & Customs rules allow the Charity to recover tax on small             donations (up to £30.00) to a total of £2000.00 within the tax year.

The Finance Analyst (Charitable Funds) will ensure that the rules of the claim are adhered to and that the claim is submitted to HMRC before end of the financial year (31st March)

8 
USE OF  ENTHUSE ON-LINE GIVING
8.1 
Fundraisers wishing to raise monies for the SBU Health Board Charity on-line are able to use the SBU Health Board pages on the Enthuse platform   (www.Enthuse.com). This is the preferred fundraising platform of the Charity Team, and is administered by the Head of Fundraising. This platform can be used to make single – one off donations, regular donations, set up fundraising pages and events.  The Charity Team have the ability to run raffles (see section 10) and run fundraising campaigns on the platform.

8.2    When funds are paid by Enthuse, which is on a monthly basis, the Income Management Team will extract the details of the payment from the Enthuse system ensuring that these amounts are the same. Any discrepancies will need to be investigated and resolved to enable the receipts to be allocated to the correct Charitable Fund. Enthuse charges will be accounted for separately within the financial management system. 

8.3     The Income Management team will maintain and update their spreadsheet with donations received, which also provides confirmation of gift aid due to the Health Board.  Enthuse claims this Gift Aid on the Charity’s behalf and the Income Management team will allocate these monies to the correct Charitable Funds when received. Enthuse charges will be accounted for separately within the financial management system.
9    JUST GIVING, PAYPAL, DONATIS and TEXT DONATIONS
9.1     Fundraisers wishing to raise monies for the SBU Health Board Charity through sponsored events are able to use the SBU Health Board pages on the Just Giving website (www.justgiving.com).

9.2 
Once fundraisers have created a new webpage, an e-mail is automatically generated by the system and forwarded directly onto the Income Management Team Leader & Fundraising Team via their generic e-mail account, confirming that a new page has been created. Once received, the Team Leader, Income Management or nominated deputy will ensure that the following details are recorded in a spreadsheet log to include the following details:
· Name of the Fundraiser
· Event date – If this information has been provided
· Fundraiser contact details
· Page details – this will be in the form of a link to the Just Giving page
· Unique Page ID number
If it is clear from the fundraising page which SBU Charitable Fund the money is to be raised for, then this is also entered onto the spreadsheet. If it is not clear, then the Income Management Team Leader or nominated deputy will make contact with the fundraiser to assign the correct SBU Charitable Fund, using the Charitable Funds database held on the Charitable Funds Portal page. Once the correct fund has been identified, the Fundraising Team will e-mail the fund manager to confirm that the page has been set up and the fund that the money will be paid into when received. Once the donated amount exceeds £500, the Fundraising Team will send an acknowledgement should be sent to the donor.

9.3 
When funds are paid by Just Giving, the Income Management Team will extract the details of the payment from the Just Giving website ensuring that these amounts are the same. Any discrepancies will need to be investigated and resolved to enable the receipts to be allocated to the correct Charitable Fund. Just Giving charges will be accounted for separately within the financial management system.

9.4   The Swansea Bay University Health Board Charitable Fund has also set up an account with PayPal which provides the ability to receive direct donations through paypal.me and through the PayPal giving fund (which is a form of online donation, most frequently used for Facebook Fundraisers).
9.5    For the PayPal giving fund, amounts are received and added directly to the charity’s PayPal account. All donations received via this route are credited to the Helping Hand Fund (Y664) which is the main health board wide charitable fund. For paypal.me donations, donors are able to make both UK and Foreign donations and can also write notes with their donations to express how they wish the funds to be utilised. Where instructions are provided in the “notes” the donations are credited to the relevant fund in accordance with the donor’s wishes. If no “note” is provided with the donation then the donations are credited to the Helping hand Fund (Y664).

9.6    When funds are received through PayPal, the Head of Fundraising will receive an e mail confirming receipt of funds. The Head of Fundraising must then log into the PayPal account to identify where the funds are to be credited to, transfer the funds to the health board’s charitable funds bank account and provide the details of the amounts received and where they are to be allocated to the Income Management Team. The Income Management Team will use the email received from the Head of Fundraising as a remittance, which should be kept along with the bank statement downloaded via the banking system as an audit trail. Once confirmation of receipt has been received, in the form of the downloaded bank statement, the Income Management Team will allocate the funds in the health board’s financial ledger.
9.7   The Swansea Bay University Health Charitable Fund has also set up an account with Enthuse, which the Head of Fundraising administers.  When funds are paid by Enthuse, which is on a monthly basis, the Income Management Team will extract the details of the payment from the Enthuse website ensuring that these amounts are the same. Any discrepancies will need to be investigated and resolved to enable the receipts to be allocated to the correct Charitable Fund. Enthuse charges will be accounted for separately within the financial management system. The Income Management team will maintain and update their spreadsheet with donations received, which also provides confirmation of gift aid due to the Health Board.  Once the spreadsheet has been updated with income received, this will be forwarded onto the Charitable Funds Finance Analysist for processing.
9.8     A number of local funeral directors have signed up to Donatis an organisation which manages donations they receive in respect of deceased members of the public.  Donatis will transfer donations they receive directly into the Health Boards charitable funds bank account.  They will also send an email to the Accounts Receivable mailbox confirming who the donation is in respect of and where the donation is intended for.  The attachment will also confirm gift aid which can be claimed and the value.  Administration and processing fees, will also be included, which will be accounted for separately within the ledger.            The email and attached received will then be forwarded onto the Charitable Funds Finance Analysist for processing of gift aid. 
9.9     The Head of Fundraising has signed up to Donr for the Health Board to able to receive donations via text.  The Head of Fundraising is administrator of this account and is responsible for creating and maintaining user login accounts together with the setting up of specific endowment codes within the Donr system. Donr will process a monthly bank transfer of donations received directly into the Charitable Funds bank account.  Donr will provide access to their website, which will allow for members of the Income Management Team to be able to extract information required in order to allocate directly into the ledger. The Income Management team will maintain and update their spreadsheet with donations received, which also provides confirmation of gift aid due to the Health Board.  Once the spreadsheet has been updated with income received, this will be forwarded onto the Charitable Funds Finance Analysist for processing.

10 
OPERATION OF LOTTERIES AND RAFFLES FROM CHARITABLE FUNDS
10.1.1 
A lottery is an arrangement whereby:
· People pay an amount to enter:

· Prizes are allocated; and

· The allocation of such prizes relies wholly on chance or if allocation involves a series of processes, the first of those processes relies wholly on chance.

A raffle has the same characteristics as a lottery except that a single number is provided in a raffle whereas a lottery tends to provide a series of numbers. A lottery licence is needed to run all lotteries and raffles unless held as an incidental lottery. An incidental lottery is a lottery or raffle held at an event or where all tickets are sold on the same day that they are drawn e.g. where a raffle is held at a charity quiz night/ball or similar.

10.2 
In order to conduct non-incidental raffles and lotteries, SBU Health Board Charity has registered under the Lotteries and Gaming Acts.  All applications to use the SBU Health Board Charity lotteries licence to run non-incidental raffles must be approved by the Finance Department (Finance Analyst, Charitable Funds) prior to being undertaken. NB. The SBU Health Board lottery licence does not cover raffles undertaken to raise funds for other charities. Such raffles should be undertaken with caution and staff undertaking these raffles should ensure that the organisation that the funds are being raised for have given permission for it to take place.
10.3 
Raffle organisers, who MUST be an SBU staff member, must apply for permission to conduct non-incidental raffles or lotteries. A raffles and lotteries Application Form (Appendix 9) must be completed and sent preferably by e-mail to the Charitable Funds Team at SBU.endowments@wales.nhs.uk no later than two weeks before the proposed raffle or lottery date. (NB time must also be allowed for the production and sale of the tickets). As part of this application the number of raffle tickets required must be stated as ONLY raffle tickets complying with the Lotteries and Gaming Acts legislation may be used to conduct the raffle. The use of Cloakroom tickets for non-incidental raffles is illegal.
10.4  E-Raffles – E-raffles can be run using the Enthuse platform.  A raffles and lotteries Application Form (Appendix 9) must also be completed for these raffles.
10.5  All application forms should be submitted to SBU.Endowments@wales.nhs.uk for approval.
10.6 
Upon receipt of the Application Form, the Finance Analyst (Charitable Funds) will ensure that the proposed raffle/lottery meets the conditions of the SBU Health Board lottery licence and once satisfied will allocate a registration number. The Finance Analyst (Charitable Funds) will then produce the number of raffle tickets requested and arrange for delivery/collection of the raffle tickets and also provide the authorised request form to the organiser of the raffle by e mail. Raffle tickets produced should be treated as cash and will need to be signed for when delivered.   A copy of the approved application will be filed by the Finance Analyst (Charitable Funds) to be maintained for Accounts Audit purposes together with a log of all approved applications.  Where the raffle is electronic, the Finance Analyst (Charitable Funds) will approve the form and forward a copy to the Charity Team.  The Charity Team will set up the raffle on Enthuse and ensure:
· The Gift Aid element is not selected or unticked 

· It is set up as a one off payment (ensure Monthly, quarterly or annual is not selected)

· Payments are set up as an amount per ticket
10.7 Where the raffle is a mixture of physical and e-tickets, the Finance Analyst (Charitable Funds) and the Charity Team will liaise to ensure all ticket are pulled together into a spreadsheet for the draw.
10.8 
SBU Health Board will not run any lotteries/raffles where there are cash prizes, all prizes should be donated free of charge and all lotteries/raffles must carry the Charitable Fund Name, the SBU Health Board Charity Registration Number 1122805 and all tickets sold must contain the information required under the Lotteries and Gaming Acts regulations.

10.9   Where raffles are held to raise funds for an SBU Health Board Charitable Fund all proceeds received must be banked at the Cash Office no later than 3 working days after completion of the raffle and a receipt for all monies received must be retained by the Fund Manager whose fund has received the proceeds of the raffle. Where raffles are held at Christmas Time to purchase gifts for patients, the proceeds may be disbursed directly by the raffle organiser to purchase the gifts (without having to be banked at the cash office first) provided that records of all proceeds raised and gifts purchased are maintained and that the cash held by the raffle organiser is held in a secure location in accordance with the requirements of FCP10  (Income, Fees & Charges, and Security of Cash, Cheques and other negotiable instruments).  

10.10 
Once the lottery/raffle is completed, the organiser must submit a return to the Finance Analyst (Charitable Funds) (Appendix 10) no later than 4 weeks following the date of the draw. This return must confirm the approved registration number, number of tickets sold and number of unsold tickets to be returned the amount raised by the lottery/raffle, the number of winners, the date that any cash was banked by the Cash Office and the Oracle Receipt Number. At the same time as submitting the return the raffle organiser must arrange with the Finance Analyst (Charitable Funds) a time and date for the return of all unsold raffle tickets, as these will need to be signed back to Finance Failure to submit this return within the deadline or return all unsold raffle tickets will mean that the Charitable Fund will no longer be authorised to hold lotteries/raffles. The Finance Analyst (Charitable Funds) will ensure that the returns received from lottery/raffle organisers are regularly reconciled to the approval forms in order to ensure completeness.
10.11 
Once the raffle is completed, the Finance Analyst (Charitable Funds) will complete the return required under the Lotteries and Gaming Acts and provide the return to the Head of Accounting & Governance. The Assistant Director of Finance (Accounting & Governance) and the Director of Finance and Performance are approved by Charitable Funds Committee as the two representatives of the Charity able to sign the returns statement and the Head of Accounting & Governance must ensure that the returns are signed and submitted to the Local Authority within 3 months of the draw taking place in accordance with the terms of the Lotteries Licence and that a copy is held on file for audit purposes. 
 11.  FUNDRAISING
11.1  
 Staff participation in fundraising activities for the charity is voluntary, therefore they should not take place during working hours or utilise SBUHB resources without prior line management approval.  Members of staff must ensure that all staff led fundraising activities do not attract adverse publicity or meet with public disapproval that could damage the reputation of both SBUHB and the charity.  Fundraising must not take place at the bedside.  Members of staff must not directly approach patients or visitors to request support for their fundraising activity. However, it is permissible to display information on staff fundraising activities for the charity within SBUHB premises, such as in patient waiting areas and notice boards and accept offers of support when offered by patients or visitors.
11.2 SBUHB does not permit fundraising activities by external charities on its premises.  It does however recognise a number of ‘partner’ charities who raise funds solely, or for the majority, in support of SBUHB’s services, patients and staff whose aims are closely aligned to those of the charity.  SBUHB permits these partner charities to fundraise on their premises.  The nature of all such fundraising activities requires the approval of the site manager and Swansea Bay Health Charity.  These charity partners are Morriston Hospital League of Friends (23168), Friends of Hospitals – Port Talbot (1086757), Neath Hospitals Society of Friends (250292), Ty Olwen Trust Fund (511339) and Maggie’s (SC024414)
11.3 
On becoming aware of the proposed fundraising, the Head of Fundraising Manager will ensure that the fundraising is appropriate for the charity to support and that it falls within the fundraising framework set for the Health Board Charitable Fund. In the event that the fundraising is deemed appropriate, then the Head of Fundraising will support the fundraiser and provide advice and support when requested throughout the fundraising process.

11.4 The Head of Fundraising shall produce a 5 Year Financial Plan, which will be updated monthly by the Charity Finance Team,  and Fundraising Policy for the Health Board Charitable Fund, which will be reviewed annually.  Both documents will be used to provide regular fundraising update reports to the Charitable Funds Committee on behalf of the Trustees.

11.5   Where joint fundraising events are to be held with other bodies or where a contract with an external body is entered into for the purposes of fundraising, the Head of Fundraising will ensure that formal partnership arrangements are put in place and that these arrangements are reported to the Charitable Funds Committee.

12. NON CASH GIFTS RECEIVED INTO CHARITABLE FUNDS
12.1 There will be occasions when donations in the form of gifts will be made by members of the public or companies of goods and services to the Swansea Bay University Health Board Charitable Fund. Where such donations are received they must be recorded in the charitable fund accounts as donations in kind at full value with an equal and opposite value shown as expenditure.

12.2  When a gift is offered, this will be registered within seven days by a member of Staff using the form at Appendix 11. The declaration will specify what the gift is, its intended purpose, the value (an estimate where no value is given), backing for the value and whether it has been accepted, as it is recognised that it is not possible to accept all donations. The form is to be forwarded to the Charity Team  

12.3 On receipt of the form, the Charity will be check, signed, dated and returned to the Head of Corporate Governance (sbu.boardservices@wales.nhs.uk) and the Finance Analyst for Charitable Funds (SBU.Endowments@wales.nhs.uk)

12.4   On receipt of the form at Appendix 11, the Head of Corporate Governance will ensure that the gift is included on the register of gifts to the health board charity. This will be reported bi-annually to the Audit Committee alongside the main gifts and hospitality register as well as annually to the Charitable Funds Committee.
12.5   The Finance Analyst (Charitable Funds) will save the form in a donations in kind folder on the Finance SharePoint site and add the details to a database of gifts received as donations in kind for recording in the annual accounts of the Swansea Bay University Health Board Charity. 
APPENDIX 1: REQUEST FOR A NEW CHARITABLE FUND

	Service Group
	

	Proposed Charitable Fund Name
	

	Fund Purpose
	

	Why is a New Fund Required
	

	Sources of Income (e.g. Donations)
	

	Anticipated Income within the Next 12 months

(please confirm if monies have already been received)

	

	Proposed Expenditure within the Next 12 months (to include the timing of when the proposed expenditure will be incurred)


	

	Primary Fund Manager *
Signature
Designation

Cymru User ID

Contact Details

E-Mail

Telephone Number
	

	Secondary Fund Manager*
Signature
Designation

Cymru User ID

Contact Details

E-Mail

Telephone Number
	

	Request Authorised By

Service Group Director/Service Group Medical Director/Service Group Nurse Director
Signature
Designation
	

	Request Approved by Director of Finance (if applicable)
Signature
Designation
	

	DATE APPROVED/RATIFIED (AS APPLICABLE) BY THE CHARITABLE FUBNDS COMMITTEE

REQUEST APPROVED / RATIFIED/DECLINED

Delete as appropriate

Date

	FUND NUMBER – To be allocated by Finance
	


APPENDIX 2: REQUEST TO RE-OPEN A CLOSED CHARITABLE FUND

	Service Group
	

	Charitable Fund Name
	

	Fund Purpose
	

	Reason for Fund being re-opened
	

	Primary Fund Manager *

Signature
Designation

Cymru User ID

Contact Details

E-Mail

Telephone Number
	

	Secondary Fund Manager*

Signature
Designation

Cymru User ID

Contact Details

E-Mail

Telephone Number
	

	TO BE COMPLETED BY THE ASSISTANT DIRECTOR OF FINANCE (ACCOUNTING & GOVERNANCE)
REQUEST APPROVED / DECLINED

Delete as appropriate

Signature

Date

	

	FUND NUMBER – To be allocated by Finance
	


APPENDIX 3: REQUEST TO UPDATE CHARITABLE FUND RECORDS

	Fund Number
	

	Charitable Fund Name
	

	Current Primary Fund Manager

Name

Designation


	

	Current Secondary Fund Manager

Name

Designation


	

	Current Third Fund Manager (if applicable)
Name

Designation


	

	Details of Change Requested

(E.g. New fund manager, change of fund name, change of use etc.)


	

	Requested By
Signature
Designation

Contact Details

E-Mail

Telephone Number
	

	Request Authorised By

Service Group Director/ Service Group Medical Director/Service Group Nurse Director
Signature
Designation
	


 APPENDIX 4: REQUEST TO CLOSE A CHARITABLE FUND

	Fund Number
	

	Charitable Fund Name
	

	Primary Fund Manager

Name

Designation
	

	Secondary Fund Manager

Name

Designation
	

	Fund Balance – Taken from Charitable Funds Dashboard
	Balance of Funds at Mth _____ Closedown___£__________

NB Closure of Funds with balances exceeding £0 must have Charitable Funds Committee approval before being sent to the Assistant Director of Finance (Accounting & Governance)


	Reason For Closure


	

	Requested By
Signature
Designation

Contact Details

E-Mail

Telephone Number
	

	TO BE COMPLETED BY THE ASSISTANT DIRECTOR OF FINANCE (ACCOUNTING & GOVERNANCE)
REQUEST APPROVED / DECLINED

Delete as appropriate

Signature

Date


APPENDIX 5: CHARITABLE FUNDS EXPENDITURE REQUEST

	SECTION A 
	To be Completed by Fund Manager 

	Fund Name and Full financial code to be charged
	Fund Name :

Financial Code 131/ ----  (Fund Number) / ----- (Subjective) / ---- (Analysis Code)

	Reason for request


	

	Sum required (including non-recoverable VAT)

(See also FCP 20, Para 6.4.5)
	Recurring / Non Recurring *

Item Amount £               VAT Amount £          Total Required £


	Certification by Primary or Secondary Fund Manager to include balance of funds as taken from the Charitable Funds dashboard

Note 1

An official Purchase Order will be required for all non-pay procurement. The only exception will items exempt under the All Wales No PO/No Pay policy,  low value (<£50), urgent purchases via petty cash, course fees, study leave expenses, internal catering arrangements and credit card payments.  
	I confirm that:

a) the purchase /expenditure is in accordance with the terms of the Fund;

b) sufficient funds are available to support the purchase or transfer of costs from revenue and/or capital; and

c) *no recurring costs will be incurred / recurring costs of £_____ have been identified and will be met by this delegated charitable fund (*delete as appropriate)
d) An official Health Board Purchase Order will be placed to procure these goods and/or services  (see Note 1)

e) Balance of Funds as at Month____________ Closedown £___________                                 

f) I have attached evidence of compliance with Procurement Rules (where required) and a VAT exemption certificate (where applicable)
Signed : ________________________Title:______________________ 
Date :   ____________________________


	Method of Payment Required


	*Oracle Purchase Order Invoice

*Non Purchase Order Invoice

*Miscellaneous Payment

*Petty Cash Reimbursement

* Credit Card (prior agreement from Procurement required)
*Internal transfer

	Authorised by Service Group Director
(£10,001- £25,000)

	Request Approved / Declined*

Signed : __________________________Title :____________________    
Date : ___________________________


	Authorised by Director of Finance 

or Chief Executive

(£25,001 -  £50,000)


	Request Approved / Declined*

Signed : __________________________Title :____________________    
Date : ___________________________


	Authorised by Health Board (via Charitable Funds Committee)
(over £50,000)
	Request Approved / Declined*

Minute Ref _________________________Date___________________   



	
	

	SECTION B
	To be Completed by Finance

	
	REQUEST APPROVED / DECLINED

Delete as appropriate

Signature                                         Date


* Delete as appropriate
Guidance Notes for Completion

Section A – To be fully completed by the Fund Manager

Fund Number, Name and full Financial Code to be charged – The form will be returned if this is not fully completed

Code Format = Entity/Fund Number/Subjective/Analysis

This must be completed as follows

Entity code – 131

Fund number – This is your 4 digit fund number starting with Y

Subjective code to be chosen from the following list (where not ordered through Oracle catalogue requests
For pay codes where the employee is not paid through ESR:
21000 – Consultant and other Senior Medical Staff

24100 – Junior Medical Staff

2A451 – Qualified Nurse

2AA41 – Unqualified Nurse

2C851 – Other Clinical and Scientific (Staff including Physiotherapy, Podiatry, Radiographer etc.)

2G451 – Estates Staff

2K151 – Admin & Clerical Staff

Non Pay Subjective Codes

30200 – Medical Equipment                     30600 X Ray Equipment                30700 Patients Appliances & Wigs

32000 – Catering Charges                        32420 Patients Clothing                33000 Printing & Stationery                     

33020 – Books/Journals/Subscriptions     33610 Travel & Subsistence         32060 Catering equipment
34220 – Training Costs including courses, conferences etc.                          37450 Photographic materials
35500 – Furniture & Fittings                      35510 Office Equipment                35540 Computer Equipment       

32810 – Goods and Services                    34270 – Room Hire
Analysis code to be chosen from the following list

7101 – Patients welfare and amenities – any items that benefit patients including staff salary costs but excluding furniture and computer equipment. 

7102 – Patient furniture and fittings -- furniture and fittings for patients including cubicle curtains

7103 – Staff Welfare and Amenities – any items purchased directly for staff except furniture and computer equipment

7104 – Staff furniture and fittings – any furniture or fittings bought for staff

7105 – Staff training – all costs associated with staff training

7106 – Computer equipment

7107 – Publications and subscriptions

7108 – Research – any costs directly associated with research including research staff costs

7110 – Medical Equipment
7111 – Fundraising costs – any costs associated with fundraising 
Reason for Request

Why the expenditure is required

Sum Required

The amount required from the Fund – this must confirm if the expenditure is recurring or non-recurring and must include the value of VAT in all instances as VAT exemption is not always guaranteed
Certification by Primary/Secondary Fund Manager that Funds are available

This must always be completed by the fund manager and show the fund balance as per the Charitable Funds dashboard. You must also disclose any ongoing revenue costs associated with this expenditure and the source of funding. Failure to do this will result in the form being returned.

Method of Payment Required
This must always be completed to identify the method by which the payment is to be made
Authorised By

This must always be completed where the expenditure is above £10,000 as approved/declined as appropriate depending on the value of the expenditure required.

Once Section A is complete – forms must be sent wherever possible electronically to the Charity Finance Team at sbu.endowments@wales.nhs.uk. .
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APPENDIX 6: APPLICATION TO EMPLOY STAFF FROM CHARITABLE FUNDS 
Introduction

Staff costs will not normally be approved from funds held on trust (charitable funds) unless a clear rationale to justify endowment funds as a source of funding is provided. Such requests will need to be considered and approved by the Charitable Funds Committee before approval to recruit and appoint is granted. If you wish to fund staff costs from charitable funds please complete in full the form below. 

Application to Fund Staff from Charitable Funds
Fund Manager to complete and e mail to sbu.endowments@wales.nhs.uk
Section 1

	Post Title
	

	Band – Please Provide confirmation from Job Matching Panel of banding
	

	Charitable Fund that the post is proposed to be funded from – Fund name and Number
	

	Current Fund Balance
	

	WTE/Hours
	

	Tenure
	Permanent / Temporary / Fixed Term Temp / Secondment

	Start date of proposed post
	

	Annual cost for the post including employers on costs. This is to be confirmed by Finance 
	

	Signature of Finance representative confirming annual cost
	

	Signature of Fund Manager
	


Section 2
	Summary of Role

	

	Describe how this post will provide a service over and above that which the NHS should provide (Only such posts will be considered for funding from charitable funds)

	

	Yes/No
	I have attached a job description for the post – posts will only be considered for funding if a job description is included with the application


	Service Group Authorisation

	Service Group  Director/ Executive Director
	


                                           Section 3

	Review of application by the Charitable Funds Committee

	Date Reviewed by Charitable Funds Committee
	

	Outcome of Review – Approved/Rejected
	

	Reason for Rejection if Applicable


	


APPENDIX 7: PROCUREMENT REQUIREMENTS
For items being purchased in excess of £5,000 (other than those reimbursing expenses incurred and for payment of course fees from educational institutions) expenditure request forms must be supported by evidence of compliance with Procurement rules. Such evidence is:

1. The items to be purchased are on an Oracle catalogue

2. 3 competitive quotations have been obtained (copies of quotations should be provided with the FCP20 expenditure request)

3. A Single Quotation Application (SQA) form has been completed and approved by the Fund Manager and sent to Procurement ( a copy should be provided with the FCP20 expenditure request) 

4. There is a compliant Public Sector Contract/Framework that the Health Board can utilise. (The contract framework details should be provided with the FCP20 expenditure request) 

For items being purchased in excess of £25,000 (other than those reimbursing expenses incurred and for payment of course fees from educational institutions) such evidence is:

1. The items to be purchased are on an Oracle catalogue

2. 3 competitive tenders  have been obtained (copies of tender values should be provided with the FCP 20 expenditure request)

3. A Single Tender Application (STA) form has been completed and approved by the Fund Manager and sent to Procurement (a copy should be provided with the FCP20 expenditure request)

4. There is a compliant Public Sector Contract/Framework that the Health Board can utilise (the contract framework details should be provided with the FCP20 expenditure request form). 

Where such evidence is not provided the expenditure request form will be returned to the requestor.

APPENDIX 8: EXPENDITURE FLOWCHART
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APPENDIX 9: APPLICATION TO UNDERTAKE A LOTTERY OR RAFFLE
Raffles and Lotteries Application Form

 Return address: to be sent by e mail to SBU.endowments@wales.nhs.uk
Name of person responsible for raffle. …………………………………………………………….

 

Email address and contact number ………………………………………………………………..

 

Name of fund and code ………....………………………………………………………………….

 

Department and hospital …………………………………………………………………………..

Please confirm that you have read the Raffles and Lotteries Guidance and T&C and will adhere to these terms and will complete the returns within time.

I confirm I have read understood and will adhere to.

Name

Designation 

---------------------------------------------------------------------------------------------------------------------

Raffle Details  
Name of the Raffle………………………………………………………
All proceeds to go to (for raffle ticket) …………………………………
 

Number of physical tickets required………………………………….
Is this raffle also being held on-line?  Yes/No
 

Date of commencing selling tickets …………...…….. 
Date of Draw ………………..……………..

 

Cost per ticket/ strip (delete as appropriate) £……………….  
Details of Items to be raffled (No Cash Prizes)

Finance Approval to proceed 
Signature

Name  
Designation
 Date
Approval Reference Number 
APPENDIX 10: LOTTERY/RAFFLE RETURN ON COMPLETION OF LOTTERY/RAFFLE
Returns information

To be completed and returned by e mail to sbu.endowments@wales.nhs.uk no later than 4 weeks after the date of the draw. Failure to do so will result in no future raffles being approved 

 
Date return is due by ……………………...…….   
 Registration No. ……………………………….

 

Duration Tickets were available for sale from …………………………to…………….

No of physical tickets sold…………………………………………………….   
No of e-tickets sold ………………………………………………………..
No of Unsold Tickets Returned ……………………………………….

No. of winners ………………………..
Value of Tickets Sold £______________________________________

Amount Used to purchase prizes ……………………………………………..

Amount Used to Purchase gifts for patients £ _______________________

Net Amount Banked £________________________________
Date Cash Banked By General Office………………………………………………..       
Oracle Receipt Number ………………………………………………………………..
Date On-line monies received in Bank (to be completed by Finance) ……………                                       

DECLARATION

I confirm that the amount raised as detailed above represents the total and complete sum raised by the selling of tickets, as well as any other monies raised by any means whatsoever in relation to the lottery/raffle detailed herein, and that the complete sum was banked on the date specified.

I declare that the information I have given on this form is correct and complete.  I understand that if I knowingly provide false information this may result in disciplinary action, and I may be liable for prosecution and/or civil recovery proceedings.  I consent to the disclosure of information from this form to and by the Health Board and NHS Protect / NHS Counter Fraud Service Wales for the purposes of verification, and the investigation, prevention, detection and prosecution of fraud.
Signed: _____________________________ Date_________________________________

Print Name____________________________Job Title______________________________
APPENDIX 11 – FORM FOR REGISTERING GIFTS TO THE HEALTH BOARD CHARITY
Swansea Bay University Health Board 

Form for Registering Gifts to the Health Board Charity / Donations in Kind 

This form should be completed by any member of the HB Staff on behalf who accepts or is offered gifts that are charitable in nature. 

	Name
	

	Position / Job Title
	

	Donor’s Details
	

	Description of Gift
	

	Intended Recipient
	

	Date of Offer
	

	Actual/Estimated Value:

*must be completed* 
	

	Evidence and explanation as to how estimate was decided (i.e. Google, Amazon):

*must be completed*
	

	Accepted / Declined Offer
	

	If accepted, how was the donation used:
	

	If declined, why
	

	Recipient Department Representative Name
	
	Date:

	Signature
	

	Charity Team Representative

SwanseaBay.HealthCharity@wales.nhs.uk
	
	Date:

	Signature
	

	Head of Corporate Governance Name
	

	Signature
	
	Date:


Once completed, this form must be forwarded to sbu.endowments@wales.nhs.uk 
APPENDIX 12
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Eligible and Ineligible Charitable Expenditure
Introduction
In response to questions asked about the use of charitable funds the Swansea Bay Health Charity has developed guidance for all staff as to what can and cannot be purchased from charitable funds. Please note that the charity is accountable to the Charity Commission for all expenditure which MUST be in line with the charity’s objects and in accordance with the regulations regarding NHS charities that expenditure should be “over and above that which the NHS should provide”.
This document helps you to decide if charitable funds can be used for the proposed purchase by providing you with questions to ask yourself and detailing specific examples of what can and cannot be purchased from charitable funds. 

The public perception test

When considering applying for or using charitable funds, ask yourself the following questions:

· Would someone who puts a pound in a collection box be happy for it to be spent in this way?
· Would you be proud to tell a donor about this expenditure and the difference it will make?

· Is this a justifiable charitable purchase or should it come from an NHS budget?

· Does the expenditure benefit NHS patients more than the Health Board?

· Is there a more effective use of the charitable funds available?

Eligible and Ineligible charitable expenditure 
The following tables provide detailed guidance for Charitable 

Fund Managers with regard to the list of items that can and cannot be funded from the Swansea Bay Health Board  


	 Items that CAN be funded by 
charitable funds 


	
	Items that CANNOT be funded by charitable funds

	1. Equipment and Consumables

	
	 Ongoing medical and surgical consumables (e.g. dressings, implants, cannulas, hypodermic syringes, needles) 



	Furniture, fixtures and fittings for use in clinical areas by patients, visitors or relatives (e.g. chairs, bedside lockers, and curtains) provided such items are over and above basic NHS provision.


	 Furniture, fixtures and fittings for use in non-clinical areas by staff (e.g. offices, staff accommodation) unless forming part of a charitably funded service or building/refurbishment project, 



	Computer equipment and software where used in direct patient care (e.g. attached to radiography equipment, tablet computers for use in direct diagnosis or care). This excludes personal I.T. equipment for staff which is required for them to undertake their role as the NHS MUST provide this

	Computer equipment and software where used in administrative and support roles (e.g. patient administration or business support) 



	
	Office equipment and materials for use in administrative and support roles (e.g. stationery, filing cabinets, notes trolleys). 



	
	Health and safety items (e.g. antibacterial gels, cleaning products/equipment, access equipment, industrial dishwashers). 


	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	
	Equipment required following statutory and other inspections by bodies such as Health and Safety Executive, Health Inspectorate Wales etc.


	
	Communication and navigation equipment (mobile phones and chargers, satellite navigation systems). 



	Medical and surgical equipment for NHS patient care, education and research.

NB. The equipment must be over and above that which the NHS should provide so should provide/support an enhanced or new service provision. Lack of NHS Funds for replacement equipment is not a justification for using charitable funds and so replacements for obsolete/broken equipment must be considered on a case by case basis, taking into account the impact on patient care and the timescale of when NHS funds will be available.

	Medical and surgical equipment and its maintenance for private patient care 



	2. Education and Training

Approved study leave applications must be obtained for all education and training


	Education and training (courses and conferences), over and above that provided by the NHS which will improve staff knowledge and performance in their roles within the NHS. 
Where no NHS resources are available, 100% of fees and associated costs can be funded in line with NHS subsistence rates
	Statutory, mandatory or essential education and training (e.g. required by law or identified as necessary for staff to undertake their roles within the NHS or required for maintenance of professional registration). 

Backfill for staff attending education and training programmes.

	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	Higher award and academic studies for which significant benefit to the LHB can be quantified through training and development objectives.
	

	Running costs associated with externally run courses or internally organised courses where the Health Board is NOT charging for attendance and the course is linked to identified education and training needs, e.g. speaker fees, room/ equipment hire, refreshments, honorariums, visiting speakers’ accommodation. 


	Running costs associated with internally run courses or conferences where the Health Board is running the course and charging attendees for attendance. This is revenue income generation and the charity cannot run courses as it has no staff.

Alcohol for course refreshments 

Honorariums above and beyond out of pocket expenses, in line with HMRC guidelines. 

Team building days/time out. 



	Overseas courses and conferences where there is clear patient benefit and no UK provision available. 
Reimbursement allowed of all reasonable costs, in line with NHS subsistence rates. Accommodation for a maximum of 1 night before and 1 night after the event. 

	Cost of accompanying family members. 

Any tips/gratuities given



	Library facilities and resources. 


	

	
	Requests which have not received prior study leave approval. This must be provided prior to the application for funding from Charitable Funds being submitted.

	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	3. Patients Welfare

	Items for patients (e.g. arts, crafts

materials, children’s themed duvet covers, themed curtains, patient library facilities). 


	

	Furniture, fixtures and fittings in patient or family/visitor rest areas. 

	

	Patient stickers e.g. for children’s ward ( but not official identity tags)
	Tea, coffee, water, water coolers 

(Adequate patient hydration is a mandatory requirement in the NHS.


	Christmas extras for ward areas, gifts of nominal value for those inpatients in hospital on Christmas Day. 

NB Allocation of Christmas monies is coordinated centrally on an annual basis 
	Gifts or distributions of money to 

patients at any time. All gifts at Christmas must be non-monetary. 

	4. Staff Benefit

	Books, educational DVDs, posters, leaflets, information screens for patient care, education of staff or staff wellbeing. 

	Televisions, games (including educational games) or other entertainment for staff. 



	Refurbishment works or furniture, fixtures and fittings for staff rest areas where charitable monies have been specifically raised for such projects or would result in an improvement in staff welfare facilities where such enhancement would not normally be funded by NHS resources. 
This can include indoor and outdoor areas. 
	

	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	Examples of appropriate items are as follows with inappropriate items shown opposite in the cannot be funded section:

Indoor Areas

- Kettle

- Hot water flask 

- Basic filter coffee maker/cafetiere 

- Toaster

- Microwave

- Fridge

- Freezer

- DAB radio (with Bluetooth)

- Crockery and cutlery 

- Wall clock

- Furniture (e.g. chair, table)

- Artwork

- Yoga mats

- Water Coolers

- Hot Water Taps

Outdoor Areas

- Outdoor furniture e.g. tables, chairs, benches 

- Plants


	Indoor Areas

- Coffee maker/machine that make several different coffees and have expensive pod refills

- George Foreman grill

- Gaming equipment (e.g. PlayStation)

- Televisions

- Amazon Echo

- Sports equipment (e.g. exercise bike, treadmill, cross trainer)

- Portable heaters (not approved by H&S)

- Fans (not approved by IP&C)

- Air Con units

	
	Staff celebrations or parties (including weddings, special birthdays or retirements) or monetary and non-monetary gifts, including flowers. 


	Initiatives and Events that promote staff wellbeing which can demonstrate a clear benefit to staff morale and the service being provided to patients.  E.g. mindfulness classes such as Yoga, Tai Chi


	Spa days

	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	Provision of food for staff working over the Christmas period from delegated charitable funds as long as all staff in that area are offered the facility. (see below for appropriate food items)

	Gifts for staff at Christmas or at any other time of the year, this includes both monetary and non-monetary gifts such as gift vouchers.

Staff nights out and staff social events.

	Appropriate food items include  sweets, chocolate, biscuits, healthy snacks, tea, coffee,  bottled water, squash etc.
	

	Ward and departmental subscriptions to clinical journals where such journals are not available from the local staff library. 


	Personal subscriptions/memberships and professional insurance fees.



	
	Regulation staff uniforms, protective clothing, theatre shoes, non-static shoes, staff lockers. 

Team Fleeces/Hoodies/Soft shell suit type jackets

	5. Building Refurbishment and Environment

	Building and/or refurbishment works where charitable monies have been specifically raised for such projects. 
	Planned preventative maintenance or maintenance repair works (building and engineering). 



	
	Health and safety expenditure e.g. safe asbestos removal. 

	
	Upgrading/replacement of existing infrastructure or fixed plant (e.g. boilers, central switchgear) unless consequent on a charitably funded scheme. 

	6. Research and Development

	Non-commercial medical research with direct benefits to NHS patients and the NHS Charity where ethical approval has already been granted and no other source of funding exists.
	Commercial research or non-medical research. 



	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	Research where clear public/patient benefit potential is anticipated and where the results will be made publically available. 
	Research where the charity or LHB is unable to secure the intellectual property or other rights if the research is successful. 



	7. Other

	Staff posts for a limited time period - (maximum of two years) where no other source of funding exists. This will mainly be for projects piloting new models of care or part of a wider service development offering the most effective use of the funds available.

Approval for the use of charitable funds for staff costs MUST be obtained in advance from the Charitable Funds Committee through an application process and applicants will be required to attend the Charitable Funds Committee to be questioned on their applications. Applications must outline the benefits to patients and the wider NHS and include a detailed exit strategy. 


	Recurring staff costs except for situations where the role is undertaken exclusively for the charity e.g. Fundraising staff.

	Healthy living and health promotion initiatives. 
	

	Joint working initiatives with the 3rd sector where there is a clear benefit to the NHS. This funding will be non-recurrent and usually provided to pump prime specific projects which will then secure future funding from alternative sources. 
	

	Items that CAN be funded by 
charitable funds 

	Items that CANNOT be funded by charitable funds

	Awards Ceremonies

Individuals

Attendance of shortlisted nominees at awards ceremonies plus one other staff member to accompany them to the ceremony. Costs will only be funded for items not covered by the shortlisting body. Evidence must be provided that the costs being claimed are not covered by the shortlisting body.

Teams

Attendance of a limited number of team members where shortlisted at awards ceremonies. The number must be equivalent to the number of places allocated to the shortlisted team by the shortlisting body. Costs will only be funded for items not covered by the shortlisting body. Evidence must be provided that the costs being claimed are not covered by the shortlisting body.


	Awards Ceremonies

Purchase of tables at awards ceremonies e.g. tables of 10.  



Is an Oracle Purchase Order required for the goods or service to be provided under the all Wales No PO NO Pay Policy?








Send the approved FCP20 form with the requisition to Procurement. If the purchase is medical or computer equipment ensure that a VAT exemption form is sent to accompany the order.








Authorise the invoice for payment with the financial code as per the approved FCP20 form written on the invoice and e mail the authorised invoice and the approved FCP20 form to � HYPERLINK "mailto:AccountsPayableAdvances@wales.nhs.uk" �AccountsPayableAdvances@wales.nhs.uk�








If no purchase order is required as it is a PO exception, do you have an invoice for the goods or services provided





Do you need to reimburse someone for expenses incurred by a manual payment as they have not provided an invoice?





E mail the approved FCP20 form plus copies of all receipts to support the payment being requested to � HYPERLINK "mailto:sbu.endowments@wales.nhs.uk" �sbu.endowments@wales.nhs.uk�


Requesting that a miscellaneous payment be made and providing the payment details of the person to be paid to include name and address and the bank account name, sort code and bank account number to be paid





The person to be reimbursed will need to take the approved FCP20 form and a copy of all receipts for the expenses being claimed to General Office for reimbursement





Do you need to reimburse someone for expenses incurred via petty cash? NB this can only be done up to a value of £50
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