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1.0  Introduction:

1.1 Charitable funds and their usage.

This document deals with the administration of the North West London Hospitals Trust (NWLHT) General Charitable Fund. The fund is a registered charity for which the North West London Hospitals Trust is responsible as Trustee. Monies paid into this fund are donations to this charity and must be used in furtherance of its charitable purposes. Monies intended for other purposes may not be paid into this fund. 

As Primary Care Trusts are not allowed to hold their own charitable funds due to the high administration costs North West London Hospitals Trust manages our charitable funds under the above registration on our behalf. Our charitable funds are kept in separate trust funds and details of our balances are provided on a monthly basis.
As established in its governing document, money held in the NWLHT General Charitable Fund for Brent Primary Care Trust may legally be used “for any charitable purpose or purposes relating to the National Health Service wholly or mainly for the services provided by Brent Teaching Primary Care Trust”.
The law accepts 4 broad categories of charitable purpose:

a) The relief of those in financial need or those who are ill or handicapped

b) The advancement of education

c) The advancement of religion

d) Other purposes beneficial to the community not falling under any of the other 3 categories (this includes the support of research)

1.2 What are Charitable Funds?

In practice the NWLHT General Charitable Fund is subdivided into a number of individual “Trust Funds” which are allocated, generally as a result of the donors request, to more specific purposes falling within one or more of the above headings. 

Each fund has clearly defined “descriptors” which describe the charitable purposes for which the funds may be used and the nature of the claims that may be made (as detailed below). Use of funds is thus determined by 


a) the wishes of the donor and 


b) the descriptors of the funds. 

All expenditure must come within both criteria.

NB Donors may specify the charitable purposes for which their donations are to be used and if the donation is accepted into the fund these purposes will be binding upon the Trustees. Donors may also request, but not specify, that the funds are to be used at the discretion of a particular individual, or for work or activities carried out by that individual. However, it must be recognised that such requests are prefatory and cannot ultimately be binding upon the Trustees - for example if the individual leaves their employment with the Trust.

Monies accumulated in Trust Funds are not usually transferable. For example, if an individual moves to another Trust it is not usually possible for Trust Fund monies to be transferred to the Trust Funds of a different Trust. However, should the question arise, the Trust will consider each case individually

2.0 ADMINISTRATION AND USAGE

The purpose of these notes is to provide those staff who, from time to time may be asked to receive donations on behalf of the hospital, with procedures which must be followed regarding the arrangements for handling these funds. They are based on more detailed regulations given in the PCT’s Standing Financial Instructions (Section 28).
2.1 
Fund set-up


Funds can only be set up for charitable purposes related to the NHS and which also have a significant connection with the services provided by Brent PCT.  In order to establish a new fund enquiries should be made to the Trust Fund Accountant and form C1 (Appendix 2) should be completed giving details of the funds purpose, usage and fund signatories. The form should be countersigned by the Director.
2.2  Principal usage of Brent PCT Trust Funds.

Brent PCT Trust Funds are to be used for “charitable purposes relating to the NHS wholly or mainly for the services provided by Brent PCT”, which mainly comprise education, research, audit, medical equipment, patient and staff amenities. 

Education: The Trust recognises education and training of all staff as being of benefit to its patients, since continuing professional development (CPD) and continuing medical education (CME) are crucial components of Clinical Governance which under-pins quality of clinical care in the NHS. In providing funds for education and professional development, Brent PCT fulfils a charitable role in collaboration with other NHS Trusts. 

Research: Trust Funds support a large number of research projects. Some of these are specified projects which have attracted dedicated grant monies, in other areas the Trust Funds provide core funding of research programmes. Research, which may be collaborative, benefits the Brent PCT services by furthering medical knowledge and by enhancing the reputation of the Trust as a centre of clinical excellence, thus attracting further grant monies and high calibre staff, improving quality of care for patients.

The Trust has a single integrated process for the management of research and development. All R&D projects must be registered with the Trust’s R&D Office, and must be considered by the Research Ethics Committee if relevant. The Trust is moving towards a one-form process to streamline R&D management.

Similarly, where Trust Funds are used to support audit projects, these should be registered with the Trust’s Clinical Audit Office.

2.3 Monitoring of usage.

Trust Fund signatories are accountable to the Trust Board for ensuring that Trust Funds are used for the charitable purposes intended by the donor and not for the personal gain of any individual, and Trust Fund accounts are subject to regular auditing to ensure their proper use.  

The Trust board also needs to be assured that education and research funded by the Trust Funds is of ultimate benefit to the NHS. However, Trustees recognise that they themselves are not in a position to judge the merits of a particular education or research programme. 

Where fund usage is at the discretion of the signatories, a report outlining usage of the fund must be submitted annually to the Audit Committee. 

a) Physical Disability Fund, 

b) Wembley Hospital Fund, 

c) General Purpose Fund
d) Any other new Fund

2.4  Management of funds.

Although the Trust Funds are ultimately the responsibility of the Trustees, management on a day-to-day basis is delegated to the signatories, the North West London Hospitals Trust Funds Accountant however any expenditure must have the final approval of both the Chief Executive and the Director of Finance and Performance. 

Signatories:
Each fund has a named principal signatory who must be an employee of Brent PCT and at least one co-signatory. All signatories must hold a contract with Brent PCT (even if honorary), and at least two signatories for each fund must be employees of the PCT. The Additional/Replacement Signatory Form C5 (Appendix 6) must be completed in the event of any changes. 
A statement is provided to each principal signatory each month showing the total value of their fund, income and donations received and individual items of expenditure made.

3.0
INCOME


Anybody wishing to make a donation should be advised that all gifts, donations and the proceeds of fund raising activities should be sent direct to the Trust Fund Accountant Wendy George at North West London Hospitals Trust to be banked directly into the official Trust Fund Bank Account for crediting to the appropriate fund. Cheques should be made payable to North West London Hospitals and all donations should specify they are in respect of Brent PCT. Separate bank accounts must not be opened by PCT staff to deposit any donations. 

Gifts etc. can only be accepted for purposes which are related to the NHS and which have a significant connection to the services provided by Brent PCT. Where there is doubt about this, staff should consult the Director of Finance and Performance before acceptance. All enquiries about making legacies to the hospital should be channelled through the Where there is doubt about this, staff should consult the Director of Finance and Performance and where it becomes necessary to obtain a Grant of Probate in order to obtain a legacy, the Director of Finance and Performance is the Trust’s nominee.


Any donations received by PCT staff should be sent immediately to the Trust Fund Accountant at North West London Hospitals. In all cases a Receipt Notification Form C2 (Appendix 3) should be completed and sent with the payment and any supporting documentation from the donor.

3.1
Investments


Once donations and gifts have been received and banked, they are invested in an official Trust Fund which has been registered as a charity. To keep administration costs low and to ensure the fund is large enough for effective investment management, a single grouped fund has been established in which each ward, department and Directorate interests are separately identified. The fund is managed on behalf of North West London Hospitals Trust by a registered financial institution whose duties include the reclaim of any tax deducted at source. 


Interest earned, dividends received and income tax reclaimed is credited to individual funds in proportion to the balance on the individual fund during the year.  

3.2
Fund-raising


Fund-raising schemes are another source of income for charitable purposes and in the past, the PCT has approved fund-raising appeals on the basis of need and the existence of other local appeals. It should be noted that the Director of Finance and Performance is responsible for advising on the financial implications of any proposal for fund raising activities.

4.0
EXPENDITURE


There are a number of “rules” which need to be observed when making expenditure out of donated funds, as follows:

· The item of proposed expenditure must be within the terms and charitable purposes established for the appropriate trust fund.

· Payment of salaries funded by the Fund should be made through the payroll and the reimbursement of expenses should be made in accordance with normal Trust procedures. 

· Once accepted into the fund, donations cannot normally be refunded or transferred to another organisation.

4.1
Authorisation

In addition to the authorisation by the fund signatories all expenditure must be authorised by the Chief Executive and the Director of Finance and Performance

A Request For Payment / Reimbursement Of Expenditure Form C3 (Appendix 4) should be used for all payment requests giving details of the fund and the nature of expenditure. The form, together with supporting vouchers/documentation, should be signed and dated then forwarded to the Chief Executive for approval and then forwarded to the Finance Department for the authorisation of the Director of Finance and Performance. Once all the necessary authorisations have taken place it will be sent to the Trust Fund Accountant at NWLHT. 
4.2
VAT Exemption


The purchase of medical and scientific equipment from charitable funds is exempt from VAT and form C4 Appendix 5) should be completed where appropriate.  The eligibility for VAT exemption should be discussed with the Trust Fund Accountant prior to the goods being ordered.

4.3 Gift Vouchers –Gifts in Kind

Gift vouchers and general gifts cannot be given to members of staff as gifts in kind. Gift vouchers constitutes cash payments by Inland Revenue standards and is therefore taxable to individuals employed within the trust is not permitted. Gifts such as vases, decanters etc given to staff as gifts in kind are considered by the Inland Revenue as refundable items and can be exchanged for cash and therefore will be taxable.

As long as the expenditure is within the terms and charitable purposes of the fund alternative suggestions for staff welfare at Christmas would be to organise a meal or a party where food and refreshments would be available. To purchase an item for the department as a whole that will remain within the department is acceptable.

4.4 Retirement Gifts
A retirement gift can be purchased from Trust Funds for an eligible member of staff retiring from the PCT. Staff become eligible for a gift when they retire and have completed twenty years full-time service in the National Health Service without a break including Hospitals, Executive Councils and Local Authority Health Departments, the gift to be in kind and calculated at the rate of £5 for each completed year of service. Part-time staff are also eligible on a pro rata basis. Please refer to section 4.3 regarding the tax implications of such a gift.
With immediate effect there will be no contribution made from Trust Funds to cover the cost of a retirement party.

The manager should complete a Request for Payment/Reimbursement Form C3 (Appendix 4) and the Retirement Gift Authorisation Form C6 (Appendix 7), and then forward both forms to the Human Resources Department after signing and dating them. The Human Resources Department will verify the number of year’s service on the Retirement Gift Authorisation Form (they will sign and date it to confirm the number of years is correct) and pass both forms onto the Chief Executive. Both the Chief Executive and the Director of Finance with authorise the Request for Payment/Reimbursement Form.
5.0: TRUST FUNDS MANAGEMENT COMMITTEE of NWLHT

The Trust Funds Management Committee is composed of the following:


Non Executive Director (NWLHT)

Non Executive Director or nominated individual (Brent PCT)


Non Executive Director (Harrow PCT)


Non Executive Director (Westminster PCT)


Chief Executive


Finance Director


Chairmen of Medical Staff Committees


Two Clinical Representatives Central Middlesex


Two Clinical Representative Northwick Park

Two Clinical Representative of St Mark’s


Assistant Finance Director


Trust Fund Manager


The purpose of the Committee is to ensure that the charitable funds of NWHT are managed and invested properly in accordance with the Charities Act and the hospital’s Standing Financial Instructions.

6.0: GUIDELINES FOR SIGNATORIES

These guidelines are intended to give more detailed instructions for signatories

6.1: Categories Of Trust Fund: 

Trust Funds may be broadly categorised into the following main types:

a) Ward/ General funds

b) Specific research project funds

c) Discretionary research / educational funds

6.2: Ward / General Funds:
A discretionary fund - principally to receive small donations from patients or their families, or other well-wishers.

Funds may typically be used for the following charitable purposes:

· Patient amenities, 

· Items of equipment or furniture, 

· Staff amenities, social, ward parties / outings, Christmas parties, etc.

· Hospitality, reunions etc.

Staff benefits must accrue to the staff as a group, rather than to individuals, and must not go beyond what a good employer would consider reasonable to provide for its staff.

At least two signatories are required - both Brent PCT employees: These may include:

· Senior sister /  ward manager

· A member of consultant staff

· Business manager / Senior member of staff.

Any expenditure also requires approval from the Chief Executive and the Director of Finance & Performance.
6.3: Research Project Funds
These are funds set up to service a particular research project and facilitate the accounting.

Funds will be used for all charitable expenses relating to that project which may include:

· Pay: Payment of research staff, secretarial time etc.

· Support services eg statisticians, technicians costs

· Equipment: Items of research equipment, office equipment, computers,

· Consumables: printing, stationary, postage, telephones etc.

· Dissemination costs: eg travel costs for lectures, research meetings

· Any other expenses as delineated in the project proposal / contract

Signatories may include:

· The main grant holder 
· The lead researcher at Brent PCT
· Another member of the project team or senior Brent PCT employee.

· Note: at least two signatories must be Brent PCT employees.
Any expenditure also requires approval from the Chief Executive and the Director of Finance & Performance.
6.4: Discretionary Research/Educational Funds
These are funds, principally for research, educational activities, not linked to any specific project, but for use at the discretion of the nominated signatories for charitable purposes falling within the terms of the overall Trust Fund. Holders of discretionary funds will be required to provide an annual report on their usage

Main areas of usage may include:

· Research: equipment, pay and non-pay costs

· Teaching and training activities, materials, books, journals

· Travel, hospitality, conference and course fees

· May be used for staff / patient amenities or other charitable purposes, if indicated in the description of the fund.

Signatories may include:

· The principal signatory 
· A senior member of the department eg manager, senior nurse, paramedic etc.

· A colleague in a related Brent PCT department

As with other funds - at least two signatories must be Brent PCT employees and any expenditure also requires approval from the Chief Executive and the Director of Finance & Performance.
6.5: At set-up
Each fund should have a clearly written description of the charitable purposes for which funds are intended, and the nature of claims that can be made on the fund. The Trust Fund Accountant will allocate the appropriate fund number.
7.0: CLAIMS FROM TRUST FUNDS:

Funds must be used for approved charitable purposes “relating to the NHS wholly or mainly for the services provided by Brent PCT”, and which fall within the descriptors of the specific fund supporting the claim. All claims must be made on Request for Payment/Reimbursement Form C3 (Appendix 4). All sections of the form must be fully completed to enable the Trust Fund Accountant to charge it to the correct fund.
Claims must be signed by the relevant signatories and must be supported by the documentation outlined in the guidelines. In addition they must have approval from the Chief Executive and the Director of Finance & Performance.
7.1: Process of claiming from Trust Funds

Requests for payment of invoices / reimbursement
All requests for payment should be accompanied by the appropriate supporting documentation including the Request for Payment/Reimbursement Form C3 (Appendix 4) in addition the following documentation is also required:
7.1.1: Payment of invoices / raise cheque

Requests for payment of invoices / cheques to be raised should be accompanied by:

· A written request signed by an official signatory stating:

a) The item for which payment is required 

b) Its cost

c) The purpose for which it is intended eg research or education / training with a brief description of its use (these must come within the parameters of the fund)

· A copy of the invoice, receipt or proof of payment, eg VISA statement

· A copy of the VAT exemption form, if applicable

If the request is for more than £500, it must be signed by a second official signatory

The request also requires approval from the Chief Executive and the Director of Finance & Performance.
7.1.2: Re-imbursement of items already paid for

If a fund signatory requests a cheque to be made payable to him/herself in re-imbursement for items purchased and paid for already, the request must be accompanied by:

· the above supporting documentation, 

· in addition, all requests for re-imbursement to a signatory must be signed by a second official signatory
· Any re-imbursement also requires approval from the Chief Executive and the Director of Finance & Performance.
7.1.3:Requests for petty cash 

· Receipts must accompany all petty cash requests. Cash cannot be distributed before proof of purchase is obtained. Maximum request for petty cash is £20.00 at any one time.

· Any re-imbursement also requires approval from the Chief Executive and the Director of Finance & Performance.
7.1.4: Payment for travel expenses

Trust Funds may be used for “professional” visits, where these are for charitable purposes such as research, dissemination of research findings, education, teaching / training of others etc. All claims must be accompanied by proof of professional nature of visit and authorised by the Chief Executive and the Director of Finance and Performance.
7.1.5: Staff Pay

Any staff pay (as opposed to reimbursement) for Brent PCT employees must be made through the payroll to ensure the correct deduction of Tax, National Insurance and Superannuation.

7.2: Conference and Course Fees

7.2.1: Claims for partial re-imbursement / payment in respect of a conference or course: 


If a professional visit is combined with a holiday, expenses may be claimed for the professional component of the visit, according to the agreed guidelines. Partial payment may be made as above, but must also be accompanied by a signed Trust Fund Travel Form (available from the Trust Fund accountant) confirming the cost of the professional component..
To avoid disappointment, all claims for partial payment should be discussed with the Chief executive, and signed off by them, in advance of travel.

See the Brent PCT Travel Procedure for guidance on “Reasonable  travel expenses” which may be claimed in respect of conference attendance / professional visits.

Attendance at conferences and professional visits (eg to visit other similar departments) are recognised as a vital part of continuing professional development, provided that they fall within the charitable purpose of that particular fund. 

With the prior approval of the Chief Executive staff may wish to attach a vacation to conference attendance or a professional visit. In this case it is acceptable to claim reasonable expenses up to the professional component of a trip, even if different arrangements are made to include a spouse or extend a trip. Claimable expenses may be based on the reasonable expenses (see the Travel procedure) had the employee attended the conference alone. Claimants may be required to provide proof of their attendance (e.g conference certificate).

7.2.2:  Claims for Conference dinner and social programme

Attendance of a conference dinner offers an important opportunity to network. The individual may claim for their own conference dinner, but should pay for any accompanying guests.

Social programme expenses should be borne by the individual.

7.2.3: Supporting documentation

Claims for reimbursement for conference or professional visits should be accompanied by all of the following supporting documentation:

1. Evidence of professional nature of visit, eg a copy of the registration form for the conference or letter of invitation from the centre to be visited, confirmation of acceptance of abstracts, conference programme citing name of individual etc.

2. Confirmation of actual costs such as itemised registration form, invoices, receipts, ticket stubs etc.

NB: If own arrangements are made for travel, a statement from the travel agent confirming the cost of the relevant standard fare and that the alternative was no more expensive should be obtained.

3. Trust Fund Travel form: Includes a statement of claim, summarising purpose of trip and itemising costs (with justification where necessary) must be signed by claimant and Chief Executive and Director of Finance and Performance.
7.2.4: Alternative travel arrangements
Many individuals will wish to conserve funds and take the cheapest possible travel route. Package holidays which happen to serve the conference hotel can work out cheaper than the standard conference rates. It is acceptable to claim for travel booked through a holiday package, providing the claim is accompanied by evidence that the package deal was cheaper.

Such evidence may be provided in the form of printed conference documentation or a completed “Confirmation of travel costs” form, signed and stamped by the travel agent.
8.0    EQUIPMENT PURCHASED FROM TRUST FUNDS
Equipment purchased with Trust Funds is only VAT exempt if used solely for the purpose of research or education. 

It is recognised that some research and other activity funded through Trust Funds, may take place off-site. Signatories are required to keep a register of equipment purchased from Trust Funds, which includes the whereabouts of equipment that is kept off-site. This register should updated annually to record when equipment is sold, condemned or replaced. Any disposal of equipment should be made following the Trust procedure on Condemning. An inventory will be kept by the Financial Controller. 

9.0: PAYMENTS IN TO TRUST FUNDS
Payments into Trust Funds should be accompanied by a Receipt Notification form C2 (Appendix 3) signed by one of the signatories.

9.1: Purpose of donations:

If the donor wishes the money to be used for a certain purpose, this must be indicated on the pay-in form. The principle signatory is responsible for ensuring that the donor’s wishes are met, and the funds must be lodged in an account where the permitted expenditure is in keeping with the intended purpose of the donation. The purpose must be charitable within the purposes of the Brent PCT Trust Fund or the donation cannot be accepted.

It should be noted that where cheques are made payable to an individual, s/he is responsible for the tax. Therefore, where an individual wishes for money to be paid to the Trust Fund, cheques should be made direct to North West London Hospitals Trust. Some donors wish to be assured that the funds will reach the correct Trust Fund. Inclusion of the specific Trust Fund number will ensure that this happens. If there are specific queries please discuss with the Trust Fund Accountant.

Often, particularly in the case of funds received from drug companies in recognition of research, there is agreement that remaining funds after completion of the project may be used at the discretion of the signatories - usually for purposes of training, education or further research. This agreement should be confirmed by a letter accompanying the payment. A sample letter is included.

Note: Commercial research  (where information and patent rights belong to the company and  not the Trust) does not conform to “Charitable purposes”. Finances for commercial research cannot be handled through the Trust Funds.

9.2: Private fees paid into Trust funds

In a hospital setting many consultants may wish to pay some or all of their private fees into Trust Funds. However, it is unlikely that Brent PCT employees will choose to do so, but if they do the following needs to be borne in mind.. Consultants should be aware that once donated, funds cannot be used for their own private personal gain or recovered if they change their minds. They can only be used for charitable purposes as described in these guidelines. 

In this case, the consultant is the donor, and can indicate the purpose for which the funds are intended, providing they fall within the guidelines for charitable purposes. Ideally, donations should be accompanied by a letter indicating their intended use. Funds paid into a discretionary fund may be used at the discretion of the nominated signatories, but only under the agreed codes of expenditure for that fund. A standard covering letter is available.

Consultants who donate private fees to the Trust Funds should be aware that there may be potential tax liability. The Trust has agreed to seek advice from Deloitte and Touche regarding this issue, and to explore a possible role for Charles Kingsley Administrative services in billing and handling private pay work undertaken by consultants on behalf of the Trust. Before paying into the fund, consultants are advised to clarify their tax position with their own accountant, as the Trust cannot be liable retrospectively for tax. 

9.3 Monitoring and reporting on fund expenditure
Monthly the Trust Fund Accountant sends the Brent PCT Financial Controller a set of reports for all of the Brent PCT Trust Funds.In addition a report can be sent to the principal signatory if required. Any requests for individual reports should be made in the first instance to the Financial Controller at Brent PCT.
 Appendix 1:  
SUMMARY OF RESPONSIBILITIES OF TRUST FUND SIGNATORIES
i. Validating claims:
Trust Fund signatories are accountable to the Trust Board for ensuring that Trust Funds are used for charitable purposes and not of the personal gain of any individual. 

“Approved charitable purposes” have already been defined in this document as “for any charitable purpose relating to the NHS wholly or mainly for the services provided by Brent Primary Care Trust”. Main areas may include research, education, training, equipment, patient care, staff development or welfare.

Educational expenses may include course and conference attendance (including registration for higher degrees which support the Trust by attracting Culyer income). It is, however, the responsibility of signatories to ensure that such training and education falls within the agreed CPD objectives of the claimant.

ii. Determining proportional claims

Some activities may have a dual function, the signatories’ responsibility is to assess the proportion of expenses that may be claimed, in accordance with these guidelines, and see that the conditions are satisfied prior to signing the claim.

In this context, signatories should note the following examples.

· Individual A plans to attend a conference, but wishes to take his wife and extend the trip to a week’s holiday. Conference attendance is of educational value and benefits the Trust. The additional holiday does not. The individual is thus able to claim costs up to the full cost he would have paid to attend the conference as an individual, but must pay for the additional cost of his wife and the holiday himself. The signatory and the Chief Executive must agree with Individual A what he is entitled to claim according to the guidelines - preferably before the trip to avoid misunderstanding.

· Individual B attends the conference alone and returns straight to work afterwards. He is entitled to claim the full cost and reasonable expenses in accordance with the guidelines. 
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