Schedule of Matters Delegated to Officers

APPENDIX F


Delegated matters in respect of decisions, which may have a far-reaching effect, must be reported to the Chief Executive. The delegation shown below is the lowest level to which authority is delegated. Delegation to lower levels is only permitted with written approval of the Chief Executive who will, before authorising such delegation, consult with other Senior Officers as appropriate. All items concerning Finance must be carried out in accordance with Standing Financial Instructions and Standing Orders. All financial limits in this schedule of matters delegated to officers are subject to sufficient budget being available. 

	REF
	DELEGATED MATTERS
	AUTHORITY DELEGATED TO
	REFERENCE DOCUMENTS

	1
	Bank Accounts

Maintenance and Operation in accordance with mandates approved by the Board
	Director of Finance & Performance
	SFI Section 15

	2
	Budgets - Management of


Responsibility of keeping expenditure within budgets

a)
At individual budget level (Pay and Non Pay)

b)
For the totality of  the directorate 

c)
For all other areas
	Budget Manager

Director or Chief Executive

Chief Executive
	SFIs Section 13

	3
	Charitable and Endowment Funds

All funding requests
	b). Fundholder & Director of Finance & Performance & Chief Executive


	SFIs Section 28

	4
	Commissioning Expenditure

Purchase of Healthcare from NHS Bodies

a)
Signing of annual Service Level Agreements with NHS Providers 

b). 
Signing of annual Consortia Agreements
c).            Authorisation of monthly invoices 
Contract Exclusions

a).          NICE/High Cost Drugs

b).
Individual Treatments

c).
All others

Purchase of Healthcare from Non NHS Bodies (Including Private Providers or Charities

a)
Signing of contracts below £50,000
b) 
Signing of contracts above £50,000           
c)
Authorisation of monthly invoices 

Agreement of Named Placements (not Continuing Care Placements)

a)
Signing of Contracts
b)
Authorisation of monthly invoices
Continuing Care Packages
a)
Signing of Contract for placement

b)
Authorisation of monthly invoices within agreed contract value irrespective of amount

c)
Authorisation of monthly invoices in excess of contract value
	Chief Executive
Director of Strategic Commissioning & Director of Finance & Performance
Director of Strategic Commissioning or Director of Primary Care Commissioning
Director of Strategic Commissioning or Director of Primary Care Commissioning
Director of Strategic Commissioning or Director of Primary Care Commissioning
Director of Strategic Commissioning or Director of Primary Care Commissioning
Director of Strategic Commissioning or Director of Primary Care Commissioning
Chief Executive
Director of Strategic Commissioning or Director of Primary Care Commissioning
Director of Strategic Commissioning or Nominated Deputy
Director of Strategic Commissioning
Director of Strategic Commissioning 
Director of Strategic Commissioning or Nominated Deputy
after Continuing Care Panel assessed and approved NHS Funding.

Director of Strategic Commissioning or Nominated Deputy

	SFIs Section 19

	5
	Condemning & Disposal

a).         Items obsolete, obsolescent, redundant, and irreparable or cannot be repaired cost effectively.


i)    with current/estimated purchase price up to £49

ii)   with current  estimated purchase price over £50

b).
disposal of mechanical and engineering plant (subject to
estimated income of less than £1,000 per sale)

c).
disposal of mechanical and engineering plant (subject to 
estimated  income exceeding £1,000 per sale)

	Service Manager or Area Manager

Head of Service

Premises and Estates Manager 

Premises and Estates Manager and Director of Finance & Performance
	SFIs Section 25.1

	6
	Contracts with Independent Contractors (GP’s, dentists, pharmacists)

a).           up to £249,000

b).
from £250,000 to £999,000

c).
Over £1million 


	a). Head of Service

b). Director of Primary Care Commissioning
c) Chief Executive after approval of Board
	SFIs Section 30

	7
	Engagement or Staff Not On the Establishment

a)
Non Medical Consultancy Staff

i.
Where aggregate commitment in any one year (or total commitment) is more than £20,000

ii
Where aggregate commitment in any one year is more than £74999

b)
Engagement of Professional Advisors
c)
Booking of Bank or Agency Staff


-  Medical Locums


-  Nursing


-  Clerical
	Business case required with EMT approval
Chief Executive and Director of Finance & Performance 

Chief Executive or Director

Budget Holder with Directors Authorisation

Budget Holder with Directors Authorisation

Budget Holder with Directors Authorisation
	SFIs Section 20



	8
	Fees and Charges

a) Private Patients, Overseas Visitors, Income Generation and other patient related services


	Director of Finance & Performance

	SFIs Section 16

	9
	Hospitality

Applied to both individual and collective hospitality receipt items. In excess of £25 per item received
	Declaration required by individual in Hospitality Register
	SFIs Section 29

	10
	Invoice certification

Excluding commissioning expenditure covered by section 6

a)            Up to £4,999

b)             From £5,000 to £19,999

c)             From £20,000 to £74,999

d)             From £75,000 to £249,999

e)             Over £250,000
	a) Designated budget holder

b) Director

c) Chief Executive or Director of Finance & Performance 
d) Chief Executive and Director of Finance & Performance
e) Chief Executive after approval by the Board
	SFIs Sections 21 & 24



	11
	Licences/ Agreements

a)
Preparation and signature of all tenancy agreements/licences for all staff subject to Trust Policy on accommodation for staff

b)
Extensions to existing leases
c)
Letting of premises to outside organisations

d)
Approval of rent based on professional assessment
	Director of Finance & Performance/Director of Human Resources 

Director of Finance & Performance/Director of Primary Care Commissioning
Director of Finance & Performance & Chief Executive in conjunction with the Director of Primary Care Commissioning
Director of Finance & Performance
	

	12
	Losses, Write-off & Compensation

a)
Losses and Cash due to theft, fraud, overpayment etc 

b)
Fruitless Payments (including abandoned Capital Schemes).

c)
Bad Debts 
d).           Claims Abandoned.  


e).           Damage to buildings, fittings, furniture and equipment and loss of equipment and property in stores and in use due to:


Culpable causes (e.g. fraud, theft, arson) or other.


f)
Compensation payments made under legal obligation

g)
Extra Contractual payments to contractors.

h)
Ex-gratia Payments to  Patients and staff for loss of personal effects:

i. up to £99

ii. £100-to £499

iii. £500 to £999

iv. £1,000 to £50,000

i).             Ex-gratia payments for  Clinical negligence(negotiated settlements following legal advice) – up to £250,000 including claimant’s legal costs

j).             Ex-gratia payments  for personal injury claims involving negligence where legal advice  obtained and  followed – up to £250,000 including claimant’s legal costs

k).
Other ex-gratia payments except cases of maladministration where there is no financial  loss by claimant- up to £50,000

l).            Write off of NHS Debtors


m).          Write off of Non NHS Debtors
	Chief Executive & Director of Finance & Performance - Up to £50,000

Strategic HA - Over £50,000

Chief Executive and Director of Finance & Performance - Up to £250,000

Director of Finance & Performance - Up to £10,000

Chief Executive or Director of Finance & Performance - Up to £50,000

Chief Executive or Director of Finance & Performance - Up to £50,000

Chief Executive or Director of Finance & Performance - Up to £50,000

Chief Executive or Director of Finance & Performance - Up to £50,000

i. Budget Holder
ii. Executive Director

iii. Director of Finance & Performance
iv. Chief Executive and Director of Finance & Performance
Chief Executive and Director of Finance & Performance
Chief Executive and Director of Finance & Performance
Chief Executive and Director of Finance & Performance
Director of Finance & Performance
Audit Committee
	SFIs Section 25.2



	13
	Orders & Requisitions

a)
all  orders/requisitions up to £999


all orders/requisitions up to £4,999


all orders/requisitions from £5,000 to £19,999


all orders/requisitions from £20,000 to £74,999


all orders/requisitions from £75,000 to £249,999


all orders/requisitions over £250,000

b).
 Estates orders up to £4,999


 Estates orders over £5,000 to £74,999


 Estates orders over £75,000 to £250,000


 Estates orders over £250,000

c)
Non-Pay Expenditure for which no specific budget has been set      up and which is not subject to funding under delegated powers of virement.  (Subject to the limits specified above in a)

d)
Orders exceeding 12 month period (including call off orders)


	Any member of staff authorised by a Director

Budget Holder

Director

Chief Executive or Director of Finance & Performance
Chief Executive and Non-Executive Director

Reserved to the Board

Premises and Estates Manager
Chief Executive or Director of Finance & Performance
Chief Executive & Non-Executive Director

Reserved to the Board

Chief Executive and Director of Finance & Performance
Chief Executive or Director of Finance & Performance

	SFIs Sections 21 & 24



	14
	Payments to Independent Contractors

a) Up to £4,999

b) £5,000 to £19,999

c) £20,000 to £249,000

d) over £250,000
e) Harrow Primary Care Trust Recharge invoice

	a) Cluster Manager

b) Budget Holder
c) Director of Primary Care Commissioning
d) Director of Primary Care Commissioning and Director of Finance & Performance
e). Director of Primary Care Commissioning


	

	15
	Personnel & Pay

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

b) Authority to appoint staff to post not on the agreed establishment:

c) The granting of additional increments to staff within budget

d) All requests for upgrading/regrading (dealt with in accordance with PCT procedures)

e) Additional staff to the agreed establishment with specifically allocated  finance

f) Additional staff to the agreed establishment without specifically allocated finance

g) Approval of the extension of staff on fixed term contracts
h) Pay
i)
Authority to complete standing data forms effecting pay, new 

starters 
variations and leavers

ii)
Authority to complete and authorise positive reporting forms 

iii)
Authority to authorise overtime

iv)
Authority to authorise travel & Subsistence expenses

f)
Leave
i)
Approval of Annual Leave

ii)
Annual Leave – approval to carry forward (up to maximum of 5 days or in the case of Ancillary & Maintenance Staff as defined in their initial conditions of service

iii)
Compassionate leave up to 3 days

iv)
Compassionate leave up to 6 days

v)
Special leave arrangements


-  paternity leave     - up to 5 days


-  carers leave
   - up to 3 days in any one year

                                              - up to 6 days in any one year

vi)
Leave without pay

vii)
Medical staff leave of absence 

               paid and unpaid leave less than 5 days

               paid and unpaid leave more than 5 days

viii)         Time off in lieu

ix)
Maternity Leave – paid and unpaid

g)
Sick Leave (in exceptional circumstances)
i) Extension of sick leave on half pay up to three months

ii)
Return to work part-time on full pay to assist recovery

iii)
Extension of sick leave on full pay

h)
Study Leave
i)
Study leave outside the UK

ii)
Medical staff study leave (UK)

iii)
All other study leave (UK)

i)
Removal Expenses, Excess Rent and House Purchase (Medical Consultants only)
Authorisation of payment of removal expenses incurred by officers taking up new appointments (providing consideration was promised at interview)


i)
up to £2,000


ii)
over £2,000

j)
Grievance Procedure
i) All grievances cases must be dealt with strictly in accordance with the Grievances Procedure and the advice of Human Resources Directorate

k)
Authorised Car & Mobile Phone Users

i)
Requests for new posts to be authorised as car users

ii)
Requests for new posts to be authorised as mobile telephone 

users 

l)
Renewal of Fixed Term Contracts
m)
Staff  Retirement Policy

Authorisation of extensions of contract beyond normal retirement age in exceptional circumstances

n) Redundancy
Authorisation to agree voluntary redundancy and determine compulsory redundancies in accordance with policy 

i. below £50,000
ii. Above £50,000
o)
Ill Health Retirement

Decision to pursue retirement on the grounds of ill-health

p) 
Remuneration for Self-Employed Contractors

q) 
Employment of voluntary workers


	Budget holder with approval of Director (with prior Finance and Human Resources confirmation of funding and correct process)
Chief Executive

Budget holder with approval of Director and Director of Human Resources

Director and Director of Finance & Performance
Director of Finance & Performance
Chief Executive and Director of Finance & Performance
Budget holder with approval of Director (with prior Finance and Human Resources confirmation of funding and correct process)
Director of Human Resources

Budget Holder

Budget Holder

Manager or Director

Line/Department Manager

Line/Department Manager

Line/Department Manager

Director

Line/Department Manager

Director

Director of Human Resources

Director

Clinical Director

Medical Director and Chief Executive

Line Manager/Divisional Manager

Automatic approval with guidance

Executive Director in conjunction with Director of Human Resources

Executive Director in conjunction with Director of Human Resources 

Executive Director in conjunction with Director of Human Resources

Chief Executive

Clinical Director and Medical Director and Chief Executive 

Director 

Director of Human Resources

Chief Executive

See procedure

Director & Director of Human Resources 

Director & Director of Human Resources 

Director

Director of Human Resources

Sub Group of EMT (Chief Executive, Director of Human Resources and Director of Finance & Performance)
Remuneration Committee

Director of Human Resources

Directors in conjunction with Director of Human Resources and Director of Finance & Performance
Directors in conjunction with Director of Human Resources 
	

	16
	Petty Cash Disbursements 

a) Expenditure up to £20 per item

b) Reimbursement of patients monies up to £50 in cash

c) Reimbursement of patients monies in excess of £50 by crossed order
	Petty Cash Holder

Service or Area Manager

Service or Area Manager
	SFIs Section 21



	17
	Quotation, Tendering & Contract Procedures (Excluding Capital Purchases and Commissioning of Healthcare Services)
This section does not apply to contracts with Foundation Trusts (see section 6 and treat as an Acute SLA)

a)
Authority to award or sign contract for goods/services after obtaining at least

i.             2 minimum verbal quotations up to £4,999

ii.
2 written quotations from £5.000 to £19,999

iii.
4 written competitive tenders from £20,000 to £74,999

iv.
6 written competitive tenders from £75,000 to £249,999

v.            6 written competitive tenders over £250,000

All the above are subject to the OJEU (European Union) Procurement procedures for orders above €133,000
b)
Issuing

c)
Receiving

d)
Opening

e)
Waiving of quotations & Tenders subject to SFIs

i.             up to £19,999

ii.           £20,000 to £74,999

iii.           £75,000 and over

f).            Register of tenders received

g).           Post tender negotiations - formal record to be kept

h).           Approving expenditure in excess of tender price:

(i)            by the greater of up to 10% or £15,000

(ii)           by 10% or more, or by more than £15,000


	Budget holder

Director

Director and Director of Finance & Performance
Chief Executive or Director of Finance & Performance
Reserved to Board

Director or nominated Senior Manager

Director

Two Directors not related to the tender

Director of Finance & Performance and Executive Director

Chief Executive and Director of Finance & Performance
Chairman & Chief Executive

Chief Executive (Board Secretary)
Nominated Senior Manager

Executive Director

Chief Executive
	SFIs Section 17 & 21

	19
	Register of Interests
The keeping of a Declaration of Interests Register
	Chief Executive
	SOs Section 7

	20
	Sealing of Documents
	Chairman and Chief Executive
	SOs Section 8.2


Brent Teaching Primary Care Trust 

Board Approval May 2008 
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