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1 SYNOPSIS OF SYSTEM

1.1 Sound accounting procedures and internal controls XE "internal controls"  should bring potential losses and special payments to light.

1.2 Losses and special payments are investigated and reported on:

· by the relevant Head of Department XE "Head of Department"  (an appropriate report is mandatory)

· by the Chief Executive XE "Chief Executive"  or appropriate Director

1.3 Losses and special payments are recorded:

· prior to resolution, by the relevant officers, using a Losses and Special Payments Form XE "Losses and Special Payments Form" 
· following resolution, by the Finance Director XE "Finance Director"  in the Losses and Special Payments Register XE "Losses and Special Payments Register" 
· in a annual report XE "annual report"  by the Finance Director XE "Finance Director"  to the Trust Board XE "Trust Board" 
· annually, by the Finance Director XE "Finance Director"  in the Annual Accounts.

1.4 In appropriate circumstances the involvement of external agencies XE "external agencies"  may be necessitated:

· if a criminal offence XE "criminal offence"  is suspected; the LCFS and/or LSMS, the Police XE "Police" 
· if a loss XE "loss"  is significant; Internal Audit XE "Internal Audit"  and LCFS/LSMS and Statutory Auditor XE "Statutory Auditor" 
1.5 Following approval to write-off XE "write-off"  a loss XE "loss"  or make a special payment:

· the appropriate procedure to deal with the matter must be initiated (Condemning, Write-off/Bad Debts, Cashiering etc)

· corrective action must be taken to prevent a recurrence.
1.6 The Losses and Special Payments Procedures are intended to allow the Trust to manage and control losses and special payments through a structured hierarchy of investigation XE "investigation" , reporting, recording and resolution, culminating in the writing-off of realised losses and the payment or rejection of claims for special payments.

1.7 Further guidance is contained within FDL (98) 02.

1.8 Losses and special payments agreement will only be required from the Department of Health on situations of a contentious, novel or repercussive nature. 
1.9 Changes to guidance regarding Overseas Visitors Losses - An overseas visitor is someone who has been identified under the NHS (Charges to Overseas Visitors) Regulations as liable to be charged for NHS hospital treatment.  These regulations place a legal obligation on NHS trusts to identify and charge overseas visitors.  Trusts must recover the full cost of treatment and take all reasonable measures to recover overseas visitors’ debt. Overseas debt cannot be waived and where it is deemed unrecoverable must be written off and recorded as a loss. See Chapter 9 of the NHS Finance Manual for detailed guidance.

2 STATEMENT OF AUDIT REQUIREMENT AND FINANCIAL CONTROL

2.1 The system control objectives of the Losses and Special Payments Procedures are as follows:

· Segregation of duties must be adequate

· Adequate physical security must exist

· Potential losses and special payments must be:

· thoroughly investigated and appropriately reported

· monitored and recorded via the Losses and Special Payments Form XE "Losses and Special Payments Form" .


· Realised losses and special payments made must, in addition, be:

· recorded in the Losses and Special Payments Register XE "Losses and Special Payments Register" 
· minimised by appropriate management action

· dealt with by the relevant follow-up procedure

· reported to the LCFS or LSMS, as appropriate

· prevented from recurring by corrective action

· reported regularly to the Trust Board XE "Trust Board" 
· included in the Trust's Annual Accounts

· reported through annual returns as part of the annual accounts activity

3 DETAILED USER PROCEDURES

Section A: Losses

3.1 Any member of staff discovering or suspecting a loss XE "loss" , of whatever category, must follow the Incident Management Policy with regard to immediately notifying his/her Head of Department XE "Head of Department"  and completing the electronic incident form. 

3.2 The Head of Department XE "Head of Department"  immediately investigates the matter as also outlined in the Incident Management policy

3.3 If there is suspicion of fraud or corruption then the PCT’s ‘Counter Fraud Policy and Response Plan’ must be followed. More information on fraud can be obtained from the Brent PCT intranet on the Counter Fraud web page. 

3.4 If there is suspicion of theft then the PCT’s ‘Security Incident Response Plan’ must be followed.

3.5 When a loss XE "loss"  is confirmed, the Head of Department XE "Head of Department"  must, without undue delay, obtain a pre-numbered Losses and Special Payments Form XE "Losses and Special Payments Form" , complete and pass the form, together with the initial report on the matter, to the Chief Executive XE "Chief Executive"  or appropriate Divisional Director.

3.6 The Chief Executive XE "Chief Executive"  or appropriate Divisional Director should carry out such further investigation XE "investigation"  as he/she feels necessary to satisfy himself/herself with regard to the circumstances of the loss XE "loss"  and should, if circumstances dictate, produce a report on the investigation.

3.7 Losses and special payments agreement will only be required from the Department of Health on situations of a contentious, novel or repercussive nature.

3.8 The Chief Executive XE "Chief Executive"  or appropriate Divisional Director should, without undue delay or in the case of theft XE "theft" /fraud XE "fraud"  within 24 hours, complete the relevant section of the Loss and Compensation Payments Form and pass it, together with the report(s), to the Finance Director and the LSMS and/or LCFS XE "Finance Director" .

3.9 If the case involves XE "theft"  fraud XE "fraud"  or corruption the Finance Director XE "Finance Director"  should contact the LCFS to decide at what stage the Police XE "Police"  should be notified.

3.10 If the case involves suspicion of any other criminal offence, including theft, XE "criminal offence"  the Finance Director, along with guidance from the LSMS, XE "Finance Director"  should notify the police.

3.11 The Finance Director XE "Finance Director"  should carry out such further investigation XE "investigation"  as he/she feels necessary to satisfy himself/herself with regard to the circumstances, value and implications of the loss XE "loss"  and should, if circumstances dictate produce a report on the investigation and should complete the appropriate section of the Losses and Special Payments Form XE "Losses and Special Payments Form" .

3.12 Where theft XE "theft" /fraud XE "fraud"  is suspected the Finance Director XE "Finance Director"  should notify the Head of Internal Audit,  XE "Internal Audit" and the Statutory Auditor XE "Statutory Auditor"  and should table the matter for information at the next PCT Audit Committee Meeting.

3.13 If the case involves a breakdown in accounting procedures or internal controls XE "internal controls"  the Finance Director XE "Finance Director"  should, without delay, initiate action to ensure the non-recurrence of the events and advise the Head of Internal Audit XE "Internal Audit"  and the Statutory Auditor XE "Statutory Auditor"  thereof.

3.14 When the write-off XE "write-off"  has been approved, internally, as appropriate the Chief Executive XE "Chief Executive"  or appropriate Director and the Finance Director XE "Finance Director"  should, without undue delay, complete the relevant section of the Losses and Special Payments Form XE "Losses and Special Payments Form" .

3.15 If, as a result of any of the investigations carried out by the Head of Department with involvement from LCFS and/or the LSMS XE "Head of Department" , the Chief Executive XE "Chief Executive" / Director and the Finance Director XE "Finance Director"  the claimed loss XE "loss"  proves unfounded, the procedure should terminate immediately.  The officer responsible should sign and date the Losses and Special Payments Form XE "Losses and Special Payments Form"  as evidence that the process has terminated.

3.16 The Finance Director XE "Finance Director"  or his/her nominated deputy should record the appropriate details in the Losses and Special Payments Register XE "Losses and Special Payments Register" .

3.17 The Finance Director XE "Finance Director"  should initiate the relevant procedure necessitated by the approval (Condemning, Accounts Payable, Write-Off's/Bad Debts, etc).  
3.18 The Finance Director XE "Finance Director"  should present an annual report XE "annual report"  on losses to the Trust Board XE "Trust Board" .
3.19 The Finance Director XE "Finance Director"  is required to comply with those financial returns for losses as per the Trust's Annual Accounts, subject to those changes notified from time to time, by the NHS.
Section B: Special Payments

3.20 Any member of staff becoming aware of a potential special payment, of whatever category, must immediately notify his/her Head of Department XE "Head of Department" 
3.21 The Head of Department XE "Head of Department"  must immediately investigate the matter in a manner appropriate to the scale of the potential special payment and produce a report on the matter in appropriate detail.

3.22 When a special payment seems confirmed, the Head of Department XE "Head of Department"  must, without delay, obtain from the Finance Director XE "Finance Director"  a pre-numbered Losses and Special Payments Form XE "Losses and Special Payments Form" , complete the relevant section and pass the form, together with the report on the matter, to the Chief Executive XE "Chief Executive"  or appropriate Divisional Director.

3.23 The Chief Executive XE "Chief Executive"  or appropriate Divisional Director should carry out such further investigation XE "investigation"  as he/she feels necessary to satisfy himself/herself with regard to the circumstances of the special payment, and should, if circumstances dictate, produce a report on the investigation.

3.24 Losses and special payments agreement will only be required from the Department of Health on situations of a contentious, novel or repercussive nature.

3.25 If the Chief Executive XE "Chief Executive" 's or appropriate Divisional Director's investigation XE "investigation"  indicates that the potential special payment is in respect of a compensation claim arising out of a legal obligation or is of an extra-regulatory or extra-statutory nature, the Finance Director XE "Finance Director"  should be notified and, if necessary the Trust's legal advisors should be involved.

3.26 The Chief Executive XE "Chief Executive"  or appropriate Divisional Director should, without undue delay, complete the relevant section of the Losses and Special Payments Form XE "Losses and Special Payments Form"  and pass it, together with the initial report(s) to the Finance Director XE "Finance Director" .

3.27 The Finance Director XE "Finance Director"  should carry out such further investigation XE "investigation"  as he/she feels necessary to satisfy himself/herself with regard to the circumstances, value and implications of the special payments and should, if circumstances dictate, produce a report on the investigation and should complete the relevant section of the Losses and Special Payments Form XE "Losses and Special Payments Form" /Single Incident Report Form

3.28 When the special payment has been approved, internally, as appropriate the Chief Executive XE "Chief Executive"  or appropriate Divisional Director and the Finance Director XE "Finance Director"  should, without undue delay, complete the relevant section of the Losses and Special Payments Form XE "Losses and Special Payments Form" .

3.29 If, as a result of any of the investigations carried out by the Head of Department XE "Head of Department" , LCFS, the Chief Executive XE "Chief Executive" /Divisional Director and the Finance Director XE "Finance Director" , a potential special payment proves not to be required, the procedure should continue for the purposes of record at a nil value, culminating in the Finance Director completing the relevant section of the Losses and Special Payments Form XE "Losses and Special Payments Form"  and advising any third parties involved of the situation.

3.30 The Finance Director XE "Finance Director"  should record the appropriate details in the Losses and Special Payments Register XE "Losses and Special Payments Register" .

3.31 The Finance Director XE "Finance Director"  should initiate the relevant procedure necessitated by the approval.

3.32 The Finance Director XE "Finance Director"  should present an annual report XE "annual report"  on special payments to the Trust Board XE "Trust Board" .

3.33 The Finance Director XE "Finance Director" , for inclusion in the Annual Accounts, should complete the annual NHS returns.

· Note: 
A copy of FDL (98) 02 XE "FDL (98) 02"  on “Guidance on Losses and Special Payments” is available from the Chief Executives office, the Finance Director XE "Finance Director"  and Divisional Managers/Functional Directors.

4 SYSTEM SCHEMATICS

Section A: Losses

	PRIVATE 
ACTUAL OR SUSPECTED LOSS NOTIFIED TO HEAD OF DEPT


	

	
	
	

	HEAD OF DEPT INVESTIGATES AND PRODUCES REPORT


	

	
	
	

	IF LOSS SEEMS CONFIRMED, HEAD OF DEPT OBTAINS PRE-NUMBERED LOSSES AND SPECIAL PAYMENTS FORM FROM FINANCE DIRECTOR, COMPLETES SECTION A AND PASSES, WITH REPORT, TO CHIEF EXECUTIVE OR APPROPRIATE DIVISIONAL  DIRECTOR


	

	
	
	
	

	CHIEF EXECUTIVE OR DIVISIONAL DIRECTOR INVESTIGATES, AND REPORTS IF DEEMED NECESSARY
	
	
	IF CRIMINAL OFFENCE, OTHER THAN FRAUD, SUSPECTED, LSMS NOTIFIED 

	
	
	

	
	
	
	
	
	

	CHIEF EXECUTIVE OR DIVISIONAL DIRECTOR COMPLETES SECTION B OF LOSSES AND SPECIAL PAYMENTS FORM AND PASSES, WITH REPORT(S) TO FINANCE DIRECTOR 
	

	
	

	
	
	
	
	
	

	FINANCE DIRECTOR INVESTIGATES AND REPORTS, IF DEEMED NECESSARY
	
	IF FRAUD SUSPECTED, POLICE NOTIFIED, VIA LCFS, WHEN APPROPRIATE

	
	
	
	
	
	

	
	
	
	
	
	


Section B: Losses (continued) 

	PRIVATE 

	
	
	
	

	THE FINANCE DIRECTOR COMPLETES SECTION C OF THE LOSSES AND SPECIAL PAYMENTS FORM


	

	
	
	
	
	

	FINANCE DIRECTOR NOTIFIES AUDIT DIRECTOR AND STATUTORY AUDITOR AND TABLES AT NEXT AUDIT COMMITTEE MEETING


	

	
	
	
	
	

	IF ACCOUNTING PROCEDURES OR INTERNAL CONTROLS PREJUDICED, DIRECTOR OF FINANCE INITIATES CORRECTIVE ACTION AND ADVISES AUDIT DIRECTOR AND STATUTORY AUDITOR
	
	FINANCE DIRECTOR INITIATES INVESTIGATION BY AUDIT DIRECTOR AND/OR STATUTORY AUDITOR

	
	
	

	
	
	
	

	
	
	
	
	

	FINANCE DIRECTOR COMPARES VALUE OF LOSS WITH APPROPRIATE DELEGATED LIMIT 
	
	IF VALUE EXCEEDS LIMIT, FINANCE DIRECTOR SEEKS BOARD APPROVAL TO WRITE-OFF

	
	
	

	
	
	
	
	

	CHIEF EXECUTIVE OR DIVISIONAL DIRECTOR AND FINANCE DIRECTOR COMPLETE SECTION D OF LOSSES AND SPECIAL PAYMENTS FORM TO CONFIRM WRITE-OFF


	


Section C: Losses (continued) 

	PRIVATE 

IF, AS A RESULT OF ANY OF THE INVESTIGATIONS CARRIED OUT, THE LOSS PROVES UNFOUNDED, CONTINUE AT NIL VALUE.  FINANCE DIRECTOR COMPLETES SECTION E OF LOSSES AND SPECIAL PAYMENTS FORM


	

	
	
	
	
	

	FINANCE DIRECTOR RECORDS DETAILS IN LOSSES AND SPECIAL PAYMENTS REGISTER


	

	
	
	
	
	

	FINANCE DIRECTOR RETAINS TOP COPY OF LOSSES AND SPECIAL PAYMENTS FORM
	
	SECOND COPY TO AUDIT DIRECTOR THIRD COPY TO HEAD OF DEPARTMENT

	
	
	
	
	

	
	
	
	
	

	FINANCE DIRECTOR INITIATES RELEVANT PROCEDURE NECESSITATED BY THE APPROVAL (CONDEMNING, ACCOUNTS PAYABLE, WRITE-OFFS/BAD DEBTS ETC)


	
	

	
	
	
	
	

	FINANCE DIRECTOR PRESENTS QUARTERLY REPORT TO TRUST BOARD


	
	

	
	
	
	
	

	FINANCE DIRECTOR COMPLETES FORMS TFR4A AND TFR4B FOR ANNUAL ACCOUNTS


	
	


Section D: Special Payments

	PRIVATE 

POTENTIAL SPECIAL PAYMENTS NOTIFIED TO HEAD OF DEPARTMENT


	

	
	
	
	
	

	HEAD OF DEPARTMENT INVESTIGATES AND PRODUCES REPORT


	

	
	
	
	
	

	IF SPECIAL PAYMENT SEEMS CONFIRMED, HEAD OF DEPARTMENT OBTAINS PRE-NUMBERED LOSSES AND SPECIAL PAYMENTS FORM FROM FINANCE DIRECTOR COMPLETES SECTION A AND PASSES IT, WITH REPORT, TO CHIEF EXECUTIVE OR APPROPRIATE DIVISIONAL DIRECTOR


	

	
	
	
	
	

	CHIEF EXECUTIVE OR DIVISIONAL DIRECTOR INVESTIGATES, AND REPORTS IF DEEMED NECESSARY
	
	IF A TYPE I OR III SPECIAL PAYMENT EMERGES NOTIFY FINANCE DIRECTOR AND INVOLVE LEGAL ADVISORS

	
	
	
	
	

	
	
	
	
	

	CHIEF EXECUTIVE OR DIVISIONAL DIRECTOR COMPLETES SECTION B OF THE LOSSES AND SPECIAL PAYMENTS FORM AND PASSES IT, WITH REPORT(S), TO FINANCE DIRECTOR


	
	

	
	
	
	
	

	FINANCE DIRECTOR INVESTIGATES, AND REPORTS IF DEEMED NECESSARY; ALSO FINANCE DIRECTOR COMPLETES SECTION C OF THE LOSSES AND SPECIAL PAYMENTS FORM


	
	


Section E: Special Payments (continued)

	
PRIVATE 
FINANCE DIRECTOR COMPARES VALUE OF SPECIAL PAYMENT WITH APPROPRIATE DELEGATED LIMIT


	
	IF VALUE EXCEEDS LIMIT, DIRECTOR OF FINANCE SEEKS BOARD APPROVAL TO PAY

	
	
	
	
	

	CHIEF EXECUTIVE OR DIVISIONAL DIRECTOR AND FINANCE DIRECTOR COMPLETED SECTION D OF LOSSES AND SPECIAL PAYMENTS FORM TO CONFIRM SPECIAL PAYMENT


	

	
	
	
	
	

	IF, AS A RESULT OF ANY OF THE INVESTIGATIONS CARRIED OUT, THE SPECIAL PAYMENT IS NOT REQUIRED, CONTINUE AT NIL VALUE.  FINANCE DIRECTOR COMPLETES SECTION E OF LOSSES AND SPECIAL PAYMENTS FORM AND ADVISES THIRD PARTIES INVOLVED


	

	
	
	
	
	

	FINANCE DIRECTOR RECORDS DETAILS IN LOSSES AND SPECIAL PAYMENTS REGISTER


	

	
	
	
	
	

	
FINANCE DIRECTOR RETAINS TOP COPY OF LOSSES AND SPECIAL PAYMENTS FORM
	
	SECOND COPY TO AUDIT DIRECTOR 

THIRD COPY TO HEAD OF DEPT

	
	
	

	
	
	
	
	

	FINANCE DIRECTOR INITIATES RELEVANT PROCEDURE NECESSITATED BY THE APPROVAL (ACCOUNTS PAYABLE, CASHIERING ETC)


	
	
	

	
	
	
	
	

	FINANCE DIRECTOR PRESENTS QUARTERLY REPORT TO TRUST BOARD


	
	
	

	
	
	
	
	

	FINANCE DIRECTOR COMPLETES FORMS FOR ANNUAL ACCOUNTS


	
	
	


5 Examples of Documentation

5.1 Losses Compensation & Special Payments Form

SERIAL NO: ________________

BRENT PRIMARY CARE TRUST

INCIDENT REPORT:
LOSSES AND COMPENSATION CLAIM/ACTION FORM

ALL SECTIONS TO BE COMPLETED

SECTION 1

Claimant’s Name: _________________________________________________________________

Address: _________________________________________________________________________

Title: ____________________________________________________________________________

Department: ______________________________________________________________________

Telephone Number: ________________________________________________________________

SECTION 2

Details of claim for write-off/compensation (enter Nil where applicable):-

	
	£
	p

	(a)     Cash £          plus postage stamps £          

                                                Subtotal (a)


	
	

	(b)     Articles giving their age, the original value if known of

          the replacement cost

                                                Subtotal (b)


	
	

	(c)     Details and cost of repairs to property

                                                Subtotal (c)


	
	

	                                                                      Total of (a)+(b)+(c)
	
	


SECTION 3

Chief Executive Officer’s Recommendation:-

I recommend that the items in Section 2 above:

	
	(a)     be subject to settlement by an ex-gratia payment OR:

    

	
	(b)     be replaced/repaired at the Trust’s expense OR:



	
	(c)     be replaced/repaired at the Trust’s expense initially,

         then recovered from                        OR:



	
	(d)     be replaced/repaired at the expense of the claimant

          and claim be disallowed




For (a), (b), or (c) above:-

1) Date Authorised for payment ______________________________

2)
Expenditure Code:
A/C _____________ C/C _______________

Chief Executive Officer’s:-

Name:



………………………………………………………………

Signature:


………………………………………………………………

Date of authorisation:

………………………………………………………………

LOSSES AND COMPENSATION CLAIM

1) Name of person reporting the loss/damage …………………………………………………

2) Title …………………………………………………………………………………………

3) Date & time of incident ……………………………………………………………………..

4) If a loss, date & time was last seen to be in its correct position …………………………….

5) Name of Ward/Dept. where loss/damage took place ………………………………………..

6) Date & time loss/damage was reported ………………………………………………………
7) By whom? ……………………………………………………………………………………

8) To whom? ……………………………………………………………………………………

9) Has the incident been reported to the LSMS and/or police …………………………………………………
10) Does the property require replacement ………………………………………………………
11) What was the total value of the property lost/damaged ……………………………………..

FULL DETAILS

Please detail the circumstances of the loss or damage to property, including a list of items lost or damaged and their approximate value:-

CLAIMANT: -





HEAD OF DEPARTMENT

Name (Capital) ……………………………
Name (Capitals) ………………………………....
Signature: …………………………………
Signature: ………………………………………..
Date: ……………………………………...
Date: ……………………………………………..
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