THE UNIVERSITYW

FINANCIAL REGULATIONS

(Originally issued Dec 2008 amended July 2010)



FINANCIAL REGULATIONS

CONTENTS
Contents
CONTENTS ettt ettt sttt ettt b e b e s bt e s ae e e a bt et e e bt e s bt e sh et sae e e et e et e e b e e sheesaeesabeeabeea bt e be e beesmeeemseemteenbeenbeesbnesanesas 2
A GENERAL PROVISIONS .. ssssanen 9
N = - 1ol 4= { g o YU o Vo H USRS 9
2 Status of FINaNCial REGUIGLIONS.......ciiieiiiieceie e e st e e s e e e e st e e e e s sabeeeeesabaeeeenareeas 9
B CORPORATE GOVERNANCE ....cuuteittiitieiteete et te ittt ste et sae e st e bt e s bt e satesaeesabe s bt e be e beesbeesbeeeaseenbeenbeesbeesbeesanenas 11
3 THE UNIVEISITY COUNCIl..uiiiiiiiiieiciiee e cetiee ettt ette e e ettt e e e et e e e e ette e e e ebtaeeeebtaeesenseeeaeessaeasansseeesastaeesaseneananes 11
N b 1T = g = (=T I @ i Y U 12
5 COMMILEEE SEIUCTUIE ..ttt ettt e s et e s st e e s e bt e e e s sab et e e s sabeeeessabeeeeseanaeeessananeessanee 12
FINGNCE COMMITEEE ...oiiiiiiiiiiiic e st sbe e s sba e saba e sanes 12
Policy and RESOUINCES COMMITLEE ... ..viiiiiiiiieiciieee ettt et e e e e e et e e e s sbte e e e sbteeeesbeaeessseaeeesasteeassnssaeaesnnns 13
FAY Lo [ @] o 411 T TSP PU RO TOR PR 13
ReMUNEration COMMITEEE ...t e et e e s s e e e s sree e e s ereeeessanee 13
Business and CommuUNity COMMUEEEE ......uuiiiiiieiei et e e e e s e st e e e e e e e s nebr e e e e e e e e sannsnrennneens 13
6  Senior Managers with Financial Responsibility .........cccuuiiiiiiiiiiiiiiie e 14
The Dir€CtOr Of FINANCE .....eiiiiiiiiieeteee ettt ettt et s e st sttt b e bt e s reesaeeeareeneenreesneesane e 14
(o LoE Yo o] D I=YoF- [ o 11 0 =] ) AR UUPRRE 14
Al MEMDBDEIS OF STAfT ...ttt sttt et e bt e s bt e sae e st e sabe e beenbeens 15
A £ {1 Y/ =TT T=0=T £ 0= o) SR SERPRNE 15
8  WISEIE DIOWINE . .veeei et ett e e et e e e et e e e e sbte e e e e bteeeseabteeeesnstaeesansteeeeanstaeessnstaeaesnes 16
I €Yo [ o i o] g T [ 8 o) APPSO PP PRUROPO 17
Receiving gifts 0r NOSPITAlITY ...vveiiieiiiei e e et e e e st e e e s s atae e e eateeeeebtaeeesnnes 17
C  FINANCIAL MANAGEMENT AND CONTROL...cctttiiiiiiiiitetee e e ettt e e e e ettt e e e e e e s erereeeeeeesssansnreeeeeeesesannnnnes 19
10 o T TaTolF= Y I od =T oY oY oV USSR 19
2 TW Lo =Ll o] o [=Tox § V7SRRI 19
RESOUICE QlIOCATION ...ttt ettt b e s bt st st e b e b e b e s be e saeeeateeare e beesnnesane e 19
LU Lo gy 0T g =T o T = 4[] o PRSPt 19
(0 o1 =1 I T o = =1 Vo 1TSS 19
(01 d =T e T o T ge 1o1Y7<T (oY o0 o T=T o | (3RSt 20



11 ST =Y (o= | oY ] 4 ] DTNt 20

2 TU Lo ooy - YA ole 1Y e 1 O PRUUPRRE 20
FINANCIal INFOIMAtION. ....eiiiiieee e ettt ettt e st e e s ab e e st e e sbe e e sabeesabeeesneeesareeenanes 21
RV =T 0 4= 0 ST SPOTSRP P 21
Treatment of Year-eNd DALAnCES ..........cocuviiiii ettt et s b e e etee e sabee e beeesareeebeeeennas 21
12 ACCOUNTING AITaN M NES .o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeaeaeeens 22
o F= Yool T Y =T | USRSt 22
2 T o) - [elele TU 1o Y o = P UPRTUPPRRE 22
Format of the financial StatemMENTS ......coo ittt e s sab e sabe e e sanes 22
Capitalisation and dePrECiatioN........iic i e e e s e e e s b e e e st b e e e e e nabaeeeennbaeeeenarees 22
Y olole U Lo Y] oY= d ¢ ToleY e K3 22
PUDIIC @CCESS ..ttt ettt b e s bt s at e et e et e e bt e bt e s he e s at e et e e bt e bt e beeehe e eae e e bt e bt e nbeenheesaneeas 23
LI LA o TSP PP PPPTOPPRROR: 23
(CT= o T<T - | O O O T O T O O O O P ST U OO P PO PPTOVOOTOPRRRPI 23
EXEEINAL @QUAIT .ttt et e s e s bt e e s bt e s bt e e s ate e e bt e e sabeesabeesbeeesabeeebbeesabeesaraeenans 24
INEEINAT QUAIT .. ettt ettt et b e s bt st e s bt e bt e b e b e e s re e sae e et e e reesreesrnesane e 24
=10 Lo BT o I olo ] o U] o o o TR PR 25
AV [TV oYl o Vo) o V=1V AU 25
(08T g 0T [} o ] TP STO PPV 25
14 TreasuUry ManageMENT ...cccoe e e e e e e e e e e e e e e e e e e e e e s e e eeeeeaesaeasaaasasasasssaeesasasasasnaenns 25
Treasury ManageMENT POIICY ..uuiiiii ittt e e e e e et re e e e sbte e e s ebteeessbteeeesseeeassstaeeesastaeessasteeessnnes 25
Appointment of bankers and other professional adVISErs...........cceiieciii e e e 26
Banking arrangements and SUATANTEES ......cccccviiiiiciiieeecciieee e et e e e ettt e e e eette e e e etteeeeebteeeesstseesastaeasastseassassanassnes 26
15 LT 40T OSSPSR 27
LCT=T 0= o | TSSO P TP PRSP 27
MaXimiSatioN OFf INCOME ....couiiiiiiiee et st sttt et b e s e e sae e st e ereesbeesbeesane e 27
Receipt Of Cash @Nd ChEQUES ......coo et s e e e et e e e e s btae e s sbtaeeesataeesestaeaesnnes 27
(6] 1 F=Tot o Ta o] lle [T o] K- T OSSP PRI 28
Y0 Te [ oL o =Y<L OO U PSP PRO USRI 28
A0 Lo [T o Al (o T o T PO P ST TOTOPRI 29
EMErgency/Nardship I0@NS......couiiiiieiieieceecee ettt ettt et eebe s te e eteeetbeebeebeebe e beestaeeteeeaseeabeebeesteesteesaneees 29
16 Research Grants and CONEIACES ....c..coiieriiiiieeeeecee ettt ettt sat e st st b e nme e saee et e ennees 29
LCT=T o 1= o | TSSOSO PR PRSP 29
Yoo LYY oY A o) o1 VZ=T o =T [ SRR 30
(O A Ta T AT [0 1 o T L= o[ AU 30



(CTE=Ta N A=1aTo IeleY a1 0 =Yo1 f olo] a Lo L1 4 o] K3 30

17 Other INCoOME-GENETAtiNg ACHIVITY ..eiivcviiiiiiiii et e s e e s e e e sabee e s s abeeeeenareeas 31
Private consultancies and other Paid WOIK .........oiiiciiii i e s e e s sbeeeessbeneeesanes 31
Short courses and SErVICES FENAEIEA ......ccoiuiiiiieeiie ettt ettt et e st e st e e s bt e e saeeesabeesbeeesabeesaseessnseesneeesareesn 31
Off-site collaborative provision (franChiSiNg) ......ccccvivuriiiiiierieeree e aeeees 31
European Union (EU) and matched fUNiNG ........oocuiiii ittt e et e e e bte e e s ebaee e e eanes 32
Profitability and recovery of OVEIrN@AAS .........cuvvii it e et e e e e tae e e s e bte e e e snraeeeennes 32
D= ol | O TSP P RO PP 32
Additional PAYMENTS T0 STAff....cciiiie e e e e e e naraeas 33

18 Intellectual Property Rights and Patents........cocciiiiiiiiiie sttt re e e s sraeeeeas 33
LCT=T o 1= o | TSSOSO PRRR PRSPPI 33

19 01T T [ 0TI SUE 33
LCT=T o 1= o | TSP U P POU PR PPN 33
Scheme of delegation/fiNancial QUENOFITIES .......cciiiiiiiie et et e te e st e s ta e e abeebe e reenes 33
e e TolUT =0 0= o | PO PP PPPTPP 34
ol Tyl o] o 1= PP P SRR PP PRUPPRPRRPO 34
TRV =T e VAo =T [ A or= T o LSRR 34
(UL Y (ol oYl ol = Te [l oF= ] o LTSRS RPROt 35
L= « TP P SO SUPTO PPN 35
RE=Ta Lo LT3 T e o [UTe] - 4T ] o - PRSPPI 36
[T 1< e 1<) g 0 1 oo 1 - L (o) 1 RSP TSPPPPO 37
CONEFACES et e st e e s e e e st e e st e e s e st e e e e b e e s e r e s e n e s e e s 37
EU FRGUIGTIONS ..veeeiiiieee ettt ettt e ettt e e et e e e et e e e e e beeeeeeabaeeeeeabaeaesaabaaaesaabesaaeanssesaeanssseesanssaeasanstasasanssanananes 38
RECEIPT OF BOOTS ... . ittt ettt e e ettt e e e et e e e e ebteeeeebaeeeeebaeeeeenbaseaeanssaeaeassseaeassaeasastaeassassanansnes 39
PaYMENT OF INVOICES ..veiiiiiiiee ittt e et e e e et e e e e sbt e e e e e bteeessabeeeeesastaeeesnstaeessseaeesansteeesanssaeassnes 39
Staff reimbursement for travel and SUBSISTENCE .......coiuiiiiiiiie e 40
Y o= 1] o I USSPt 40
(@1 Y=Y o T 1Y 0 d T=T o USSRt 41
I o o T 1Y 0 =Y oY A U 1R 41
oY T=Tot =T V7T g ol TSR 42
LGV oY=l Yo Ty o 1 - 11 Y PR 42

20 [ LY (o T=T o o 11 (U TSR 42
REMUNEIAION POIICY 1eeiiiiiiiei ittt e et e e e et e e e e et e e e e e bt eeeesabaeea e s btaeesanseaeessnssaeesasteeessssneassnes 42
APPOINEMENT OF SEATT .o e e e e e e e e e e e e e e e e e s bt aeeeeeeeeesnnbraseeeaeeeans 42
F 1 L (o T o IRV Y <SRRIt 43



Y R (o] Yo 4 1= 0 1 (=L 43

Severance and other NON-TECUITING PAYMENTS ......uiiiiiiiiiiiiiee ettt eee et et e st esreessbeeesbeesbeeesaneesreeesareens 43
21 = PP PRSPPI 44
Land, buildings, fixed plant @and Machinery........ooo i s e e s bre e e e baae e e sanee 44
D CTe I T A =T = 1] o] PRSPt 44
TNV 2T o] o =TT PP PPPRTOPPPRRR 44
SEOCKS BNT STOIES ....eiutieiieiie ettt sttt et e b e b e s bt e s ae e et e e bt e bt e s be e sae e eat e e st e ebeenbeesaeesanesabeebeennes 45
NN =T o{U e [ g T T Y=Y PSPPI 45
PEISONAI USE ..ttt ettt ettt e sttt e ab e e s abe e e bt e e sabe e s bee e abe e s b et e abeesabe e e beeesabeeebaeeeabeesbaeenars 45
Y=Y e [ o Yo LY | PSPPI 45
Al OTREI @SSEES ...ttt ettt e b e bt s h et st e bt et e bt e bt e sheesat e e abeeabe e b e e ebeesbeesabeeabeebe e beenes 46
22 Charitable dONAtIONS .......ooiiii ettt ettt e s bt e she e sate st e bt et e e beesbeesaeesaeeennean 46
(ST iR Y=Y a Y=t = Tot 1o Ta I=YaTe e [o] g =L TeY 0 K- 46
Student welfare and aCCESS FUNTS ......oiiiiiiiiieee ettt e st e s bt e e s bt e sbteesabeesabeeesareean 46
LTS =Y o= OO OPPPPP 46
CompPanies aNd JOINT VENTUIES.........iiiiiiee ettt esre e et e e e et ae e e e sbbe e e e s bbaeeeassbeeeeassbeeeeessseeessnsseeeesnnsees 47
B CUTIEY 1utttttttttteteteeereeeeeeeeeeeaeeeeeeeeeeeeeeeeeseaeesseeesessssssansnsssssssssesssesssssssssssnsesnsssssnsssssssssssnsnsssssssnsnsnssnnnssnnnnnnnsnsnsnnnnnnnn 48
SEUAENTS” UNION ..ttt ettt b e s bttt et e e bt e sb e e sheesaeeeabeeabe e bt e ab e e saeeeabeeabeebeeebeesaeesabesabeebeennes 48
USE OFf the UNIVEISity'S SEAl .ccuiiiiiiiiiei ettt e et e e e st te e e e s bte e e e sbtaeessstaeeesstaeassnssaeaesnnes 48
APPENDIX A: COMMITTEE STRUCTURE .....ceiiiiiiiiiiiee ettt e e st e e e e s s raree e e e e e s e sennnnee 50
APPENDIX B: FINANCE COMMITTEE RESPONSIBILITIES .....eeiiiiiiiiiiieteeee ettt 51
APPENDIX C: AUDIT COMMITTEE TERMS OF REFERENCE .......cotttiiiiiiiiiieee ettt ettt e e e enee e e e e e s e nenee 52
APPENDIX D: POLICY AND RESOURCES COMMITTEE TERMS OF REFERENCE .......ccciiiiiiiiiiiiiieeee e 54
APPENDIX E: KEY CONTACTS IN THE FINANCE DEPARTIMENT ...cotiiiiiiiiteeee ettt et e et ee e e e s e inreeee e e e s e s enenee 55
APPENDIX F: MAIN FEATURES OF THE PUBLIC INTEREST DISCLOSURE ACT 1998 .......cocieiiienieenieenienicereereeree e 57
Y U101 4 =1 V2SSO 57
INEEINAI DISCIOSUIES ...cnveiiieiite ittt ettt sttt et b e s bt e s bt e st e st e e bt e bt e b e e smeesmeesateeaneebeesbnesanenas 57
RO U] =Y (oY Y DT Yol (o3 U T SRR 57
WWIAEE DISCIOSUIES .....eeiteeeitie ittt ettt ettt e et e e sttt e st e s b e e s ab e e s be e e bee e s b eeesa b e e sabe e e s eeesabeeeanseesareesneeesareeennnes 57
(0] I o) £ <To (o] [PPSR PPR PR 58
QUATITYING ATBAS ...vveieiiiiiee ettt ee et ee ettt e e et e e e e st e e e e taee e e abaeee e ssaeee e ssaaee e sssaeeaanssaeesanssaeeaanssaeeaansaeessnsseeesennsens 58
APPENDIX G: THE SEVEN PRINCIPLES OF PUBLIC LIFE....ccutiitieiiiiieeieeteeeeieesiee sttt s 59
SEIfIESSNESS ...ttt h e bt e st e b e e bt b e e b et she e ea et e et e b e e sheesanesare e be e reennes 59
LN =Y = o Y 59
(@] T T=Tot 1771 1Y SR UURROt 59



Y olole U1 o1 =1 o111 4 2SS 59

(@7 T=T o] L= TN 59
HON Sty e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaaanaens 59
I Lo =T o oY1 o TP PRRTUUPRRE 59
APPENDIX H: SUMMARY OF PROTOCOLS FOR PROPOSED CAPITAL EXPENDITURE ........coiienienieenicnicereeieeieene 60
APPENDIX I: SUMMARY OF PROTOCOLS FOR PROPOSED MAJOR DEVELOPMENTS........coiienieniienienicereeieeiee e 61
APPENDIX J: INTERNAL AUDIT RESPONSIBILITIES ....eeeiteettertieeiteeteete ettt sttt et s 62
APPENDIX K: FRAUD RESPONSE PLAN ... nenes 63
P U DO e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaeaaaaaaaaaaaaaeaeanns 63
Fa T LT =4 Yo A (o] s [P TSOP U PPPPTPPPPPPP 63
Prevention Of FUMTNEE LOSS .....covi ittt sttt et h e sttt sttt b e s b e s bt e sae e et e eabeenbeesbeesaeenas 64
Establishing and SECUINNG EVIAENCE.....ccocuiiee ettt ettt ettt e et e e e e et e e e e ebte e e e ebteeeeebtaeessstaeeseastesessssanansnnes 64
N Lo 4 Y7 Ta V=4l 5 1=Y ol Y USRSt 65
RECOVETY Of LOSSES ...vviiiiiiiiieiiiiiieeceitee s eeitee e e sttt e e s st e e e s ebeeeeesbteeessbteeeesasteeeeasbeeeeeanstaeesanseaeessnseeeessstesessnssneassnnes 65
References for Employees Disciplined or Prosecuted FOr Fraud ........cooociiiiieeieiiiicciiiieee et 65
Reporting to Council and Audit COMMITEEE ......uviiiiiiiee i e e e s e e e s s bte e e e sbeeeeesanes 65
REPOItiNG LINES @fter FraU ... ..oviiiieiiiee ettt ettt e e et e e e e bt e e e e ebae e e e eabteeeeestaeaesssaaaesstaeasessananannes 66
Responsibility fOr INVESTIZATION ....cc.eviii ettt e e e tte e e e et te e e e ebeeeeeestaeeesatasaesssaeaeannes 66
ReVIiEW Of Fraud RESPONSE PlaN.......ciiiiieiiiieeeee ettt eee e eeectrree e e e e eeesabraeeeeeseeestsbaaaeeseeeessasssaseeeeessnnssssrenseens 66
APPENDIX L: CONDITIONS OF CONTRACT FOR THE PURCHASE OF GOODS AND .........uuuvuvuenennnnee 67_Toc268673391
APPENDIX N: TREASURY MANAGEMENT POLICY ...otiiiiiiiiiiitiiee ettt ettt e s snnree e e s s 69
N 7 CY: T UL V] o [=Tot 41V <y UUR PSRRIt 69
2 ALEIEUAE 10 RISK .eeitieieieeee ettt sttt et e e bt e s bt e sae e sat e et e e be e beenbeesbe e et e entean 69
2.1 LU o 11 Y= 69
2.2 Investment of Short term dePOSITS.......uii i et e e e 69
2.3 o] =14 s ol U [ =] To) Y A PPPPPPPPPPPPPPRE 70
24 Interest rate MaNAGEMENT ..o e e e e e e e e e e e e e e e e e e e e e e eeeeeeeeseseeeeeaeeseeseeeeeeeeenees 70
2.5 2 T Y T aY <A g1 = Lo T 0 1Y Y1 o 1S 70
2.6 (070 0 o1 o L= o Vol IR SRRSOt 70
3.1 GV =T oo o Y1 11 L= 70
3.1 ROIE OF SIMIG ...ttt ettt e bt s bt e sae e st s bt e bt e bt e b e s b e e smeesae e et e et e enbeenanesanenas 71
3.2 T (o=l D =T ok [ u s aT=T o | PP PPPPPPPPPPPPPPRE 71
APPENDIX O: TRAVEL EXPENSES POLICY ..citeiitiiiiteteee ettt sttt ettt st sttt et sbe e s saeesane e b eneenns 73
1 INTRODUCTION ..oittiiiiiiiiiiettte et e ettt e e e e e e ettt e e e e e e e s sbe et e eeee s e anssbeteeeeeesaaassbeeeeeeeaasannsssaeeeesseasansnsaeeeesssaan 74
2 AIIMS & OBJECTIVES ... ittt ettt et e ettt e e e e et e et e e e e e e s s aabe bt e e e e e s e s nnbeateeeeessaansnbetaeeeeeesaasssananeens 74



B SCOPE .ttt b e bt h ettt et e e bt e b e eh et e bt e bt e bt e bt e ehe e ehe e e R et et e e eheenheesatesare e be e neenes 74
4 ROLES & RESPONSIBILITIES. ... tttttteeee ettt e e e e e ettt et e e e e e s saber e e e e e e s sssaabeeaeeeesssasssrbaaeeeesssannnsanaeeessessnnnsnns 75
5  MONITORING & REVIEW OF POLICY ....uneiiiitiiteee ettt e e ettt e e e e e s sttt et e e e e s s saassreeeeessessnnsssaeeseessessnnnsnes 75
6  BUSINESS TRAVEL: DEFINITION & CONDITIONS FOR REIMBURSEMENT ......cotiiiiiiiiiiiiieeeeeeeeireeeee e e 75
6.1 BUSINESS LAV ...ttt ettt ettt e s bt e s bt e sae e s a et st e e bt e b e bt e s beesaeeeaeeeateeabeenbeenbeesanenas 75
6.2 OrdiNAry COMMULING ..uvveeiiiiiiee ettt eete e e eett e e e et e e e e ebaeeeesbteeeeesteeeesnstaeeesasaaeessastasassastasessasseeassnnes 76
6.3  Travel from Home to a Place of Work which is not the Usual Place of Work..........cccceveenicnicincnneenne. 76
6.4 Travel Costs of Spouse, Other Family Members, 0r GUESES .........eeiveiiiiiiiiiiiiee e eeecrrree e e e e 77
6.5 Travel Claims In Respect Of Courses and CONTEIENCES ......uuivviiiieiiiiiiie et e e 77
6.6  Travel and Subsistence -Part-Time, Visiting and Occasional Lecturers.........cccceeeevieeneenicrccrneenneennes 77
7  TRAVEL BOOKING PROCEDURES .......oottittetteteeitee sttt ettt et sttt s bttt sbe e sbeesaeesate et e e sbeesbeesatesaneeabeenbeenns 78
7.1 BT X XU L g oY Y= 1 o PSSR 78
7.2 Travel Bookings — Use of Approved SUPPIErs ONlY......oooiiii et 78
7.3 Accepted Modes & Class Of TraVel ......cuicuiiiiiiiiiccce e ree e s ree e s abee e e sareeas 79
7.3.1 Use Of Private VERICIe.......ccciiiiiiiieieeces ettt st st ne b st 79
8 OVERSEAS TRAVEL...c ettt sttt et st st st e b e s b st e e aee et e e b e e sneesanesmnesaneeneennes 81
8.1 TrAVEI INSUIANCE ..coneiiiiieieeieeeeet ettt sttt ettt ettt st e b et e s b e e s ae e st e e ar e e n e e s b e e sanesanesaneeaneennes 81
8.2 Foreign Exchange and Travellers ChEQUES .......c.uuiieiciiee ettt eevte e e etre e e e ebte e e e e bee e e enareeas 82
8.3 [ 11 oo ] o £ 82
8.4 A Y [l of 14 F= 1o ] o L 82
9  SUBSISTENCE, HOTELS & ACCOMMODATION ....cuttitirtieieenieenieeste sttt sree s s esr e sre e s sineseneeneeneenns 83
9.1 (D L] o Y1 =T o T PP PRSPt 83_Toc268673429
9.4 O g a1 T o AU o 1 =T o PPNt 83
9.5 HoOtel ACCOMMOTALION......iiiiiieiiie ettt et e e st e bt s e e sbe e e sareesneeesmneesnenesaneean 84
9.8 Overseas Hotel ACCOMMOTATION ...ccuiii it s sre e sne e e senes 84
9.11 Overnight Incidental EXPEeNAILUIE ...coiceiiiieeieee ettt s et e e e st e e s e abae e s e nabae e e enareeas 85
10 OTHER EXPENSES AND BENEFITS .. .oiiiieiieitieeieste ettt ettt st st ettt st st st sn e nneesmeesme e e e s 85
10.1 BUSINESS ENTEITAINTNG ..vvvvviiiiiiiiiiiiiiiiiitiiiiit ettt ssaasbssaesssessssssssssssssssssnnns 85
10.2 HOME TElEPNONE EXPENSES ..coeeeieiiiieieee e e e ettt e e e e e eetttte e e e e e e e s baaeeeeeeesessabeseeeeeeesesanssseneeeassesnassnns 86
10.3 EMErZENCY Call OULS ...t e e e e e et e e e e e e e e abaraeeeeeeseesnssseeeeeaeeeennsenns 86
10.4 TaXiS FOr LAt WOTKING ...ccceeieee ettt e ettt e e ettt e e e e bt e e e e eataeeeeeasaeee e asaeeeensseeeeansseeesannreeanan 86
11 METHOD OF MEETING EXPENSES ....c..eeiiiiiiiiieeitecte sttt sttt et ettt st st e nbe e s emee e e s 87
12 MAKING EXPENSE CLAIMS ... .ottt ettt ettt sttt et s b st sttt esbeesbeesaeesane s b e e beenneesmeeeneeenneen 87
APPENDIX P: ASSET DISPOSALS FORIM .....otiiitiiitiitiiieeieeie ettt st st ettt et esbeesmee st sateeteesbeesbeesaeesanesaneeabeeneennes 90
APPENDIX Q: CHARITABLE DONATIONS ...ttt ettt e e e e ettt et e e e s e et bt e e e e e s sasnsreteeeeesesannnreeeeeeesesannnnnes 91



P U [ =5 4 [ (=T FO TP U SRR U PO PPPTOUPPPPRRINS 91
APPENDIX R: WORK FOR OUTSIDE BODIES ... s smenes 93
20T 01 PP O P PSP TP PR OPPRPRRE 93
Definition Of OULSIAE WOTK «...o.eiiieee ettt et sttt e bt e st e saeesane e 93
Disclosure and Authorisation of OULSIAE WOTK........cceiiiiiiiiiiiieeeee ettt 94
(i) APProved OULSIAE WOTK .....viiiiiiiie ettt e e e e e et e e e e ab e e e e e aataeeeensbaeeeensaeesenseeseennsenas 94
(i) AULOIISEA OULSIHE WOTK ...vviiiiiiieieiiee sttt et e e et e e e s e e e e s s bee e s ssbeeessnbeeesenarenas 95
Contractual Status Of OULSIAE WOTK........ciiuiiiiiie ettt ettt e s bt e s bt e e sabeesbeeesaree s 95
CONSUIANCY DAYS..uiiiiiiiiiieiiiiieeeeiitte e ettt e e st e e e e st e e e s beee e e s baeeesssaeeeesseeeeasnssaeeeanssaeeeasssaeeeanssaeeeannsanessnsseneesnnsens 96
(000 (1Y U1 =T o Tor Vo<1 PR 96
Private CoONSUILANCY DiSCIAIME ....cc..viiie ittt e et e e et e e e e et e e e s ebte e e e ebteeeesseaeesenssasaesstasesenssananannes 97



1.1

1.2

1.3

21

2.2

2.3

GENERAL PROVISIONS
Background

The University is a chartered corporation. Its structure of governance is laid down in its charter
and statutes. Changes to the Charter are subject to the approval of the Privy Council; changes to
the statutes require the approval of the University and in some cases the Privy Council. The
University is accountable through its Council, which has ultimate responsibility for the
University’s management and administration.

The University is an exempt charity by virtue of the Charities Act 1993.

The financial memorandum between the Higher Education Funding Council (HEFCE) and the
University sets out the terms and conditions on which grant is made. The University Council is
responsible for ensuring that conditions of grant are met. As part of this process, the University
must adhere to HEFCE’s audit code of practice, which requires it to have sound systems of
financial and management control. The financial regulations of the University form part of this

overall system of accountability.

Status of Financial Regulations

This document sets out the University’s financial regulations. It translates into practical guidance
the University’s broad policies relating to financial control. This document was approved by the
University Council on 28th November 2008 as amended in July 2010. It applies to the University
and all its subsidiaries.

These financial regulations are subordinate to the University’s Charter and Statutes and to any
restrictions contained within the University’s financial memorandum with HEFCE and HEFCE's

audit code of practice.

The purpose of these regulations is to provide control over the totality of the University’s
resources and provide the University Council and management with assurances that the
resources are being properly applied for the achievement of the University’s strategic plan and the

following general business objectives:

financial viability
achieving value for money
tulfilling its responsibility for the provision of effective financial controls over the use of public

funds
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2.6

ensuring that the University complies with all relevant legislation

safeguarding the assets of the University.

Compliance with the financial regulations is compulsory for all staff within the University and its
subsidiaries. A member of staff who fails to comply with the financial regulations may be subject
to disciplinary action under the University’s disciplinary policy. The University Council will be
notified of any such breach through the Audit Committee. It is the responsibility of heads of
department to ensure that their staff are made aware of the existence and content of the
University’s financial regulations.

The Finance Committee is responsible for maintaining a continuous review of the financial
regulations, through the Director of Finance, and for advising the University Council of any

additions or changes necessary.

In exceptional circumstances, Finance Committee may authorise a departure from these

provisions, such departure to be reported to the University Council at the earliest opportunity.

10



CORPORATE GOVERNANCE

The University Council
The University Council is responsible for the management and administration of the University.

Its financial responsibilities are to:

ensure the solvency of the University and safeguard the University’s assets

appoint, grade, suspend, dismiss and determine the pay and conditions of service of the
Vice-Chancellor and other senior post-holders

set a framework for pay and conditions of service of all other staff

ensure that the University’s financial, planning and other management controls, including
controls against fraud and theft, are appropriate and sufficient to safeguard public funds
approve the appointment of external auditors and an internal audit service

secure the efficient, economical and effective management of all the University’s resources and
expenditure, capital assets and equipment, and staff, so that the public funds invested in the
University are not put at risk

ensure that appropriate financial considerations are taken into account at all stages in reaching
decisions and in their execution

plan and conduct the University’s financial and academic affairs so that its total income is not less
than sufficient, taking one year with another, to meet its total expenditure

approve an annual budget before the start of each financial year

approve tuition fees

ensure that the University complies with HEFCE's audit code of practice

approve the University’s strategic plan

approve the annual financial statements.

Whilst Council has responsibility for the University’s financial affairs, it delegates the formulation
of the Corporate Plan, the annual operating plans and the University’s budget to Policy and
Resources Committee.

Ultimate approval of these budgets and plans remains with Council. Council also reserves to itself
the right to authorise all long-term borrowing, and to approve capital expenditure on budgeted
University projects exceeding £4 million (excluding VAT), and investment in subsidiaries in
excess of £1 million or involving potential liabilities of £1 million or more.

Council may delegate its powers to authorise specific expenditure to a sub-group of its members.

Such sub-groups may exercise the powers of Council in respect of that expenditure, but may not

11
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further delegate their responsibilities.

Committees authorised by Council to exercise powers are required to provide regular reports on
their use of those powers. Council also requires to be regularly given sufficient financial
background to provide an appropriate context within which it can judge the use of delegated

authority and to assess the on-going financial position of the University.

Designated Officer

The Vice-Chancellor is the University’s designated officer and is responsible for ensuring the
financial administration of the University in accordance with the financial memorandum with
HEFCE. As the designated officer, the Vice-Chancellor may be required to justify any of the

University’s financial matters to the Public Accounts Committee of the House of Commons.

The Vice-Chancellor shall demonstrate his or her oversight of financial matters by signing the
balance sheet and the statement of corporate governance within the annual financial statements,

and form 5 of the three-year financial forecasts submitted to HEFCE.

Committee Structure

The University Council has ultimate responsibility for the University’s finances, but delegate’s
specific powers and processes to the committees detailed below. These committees are
accountable to the University Council. A diagram depicting the committee structure is included at

Appendix A.

Finance Committee

Monitoring of the University’s financial position and control systems is undertaken by the
Finance Committee. The Committee will examine annual estimates and accounts (including the
accounting policies on which they are based) and recommend approval to the Policy and
Resources Committee. It will ensure that short-term budgets are in line with agreed longer-term
plans and that they are followed. It will consider any other matters relevant to the financial duties
of the University Council and make recommendations accordingly. The Committee will also
ensure that the University Council has adequate information to enable it to discharge its financial

responsibilities. The Finance Committee’s terms of reference are shown at Appendix B.

12
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Policy and Resources Committee

Consideration of the University’s medium-term and strategic plans is undertaken by the Policy
and Resources Committee. It is responsible for ensuring that all the financial implications of such
plans are taken into account before their approval by the University Council. In doing so it may
take advice from the Vice-Chancellor, or from other Council committees responsible for
considering the University’s capital programme before it can be recommended to the University
Council for approval. It also considers and makes recommendations to the University Council on
the allocation of resources between academic and non-academic areas. The Policy and Resources

Committee’s terms of reference are shown at Appendix D.

Audit Committee

Universities are required by their financial memorandum with HEFCE and by HEFCE's audit
code of practice to appoint an Audit Committee. The Committee is independent, advisory and
reports directly to the University Council. It has the right of access to all the information it
considers necessary and to consult directly with the internal and external auditors. The
Committee is responsible for identifying and approving appropriate performance measures for
internal and external audit and for monitoring their performance. It must also satisfy itself that
satisfactory arrangements are in place to promote economy;, efficiency and effectiveness. The
Audit Committee’s terms of reference are shown at Appendix C. The audit requirements of the

University are set out in HEFCE’s audit code of practice.

Remuneration Committee
Consideration of senior management’s pay and conditions is the responsibility of the
Remuneration Committee. It has the power to make recommendations to the University Council

on remuneration, including pay and other benefits, as well as contractual arrangements.

Business and Community Committee

The main focus of the Business and Community Committee is on companies where the
University’s prime purpose and interest is to take forward its business and community strategy.
The committee is responsible for approving cases to Policy and Resources Committee for forming

13
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or taking interests in such companies, and for the oversight of the performance of those
companies (including approving University nominations to their boards and University input to

key aspects of their policies), both individually and as a portfolio.

Senior Managers with Financial Responsibility

The Director of Finance
Day-to-day financial administration is controlled by the Director of Finance, who is responsible to

the Vice-Chancellor for:

preparing annual capital and revenue budgets and financial plans

preparing accounts, management information, monitoring and control of expenditure against
budgets and all financial operations

preparing the annual accounts and other financial statements and accounts which the University
is required to submit to other authorities

ensuring that the University maintains satisfactory financial systems

providing professional advice on all matters relating to financial policies and procedures
day-to-day liaison with internal and external auditors to achieve efficient processes.

Appendix E shows, for the main areas in which advice is sought, details of the key contacts within

the finance department.

Heads of Department

Heads of Department are responsible to the Vice-Chancellor for the financial management of the
areas or activities they control. They are advised by the Director of Finance in executing their
financial duties. The Director of Finance will also supervise and approve the financial systems
operating within departments, including the form in which accounts and financial records are

kept.

Heads of Department must establish and maintain clear lines of responsibility within their
department for all financial matters. Where resources are devolved to budget holders, they are
accountable to their Head of Department.

Heads of Department shall provide the Director of Finance with the necessary information to

enable:

compilation of the University’s financial statements

14
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implementation of financial planning

implementation of audit and financial reviews, projects and value for money studies

All members of staff

All members of staff should be aware that they have a general responsibility for the security of the
University’s property, for avoiding loss and for due economy in the use of resources.

They should ensure that they know the University’s financial authority limits (see section 20,
Expenditure) and the value of those purchases for which quotations and tenders are required (see
section 20, Tenders and Quotations).

All staff shall make available any records or information to the Director of Finance, or his or her
authorised representative, relevant to the implementation of the University’s financial policies, to
these regulations and to financial controls.

They shall provide the Director of Finance with the financial or other information he or she deems
necessary to carry out the requirements of the University Council.

All staff shall immediately notify the Director of Finance when any matter arises which involves,
or is thought to involve, irregularities concerning, inter alia, University cash or property. The

Director of Finance shall take any necessary steps to investigate and report.

Risk Management

The University acknowledges the risks inherent in its business, and is committed to managing
risks that may pose a significant threat to the achievement of its business objectives and financial
health. Detailed guidance on the risks considered to be acceptable or unacceptable by the
University will be set out in a separate risk management strategy.

The University Council has overall responsibility for ensuring there is a risk management strategy
and a common approach throughout the University, by developing and implementing a formal,

structured risk management process in the whole organisation.

The University Council requires that the risk management strategy and supporting procedures

include:

the adoption of common terminology to define risk and risk management
the establishment of University-wide criteria to measure risk, which link the threats to their
potential impact and the likelihood of their occurrence, together with a sensitivity analysis

a decision on the level of risk to be accepted, together with tolerance levels expressed in terms of

15
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measurable outcomes (see above)

a decision on the level of risk to be covered by insurance (see section 24 , Insurance)

detailed regular review at department or support function level to identify significant risks
associated with key objectives and other relevant areas

risk management and contingency plans for all significant risks, to include a designated ‘risk
owner’ who will be responsible and accountable for managing that risk.

regular reporting to the University Council of all risks above established tolerance levels

an annual review of the implementation of risk management arrangements

the strategy and procedures must be capable of independent verification.

Heads of Department must ensure that any agreements negotiated within their departments with
external bodies cover any legal liabilities to which the University may be exposed. The Registrar’s

advice should be sought to ensure that this is the case.

Whistle blowing

Whistle blowing, under the Public Interest Disclosure Act 1998, is disclosure by an employee (or
other party) of actual or suspected malpractice in the workplace.

A whistleblower can blow the whistle about crime, civil offences (including negligence, breach of
contract, etc), miscarriage of justice, danger to health, safety or the environment, and the cover-up
of any of these malpractices. It does not matter whether or not the information is confidential. The
whistleblowing can involve malpractice in the UK or any other country or territory.

Normally, any concern about a workplace matter at the University should be raised with the
member of staff’s immediate line manager or Head of Department. However, the University
recognises that the seriousness or sensitivity of some issues, together with the identity of the
person the member of staff thinks may be involved, may make this difficult or impossible.

A member of staff may, therefore, make the disclosure to one of the people designated for this
purpose, for example the Registrar. If the member of staff does not wish to raise the matter with
this person, or with the Vice-Chancellor or the Chair of the University Council, they may raise it

with the Chair of the Audit Committee.

The full procedure is set out in the University’s whistleblowing policy, which is available through
the Human Resources department. Further details of the Public Interest Disclosure Act 1998 are

set out at Appendix F.
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Code of Conduct

The University is committed to the highest standards of openness, integrity and accountability. It
seeks to conduct its affairs in a responsible manner, having regard to the principles established by
the Committee on Standards in Public Life (formerly known as the Nolan Committee), which staff

at all levels are expected to observe. These principles are set out at Appendix G.

The University also expects staff at all levels to observe the code of conduct contained in its

financial procedures, which covers:

probity and propriety

selflessness, objectivity and honesty

relationships

Additionally, members of the University Council, senior management and staff involved in
procurement must disclose any interests in the University’s register of interests maintained by the
Registrar (or other designated officer). They must ensure that entries in the register relating to

them are kept up to date regularly and promptly.

In particular, no person shall be a signatory to a University contract where he or she also has an

interest in the activities of the other party.

Receiving gifts or hospitality

It is an offence under the Prevention of Corruption Act 1906 (and subsequent laws) for staff to
accept any gift or consideration as an inducement or reward for doing, or refraining from doing,
anything in an official capacity or showing favour or disfavour to any person in an official

capacity. The guiding principles for all members of staff must be:

the conduct of individuals should not create suspicion of any conflict between their official duty
and their private interest

the action of individuals in their official capacity should not give the impression (to any member
of the public, to any organisation with whom they deal, or to their colleagues) that they have been
(or may have been) influenced by a benefit to show favour or disfavour to any person or

organisation.

Therefore, staff should not accept any gifts, rewards or hospitality (or have them given to their
family) from any organisation or individual with whom they have contact in the course of their
work, that would cause them to reach a position whereby they might be, or might be suspected by

others to have been, influenced in making a business decision as a consequence of accepting such
17



hospitality.

The frequency and scale of hospitality they accept should not be significantly greater than the
University would be likely to provide in return. When it is not easy to decide between what is and
what is not acceptable in terms of gifts or hospitality, the offer should be declined or advice
sought from the relevant Head of Department or the Director of Finance.

Further guidance on ethical practices in purchasing and supply management can be found on the
website of the Chartered Institute of Purchasing and Supply at

http://www.cips.org/aboutcips/whatwedo/professionalcodeofethics/

18
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FINANCIAL MANAGEMENT AND CONTROL

Financial Planning

The Director of Finance is responsible for preparing annually a rolling five year financial plan for
the University and its subsidiaries, for approval by the University Council on the
recommendation of the Policy and Resources Committee and for submitting financial forecasts to
HEFCE. Financial plans should be consistent with the strategic plans approved by the University

Council.

Budget objectives
The University Council may, from time to time, set budget objectives for the University. These
will help the Director of Finance in preparing his or her more detailed financial plans for the

University.

Resource allocation
Resources are allocated annually by the University Council on the recommendation of the Policy
and Resources Committee, and on the basis of the above objectives. Heads of Department are

responsible for the economic, effective and efficient use of resources allocated to them.

Budget preparation

The Director of Finance is responsible for preparing each year a revenue budget and capital
programme for consideration by the Finance Committee and the Policy and Resources Committee
before submission to the University Council. The budget also includes monthly cash flow
forecasts and a projected year-end balance sheet. The Director of Finance must ensure that
detailed budgets are prepared to support the resource allocation process and must communicate

these to Heads of Department as soon as possible following approval by the University Council.

During the year, the Director of Finance is responsible for submitting any revised budgets to the

Finance Committee for consideration before submission to the University Council for approval.

Capital programme
The capital programme includes all expenditure on land, buildings, equipment, furniture and
associated costs, whether funded from capital grants or capitalised for inclusion in the

University’s financial statements. Expenditure of this type can only be considered as part of the
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capital programme approved by the University Council.

The Director of Finance will establish protocols to include a project in the capital programme for
approval by the University Council. These will set out the information that is required for each
proposed project as well as the financial criteria that they are required to meet. The protocols are
summarised at Appendix H and are shown in more detail in financial procedures. The Director of
Finance will also establish procedures to gain approval for capital variations, including the
notification of large variations to HEFCE, as laid down in HEFCE guidelines. The Director of
Finance is responsible for providing regular statements on all capital expenditure to Finance and
Estates Committees. Following completion of a capital project, a post-project evaluation or final
report should be submitted to Estates Committee, reporting actual expenditure against budget,
reconciling funding arrangements where a variance has occurred, and showing any other issues
affecting the project. Post-project evaluations may also need to be sent to the relevant HEFCE

officer, as laid down in HEFCE guidelines.

Other major developments

Any new aspect of University business, or proposed establishment of a company or joint venture,
which will require an investment in buildings, resources or staff time should be presented for
approval to the Policy and Resources Committee (with prior review by the Business and

Community Committee).

The Director of Finance will establish protocols for these major developments to enable them to be
considered for approval by the University Council. These will set out the information required for

each proposed development and the financial criteria they must meet.

Financial Control

Budgetary control

The control of income and expenditure within an agreed budget is the responsibility of the
designated budget holder, who must ensure that day-to-day monitoring is undertaken effectively.
Budget holders are responsible to their Head of Department for the income and expenditure

appropriate to their budget.

Significant departures from their budgetary targets must be reported immediately to the

Director of Finance by the Head of Department and, if necessary, corrective action taken.

20



11.2

11.3

114

Financial information
The budget holders are assisted by the provision of management information by the Director of
Finance. The types of management information available to the different levels of budget holders,

and when it will be received, are described in the detailed financial procedures.

The Director of Finance is responsible for supplying budgetary reports on all aspects of the
University’s finances to the Finance Committee on a basis determined by the Finance
Committee, but subject to any specific requirements of HEFCE. These reports are presented to

the University Council, which has overall responsibility for the University’s finances.

Virement
Where a budget holder is responsible for more than one budget, virement is permitted
between items of non-staff expenditure, with the written approval of the Head of

Department.

Treatment of year-end balances
Departmental reserves comprise the cumulative balances on departmental funds i.e. the balances

on Continuing Education (C), Other Services Rendered (E) and Miscellaneous (M) activity codes.

Any balances on C or E codes automatically roll forward across financial years until the specific
project comes to an end, at which point any surplus or deficit is transferred into a general reserves
M code. Departmental reserves may be used to fund specific capital expenditure not provided for
by the University, or to provide "buffer" funding for research staff between contracts. Only in
exceptional circumstances, and by prior agreement with the Finance Department, will a reduction
in the level of reserves be permitted. Expenditure from accumulated reserves is subject to the
following constraints:

Any capital expenditure of more than £20,000 per item must be discussed, in advance, with the
Director of Finance so that the cash flow implications can be taken into account. Approval of
expenditure on capital items is subject to special rules as detailed in Appendix H.

Any salary commitments made must not exceed £25,000 per annum, or 20% of the reserves,

without the prior authorisation of the Director of Finance.
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Accounting Arrangements

Financial year

The University’s financial year runs from 1 August until 31 July the following year.

Basis of accounting
The consolidated financial statements are prepared on the historical cost basis of accounting and

in accordance with applicable accounting standards.

Format of the financial statements
The financial statements are prepared in accordance with the Statement of Recommended
Practice Accounting for Further and Higher Education, subject to any specific requirements of

HEFCE.

Capitalisation and depreciation

New land and buildings will be recorded in the balance sheet at actual build or acquisition cost. If
received as gifts, they will be recorded at depreciated replacement value. Buildings will be
depreciated in equal instalments over their estimated remaining useful life. Land will not be
depreciated.

Expenditure incurred on repair, refurbishment or extension of existing buildings will not be
capitalised unless the resultant value of the building, on the basis of depreciated replacement
value, is greater than the current book value. Expenditure incurred on the acquisition of
individual items or groups of related items of equipment (including computers and software) will
be recorded in the balance sheet where the acquisition cost is £20,000 or more. All equipment will

be depreciated over its expected useful life.

Accounting records
The Director of Finance is responsible for the retention of financial documents. These should be

kept in a form that is acceptable to the relevant authorities.
The University is required by law to retain prime documents for six years. These

include: ¢ official purchase orders

paid invoices
accounts raised

bank statements
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copies of receipts

paid cheques

payroll records, including expense claims

The Director of Finance will make appropriate arrangements for the retention of electronic
records. Staff should ensure their retention arrangements comply with any specific requirements
of funding organisations, such as regional development agencies.

Additionally, for auditing and other purposes, other financial documents should be retained for

three years or as determined by the funder.

Public access
In accordance with the Charities Act 1993 and Freedom of Information Act 2000, the University’s

financial statements are published each year at http://www.york.ac.uk/admin/finance/

Copies of the University’s most recent financial statements are available for public inspection

on request.

Under the broader Freedom of Information legislation that governs the University and other
public bodies (including any wholly-owned subsidiaries), there is a statutory right of access to all
the financial and other information it holds. Applicants have the right to be told within 20
working days if the University holds the information requested, and to have this information
communicated to them (subject to exemptions). The University also has a duty to publish

information proactively via its Freedom of Information Publication Scheme

Taxation

The Director of Finance is responsible for advising Heads of Department on all taxation issues, in
the light of guidance from the appropriate bodies and relevant legislation. Therefore the Director
of Finance will issue instructions to departments on compliance with their statutory requirements,

including VAT, PAYE, national insurance, corporation tax and import duty.

The Director of Finance is responsible for maintaining the University’s tax records, making all

tax payments, receiving tax credits and submitting tax returns by their due date as appropriate.

Audit Requirements

General

External auditors and internal auditors have authority to:
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access University premises at reasonable times

access all assets, records, documents and correspondence relating to any financial and other
transactions of the University

require and receive such explanations as are necessary concerning any matter under examination
require any employee of the University to account for cash, stores or any other University
property under his or her control

access records belonging to third parties, such as contractors, when required

The Director of Finance is responsible for drawing up a timetable for final accounts purposes and
will advise staff and the external auditors accordingly. The Finance and Audit Committees are
responsible for jointly reviewing the financial statements and submitting them to the University

Council for approval.

External audit

The appointment of external auditors will take place annually and is the responsibility of the
University Council, advised by the Audit Committee.

The primary role of external audit is to report on the University’s financial statements. They
therefore carry out examination of the statements and underlying records and control systems to
reach their opinion on the statements and to report on the appropriate use of funds. Their duties
follow advice in HEFCE’s audit code of practice and the Auditing Practices Board’s statements of

auditing standards.

Internal audit

The internal auditor is appointed by the University Council on the recommendation of the

Audit Committee.

The University’s financial memorandum with HEFCE requires that it has an effective internal
audit function, whose duties and responsibilities are in accordance with HEFCE’s audit code of
practice. The main responsibility of internal audit is to provide the University Council, Audit
Committee, the Vice-Chancellor and senior management with assurances on the adequacy of the
internal control system.

The internal audit service is independent in its planning and operation and has direct access to the
University Council, Vice-Chancellor and Chair of the Audit Committee. The formal
responsibilities of internal audit are detailed at Appendix J. The internal auditor will also comply

with the Auditing Practices Board’s Guidance for Internal Auditors.
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Fraud and corruption
It is the duty of all members of staff, management and the University Council to notify the

Director of Finance immediately whenever any matter arises which involves, or is thought to
involve, irregularity, including fraud, corruption or any other impropriety. The University
regards these matters as gross misconduct. The Director of Finance shall immediately invoke the

fraud response plan. Actions and responsibilities are outlined in Appendix K.

Value for money

It is a requirement of the financial memorandum that the University Council is responsible for
delivering value for money from public funds. It should keep under review its arrangements for
managing all the resources under its control, taking into account guidance on good practice issued
from time to time by HEFCE, the National Audit Office, the Public Accounts Committee or other

relevant bodies.

To fulfil this responsibility, the University Council will develop and revise each year a plan for
‘value for money work’ that will provide evidence of compliance with HEFCE’s requirements. It

will be used to enable the Audit Committee to refer to value for money in its annual report.

Other auditors
The University will, from time to time, be subject to audit or investigation by external bodies such
as HEFCE, National Audit Office, European Court of Auditors, or HMRC. These bodies will have

the same rights of access as external and internal auditors.

Treasury Management

Treasury management policy

The Finance Committee is responsible for setting out a strategy and policies for cash management,
long-term investments and borrowings in a treasury management policy statement. This involves
compliance with HEFCE rules for approval of any secured or unsecured loans that go beyond the
general consent levels set out in the financial memorandum. The Finance Committee has a

responsibility to ensure implementation, monitoring and review of such policies.

Within policy parameters approved through Council, executive decisions on borrowing,
investment or financing are delegated to the Director of Finance and reported through an
appropriate system. All borrowing is undertaken in the name of the University and must conform

to any relevant HEFCE requirements. The Director of Finance will report to the Finance
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Committee quarterly on the activities of the treasury management operation and on the exercise
of treasury management powers delegated to him or her. Further details of treasury management

can be found at Appendix N.

Appointment of bankers and other professional advisers

The University Council is responsible for the appointment of the University’s bankers and other
professional financial advisers (such as investment managers), on the recommendation of the
Finance Committee. The appointments are for a specified period, after which consideration is

given by the Finance Committee to competitively re-tendering the service.

Banking arrangements and guarantees

The Director of Finance is responsible, on behalf of the Vice-Chancellor, for liaising with the
University’s bankers in relation to its bank accounts and the issue of cheques. All cheques are
ordered on the authority of the Director of Finance, who must make arrangements for their safe

custody.

Only the Director of Finance may open or close a bank account for dealing with the University’s
funds. All bank accounts shall be in the name of the University or one of its subsidiary companies.
The power to give guarantees and indemnities in the University’s name to bankers or other
institutions is exercisable only by the Director of Finance. Individual guarantees in excess of
£100,000 must seek prior approval from the Senior Management Group and be subsequently
reported to Finance Committee.

Departments must not borrow money from external sources and no guarantees or ‘letters of
comfort” are to be issued except via the Director of Finance. All cheques drawn on behalf of the
University must be signed in the form approved by the Finance Committee. Cheques up to an
agreed amount, specified in the University’s detailed financial procedures, shall require one
pre-printed signature. Cheques over the agreed amount must be signed by two authorised
persons, of which only one may be that of an authorised member of staff in the finance
department. Details of authorised persons and limits shall be provided for in the University’s
detailed financial procedures (see section 20, Expenditure).

All automated transfers on behalf of the University, such as BACS or CHAPS, must be authorised
in the appropriate manner and on the basis approved by the Finance Committee. Details of
authorised persons and limits shall be provided for in the University’s detailed financial

procedures (see section 20, Expenditure).
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The Director of Finance is responsible for ensuring that all bank accounts are subject to regular

reconciliation and that large or unusual items are investigated as appropriate.

15 Income

General

15.1 The Director of Finance is responsible for ensuring appropriate procedures enable the
University to receive all income to which it is entitled. All receipt forms, invoices, tickets or
other official documents in use and electronic collection systems must have the prior approval

of the Director of Finance.

The Director of Finance is responsible for the prompt collection, security and banking of all
income received. The Director of Finance is responsible for ensuring that all grants notified by
HEFCE and other bodies are received and appropriately recorded in the University’s accounts.
The Director of Finance is responsible for ensuring that all claims for funds, including research

grants and contracts, are made by the due date.

Maximisation of income
15.2 It is the responsibility of all staff to ensure that revenue to the University is maximised by
efficient procedures for the identification, collection and banking of income. This includes the

prompt notification to the Director of Finance of sums due, so that collection can be initiated.

Receipt of cash and cheques
15.3 All monies received by departments from whatever source must be recorded by the department
on a daily basis, together with the form in which they were received, for example cash and

cheques.

All monies received must be paid to the cash office promptly, following the timetable prescribed
by the Director of Finance in financial procedures. The custody and transit of all monies must
comply with the requirements of the University’s insurers.
All sums received must be paid in and accounted for in full, and must not be used to meet
miscellaneous departmental expenses or be paid into the departmental petty cash float. Personal
or other cheques must not be cashed out of money received on behalf of the University.

. Receipts by credit or debit card: The University may only receive payments by debit or credit card

using procedures approved by the Director of Finance.
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. Internet receipts: Payments to the University via the internet should be arranged through the
University’s Online Payment Scheme. Any member of staff wishing to arrange for payment via
the internet through a different system must seek guidance from the Director of Finance at an

early stage.

Collection of debts

15.4 The Director of Finance should ensure that:

d debtors’ invoices are raised promptly on official invoices, in respect of all income due to the
University
. invoices are prepared with care, that is they are recorded in the ledger, show the correct amount

due and are credited to the appropriate income account

d any credits granted are valid, properly authorised and completely recorded

. VAT is correctly charged where appropriate, and accounted for

. monies received are posted to the correct debtors” account

. swift and effective action is taken in collecting overdue debts, following the protocols in the

financial procedures

. outstanding debts are monitored and reports prepared for management.
Only the Director of Finance can implement credit arrangements and indicate the periods in
which different types of invoice must be paid. Any subsequent changes must be submitted to the
Finance Committee for approval.
Requests to write off debts up to £5000 must be authorised by either the Financial Controller or
the Deputy Director of Finance or the Financial Accountant. All other requests to write off debts

must be authorised by the Director of Finance.

Student fees
15.5 The procedures for collecting tuition and residence fees must be approved by the Director of
Finance. He or she is responsible for ensuring that all student fees due to the University are

received.

Any student who has not paid an account for fees or any other item owing to the University shall
not receive the certificate for any degree, diploma or other qualification awarded by the
University until all outstanding debts have been cleared. Such students shall be prevented from

re-enrolling at the University and from using any of its facilities unless appropriate arrangements
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have been made.

Student loans

15.6 Appropriate records will be maintained to support all transactions involving student loans.

Emergency/hardship loans

15.7 The University’s scheme for emergency/hardship loans must be approved by the University
Council. This will include the maximum assistance that can be given in any individual case.
Under no circumstances should payments be made other than in accordance with the approved
scheme.

The Director of Finance is responsible for ensuring the adequacy of the systems in place for:

. approving loans in accordance with the scheme
. paying loans that have been approved
d recovering loans that have been paid

16 Research Grants and Contracts

General

16.1 Research can be defined as original investigation, undertaken to gain new knowledge and
understanding, which may be directed towards a specific aim or objective. It can use existing
knowledge in experimental development to produce new or substantially improved materials,

devices, products and processes, including design and construction.

The term ‘research grant’ is restricted to research projects funded by the UK research councils,
charities and the higher education funding bodies.

All other externally financed research projects are classified as ‘research contracts’. Where
approaches are to be made to outside bodies for support for research projects or where contracts
are to be undertaken on behalf of such bodies, it is the responsibility of the Head of Department to
ensure that the financial implications have been appraised by the Director of Finance. This will
include obtaining a set of grant terms and conditions from each organisation providing funding to
enable appropriate monitoring of compliance.

The Director of Finance is responsible for examining every formal application for grant and
ensuring there are resources to meet all commitments. The Director of Finance should ensure that

the full cost of research contracts is established. The research agreement must be in line with the
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University’s policy with regard to indirect costs and other expenses and take account of different
procedures for the pricing of research projects depending on the nature of the funding source.
Research grants and contracts shall be accepted on behalf of the University by the Registrar.

The Director of Finance will maintain financial records relating to research grants and contracts
and initiate claims for reimbursement from sponsoring bodies by the due date. Each grant or
contract will have a named supervisor or grant holder.

Control of pay and non-pay expenditure will be contained within the department. The Head of
Department may delegate day-to-day control of the account to a supervisor or grant holder, but
any overspend or under-recovery of overheads is to be the clear responsibility of the department,

with any loss being a charge on departmental funds.

Recovery of overheads
16.2 For all but EC grants, US government bodies, and UK charities, overheads will be charged to

research activity on the basis of full economic costs.

Costing/transparency
16.3 The University has adopted the principles on costing and pricing recommended by the Joint

Costing and Pricing Steering Group (JCPSG).

Staff undertaking research activity must maintain the records specified by the Director of
Finance to enable compilation of returns to HEFCE which meet the requirements of the

Transparency Review.

Grant and contract conditions

16.4 Many grant-awarding bodies and contracting organisations stipulate conditions under which
their funding is given. In addition, there are often procedures to be followed regarding
procurement, and the submission of interim or final reports or the provision of other relevant
information. Failure to fulfil these conditions often means that the University will suffer a
significant financial penalty. It is the responsibility of the named supervisor or grant holder to
ensure that conditions of funding are met. The Research Support Office (RSO) supports the
University in its mission to undertake research of the highest quality. The RSO provides
administrative support and expert advice to University of York staff and students for their
externally sponsored work. Further details can be found at

http://www.york.ac.uk/research/staff research.html

Any loss to the University resulting from a failure to meet conditions of funding is the
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17.1

17.2

17.3

responsibility of the budget holder, and will be charged against the department’s or centre’s

funds.

Other Income-Generating Activity

Private consultancies and other paid work
Unless otherwise stated in a member of staff’s contract:
outside consultancies or other paid work may not be accepted without the express consent of the

Head of Department (in the case of the Head of the Department, the Vice-Chancellor)

applications for permission to undertake work as a purely private activity must be submitted to
the Head of Department or Vice-Chancellor, as appropriate, and include the following
information:

-the name of the member(s) of staff concerned

-brief description of the work involved

-the proposed start date and duration of the work

-full details of any University resources required (for the calculation of the full economic cost

and reimbursement arrangements)

-an undertaking that the work will not interfere with the teaching and normal University duties of

the member(s) of staff concerned

Short courses and services rendered
In this context, a short course is any course which does not form part of the award-bearing
teaching load of the department. Courses and conferences organised by departments and/or

individual members of staff must be costed appropriately.

Any staff wishing to run a short course must have the permission of their Head of Department.
The course organiser will be responsible to the Head of Department for day-to-day management
of the course. The term “services rendered” includes consultancy, testing and analysis of materials,

components, processes and other laboratory services or the use of existing facilities.

Off-site collaborative provision (franchising)
Any contract or arrangement whereby the University provides education to students away
from University premises, or with the assistance of persons other than the University’s own

staff or with independent contractors (partner organisations), must be subject to the following
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17.6

procedure.

There must be a contract signed by the Vice-Chancellor and on behalf of any partner
organisation that complies, as a minimum, with the HEFCE model contract (as amended from
time to time) before any provision is made. Contracts for significant changes in franchising
activity must be approved in advance by the University Council. Where the activity would
represent a significant departure from the University’s strategic plan, the University Council
shall approve the departure, and the Vice-Chancellor shall seek the views of and inform

HEFCE.

European Union (EU) and matched funding

Any EU or matched project requires the approval of the appropriate officer prior to any
commitment being entered into. Such approval depends on the Head of Department being able
to demonstrate that eligible matching funds are available and that the project is financially

viable, by the application of the University’s costing and pricing policy.

If the University sub-contracts such work to external providers, the relevant Head of

Department must ensure that:

this is on the basis of a written contract which allows for full audit access to detailed records
appropriate monitoring procedures are in place to ensure that the outputs are achieved and the
provision is of suitable quality

payments are only made against detailed invoices

Profitability and recovery of overheads
All other income-generating activities must be self-financing or surplus-generating unless it is
intended that a new course is to be launched as a ‘loss leader’. If that is the case, the reason for it

must be specified and agreed by the Head of Department and the Director of Finance.

Other income-generating activities organised by members of staff must be costed and agreed with
the Director of Finance before any commitments are made. Provision must be made for charging
both direct and indirect costs in accordance with the University’s costing and pricing policy, in

particular for the recovery of overheads.

Deficits
Any unplanned deficits incurred on other income-generating activities will be charged to

departmental funds.
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19.1

19.2

Additional payments to staff
Any proposal that involves additional payments to members of staff should be supported by a
schedule of names and values and must be approved by the Head of Department, and in the case

of a Head of Department, the Vice-Chancellor.

Intellectual Property Rights and Patents
General
Certain activities undertaken within the University including research and consultancy may give
rise to ideas, designs and inventions which may be patentable. These are collectively known as
‘intellectual property” and are governed by the University’s Ordinances and Regulations. Further

guidance can be found at http://www.york.ac.uk/admin/aso/ordreg/r12.htm

Expenditure
General
The Director of Finance is responsible for making payments to suppliers of goods and

services to the University.

Scheme of delegation/financial authorities

The Head of Department is responsible for purchases within his or her department. Purchasing
authority may be delegated to named individuals within the department. In exercising this
delegated authority, budget holders are required to observe the purchasing policies and financial

procedures.

The Director of Finance will maintain a register of authorised signatories and Heads of
Department must supply specimen signatures of the people authorised to certify invoices for
payment (for paper-based systems). Central control is exercised over the creation of requisitioners
and authorisers and their respective financial limits. The Director of Finance must be notified
immediately of any changes to the authorities to commit expenditure. Heads of Department and
budget holders are not authorised to commit the University to expenditure without first reserving
sufficient funds to meet the purchase cost. The member of staff (or budget holder) authorising the
invoice for payment must be a different individual from the member of staff responsible for

signing the purchase order form.
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19.3

19.4

19.5

Procurement

The University requires all budget holders, irrespective of the source of funds, to obtain
supplies, equipment and services at the lowest possible cost consistent with quality, delivery
requirements and sustainability, and in accordance with sound business practice. Factors to be
considered in determining lowest cost are noted in the financial procedures. The supplies
manager is responsible to the Director of Facilities Management for:

ensuring that the University’s purchasing policy is known and observed by all involved in
purchasing for the University

advising on matters of University purchasing policy and practice

advising and assisting departments where required on specific departmental purchases
developing appropriate standing supply arrangements to assist budget holders in meeting their
value for money obligations

vetting all orders above £20,000 before they leave the University

the drafting and negotiation of all large-scale purchase contracts (generally in excess of £135,000
or the OJEU threshold, as revised from time to time) undertaken by the University, in
collaboration with the responsible department

ensuring that the University complies with EU regulations on public purchasing policy.

Purchase orders
The ordering of goods and services shall be in accordance with the University’s detailed

Supplies Office guidelines at http://www.york.ac.uk/admin/supplies/

Official University orders must be placed for the purchase of all goods or services, except those
made using (in order of preference) purchasing cards, company credit cards or petty cash. In
exceptional circumstances, urgent orders may be given orally, but must be confirmed by an
official purchase order endorsed ‘confirmation order only’ no later than the following working
day. When transferring goods or services between departments, an interdepartmental transfer
form must be used. It is the responsibility of the Director of Facilities Management (through the
University’s supplies manager) to ensure that all purchase orders refer to the University’s

conditions of contract (see section 20, Contracts and Appendix L).

University credit cards
The operation and control of the University’s credit cards is the responsibility of the Director of

Finance.
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Holders of credit cards must use them only for the purposes for which they have been issued and
within the authorised purchase limits. Cards must not be loaned to another person, nor should
they be used for personal or private purchases. Cardholders should obtain approval to purchase
from the relevant budget holder and should ensure that there is sufficient budget available to
meet the costs. The Director of Finance shall determine what information is required on purchases
made via purchasing cards, and the deadlines for receipt in the finance section, to enable financial
control to be maintained: cardholders must provide that information. All enquiries regarding the

issuance of credit cards should be directed to the Payments Office in the Finance Department.

The Head of Department’s written authorisation is required for all credit card applications.

Usage of credit cards

For University related expenditure only.

Only to be used if there is no reasonable alternative method of payment.

Not to be used with existing suppliers without consulting with Payments Office in advance.
All receipts and VAT invoices to be retained and attached to statements.

All statements to be coded, authorised and sent promptly to Payments Office.

Web

There are two main problems in using the Web for transactions:

The details transmitted in transacting via the Web are technically insecure.

There is great difficulty in proving that transactions actually took place with the site/vendor
anticipated.

To limit exposure to potential problems in this area, credit card details should only be given

over the web in the following circumstances:

Transactions with a known company that operates Secure Socket Layer (SSL).

i.e. unbroken key or Locked Padlock symbol appears in bottom left of Navigator window.

A print-out of the transaction should be retained. It is critical that an invoice, or equivalent, is
available in order to process the transaction.

No University credit card details should be quoted in e-mail communications.

To avoid/limit personal or department liability the loss of any credit cards must be notified to
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HSBC immediately as per the instructions given when the credit card was issued. The
Payments office must also be notified as soon as possible.

In the event of misuse, University cardholders may be held personally liable.

The Director of Finance reserves the right to withdraw cards or to restrict their issuance.

Tenders and quotations
Heads of Department and delegated budget holders must comply with the University’s

tendering procedures contained in the code of tendering practice, as follows:

under £5,000: the budget holder has discretion to decide whether or not to obtain quotations, but
value for money must always be obtained. The purchaser will be expected to explain and
document any derogation from the use of any University, regional or national agreement set up to
cover the specific area of the purchase

from £5,000 to £15,000: the budget holder is required to obtain at least three quotations where the
market structure allows. A value for money statement must be produced to support the final
decision, taking into account any whole life costing considerations.

from £15,000 to £50,000: the person placing the order must arrange for at least three written
quotations to be obtained by the purchaser where the market structure allows. A value for money
statement must be produced to support the final decision, taking into account any whole life
costing considerations.

over £50,000 and up to the EU threshold: all items will require three competitive tenders where
the market structure allows for this. Purchases must use the University tendering process and
templates. The Supplies Office must be informed of the requirements at the outset and will have
oversight of the process and be consulted on the specification development, the tender strategy
evaluation and the eventual award. The award decision must demonstrate consideration of
applicable whole life costing elements and achieve a robust value for money solution. A suitable
tender scoring framework shall be used.

over the EU threshold: all applicable purchases must be made in compliance with the current and
relevant EU procurement regulations. Purchases must use the University tendering process and
templates. The Supplies Office will lead the exercise with the support of the relevant departmental
staff. The award decision must demonstrate consideration of applicable whole life costing
elements and achieve a robust value for money solution. A suitable tender scoring framework

must be advertised with the EU procurement notice and subsequent award decisions must

36



19.7

19.8

conform with that framework.

For purchases above £50,000 that cannot be subject to competition for genuine and legitimate
reasons, i.e. only one supplier can meet the defined performance requirements, and then the
purchase is conditional upon completion and approval of the Single Supply Source Authorisation
form. This approval does not negate the tender process with a sole supplier or the requirement to
advertise the contract under the EU procurement regulations.

Only partnership arrangements for the supply of goods or services specifically approved by the
finance committee or the University Council will fall outside these arrangements for tenders and
quotations. The main points covered by the University’s code of tendering practice are described

at Appendix M and may be subject to special rules imposed by funding bodies.

Post-tender negotiations

Post-tender negotiations (i.e. after receipt of formal tenders but before signing of contracts) with
a view to improving price, delivery or other tender terms can only be entered into under the

following circumstances:

where the final bid evaluation does not present overwhelming evidence for one supplier

where some doubt may exist as to quality and/or performance or where terms and conditions
need clarification

for orders with a potential value of greater than £100,000

for supply agreements for a period of 12 months or more Post-tender negotiations may only be
followed where:

it would not put other tenderers at a disadvantage or distort competition

it would not affect suppliers” confidence and trust in the University’s tendering process. All
post-tender negotiations must be conducted within the scope of the EU procurement regulations
and must be controlled, officially documented and reported to the Finance Committee. Only
trained and experienced procurement staff should conduct post-tender negotiation, so staff who

wish to undertake this practice must contact the Supplies Office in the first instance.

Contracts

Contracts and framework agreements for supplies and services are implemented when a
particular item or service has been identified as being frequently requested. These contracts have
already been competitively tendered by the Supplies Office. They list goods and services that

University users may purchase at agreed prices or levels of discount, and they represent value
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19.9

for money. The University’s standard terms and conditions apply to all contracts negotiated by

the Supplies Office and offer protections against suppliers” unfavourable terms.

Where a contract/framework exists for a particular item/service, the purchase order must be
placed with the supplier indicated. Please consult the Supplies Office intranet pages for a list of

available contracts.

Building contracts are the responsibility of the Estates Committee and are administered by the
University’s Director of Estates. Proposals will normally be initiated by the Director of Estates in
respect of planned replacements, general improvement schemes, space planning or in response to
requests from departments. Consultants may be appointed if the project, as determined by Estates
Committee, is too large or too specialised for Estates department resources. Appointments shall
be subject to tendering and other appropriate procedures.

Proposals shall be presented in the form of costing or investment appraisals prepared in
conjunction with the Director of Finance for Estates Committee consideration. Investment
appraisals should comply with appropriate HEFCE guidance. Following consideration by Estates
Committee and Policy and Resources Committee, and approval by the University Council,
submissions should be forwarded to HEFCE where appropriate. If agreement is secured from
HEFCE, HEFCE procedural rules should be followed. HEFCE guidance on best practice should be
followed even when HEFCE approval is not required.

Value for money will be an objective in the letting of all contracts. Conditions of contract for the
purchase of goods, services and works will be followed as described in the University’s detailed

financial procedures. The main points are described at Appendix M.

EU regulations

The supplies manager is responsible for ensuring the University complies with its legal
obligations under EU procurement regulations. These apply to written contracts for all forms of
procurement, purchase or hire (whether or not hire purchase) with a total value exceeding a

threshold value.

The supplies manager will advise Heads of Department on the value thresholds that are currently
in operation. A breach of these EU regulations is actionable by a supplier or potential supplier. It
is the responsibility of Heads of Department to ensure that their staff comply with the regulations,
by notifying the supplies manager of any purchase that is likely to exceed the thresholds. This

must be done well in advance to permit time to advertise in journals, especially the Official Journal
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of the European Union (OJEU). The supplies manager is also required to submit to HEFCE annually
details on expenditure which exceeds the EU threshold. Copies of documentation falling into this

category must be provided by Heads of Department to the supplies manager.

Receipt of goods
19.10 All goods received should be checked for quantity and/or weight and inspected for quality and

specification. A delivery note shall be obtained from the supplier at the time of delivery and

signed by the person receiving the goods.

All goods received must be entered onto an appropriate goods received document or electronic
receipting system on the day of receipt. If the goods are deemed to be unsatisfactory, the record
must be marked accordingly and the supplier immediately notified so that they can be collected
for return as soon as possible. Where goods are “short’ on delivery, the record should be marked
accordingly and the supplier immediately notified. People receipting goods on behalf of the
University must be different individuals from those who negotiated prices and terms and

placed the official order.

Payment of invoices
19.11 The procedures for making all payments shall be in a form specified by the Director of

Finance.

The Director of Finance is responsible for deciding the most appropriate method of payment for
categories of invoice. Payments to UK suppliers will normally be made by computer cheques or
BACS transfer each week. In exceptional circumstances the Director of Finance will prepare
cheques manually for urgent payments. Heads of Department are responsible for ensuring that
expenditure within their departments does not exceed funds available. Care must be taken by the
budget holder to ensure that discounts receivable are obtained. Certification of an invoice or
receipting of an electronic order will ensure that:

. the goods have been received, examined and approved with regard to quality and quantity, or

that services rendered or work done is satisfactory

. where appropriate, it is matched to the order

. invoice details (quantity, price discount) are correct

. the invoice is arithmetically correct

. the invoice has not previously been passed for payment

. where appropriate, an entry has been made on a stores record or departmental inventory
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. an appropriate cost centre is quoted. This must be one of the cost centre codes in the budget
holder’s areas of responsibility and must correspond with the types of goods or service described

on the invoice.

Staff reimbursement for travel and subsistence
19.12 The University’s purchasing and payments procedures enable the majority of non-pay supplies to

be procured through the creditors system without staff needing to incur any personal expense.
However, on occasion, staff may incur expenses, most often in relation to travel, and are entitled
to reimbursement. Where such purchases by staff are planned, the Director of Finance and the
relevant Head of Department may jointly approve cash advances to staff who are going to incur
expenditure on the University’s behalf. Upon completion of the travel or project to which an
advance relates, within one month a final account must be prepared to demonstrate how the
advance was disbursed and any unspent balance must be repaid. Under no circumstances will a
second advance be approved when the final accounting for an earlier advance to an individual is
still outstanding.

All claims for payment of subsistence allowances, travelling and incidental expenses must be

completed in a form approved by the Director of Finance.

Claims by members of staff must be authorised by their Head of Department or their

nominee. The certification shall be taken to mean that:

. the journeys were authorised

. the expenses were properly and necessarily incurred

. the allowances are properly payable by the University

. consideration has been given to value for money in choosing the mode of transport.
Arrangements for travel by the Vice-Chancellor or members of the University Council shall be
approved by the Treasurer. Arrangements for travel by the Chair shall be approved by the
Registrar. Detailed guidance on expenses is given at APPENDIX O which forms an integral part of

the Financial Regulations.

Petty cash
19.13 A petty cash float is managed by each departmental manager to cover minor items of

expenditure, where the usual purchasing procedure through either completion of a stock or
non-stock requisition is not viable or value for money. The maximum individual transaction

amount available via petty cash is £50.
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Under no circumstances should petty cash be used for the payment of salaries, wages, staff
travelling, subsistence or other expenses. Petty cash should not be used for round sum payments
to individuals, entertaining, provision of uniforms and similar items that are covered by HMRC
expenses rules.

Petty cash must not be borrowed or used for personal purposes, for cashing personal cheques or
for other non business use. Petty cash should not be used if the item is available through: (a) the
normal purchasing procedures of using a stock or non-stock requisition; or (b) if the item is
available under contract and can be obtained through normal purchasing procedures. The
Director of Finance can make available to departments imprests necessary for the disbursements
of petty cash expenses. However, it is important for security that petty cash imprest floats are kept
to a minimum.

Requisitions for reimbursements must be sent to the Director of Finance, together with
appropriate receipts or vouchers, before the total amount held has been expended, in order to
retain a working balance pending receipt of the amount claimed. The member of staff granted a
float is personally responsible for its safe-keeping. The petty cash box must be kept locked in a
secure place, in compliance with the requirements of the University’s insurers, and will be subject
to periodic checks by the head of department or another person nominated by him or her.
Standard University petty cash books are supplied by the Director of Finance and must be used
for recording all imprest accounts.

At the end of the financial year a certificate of the balances held should be completed by the

member of staff responsible for the float and counter-signed by the Head of Department.

Other payments

19.14 Payments for maintenance and other items to students on behalf of sponsoring organisations shall
be made on the authority of the Director of Finance, supported by detailed claims approved by the

Head of Department.

Late payment rules
19.15 The Late Payment of Debts (Interest) Act 1998 gives small businesses the right to charge

interest on late payments from large organisations and public authorities. Key points are:

. small businesses can charge interest on overdue invoices
. the rate of interest is currently 8% per annum above the official daily rate of the Bank of England
. the Act also applies to overseas organisations
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the University can be sued for non-payment. In view of these penalties, the University Council

requires that invoices must be passed for payment as soon as they are received.

Project advances

19.16 The Director of Finance and the relevant Head of Department may jointly approve cash

advances for projects carried out away from the University where cash expenditure may be

unavoidable.

Receipts or paid invoices must be retained for all sums expended in this way. On completion of
the project to which the advance relates, within one month a final account must be prepared to
demonstrate how the advance was disbursed and any unspent balance repaid. Under no
circumstances will a second advance be approved when the final accounting for an earlier

advance to a project or individual is outstanding.

Giving hospitality

19.17 Staff who are entertaining guests from outside bodies should normally use the University’s

20

20.1

20.2

catering facilities. Where this is not the case, reasons must be given on the claim for
reimbursement. The limits concerning acceptable expenditure for entertaining guests are set out

in the University’s detailed financial procedures.

Pay Expenditure
Remuneration policy
All University staff will be appointed to the salary scales approved by the University Council and
in accordance with appropriate conditions of service. All letters of appointment must be issued by

the HR Department.

The University Council will determine what other benefits, such as cars, medical and life
insurance, are to be available, the basis of their provision (contributory or not) and the staff to
whom they are to be available. Salaries and other benefits for senior management will be

determined by the Remuneration Committee set up by the University Council.

Appointment of staff

All contracts of service shall be concluded in accordance with the University’s approved HR
practices and procedures. All offers of employment with the University shall be made in writing
by the director of HR. Budget holders shall ensure that the Director of Finance and the Director
of HR are provided promptly with all information they may require in connection with the
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appointment, resignation or dismissal of employees.

Salaries and wages
20.3 The Director of Finance is responsible for all payments of salaries and wages to all staff including

payments for overtime or services rendered. All timesheets and other pay documents, including
those relating to fees payable to external examiners, visiting lecturers or researchers, will be in a

form prescribed or approved by the Director of Finance.

The Director of HR is responsible for keeping the Director of Finance informed of all

matters relating to personnel for payroll purposes, in particular:

. appointments, resignations, dismissals, supervisions, secondments and transfers
d changes in remuneration other than normal increments and pay awards
d information necessary to maintain records of service for superannuation, income tax and

national insurance.

The Director of Finance is responsible for payments to non-employees and for informing
the appropriate authorities of such payments. All casual and part-time employees will be
included on the payroll.

The Director of Finance is responsible for keeping all records relating to payroll including
those of a statutory nature. All payments must be made in accordance with the University’s

detailed payroll financial procedures and comply with HMRC regulations.

Pension schemes

20.4 The University Council is legally the employer in relation to pension arrangements for

employees.

The Director of Finance is responsible for day-to-day superannuation matters, including;

. paying contributions to the University of York Pensions Trust Ltd and the Universities
Superannuation Scheme Ltd (USS)

. preparing the annual returns to the above

. administering the University’s pension fund. The Director of HR is responsible for administering
eligibility to pension arrangements and for informing the Director of Finance when deductions

should begin or cease for staff.

Severance and other non-recurring payments

20.5 Severance payments shall only be made in accordance with relevant legislation and under a
scheme approved by the University Council through the Senior Management Group. Professional
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21.2

21.3

advice should be obtained where necessary. All such payments shall be authorised by the
Vice-Chancellor and calculations checked by the Director of HR or Director of Finance. Any
individual amounts that do not fall within the parameters above, or are in excess of £50,000,
require approval by the Policy and Resources Committee. In exceptional circumstances this
approval may be given by the Director of HR in consultation with the Vice-Chancellor, to be

reported to the next meeting of the Committee.

All cases referred to an Employment Tribunal shall be notified to the HR Policy and the Policy and
Resources Committees at the earliest opportunity in order that budget provision may be made as

necessary. All determinations of Tribunals must be similarly notified.

Assets
Land, buildings, fixed plant and machinery
The purchase, lease or rent of land, buildings or fixed plant can only be undertaken with
authority from the University Council and with reference to HEFCE requirements where

exchequer-funded assets or exchequer funds are involved.

Fixed asset register

The Director of Finance is responsible for maintaining the University’s register of land, buildings,
fixed plant and machinery. Heads of Department will provide the Director of Finance with any

information needed to maintain the register.

Inventories

Departments are responsible for maintaining an inventory of assets entrusted to their
departments or acquired out of departmental recurrent budgets or from other sources.

The inventory should set out the following information for each asset:

Full description of the asset;

Asset identification number;

Date of acquisition;

Cost at acquisition;

Location of the asset;

Name of the person responsible for the asset Inventories must be checked at least annually as
described in the University’s detailed financial procedures. When transferring equipment etc

between departments, a transfer record must be kept and the inventories amended accordingly.
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21.4

21.5

21.6

21.7

Stocks and stores

Heads of Department are responsible for establishing adequate arrangements for the custody and
control of stocks and stores within their departments. The systems used for stores accounting in

departments must have the approval of the Director of Finance.

Heads of Department are responsible for ensuring that regular inspections and stock checks are
carried out. Stocks and stores of a hazardous nature must be subject to appropriate safety and
security checks. Those Heads of Department whose stocks require valuation in the balance sheet
must ensure that their stock-taking procedures have the approval of the Director of Finance and
that instructions to appropriate staff in their departments are in accordance with the University’s

financial procedures.

Safeguarding assets
Heads of Department are responsible for the care, custody and security of the buildings, stock,

stores, furniture, cash etc under their control. They will consult the Director of Finance in any
case where security is thought to be defective or where special security arrangements may be

needed.

Assets owned by the University shall, so far as is practical, be effectively marked to identify

them as University property.

Personal use
Assets owned or leased by the University shall not be subject to personal use without

authorisation of the Head of Department.

Asset disposal

Disposal of equipment and furniture must be in accordance with procedures agreed by the

Finance Committee and contained in the University’s detailed financial procedures.

Disposal of land and buildings must only take place with the authorisation of the University
Council. HEFCE consent may also be required if exchequer funds were involved in the acquisition
of the asset. For all disposals, including of scrap metal, departments must complete an Asset
Disposal Form and return this to the finance department, so the Fixed Assets register can be
updated and any revision to the University’s insurance arrangements can be advised to Campus
Services. All departments are responsible for the prompt banking of any proceeds in accordance

with 16.2. The official Asset Disposal Form can be found at Appendix P.
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23.1

All other assets

Heads of Department are responsible for establishing adequate arrangements for the custody and
control of all other assets owned by the University, whether tangible (such as stock — see above) or

intangible (such as intellectual property — see section 19), including electronic data.

Charitable donations
Gifts, benefactions and donations
The Director of Finance is responsible for maintaining financial records of gifts, benefactions and
donations made to the University and initiating claims for recovery of tax where appropriate. See

Appendix Q.

The Director of Finance is responsible for maintaining a record of the requirements for each
trust fund and for advising the Finance Committee on the control and investment of fund

balances.

Student welfare and access funds
The Director of Finance will prescribe the format for recording the use of student welfare

funds.

Records of access funds will be maintained according to HEFCE requirements.

Other

Insurance
The Director of Facilities Management is responsible for the University’s insurance arrangements,

including the provision of advice on the types of cover available. As part of the overall risk
management strategy (see section 8 Risk Management), all risks will have been considered and
those most effectively dealt with by insurance cover will have been identified. This is likely to
include important potential liabilities and should provide sufficient cover to meet any potential
risk to all assets.

The Director of Facilities Management is responsible for effecting insurance cover as determined
by the Senior Management Group. He or she is therefore responsible for procurement of the
insurance contract, negotiating claims and maintaining the necessary records. The Director of
Facilities Management will keep a register of all insurances effected by the University and the

property and risks covered. He or she will also deal with the University’s insurers and advisers
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23.2

23.3

about specific insurance claims. Heads of Department must ensure that any agreements
negotiated within their departments with external bodies cover any legal liabilities to which the
University may be exposed. The Director of Facilities Management’s advice should be sought to
ensure that this is the case. Heads of Department must promptly inform the Director of Facilities
Management of any potential new risks and/or additional property and equipment that may
require insurance and of any alterations affecting existing risks. Heads of Department must
inform the Director of Facilities Management immediately of any event that may give rise to an
insurance claim. The Director of Facilities Management will notify the University’s insurers and, if
appropriate, prepare a claim in conjunction with the Head of Department for transmission to the
insurers. The Director of Estates is responsible for keeping records of plant which is subject to
inspection by an insurance company and for ensuring that inspection is carried out in the periods
prescribed. All staff using their own vehicles on behalf of the University must maintain

appropriate insurance cover for business use.

Companies and joint ventures

In certain circumstances it may be advantageous to the University to establish a company or a
joint venture to undertake services on its behalf. Any member of staff considering the use of a
company or a joint venture should first seek the advice of their Head of Department and the
Director of Finance, who should have due regard to guidance issued by the HEFCE.

The University Council is responsible for approving the establishment of all companies or joint
ventures and the procedure to be followed. . This will have regard to any guidance provided by
the funding bodies. The process involved in forming a company or a joint venture and
arrangements for monitoring and reporting on the activities of these undertakings are
documented in the University’s financial procedures.

It is the responsibility of the University Council to establish the shareholding arrangements and
appoint directors of companies wholly or partly owned by the University. The directors of
companies where the University is the majority shareholder must submit, via the Finance and
Business and Community Committees, an annual report to the University Council. They will also
submit business plans or budgets as requested to enable the Committee to assess the risk to the
University. The University’s internal and external auditors shall also be appointed to such
companies. Where the University is the majority shareholder in a company, that company’s

financial year shall be consistent with that of the University.
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23.4

23.5

23.6

Security

Keys issued to safes or other similar containers must be kept securely, and the loss of such keys

must be reported to the Director of Finance immediately.

The Director of the Computing Service shall be responsible for security and privacy of
information held on the University’s computer network. Appropriate levels of security will be
provided, such as passwords for networked PCs together with restricted physical access for
network servers. . Information relating to individuals, whether in electronic or manual format, is
subject to the Data Protection Act 1998. A data protection officer shall be nominated in each
department to ensure compliance with the Act and the safety, integrity and security of such
documents. The Director of Finance is responsible for the safekeeping of official and legal
documents relating to the University. Signed copies of deeds, leases, agreements and contracts
must, therefore, be forwarded to the Director of Finance. All such documents must be held in a

secure, fireproof location and copies held at a separate location.

Students’ Union
The Students” Union is a separate legal entity from the University but is recognised to fulfil a

valuable role in relation to the University’s students.

Subject to any constraints imposed by HEFCE, the University Council shall determine the level of
grant to be paid annually to the Students” Union. The University Council requires the Union to
provide for information details of its proposed budget to assist in determining the appropriate
level of grant. The Students” Union is responsible for maintaining its own bank account and
financial records and preparing its own annual financial statements. In accordance with an
agreement between the University and the Students” Union, the Union will provide monthly
statements of income and expenditure to the Director of Finance and the finance committee for
information purposes only. At the year end, the Students” Union financial statements will be
audited by appropriately qualified auditors and will be presented to the Finance Committee for
information. In accordance with an agreement between the University and the Students” Union,
the University’s internal auditor shall have access to the records, assets and staff of the Students’

Union in the same way as other areas of the University.

Use of the University’s seal

Where a deed or document requires the University’s seal, it must be sealed by the Registrar or,

in his or her absence, the Director of Finance, in the presence of a member of the University
48



Council.

The Registrar is responsible for submitting a report to each meeting of the University

Council detailing the use of the University’s seal since the last meeting.
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APPENDIX A: COMMITTEE STRUCTURE
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APPENDIX B: FINANCE COMMITTEE RESPONSIBILITIES

To monitor the financial performance of the University and its subsidiaries against budget on a
quarterly basis, to monitor the updated forecast for the year and to report significant variances to
Council.

To ensure the annual accounts are drawn up in accordance with the appropriate accounting
conventions and that they meet external reporting requirements.

To monitor the budget-setting process for the University and its subsidiary companies in
accordance with an annual budgetary cycle.

To monitor and review the schedule of risks in respect of income generation and financial
management.

To monitor the performance of the University’s financial investments including its endowments
and restricted funds.

To monitor the financial position of the University’s Pension Scheme and other pension
arrangements.

To monitor and update the University’s Financial Regulations.

To receive the Financial Statements of the University of York Students' Union

To ensure that the requirement of the financial memorandum with HEFCE to maintain financial
solvency is fulfilled.

» To oversee

-Cash management and borrowing policies

-The University’s banking arrangements

-The University’s insurance arrangements.

-Any other matters as directed by the University Council

In the course of its work to take account of equality of opportunity.
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APPENDIX C: AUDIT COMMITTEE TERMS OF REFERENCE

Duties

. To review the annual consolidated financial statements of the University and its subsidiaries to
ensure they comply with all relevant statutory requirements and appropriate accounting
conventions.

. To oversee the University’s policy on fraud and irregularities, to be notified of any action taken
under that policy, and to be advised of any significant losses.

d To review, in conjunction with internal audit, the system of internal control.

d To ensure, in conjunction with internal audit, that arrangements are in place to promote economy,
efficiency and effectiveness.

. To consider internal audit’s programme of work and to monitor its effectiveness, including
management’s response.

d To receive internal audit reports and, in conjunction with the University Officers, to monitor

. progress in implementing the recommendations made and resolving any differences.

Note: The Head of Internal Audit has the right to meet the Audit Committee in private.

. To promote co-ordination between internal audit and the external auditors.

. To consider and discuss with the external auditors the scope of their audit and subsequently their
results.

. To review with the external auditors any management letters arising from their audit of the

University and to discuss with the Director of Finance and other appropriate University Officers
any work which implements agreed solutions.

Note: The external auditors have the right to meet the Audit Committee in private and to seek a
special meeting if they think it appropriate.

. To make recommendations to the Council regarding the appointment, re-appointment and
remuneration of both the internal and external auditors

. To make recommendations to the Council regarding the provision of any non-audit work by
either internal or external auditors.

. To monitor annually the performance and effectiveness of external and internal auditors,
including any matters affecting their objectivity. To make an annual report to the Council on the
work of the Committee.

. To keep under review on behalf of the Council the effectiveness of the University’s approach to

risk management, control and governance arrangements, and in particular to review the external
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auditors' management letter, the internal auditors' annual report, and management responses.
To receive any relevant reports from the National Audit Office, HEFCE and other organisations.
In the event of the merger or dissolution of the institution, to ensure that the necessary actions are

completed, including arranging for a final set of financial statements to be completed and signed.

Reporting Procedures

The minutes (or a report) of meetings of the Committee will be circulated to all members of the
University Council.

The Committee will provide an annual report for the University’s financial year to the University
Council and designated officer, summarising the activity for the year. It will give the Committee’s
opinion on the extent to which the University Council may rely on the internal control and risk
management system and the arrangements for securing economy, efficiency and effectiveness.
(This opinion should be based upon the information presented to the Committee.) The Audit
Committee annual report should normally be submitted to the University Council before the

members’ responsibility statement in the annual financial statement is signed.

Secretarial Arrangements
The secretarial support to the Audit Committee will be provided by the secretary to the

University Council (or other appropriate independent individual).
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APPENDIX D: POLICY AND RESOURCES COMMITTEE TERMS OF REFERENCE

Primary Purpose
To oversee the implementation of the non-academic aspects of the Corporate Plan. Issues where

the Committee’s role is to decide (i.e. to assess and consider defined possibilities or priorities)

. To approve within financial parameters established by Council the priorities for capital
expenditure in all areas of the University

. To determine the University’s borrowing strategy Issues where the Committee’s role is to
formally approve (i.e. the proposal is developed elsewhere and the Committee gives the authority
to proceed)

. The establishment of subsidiary companies

. Specific capital proposals within the agreed capital programme and costing between £0.5 million
and £2 million

d To delegate to the Senior Management Group authority to approve capital proposals within the
agreed capital programme and costing less than £500,000 Issues where the Committee’s role is to

inform or shape policy or strategy

. action being undertaken by executive action or a higher committee
. To formulate the Corporate Plan
. To formulate the University’s risk management strategy, keep the strategy under review and

maintain the University’s risk register

. To recommend annual budgets for all areas of the University

. To advise Council on capital proposals within the agreed capital programme and costing above £2
million

. To undertake detailed project or financial assessments in respect of any area of activity as

determined by Council from time to time

Issues where the Committee’s role is to monitor and keep under review (e.g. the implementation of

policies or the effectiveness of processes)

. The Corporate Plan
. The strategic planning, resource allocation and budgetary framework of the University
. The medium and long-term financial outlook of the University and to determine courses of action

where appropriate
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preparation of the financial plan, consolidation and submission of planning data to HEFCE,
compilation of the detailed annual budget and production of comparative statistics. The

APPENDIX E: KEY CONTACTS IN THE FINANCE DEPARTMENT

ii

iii.

iv.

vi.

Vii.

Viii.

iX.

Financial Services

Financial Services are based in Market Square and cover the following functions:

Accounts Payable. This section pays the money owed by the University, other than payroll items.
Payments are mainly to suppliers of goods and services but the section also administers access
fund and emergency loan payments to students and petty cash payments. Payments can be made

to any country and in most currencies.

Cash Office. All income due to the University must be banked through the finance department.
Payments are received by BACS, cheque, cash, credit cards or debit cards and can be in sterling or
foreign currencies. Security arrangements for cash in transit are made for transfers between

financial services and the bank but not for internal transfers to financial services.

Fees Office. The Fees Office raises all University invoices, collects tuition and residence fees and
carries out debt collection, including court action where appropriate. . Instalment facilities are
available for some categories of student in relation to their tuition fees. Overdue debts are
pursued in consultation with the relevant departments. Both the cash and fees offices operate a

counter service for enquiries, from 10am to 4pm.

Pensions and payroll. This department manages all the University’s payrolls, including that for

the University of York Pension Fund. It also submits PAYE and USS returns

Financial Accounting
Financial Accounting covers the maintenance of the accounting system and the preparation of

final accounts, treasury management, which involves borrowing and lending, cash flow
forecasting and managing the University bank accounts. Several services are for the specific
benefit of users:

Systems Support Office provides advice and training for users of the data held in the Agresso
accounting system.

Major capital projects assists with preparing bids for funding, investment appraisals and

monitoring of capital schemes and projects. It is mandatory for the negotiation of funding
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xi.

xii.

xiii.

Xiv.

XV.

XVI.

packages to be carried out by finance department staff.

Management Accounting
Much of the work in Management Accounting is at a corporate level. This includes the Director of

Finance also provides regular monitoring statements and financial advice to the University
Council and its committees.

Budget monitoring. Detailed management accounts are produced to show performance against
departmental budgets at account code level. Budgets are constantly updated and departmental
users are kept informed. All users also receive regular visits from finance department staff to
ensure their monitoring statements are being received, understood and used.

Budget planning. Advice is available for budget managers to help them prepare their business
plans. This is particularly important in the area of ‘other services rendered” and research grant
contracts where markets can be volatile.

Research Support Office. ‘Other services rendered” and research project numbers are allocated
when proposal forms are received by the Research Support Office, so that income and
expenditure can be matched to the right projects. Advice is available on preparing bids for
projects, especially for external funding. Arrangements are also made for vetting and auditing

various grant claims.

Management Control

A range of services provided by the finance department relate to the overall control of the
University’s systems. Some of these are mandatory.

Internal audit. All Universities must have an independent internal audit function which operates
under guidance from the Audit Committee. The finance department is responsible for the receipt
and co-ordination of responses to audit reports and, in conjunction with the Registrar, for the
implementation of audit committee projects.

Procedures and regulations. Financial regulations and detailed financial procedures are
maintained and disseminated by the finance department as required by HEFCE and Audit

Committee.

Finance Department Post-Holders And Contact Details

A list of sections and personnel within Finance can be located at:

http://www.york.ac.uk/admin/finance/
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APPENDIX F: MAIN FEATURES OF THE PUBLIC INTEREST DISCLOSURE ACT
1998

Summary

Since 1999, the Public Interest Disclosure Act has encouraged people to blow the whistle about
malpractice in the workplace. It is designed to ensure that organisations respond by acting on the
message rather than against the messenger. The Act applies to employees blowing the whistle
about crime, civil offences (including negligence, breach of contract, etc), miscarriage of justice,
danger to health and safety or the environment and the cover-up of any of these. It applies
whether or not the information is confidential and extends to malpractice occurring in the UK and
any other country or territory. In addition to employees, it covers trainees, agency staff,
contractors, home workers, trainees and professionals in the NHS. Employment law restrictions
on minimum length of service and age do not apply. The Act does not cover self-employed

people, volunteers, the army, intelligence services or police officers.

Internal Disclosures

A disclosure in good faith to a manager or the employer will be protected if the whistleblower has

a reasonable suspicion that the malpractice has occurred, is occurring or is likely to occur.

Regulatory Disclosures
The Act protects disclosures made in good faith to prescribed bodies such as the Health and

Safety Executive, the Financial Services Authority and HM Revenue and Customs, where the
whistleblower has a reasonable belief that the information and their allegation(s) are substantially

true.

Wider Disclosures
Wider disclosures (e.g. to the police, the media, MPs, and non-prescribed regulators) are protected

if, in addition to the tests for regulatory disclosures, they are reasonable in all the circumstances
and they meet one of the three preconditions. Provided they are not made for personal gain, these
preconditions are that the whistleblower:

. reasonably believed they would be victimised if they raised the matter internally or with a
designated regulator

. reasonably believed a cover-up was likely and there was no regulator

. had already raised the matter internally or with a prescribed regulator.
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Full Protection

Where the whistleblower is victimised in breach of the Act they can bring a claim to an
employment tribunal for compensation. Awards are uncapped and based on the losses suffered.
Additionally, where an employee is sacked, they may apply for an interim order to keep their job.
Not all disclosures made by an employee are protected under the Act. Those that are include
criminal acts, health and safety violations, breaches of legislation and miscarriages of justice.
However, such whistle blowing is only protected as long as the disclosure is made in good faith to
the employer, or any other person authorised under a procedure set up by the employer for this

purpose

Qualifying Areas
The topics qualifying for protection under the Act are information that the employee reasonably

believes tends to show one or more of the following is happening now, took place in the past, or is

likely to happen in the future:

a criminal offence

the breach of a legal obligation

a miscarriage of justice

a danger to the health or safety of any individual
damage to the environment

deliberate covering up of information tending to show any of the above five matters.
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APPENDIX G: THE SEVEN PRINCIPLES OF PUBLIC LIFE
from the Report of the Committee for Standards in Public Life (The Nolan
Report)

Selflessness
Holders of public office should take decisions solely in terms of the public interest. They should
not do so in order to gain financial or other material benefits for themselves, their families or their

friends.

Integrity

Holders of public office should not place themselves under any financial or other obligation to
outside individuals or organisations that may influence them in the performance of their official

duties.

Objectivity

In carrying out public business, including making public appointments, awarding contracts, or
recommending individuals for rewards and benefits, holders of public office should make choices

on merit.

Accountability

Holders of public office are accountable for their decisions and actions to the public and must

submit themselves to whatever scrutiny is appropriate to their office.

Openness

Holders of public office should be as open as possible about all their decisions and the actions that
they take. They should give reasons for their decisions and restrict information only when the

wider public interest clearly demands.

Honesty
Holders of public office have a duty to declare any private interests relating to their public duties

and to take steps to resolve any conflicts arising in a way that protects the public interest.

Leadership
Holders of public office should promote and support these principles by leadership and example.
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APPENDIX H: SUMMARY OF PROTOCOLS FOR PROPOSED CAPITAL
EXPENDITURE

The following levels of approval for business cases apply:

. Vice-Chancellor Up to £1million

. Policy and Resources Committee £1million-£4million

. Council Over £4million

. Proposed capital projects should be supported by:

. A statement that demonstrates the project’s consistency with the strategic plans and estates
strategy approved by the University Council.

d An initial budget for the project for submission to the policy and resources committee and the
estates committee. The budget should include a breakdown of costs including professional fees,
VAT and funding sources.

d A financial evaluation including whole-life cost estimates, of the plans together with their impact
on revenue plus advice on the impact of alternative plans.

. An investment appraisal in an approved format which complies with HEFCE guidance on option
and investment appraisal.

. A demonstration of compliance with EU regulations, normal tendering procedures and HEFCE
regulations. This will require careful consideration where partnership arrangements are in place.

. A cash flow forecast.
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APPENDIX I: SUMMARY OF PROTOCOLS FOR PROPOSED MAJOR
DEVELOPMENTS

The proposal should be supported by a business plan for an appropriate number of
years, depending upon the size of the project, which sets out:
. a demonstration of the proposal’s consistency with the strategic plans approved by the University

Council and with the University’s powers under current legislation

. details of the market need and the assumptions (based on reference data) of the level of business
available

. details of the business and what product or service will be delivered

. an outline plan for promoting the business to the identified market and achieving planned levels
of business

. details of the staff required to deliver, promote and manage the business, together with any re-

skilling or recruitment issues
. details of any premises and other resources required
. a financial evaluation of the proposal together with its impact on revenue and surplus, plus

advice on the impact of possible alternative plans and sensitivity analyses in respect of key

assumptions
. contingency plans for managing adverse sensitivities
. consideration of taxation and other legislative or regulatory issues
. a three-year financial forecast for the proposal including a monthly cash flow forecast and details

of the impact on the University cash flow forecast for the financial years in question. More detail

on these protocols can be found in the University’s financial procedures.
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APPENDIX J: INTERNAL AUDIT RESPONSIBILITIES FROM THE HEFCE'S AUDIT
CODE OF PRACTICE

The prime responsibility of the internal audit service is to provide the University Council, the
designated officer and the SMG of the University with assurance on the adequacy and
effectiveness of internal control systems, including risk management and governance.
Responsibility for the control of their own area remains fully with management, who should
recognise that internal audit can only provide ‘reasonable assurance” and cannot offer any
guarantee against material errors, loss or fraud. Internal audit also offers help to management to
improve their systems of control and reduce the potential risks faced by the University. In such
circumstances, internal auditors apply their professional skills in a systematic and disciplined
way to contribute to the achievement of corporate objectives Risk management and assessment

provides the opportunity for internal audit work to be efficient and focused
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APPENDIX K: FRAUD RESPONSE PLAN
Purpose

1 The purpose of this plan is to define authority levels, responsibilities for action and reporting
lines in the event of a suspected fraud or irregularity. The use of the plan should enable the

University to:

. prevent further loss

. establish and secure evidence necessary for criminal and disciplinary action

. notify HEFCE, if the circumstances are covered by the mandatory aspects of the audit code of
practice

. recover losses

. initiate any disciplinary or criminal process

. deal with requests for references for employees disciplined or prosecuted for fraud

. review the reasons for the incident, the measures taken to prevent a recurrence, and any action

needed to strengthen future responses to fraud

. keep all personnel who need to know suitably informed about the incident and the University’s
response

. assign responsibility for investigating the incident

. establish circumstances in which external specialists should be involved

. establish lines of communication with the police.
Initiating Action

2 All actual or suspected incidents should be reported without delay to the Director of Finance. The

Director of Finance shall, within 24 hours, hold a meeting of the following project group to decide

on the initial response:

. Director of HR, in the chair

. a senior representative of internal audit

3 The project group will decide on the action to be taken. This will normally be a special
investigation, led by internal audit. The decision to initiate a special investigation shall constitute
authority to internal audit to use time provided in their operating plan for special investigations,

or contingency time, or to switch internal audit resources from planned audits.
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Prevention of Further Loss

Where initial investigation provides reasonable grounds for suspecting that a member or
members of staff have been engaged in activities constituting fraud, the project group will decide
how to prevent further loss. This may require the suspension, with or without pay, of the
suspects.

It may be necessary to plan for a rapid suspension to prevent the suspects from destroying or
removing evidence that may be needed to support disciplinary or criminal action. In these
circumstances, the suspect(s) should be approached unannounced. They should be supervised at
all times before leaving the University’s premises. They should be allowed to collect personal
property under supervision, but should not be able to remove any property belonging to the
University. Any security passes and keys to premises, offices and furniture should be kept by the
investigators.

Advice should be obtained from the Head of Security on denying access to the University while
suspects remain suspended (for example, by changing locks and informing security staff not to
admit the individuals to any part of the premises). Similarly, access permissions to the
University’s computer systems should be withdrawn without delay.

Internal audit shall consider whether it is necessary to investigate systems, other than that

which has given rise to suspicion, through which the suspect may have had opportunities to

misappropriate the University’s assets.

Establishing and Securing Evidence

A major objective in any fraud investigation will be the punishment of the perpetrators, to act as a
deterrent to other staff. The University will follow disciplinary procedures against any member of
staff who has committed fraud. The University will normally encourage the Crown Prosecution

Service to pursue the prosecution of any such individual.

Internal audit will:

maintain familiarity with the University’s disciplinary procedures, to ensure that evidence
requirements will be met during any fraud investigation

establish and maintain contact with the police where appropriate

train audit staff where relevant in the evidence rules for interviews under the Police and Criminal
Evidence Act

ensure that staff involved in fraud investigations are familiar with and follow rules on the
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11

12

13

14

15

16

admissibility of documentary and other evidence in criminal proceedings.

Notifying Hefce
The circumstances in which the Vice-Chancellor, on behalf of the University must inform

HEFCE about actual or suspected frauds are detailed in HEFCE’s audit code of practice.

Recovery of Losses

Recovering losses is a major objective of any fraud investigation. Internal audit will quantify
the amount of any loss, and repayment will be sought in all cases.

Where the loss is substantial, legal advice should be obtained without delay about the need to
freeze the suspect’s assets through the court, pending conclusion of the investigation. Legal
advice should also be obtained about prospects for recovering losses through the civil court,
where the perpetrator refuses repayment. The University would normally expect to recover any

costs, in addition.

References for Employees Disciplined or Prosecuted For Fraud

The staff handbook requires any request for a reference for a member of staff who has been
disciplined or prosecuted for fraud to be referred to the Director of HR. The Director of HR

must prepare any answer to a request for a reference having regard to employment law.

Reporting to Council and Audit Committee
Any incident matching the criteria in HEFCE’s audit code of practice (as in paragraph 10 above)

shall be reported without delay by the Vice-Chancellor to the Chairs of both the University
Council and the Audit Committee.

Any variation from the approved fraud response plan, together with reasons for the variation,
shall be reported promptly to the Chairs of both the University Council and the Audit

Committee.

On completion of a special investigation, a report shall be written by internal audit for the
Audit Committee containing:

a description of the incident, the value of any loss, the people involved and the method of their
fraud

the measures by the University or the department to prevent a recurrence

any action needed to strengthen future responses to fraud. There should be a follow-up report on

whether or not the actions have been taken.
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20

Reporting Lines after Fraud
The project group shall provide a confidential report to the Chair of the University Council, the

Chair of the Audit Committee, the Vice-Chancellor and the external audit partner at least
monthly, unless the report recipients request a lesser frequency. The scope of the report shall
include:

quantity of losses

progress with recovery action

progress with disciplinary action

progress with criminal action

estimate of resources required to conclude the investigation

actions taken to prevent and detect similar incidents.

Responsibility for Investigation

All special investigations shall normally be led by internal audit, not by management.
Management must co-operate with requests for assistance from internal audit.

Some special investigations may require the use of technical expertise which internal audit does
not possess. In these circumstances, the project group may approve the appointment of external

specialists to lead or contribute to the special investigation.

Review of Fraud Response Plan
This plan will be reviewed for fitness of purpose at least annually or after each use. Any need

for change will be reported to the audit committee for approval.
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APPENDIX L: CONDITIONS OF CONTRACT FOR THE PURCHASE OF GOODS AND
SERVICES

List of Headings
. variation of conditions
. specification
. identification of goods
. packaging
. containers and pallets
. forms
. delivery

. property and risk
. rejection of goods
. default by contractor

*  force majeure

. price and payment

. indemnity

. insurance

. transfer and sub-contracting
. patents etc

. confidentiality

. inducements to purchase

. insolvency

. publicity

. law
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APPENDIX M: MAIN POINTS INCLUDED IN THE UNIVERSITY’S CODE OF TENDERING
PRACTICE

. Duty to comply by the University’s staff.
. EU regulations to be complied with.
. » Competitive tendering procedure, which will:
- ensure fairness of competition
- ensure that companies invited to tender are financially and technically able to meet the
University’s requirements
- indicate the terms of the contract -outline the appropriate British standards to be complied with
. Quotation procedure, which will indicate:
- the minimum number of firms that should be expected to provide quotations
-lists of available firms in existence which have been approved by the University that might
undertake the work specified
-the terms by which the contractors will be paid
-single tender action

-the national requirements concerning good practice that should be followed

. Submission of tenders (e.g. time, date, etc).

. Receipt and safe custody of tenders and records.

. Admissibility and acceptance of tenders.

. Acceptance of tenders/quotations.

. Scope for justification to accept tenders not at the lowest price.
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APPENDIX N: TREASURY MANAGEMENT POLICY

1

2.1
211

2.2

Treasury objectives
The University’s overall objectives apply across the institution and its subsidiaries (‘the

group’). The objectives are:

To ensure the most competitive return on surplus cash balances within the group

To ensure the availability of flexible and competitively priced funding to support the University’s
capital expansion programme

To identify and manage financial risks, including interest rate and foreign currency risk, from all
areas of the group’s operations, and to optimise performance consistent with those risks

To ensure compliance at all times with banking covenants and the HEFCE Financial

Memorandum

Attitude to Risk
Funding
The group takes a risk-averse approach to funding, given the need to provide funds to support its

capital programme as well as recurrent operational cash flows and their seasonal fluctuations.
Any long term debt will be incurred only for specific capital expansion plans. The group will not
accept Basis/Market risk, i.e. that any product or instrument will yield at sale or redemption a
lesser amount than was originally invested. Any additional borrowing by subsidiaries through
loans, finance leases, or operating leases, which have not already been approved through their
current budget and long term plans, must first be notified to the Director of Finance, who controls
the overall limits on borrowing. Meeting these objectives will be through developing long term

relationships with a number of major clearing banks, as at 2.5.

Investment of short term deposits
221 All temporary cash surpluses (either £ sterling, Euros, or $US) will be held in

relatively liquid form and invested for periods not in excess of one year. Deposits may only be
placed with the banks with which the University has a relationship, as at 2.5, or with financial
institutions operating from or regulated by jurisdictions in the EU, and carrying a minimum
short term rating with any of the following rating agencies:

Fitch F1

Standard and Poors A1l

Moody’s P1 Institutions’ credit ratings will be monitored by the finance department monthly to
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2.3
2.3.1

2.4
241

242

2.5
251

2.6
2.6.1

3.1
3.1.1

identify any actual or potential changes. The financial limits for investment with any one
counterparty at the same time are:
Major UK clearers £10million (HSBC; HBOS; BARCLAYS; LLOYDS-TSB; BOS)

Other institutions meeting the above ratings £5million

Foreign currency

Dealing with currency receipts and payments only as they arise, and looking at that point for
conversion gains, is regarded as “passive speculation’. Group policy therefore is to take out

forward cover for all major transactions as soon as they are identified. This applies equally to
future receipts and to payments, the latter only insofar as they cannot be covered by existing

holdings in that currency.

Interest rate management
Fixed/floating ratio: Group policy is defined by (1) the preference for present certainty of the cost

of borrowings, and (2) the need to achieve an acceptable rate of interest cover from
internally-generated cash flow.

Subsequent variations in the required ratio can be modified by the use of interest rate swaps,
effectively to fix a proportion of consolidated debt into a known interest rate, on a maturity

profile of borrowings that mirrors the group cash flow and borrowings projections.

The proportion of this debt is within the parameters of 50% to 75%.

Banking relationships

The group’s approach is to foster long term relationships with a core number of major

banks, and thereby to benefit from mutual confidence and commitment.

Compliance
The group has a number of financial covenants attached to its borrowings, and must observe the

requirements of HEFCE's Financial Memorandum. Performance against these will be reported
to the SMG and Finance Committee through (a) the annual budget and long term planning
process, and (b) quarterly in the management information pack, so that any potential problems

can be identified early.

Key responsibilities
Without clarity of treasury controls, the management of cash, borrowings, and complex

financial instruments can lead to financial stress.
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3.2

The key components of treasury control therefore comprise:

Clearly defined responsibilities in the area of treasury activities for the SMG, and the Finance
Director, across the University and its subsidiaries

Segregation of responsibilities amongst finance staff who deal in financial instruments, those who
initiate payments, and those who report on treasury activities.

Limitations on the use, circumstances, and financial value of instruments such as forward
contracts and interest rate swaps

Regular reporting of all treasury activity

The responsibilities are structured as between the SMG and the Finance Department as follows:

Role of SMG

To approve the overall group treasury policy

To approve external funding arrangements (other than the renewal or refinancing of existing
loans up to a maximum of £10million)

To delegate responsibility for setting procedures and internal controls to the Finance Director

To receive and review regular reports on treasury activity

Finance Department

Cash and borrowings management comprises:

The monthly monitoring of credit ratings of financial institutions.

The preparation of forecasts, based upon a combination of the current budget and long term
plans, and previous years’ experience of patterns in cash flow.

The reporting of actual cash flows against forecast. There are different timescales to enable

informed management decisions to be made, i.e.:

3.2.1 Immediate. Daily / weekly forecasting and monitoring, for predicting immediately maturing

obligations, performed by the financial accountant to manage short term liquidity.

3.2.2 Operational. Monthly and quarterly reports prepared by the management accountants and the

financial controller for short term investment planning and presented to the SMG each month.

3.2.3 Tactical. This covers the annual budget, and is a derivation of the group Income and

Expenditure and Capital expenditure plans for the coming year. These reports are performed
by management accountants as part of the HEFCE annual monitoring exercise, and are used

internally to inform investment and borrowing plans for the year.
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3.2.4 Strategic. Medium to longer term forecasting is also required by HEFCE but looks ahead four
years. This monitoring form part of the decision making for growth through capital investment
and the medium to long term funding sources. Of equal importance is its use as an indicator of

the group’s ability to support long term debt on a sustainable basis.
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1 INTRODUCTION

The information and instructions contained in this manual are an integral part of the University’s
Financial Regulations and are for the guidance of staff in all departments of the University and
its subsidiaries. The policies have been prepared in the light of the Income Tax and National
Insurance Contributions (NIC) regulations in order to ensure HMRC compliance.

Provided claims are completed strictly in accordance with the terms of this manual, unless
otherwise stated, no additional tax or National Insurance Contribution liability will arise in
respect of expenses and benefits reimbursed either to the member of staff or to the University

and staff need not report details in their tax returns.

This policy should be read in conjunction with the Travel Booking Procedures Guide, located at

Annex A.

2 AIMS & OBJECTIVES

The aim of this policy is to provide guidance on the circumstances in which expenditure may
be incurred by University staff whilst travelling on business and the allowances that may be
paid in compensation for that travel.

Specifically, the policy will:

. provide guidance on the types of travel-related expenditure that can and cannot be reimbursed by
the University.
. ensure that adequate controls are in place to ensure compliance with HMRC rules and

requirements for tax dispensations

. ensure that we have the framework for a quality travel service that meets our needs
. ensure that staff only travel when necessary and do so in a sustainable and cost effective way
3 SCOPE

The provisions within this policy relate apply to all permanent University staff and also to those
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6.1

staff on temporary contracts. They apply to all of the University’s activities, regardless of the

source of funding.

Journeys classed as ordinary commuting, usually from home to an individual’s normal

workplace, are not covered by this policy.

ROLES & RESPONSIBILITIES

All travel approvers should:

be aware of and review official business travel being undertaken by their staff, including the
reasons for it and the types of transport taken;

should review working practices to ensure that they and their staff only travel when is necessary;
and if it is necessary to travel, they use the most sustainable and cost effective travel option
available;

ensure that any expense claims have been checked and are correct and that the expenses incurred

were in line with business requirements before they are authorised and forwarded for payment

All travellers and travel arrangers must:

comply with the Travel Policy & Procedures when arranging travel and incurring associated
expenditure on behalf of the University. The University assumes no obligation for

reimbursing expenses that are not in compliance with this policy.

MONITORING & REVIEW OF POLICY

The application of this policy will be monitored and reviewed on a regular basis to ensure it is
meeting the aforementioned aims. Amendments will be made and the policy will be reissued as

required.

BUSINESS TRAVEL: DEFINITION & CONDITIONS FOR REIMBURSEMENT

Business travel
Business Travel is defined primarily as travel for a necessary business purpose between one

workplace and another -i.e. travelling by an employee in the performance of their duties or
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6.2

6.3

travelling to or from a place a claimant has to attend in the performance of their duties, as long
as the journey is not ordinary commuting or private travel. Provided the travel is primarily for
a necessary business purpose, the University will pay for or reimburse the cost of the travel
-subject to the specific guidance detailed below

-without there being a liability to tax or NICs.

Ordinary commuting
Travel between home and the normal or permanent place of work -is not normally a tax-allowable
expense. It is usually clear whether or not a place is the claimant’s usual or permanent workplace
(and, therefore, whether a journey to or from that place is ordinary commuting). A place is
defined as the employee’s permanent workplace if they attend it regularly for the performance of
the duties of their employment. The normal place of work is usually defined in the employees’
contract of employment. The University will not normally reimburse the cost of such travel for
any employee, except where the conditions for late working, as outlined below apply. Where
non-allowable travel costs have been reimbursed then this will be subject to tax and NI and must
be reported for P11D purposes. Note: it is not considered to be 'ordinary commuting' in those
instances where non-staff claimants attend the University or an associated place for the purpose
of taking part in a research activity. In these instances they may travel from home to the
University but this is not their normal place of work and as such the expense is allowable for the

reasons outlined below.

Travel from Home to a Place of Work which is not the Usual Place of Work
A place is a temporary workplace if a claimant goes there only to perform a task of limited
duration or for a temporary purpose. The cost of travel between home and a temporary
workplace, whether provided for by the University directly or claimed as reimbursement, is
tax allowable in these circumstances and will be paid by the University -subject to the specific

guidance detailed below -without there being a liability to tax or NICs.

HMRC consider 'limited duration' in this context to be a period of time which does not exceed
24 months and during which the claimant spends no more than 40% of their working time at the
place in question. "Temporary purpose' is considered to relate to a particular reason or a

self-contained activity which is not itself the continuation of other tasks.
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6.4 Travel Costs of Spouse, Other Family Members, or Guests

6.5

6.6

The University will not normally meet the travel or subsistence costs relating to the spouse,
partner, other family members, or guests of a claimant who accompany them on a business
trip. However, provided the expenses can be allowed under the ordinary expenses rule as
having been incurred "wholly, exclusively and necessarily in the performance of" the

employee’s duties, then the expenses may be claimable and will not be subject to tax.

Travel Claims In Respect Of Courses and Conferences
The cost of providing in-house training courses is normally met by the University. Employees
who travel to 'work-related' training are entitled to claim for the cost of their journey. The
definition of work-related training is wide enough to cover most types of training in genuine

workplace skills. It does not, however, include training offered as a reward or an inducement.

Where, however, a claim of this type is made, it will be necessary for the Head of Department or
equivalent to clarify on the expenses claim form whether or not the matter of attending the
course/conference was at the instigation of the University because attendance was necessary for

the performance of the employee’s duty. If, however, attendance was:

taken on the employee’s own initiative or

for personal education or

to improve one’s qualification for doing one’s job or

to keep 'up-to-date’

then the expense claim will suffer a deduction for taxation and National Insurance
Contributions.

Note: Claims for reimbursement of courses and conferences expenses will not be regarded as
being complete unless the expenses claim form shows whether or not the attendance was

necessary as part of the employee’s duties.

Travel and Subsistence -Part-Time, Visiting and Occasional Lecturers
Provided they are deemed to be 'employees’, then travelling and subsistence costs necessarily
incurred in travelling in the performance of their duties will be not be liable to tax. The term "in
the performance of" means that the expenses must be incurred in actually carrying out the duties
of employment. It is not sufficient that an expense is simply relevant to, or incurred in connection

with, the duties of employment, or if the expense is to put the employee in a position to perform
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7.1

7.2

his or her duties. So if a University reimburses an employed lecturer for the costs of travelling
from home to the University the payment is chargeable to tax because the journey is not in the

actual performance of the lecturer’s duties.

TRAVEL BOOKING PROCEDURES

Trip Authorisation
This policy does not require advance written authorisation for business travel except where the
maximum thresholds detailed within this policy are likely to be exceeded. Under these
circumstances, there must be clear agreement from the budget holder (e.g. a brief exchange of
e-mails or memos, or a standing delegated authority) that the costs will be met.

Compliance with the travel policy will be monitored retrospectively on a regular basis.

Travel Bookings - Use of Approved Suppliers Only
All travel bookings must be made through the University’s approved travel supplier as detailed
within the Travel Booking Procedures Guide .This supplier has been selected to enable the
University to gather sufficient information to inform a future tender exercise which will result in
the most favourable service and terms available.
Detailed procedures for booking travel with the approved supplier can also be found within the
Travel Booking Procedures Guide.
The approved supplier will provide consolidated electronic weekly invoices for all business travel
bookings made through them and the University’s Accounts Payable team will pay these directly
to the agents. There is no need for these items to be recorded on a Travel Expenses Claim. A
breakdown of the invoice charges will be provided to departments to enable retrospective checks /
queries to be made.
Some employees with regular travel commitments hold University Purchasing Cards; however
these should only be required to settle expenses over and above the travel booked via the
approved supplier. These must be used only in accordance with the University’s Purchasing Card
rules and procedures and under no circumstances may they be used for private travel or other
private expenses. Legitimate business travel costs met through use of the Purchasing Card will be
settled directly by the University and charged to the appropriate cost centre.
If there are exceptional circumstances for making a travel booking other than through the

University’s approved suppliers, then the University’s established purchasing procedures must
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be followed. This entails the use, in advance, of an official Purchase Order or payment using a
University purchasing card.
In all other cases the traveller is expected to meet the costs in the first instance and submit a claim

later. Requests for an advance to meet the costs may be made (see paragraph 11.3).

7.3 Accepted Modes & Class of Travel
Due to the environmental impact of business travel, staff should consider alternative options
such as teleconferencing or videoconferencing in the first instance. However, where University
staff need to undertake work-related travel, they should travel by the most cost-effective means

of transport available. The accepted methods of travel are outlined below.

7.3.1Use of Private Vehicle
Staff may use their own private vehicle for University business journeys provided they are
licensed and sufficiently insured. Prior to using private vehicles for business use, staff must
ensure that their insurance cover extends to business use and the insurer should, if necessary, be
asked to endorse the insurance certificate to confirm that driving in the performance of the
employer’s business is covered by the insurance policy. The University will not accept liability for

any consequences arising from failure to do so.

Mileage: Claimants who use their own private vehicles on University business in accordance with
the rules defined in section 6.1 above will be paid a standard rate of mileage allowance. The

current allowance is:

Cars or vans 40p per mile for the first 10,000 miles and

25p per mile thereafter

Motorcycles or mopeds 24p per mile for all mileage

Bicycle 20p per mile for all mileage

Claims for private vehicle usage should be submitted on the Expense Claim Form together with
full details of the journey, date, reason, departure points and destinations, plus any passengers.
Business miles to be claimed must be specified and the amount claimed shown in the appropriate

columns.
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No income tax or NIC liabilities will arise in respect of amounts claimed in accordance with
these rules. Note: University purchasing cards must NOT be used to purchase fuel for private

vehicles as this creates a potential taxable benefit for the vehicle owner.

7.3.2 Travel by Hire Car

7.3.3

For longer journeys hiring a car is likely to be cheaper than using your own car. Car hire should be
arranged through the University’s approved supplier as detailed within the Travel Booking
Procedures Guide. The cost of fuel for a hire car can be recovered on presentation of a receipted
claim. Cars should not be hired over a weekend period to avoid liability for the taxation of a
benefit in kind.

Hire cars may only be used for official business — private journeys are prohibited. Employees
must observe any restrictions on who may drive the hire vehicle. Drivers must be over 25 years of
age and hold a full UK driving licence. Restrictions may also apply to drivers with a previous
poor accident record. If overseas car hire is required as part of a complex overseas travel itinerary,

this should be booked as part of the travel package with the approved travel supplier.

Car Parking and Road Toll Charges

Parking costs or road tolls incurred in the course of approved business travel may be claimed via
the Expense Claim Form. Where tickets or receipts are available these should be attached in
support of claims.

No income tax or NIC liabilities will arise in respect of such costs.

The University will not reimburse payments for parking at the normal place of work, parking

fines or other penalties incurred by University employees.

7.3.4 Travel by Rail or Coach

All rail and coach travel should be booked through the approved supplier detailed within the
Travel Booking Procedures Guide.

Travellers should use the most economical class of travel. In general this will be a standard class
period return (or equivalent) although claimants are expected to investigate the possibility that
day return tickets or "savers" may be available at lower cost.

In exceptional circumstances, it may be necessary to purchase tickets at a railway station. If so,
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you should ask for a receipt at the time of purchase as many exit barriers retain tickets thus the

only way of supporting the expenditure is to submit a receipt.

7.3.5 Travel by Air

7.3.6

737

8.1

All air travel tickets should be booked through the University’s approved supplier, detailed
within the Travel Booking Procedures Guide.

Staff who need to travel by air should travel at tourist or economy class, taking advantage
wherever possible of any reduced rates. First class travel by air is not allowed.

Where a member of staff’s flight will exceed eight hours they may travel club or business class,
subject to funds being available within the relevant budget. Trading down of travel tickets, i.e.
travelling by a lower class in order to claim an extra ticket for a guest of the member of staff, will

not be permitted

Travel by Taxi
Employees should only travel by taxi where there is no viable public transport alternative or the
cost will be lower than parking and / or public transport costs. (Receipts must be provided when

re-claiming expenses)

Travel by Local Public Transport
Local bus, tram and underground train fares for business journeys (not home-to-office) may be

claimed as expenses. Claims should be supported by receipts (e.g. used tickets) where possible.

OVERSEAS TRAVEL

Travel Insurance
Employees must be adequately insured when on University business abroad. All employees are
therefore advised to take out the University’s own insurance policy which is specifically written
for the Higher Education sector and can provide the right level of cover.
This Insurance cover should be arranged through the Insurance section of the Health & Safety
department. Full details of the cover and are listed on their web site.. The cost of the cover will
depend on the duration of the trip and the amount will be recharged to the traveller’s cost centre

on the consolidated invoice.
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8.2

8.3

8.4

Once the cover has been arranged, the supplier will arrange for the insurance certificate to be
emailed directly to the traveller which will contain the details of the cover provided. A hard copy
can be made available upon request.

Employees should note that the University’s insurance policy allows for up to one week’s private
travel to be covered that runs concurrently with the business travel. However, this only applies
where the purpose and duration of the trip is predominantly for business purposes.

An excess payment, currently £25 for any single claim, is applicable under the University’s policy.

This will be charged to the same cost centre as the premium.

Foreign Exchange and Travellers Cheques
Employees may use the University’s approved travel supplier for the purchase of foreign

currency or travellers cheques.

Passports
Employees are responsible for ensuring that they have valid passports for overseas business
travel. For any journey, the expiry date of the passport must be at least 6 months after the date of
returning to the United Kingdom. It is generally expected that employees have passports for their
own personal use, in which case the cost of the passport will not be refunded. However, if an
employee has to obtain a new passport solely for the purpose of travelling on University business,
then the cost of the passport may be claimed as an expense. The University is not responsible for

the cost of replacing lost or stolen passports.

Visas, Vaccinations
Employees should use the University’s approved supplier to seek advice on the need for visas and
vaccinations for overseas business travel. The cost of visas may be charged to the same cost centre
as the travel tickets. Any charge made by doctors or health centres for vaccinations may be

claimed as an expense.
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9

9.1

9.2

9.3

9.4

SUBSISTENCE, HOTELS & ACCOMMODATION

Day Subsistence
Employees required to travel in the course of their work are entitled to claim the additional cost of
meals taken en route or whilst away from their usual place of work. Only the costs of meals taken
in the course of authorised business travel will be borne by the University.
NB Claims should be based on actual expenditure incurred and supported by receipts wherever

possible.

Claims for subsistence will not be permitted in the following circumstances:

(a) Where the claim does not satisfy the 4 mile/minimum 5 hour absence rule

(b) If the staff member’s normal place of work is on campus, but they are visiting another
University site.

(c) Where meals are provided as part of a conference or visit at no extra cost

(d) Where the meal(s) are taken at home

Where the costs of research work, and associated subsistence costs etc. are funded by external
organisations, any claims made by University staff in respect of travelling and subsistence
expenditure must follow the procedures set out in this policy. However, if specific per diem rates
are proposed by the sponsor in the contract the University will reimburse these rates provided
that the Finance Department is provided a copy of the agreement stating that the rates paid are

within HMRC guidelines.

Allowable expenses can include the cost of a meal including refreshments (alcoholic and
non-alcoholic), and the cost of a reasonable level of refreshments such as tea and coffee between
meals. Receipts must be provided in support of claims for actual subsistence costs where it would
be reasonable to expect a supplier to give them. See also Overnight incidental Expenditure below,

for which special HMRC rules apply.

Overnight Subsistence
Staff who may be required to spend the night away from home on official business may claim

reasonable costs for meals. Over a 24 hour period the reasonable cost for meals in Europe or North
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9.5

9.6

9.7

9.8

America would fall in the range £25 to £40.

Hotel Accommodation
Where University staff are required to stay away from home whilst travelling on University
business, hotel accommodation must be booked via the University’s approved supplier (see
Travel Booking Procedure Guide for details). The supplier is able to book accommodation for

individuals or groups of staff requiring accommodation within the United Kingdom or overseas.

Expenditure on hotel accommodation in Europe and North America would fall in the range

£60 to £160

The above indication is intended to cover accommodation in a reasonable hotel (roughly 3 star)
and two meals of a modest standard. Claims for lavish eating in expensive restaurants may
attract a personal tax liability.

These rates may only be exceeded where:

a) the approved supplier confirms that suitable accommodation is not available within the
maximum rates and the prior approval of the budget holder has been obtained.

b) the employee is required to book a specific hotel as part of a conference package and the invoice

is payable directly to the organiser

The approved supplier will only be responsible for meeting the cost of the hotel accommodation
and any meals requested at the time of booking. University staff are responsible for settling the
cost of any additional items (newspapers, phone calls, bar, mini-bar, restaurant (other than
breakfast), etc.) before leaving the hotel. These additional items, where they are permissible,

may be reclaimed as expenses and should be supported by receipts.

Overseas Hotel Accommodation
Although it is recognised that the cost of hotel accommodation and food can vary worldwide,
University staff should ensure that overseas accommodation and meals are taken in hotels and
restaurants similar in quality to those that would be used in the UK to keep expenditure within
the above UK subsistence rates. As a guide, hotels should be 3-star, or 4-star in more remote, or
less secure areas. . Guidance on overseas hotels can be sought from the University’s approved

supplier.
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9.11 Overnight Incidental Expenditure
Certain expenditure that an employee might incur in the course of a business journey is not
expenditure attributable to that travel. Private telephone calls, newspapers and laundry are
examples of expenditure arising as a consequence of business travel but which are essentially
personal in nature and do not therefore qualify as integral parts of the cost of business travel.
However, HMRC provides a concession that allows certain claims for what they term as

'Overnight incidental expenses' to be reimbursed without the need to deduct tax.

Currently the rates are £5 for every night spent away on business in the UK and £10 for every
night spent away on business outside the UK. Receipts in support of 'Overnight incidental
expenditure' must be provided where it would be reasonable to expect them.

When claiming overnight incidental expenditure care should be taken to ensure that any related
hotel bill does not also contain these charges. If incidentals have been included then they should
be deducted to leave only the bed & breakfast component. Alternatively, if the incidentals do not
exceed the Overnight incidental expenditure allowance, then the full hotel bill may be claimed

without further deduction.

10 OTHER EXPENSES AND BENEFITS

10.1 Business Entertaining
Entertainment expenses incurred "wholly, exclusively and necessarily" in the performance of an
employee’s duties will be reimbursed on production of receipts.
At least one third party must be present at a meal, function, etc in order for it to qualify as

'business entertaining'.

The following information must be shown on the external entertainment form in support of the

claim: the names of each person present

. the organisation each person present represents (including UoY)
. the purpose of the entertainment
. the location

Entertainment includes hospitality of any kind, not merely restaurant meals.
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10.2 Home Telephone Expenses
Employees who are required to make business calls using their home telephone should claim
reimbursement of such costs by entering the amount to be charged on the expenses claim form.
Claimants must attach itemised statements in support of claims for business calls. Business calls
must be highlighted on the itemised statements.
The University will not bear the cost of any private calls. The cost of such calls must be deducted
from the total amount of each bill and only the net amount, representing business calls (and the
VAT thereon), should be included on the expenses claim form.
Where the University has agreed to pay a proportion of the employee’s rental costs, the expenses
claim should comprise business calls plus the agreed proportion of rental, plus the proportionate
amount of VAT.
In cases where telephone rental is reimbursed, the amount will be subject to tax and National
Insurance Contributions.
Claims made as a result of using a mobile phone that is the property of the employee should be

in accordance with the instructions contained above.

10.3 Emergency Call outs
Travel from home to work to attend an emergency call-out is regarded by HMRC as ordinary
commuting. It makes no difference if the journey takes place outside normal working hours.
However, it will be regarded by the University as a claimable expense even though the amount

reimbursed will be taxable on the individual.

Employees in any doubt about whether a particular journey is claimable or not are

encouraged to seek the advice of Payroll Section before making a claim.

10.4 Taxis for Late Working
When a claimant is required to work late the University will reimburse the cost of the taxi fare

home where: -

. the claimant is occasionally required to work late (that is, until at least 9:00 pm) but those
occasions are neither regular nor frequent; and

. by the time the claimant can go home, either public transport between the claimant’s places of
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work and home has ceased or it would not be reasonable or safe in the circumstances for the
claimant to be expected to use it.

For these purposes, late working will be regarded as frequent if it occurs on more than 60
occasions in a tax year, and regular means a predictable pattern -for example if late night working
occurs every Friday.

In these circumstances claimants may be provided or may seek reimbursement for the cost of taxis
under the rules applicable to business expense reimbursements (the 'ordinary commuting' rule

does not apply), without giving rise to a tax or NI liability.

METHOD OF MEETING EXPENSES

The method of meeting travel-related expenses depends upon the chosen method of travel.
Hotel accommodation, public transport, air travel and car hire must be arranged in advance via
the University’s approved suppliers, therefore any costs relating to these areas will be invoiced
retrospectively to the University. This type of expense should not be reclaimed or settled by a
University purchasing card.

Advances against expenses will not normally be given but may be authorised in exceptional
circumstances provided that the prior agreement of the Head of the Department is obtained. This
may take the form of either a payment representing a reasonable level of advance against
anticipated expenditure or the obtaining of travellers' cheques. Employees should note that no
further advances will be made while a previous advance remains outstanding. The University
reserves the right, in the event of continued failure to clear an advance, to treat the payment as a

round sum allowance and to tax it accordingly.

MAKING EXPENSE CLAIMS

The University will reimburse the travel and associated costs incurred during a business journey.
All claims must be for actual expenditure incurred and, wherever possible, must be supported
with receipts. However, the mileage rates for use of a personal vehicle will be paid in full without
supporting receipts.

Claims for travel expenses incurred whilst travelling on University business must be made on
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12.2

official forms available on the Finance Department web pages. To download the appropriate

form, please visit: http://www.york.ac.uk/admin/finance/

An expenses claim should include any necessary accommodation (where this cannot be
booked via the approved supplier), subsistence and entertaining costs arising.

When completing a claim form, employees should note the following:

Employees are reimbursed the actual cost of expenses incurred wholly, exclusively and
necessarily in the performance of the duties of employment.

Reimbursement will be made providing the claim is supported by receipts (where receipts can be
reasonably expected to be supplied).

Expense claims submitted without supporting receipts (where receipts could reasonably be
expected to have been provided) may be deemed to come under the category of 'round sum
allowances', and will therefore be subject to tax.

Expense claims should include any Value Added Tax (VAT) that has been incurred.

Expense claims must be made within one month of the expense being incurred to enable budget
holders to accurately monitor expenditure. Claims for expenses that are more than a month old
will be referred to the Director of Finance for a decision as to whether the claim will be honoured.
All expense claims must be made in £'s sterling. Expense claims submitted in a form other than £'s
sterling will be returned to the claimant. Where expenses have been incurred in a foreign
currency, the £'s sterling figure should be established by converting the foreign currency to a £'s
sterling equivalent figure based on the exchange rate ruling at the date the expense was incurred.
Foreign exchange costs charged by a bank or exchange office may be claimed. Receipts must be
attached to the claim form showing the exchange rate and exchange cost

An incomplete or incorrect claim cannot be processed and will be returned to the authorising
signatory with an explanation as to why it cannot. As this process may lead to a delay in payment,

it is in everyone’s best interests to ensure that the claim is correctly completed in the first place

Expense claims must be signed by the individual claiming the expense and countersigned in
accordance with the overriding rule that the person authorising the claim should have sufficient
seniority to refuse to authorise it. The normal authorisation hierarchy is displayed below.
However, the use of a different authorisation signatory is acceptable, provided it is in accordance

with the aforementioned overriding rule. No-one may authorise their own expenses. Failure to
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124

12.5

follow instructions in this regard will render the expense claim invalid.

Claimant Authoriser

Departmental Staff Head of Department,
Note: Whilst the Head of Department is ultimately responsible for
ensuring that expense claims are correctly countersigned, the

countersigning function can be delegated in writing as

appropriate
Head of Department Nominees within that Department
Members of SMG Vice-Chancellor
Vice-Chancellor Treasurer

At the end of each tax year, the University will prepare a statement in respect of each member of
staff who has received taxable expenses and benefits, giving details of all such payments made in
that year. A copy of this statement will be issued to each member of staff. A report (on form P11D
or P9D as appropriate) will then be made to the Inland Revenue in order that the Inspector of
Taxes may collect the tax due from the member of staff. It is important that the statement is
retained as you may require it to complete your Self Assessment Return.

Petty cash must not be used under any circumstances to reimburse employee’s expense claims.

Submitting a false claim, or an attempt to submit one, may be treated as gross misconduct in terms

of the University’s disciplinary procedures.
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APPENDIX P: ASSET DISPOSALS FORM

The purpose of this form is to provide as much information as possible about the asset being
disposed, assisting in the accurate amendment of the University’s EFAS system and Insurance
Records. Please read the following fully before completing this form.

1 Approvals -this form must be signed by the Head of your Department or delegated
authority.

2 Your Details -all fields are to be completed.

3 Description of Item -asset register number and full details of the items as far as known.

4 Disposal Details -a description of the type of disposal that has occurred. If it was 'written-off',
under what circumstances? Was it sold or traded-in? If so, with whom did you deal? What was
the value and what are some of the details of the new asset? Details of the proceeds of sale and

payment processing

To comply with the requirements of the Waste Contract and Implementation of WEEE (Waste
Electrical and Electronic Equipment) and Hazardous Waste Regulations, please ensure that all
relevant waste electrical and electronic equipment is separated from other wastes and is disposed

of following Health and Safety recommendations.
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APPENDIX Q: CHARITABLE DONATIONS

1.2

1.3

The University has a fiduciary duty to protect the assets of all charitable funds in its trust, to
account for their use, and to act in accordance with any restrictions placed on their application by
the donor. All fundraising activities proposed to be undertaken within the University must be in
consultation with, and follow the approval processes laid down by, the Development and Alumni
Relations Office (DARO). By working with DARO the potential for increasing the level of
fundraising through the Gift Aid process, and the HE sector matched funding programme can be
realised. Charitable donations are classified into Restricted or Unrestricted by reference to the
individual circumstances surrounding any such donation. The accounting treatment will differ to
reflect these classifications, and it is important therefore to understand the implications when

accepting donations.

Restricted

Restricted Expendable, where the University receives a donation, bequest or gift with objectives
for its expenditure specified by the donor, then this must be classified as an Expendable
Endowment on the Balance Sheet. Unapplied expendable donations should not be accumulated,
but applied to the specified purpose as soon as possible. If expenditure is actually greater than the
gift, the University must apply its general funds to cover the difference.

Accounting: ‘A’ project + ac 4017 (Gifts and donations)

Restricted Permanent, where the donor specifies the purposes to which both capital and income
must be applied, and the capital must be maintained (i.e. restricted), then this must be classified as
a Permanent Endowment on the Balance Sheet.

Accounting: ‘7’ series project + ac 4017 (Gifts and donations)

Deferred capital grants, where the donation specifies that it must be applied to the purchase or
construction of a fixed asset, then this must be treated as a deferred capital grant on the Balance
Sheet.

Accounting: ‘D’ series project + 9501 (buildings) or 9503(equipment)

Unrestricted
Expendable with no restrictions Where the University receives a donation, bequest or gift with no

specific terms at all attached to its use then it should be recorded in the Income and Expenditure

Account as a charitable donation.
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2.2

Accounting: ‘M’code, or 1code for Academic; 5 code Non-academic + ac 4017 (Gifts and

donations)

Unrestricted Permanent Where the University receives monies for which the capital element must
be maintained but the income from which may be used without restriction, then it must be treated
as a permanent endowment on the Balance Sheet.

Accounting: 60000001+ ac 9603(endowments ~ donation) 60000001+ ac 9605(endowments ~

income)
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APPENDIX R: WORK FOR OUTSIDE BODIES

The University’s reputation as a centre of excellence means that members of academic staff are
routinely invited to act as consultants and advisors to outside bodies. Because links to public
bodies, industry, commerce and the professions benefit the personal development of the member
of staff involved as well as the wider standing of the academic discipline, the University is in
principle in favour of staff undertaking work for outside bodies. However, in translating that
statement of principled support into an effective policy the University must ensure that work for
an outside body does not have any adverse affect on its primary activities of teaching and research
and that there is no other conflict of interest. These guidelines are designed to regulate work for
outside bodies to ensure equity and transparency while safeguarding the interests of individual

staff, departments and the University.

Remit
These guidelines apply to all non-clinical academic and related staff. Clinical academic staff also

fall within the remit of these guidelines but they must be read to include agreements reached from

time to time with the NHS on the regulation of clinical work by University staff.

In the case of full-time members of staff within the remit of these guidelines, their professional
commitment as paid employees is expected to be wholly with the University and any other paid
employment is subject to the agreement of the University. In the case of part-time staff it is
accepted that other paid employment can be undertaken without prior approval as long as there

is no actual or potential conflict of interest.

Definition of Outside Work

Outside work includes work, that may or may not be remunerated, which is in addition to the
member of staff’s core contract with the University (e.g. for a lecturer the requirement to
undertake research, teaching and administration within an academic department). Such work

may be:
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a) tasks that are closely associated with the member of staff’s academic or professional
specialism;

b) tasks that are not closely identified with the member of staff’s academic or professional
specialism but may involve such calls upon the member of staff’s time that there is the potential

for this work to affect the member of staff’s core activities for the University.

Disclosure and Authorisation of Qutside Work

Outside work falls into two categories:
(i) approved, which does not require disclosure to the Head of Department, apart from through
the normal channels, and does not require the Head of Department’s agreement; and

(ii) authorised, which must be disclosed to and agreed by the Head of Department.

Approved outside work

The following outside work will be deemed to be approved without authorisation from the

member of staff’'s Head of Department: -

a) external examining;

b) reviewing, refereeing and editing academic journals;

c) giving occasional lectures at other HEIs and to learned bodies;

d) serving on RAE Panels; TQA Subject Specialist Reviews and other HE policy making bodies
established by HEFCE, Universities UK, etc;

e) giving occasional copy or input to the media to inform debate on a topic on which the

member of staff has specialist expertise. However, authorisation would have to be sought if
undertaking tasks in the media on a regular basis such as weekly newspaper article.

f) acting in an advisory or elected capacity in managing the internal affairs of a professional body
or learned society.

g) treating NHS patients. Authorisation is required for other areas of outside health work, such as
drug evaluations, acting as an expert witness or treating non-NHS patients.

In addition all staff have statutory rights to be elected to public office (e.g. Councillor), accepting
an unpaid public appointment (e.g. Justice of the Peace) or acting as a trade union representative.
Subject to meeting the statutory requirement to be eligible for paid release, no further

authorisation is required. It is however expected that before engaging in such activities staff will
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(ii)

consult with their Head of Department. If the member of staff is a Head of Department or the
Deputy Vice-Chancellor or a Pro-Vice-Chancellor they must disclose all outside work to the

Vice-Chancellor. In the case of the Vice-Chancellor, disclosure is to the Chair of Council.

Authorised outside work
All outside work that does not fall into the categories listed above must be disclosed, and the

member of staff must have the agreement of her or his Head of Department before undertaking it.

The reasons for disclosure are: -

a) Audit control procedures. Outside work is subject to review and analysis by internal and
external auditors, as well as by funding councils.

b) Resource management. Heads of Departments are required to ensure that any of the resources
used in association with outside work are recouped in full.

c) University reputation. The standing of the University could be at risk if staff undertake outside
work that compromises its good name.

d) Intellectual property rights. The University wishes to ensure that it is able to protect its
intellectual property rights from exploitation by external parties.

e) Conflicts of interest. Disclosure to and authorisation by a senior colleague ensures that there
are no actual or potential conflicts of interest, and protects the reputation and integrity of the
University and the member of staff.

f) Contractual liabilities. Outside work may create contractual obligations to external

agencies or require additional insurance cover or involve some other statutory requirements.

Contractual Status of Outside Work

There are three forms of contractual relationships covering outside work. These are: -

a) a consultancy in which the University contracts with a third party to provide services or skills
that require the member of staff to undertake work outside her or his core contract. The member
of staff has no change in her or his employment relationship. The University is directly
responsible for determining the fee for this contract and agreeing the remuneration with the
member of staff.

b) a consultancy in which a member of staff is named in the contract with a third party to provide

services, as a result of her/his employment with the University. The member of staff may have a
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lead role in negotiating the contract. In addition to the services of the member of staff such a
contract may involve the use of other University resources. Unless advised to the contrary legal
liability for such a contract lies with the University.

c) A private consultancy undertaken by the member of staff wholly and completely outside their
role as a member of staff of the University. All private consultancies must comply in full with the
requirements below.

A full-time member of staff is not allowed to provide private consultancy services to

the University.

Consultancy Days

Subject to the Head of Department confirming there is no conflict with core University duties, a
member of staff named in a contract with a third party may take up to 20 days’ paid release on
external consultancies. If a member of staff wishes to expand consultancy work beyond this
allocation and if it is in the interest of the University to agree to this, the University will be
willing to consider alternative funding arrangements and/or part-time working.

The right of members of staff to consultancy days must be viewed within the context of their other
entitlements, such as the entitlement to time off for being a JP or trade union representative.
Members of staff and their Heads of Departments are expected to ensure that they do not take on
so many external responsibilities that they are unable to carry out their core contractual
obligations at the level required by the University. Moreover, the University has a legal obligation
to ensure that a member of staff’s total agreed workload, including external work, is not a
potential health and safety risk. The University will seek to ensure that all staff maintain a healthy

work/life balance.

Consultancy Fees

The fees generated by consultancies should be agreed between the individual, the Head of
Department and the University, as should the principle of apportionment between them. It is
in the interests of all that the rates charged for outside work are set at a level that represents a

realistic financial return to all parties.

Members of staff who wish to undertake a private consultancy in the same professional area as
their post with the University are required to disclose fee details to their Head of Department. Fee

levels should not undercut any internal or external consultancies provided by the University in a
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broadly comparable professional area.

Private Consultancy Disclaimer

A private consultancy is one undertaken by a member of staff wholly on a personal basis.
Providing that they do not involve any conflict with the interests of the University, and subject to
the rules in 4, 6 and 7 above, full-time members of staff are permitted to undertake private
consultancies. The University has the right to ensure that the volume and nature of such
consultancies will have no adverse impact on the capacity of the member of staff to undertake

their core duties. The private and personal nature of such consultancies is made explicit by: -

a) The University receiving no financial benefit from such work.

b) The member of staff making it unequivocally clear to the client that the University is not a party
to the consultancy. At no time should any correspondence involving a private consultancy be on
headed notepaper, nor may University addresses be given as a point of contact.

c) The consultancy is undertaken wholly in the member of staff’s own time and does not use
University resources.

d) Ensuring that the University is not vicariously liable for any legal obligations. The consultant
should have personal indemnity insurance and such other statutory cover as required by the legal
advisers to the personal consultancy.

In all private consultancy agreements the following clause must be included: -

“These consultancy services are provided by X acting in a personal capacity. Although Xis
otherwise employed by the University of York he/she/they are not acting for or representing the
University in any way. It is an express and agreed term of the agreement between X and the Third
Party that the University of York has no responsibility for the services provided or the manner in
which they are undertaken and shall incur no responsibility for any loss, damage or injury or any

other matter of complaint that may arise from the provision of these consultancy services”.

Any member of staff who undertakes a private consultancy that does not include this
disclaimer could be liable to disciplinary action. It is also likely that in the absence of such a
disclaimer the University’s insurers will take legal proceedings to ensure the University is

indemnified against any liabilities arising from the private consultancy.
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APPENDIX S: Changes from December 2008 version

Paragraph 15.4- Collection of Debts
From “requests to write off debts of any amount must be referred in writing to the Director of
Finance for authorisation”
To “requests to write off debts up to £5000 must be authorised by either the Financial Controller
or Financial Accountant. All other requests to write off debts must be authorised by the Director

of Finance”

Paragraph 19.13 — Petty cash
From “The recommended weekly spending limit per individual or group is £10”
To “The maximum individual transaction amount is £50”
Additional text “Petty cash should not be used for round sum payments to individuals,
entertaining, provision of uniforms and similar items that are covered by HMRC expenses

rules”

Appendix O - Travel Expenses Policy
Paragraph 6.2 to include additional the text “The normal place of work is usually defined in the

employees’ contract of employment”

Paragraph 9.10 (now 9.9) “Personal incidental expenditure” to be renamed “Overnight

incidental expenditure” and amended throughout the document

Paragraph 9.9/11.2
Remove this section as the HMRC scheme which allows a £25 scale payment for staff staying

overnight with friends/ relatives is no acceptable to them. Renumber remainder of section.

Paragraph 8.1 Travel Insurance
Remove paragraph starting “The insurance cover should be purchased though ...”
Replace with “Insurance cover should be arranged through the Insurance section of the Health & Safety

department. Full details of the cover and are listed on their web site”
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