
 

 

Losses and Special Payments Policy and Procedure V7.0 
Page 1 of 27 

 

 

 

 

 

 

Losses and Special Payments  
Policy and Procedure 

 
V7.0 

 
September 2020 

 

 

 
  



Losses and Special Payments Policy and Procedure V7.0 
Page 2 of 27 

Summary 

 

Yes

No

Start

End

Line/Budget Manager to arrange for full completion of  a 
Losses and Special Payments Incident Report (per Appendix 

4):

Where a third party is making a claim, the Manager should 
first arrange for full completion of section A, checking this has 
been signed and any evidence requested by the form has been 

obtained.

The Budget Manager should complete and sign off section B, 
to provide further details and indicate whether or not they 

support the making of any payment.

Where the sum concerned exceeds £1,000, the Budget 
Manager should obtain further sign off as necessary (with 

reference to authorisation levels tabulated in para 1.7 of the 
Losses and Special Payments Policy and Procedure).

Is the value concerned
£1,000 or more?

Line/Budget Manager to arrange 
for full completion of a Losses and 

Special Payments Checklist (per 
Appendix 5):

The Budget Manager should sign 
off the checklist.

The Budget Manager should obtain 
further sign off (with reference to 
authorisation levels tabulated in 

para 1.7 of the Losses and Special 
Payments Policy and Procedure).

The Checklist should be attached to 
the Incident Report.

Submit form(s) to the General Office.

General Office staff liaise with Managers as necessary to 
process the form(s), then submit  the form(s) to the Finance 

Department where a transaction has been authorised.

The Finance Department:-

actions authorised payments.

updates the Losses and Special Payments Register it holds.

routinely reports on losses and special payments to the Audit 
& Risk Assurance Committee.
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Data Protection Act 2018 (General Data Protection Regulation – GDPR) Legislation 

The Trust has a duty under the DPA18 to ensure that there is a valid legal basis to process 
personal and sensitive data. The legal basis for processing must be identified and documented 
before the processing begins. In many cases we may need consent; this must be explicit, 
informed and documented. We cannot rely on opt out, it must be opt in. 

DPA18 is applicable to all staff; this includes those working as contractors and providers of 
services. 

For more information about your obligations under the DPA18 please see the Information Use 
Framework Policy or contact the Information Governance Team  
rch-tr.infogov@nhs.net 
 
 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 
 
1.1. This policy/procedure provides guidance to Trust staff on the reporting, 

recording and investigation of losses to the Trust, along with advice on 
special payments that may be made. It should be read in conjunction with 
the Trust’s Standing Financial Instructions, which provide general direction 
on losses and special payments. 
 

1.2. It is the responsibility of the Director of Finance to ensure that: 
 

 Losses and Special Payments Register is maintained, in which write-off 
action is recorded; 

 for any loss, consideration is given as to whether an insurance claim can be 
made; 

 any loss apparently caused by theft, arson, neglect of duty or gross 
carelessness, except if trivial, is reported to the Trust Board and to the 
External Auditor; 

 no special payments exceeding delegated limits are made without the prior 
approval of the Department of Health & Social Care; 

 all losses and special payments are reported to the Audit & Risk Assurance 
Committee; and 

 steps are taken to safeguard the Trust’s interests in the event of bankruptcies 
and company liquidations. 

 
1.3. It is the responsibility of Directors and Managers to ensure that losses and 

special payments are dealt with in accordance with this policy/procedure 
and the guidance contained within HM Treasury’s “Managing public 
money”: Annexes 4.10 and 4.13. 

 
Link to: HM TREASURY - Managing public money 

 
1.4. The Department of Health & Social Care’s “Group Accounting Manual” sets 

out how losses and special payments should be accounted for by the Trust. 
It separates losses and special payments into different categories and 
details the actions to be taken on discovering a loss or considering a claim 
for compensation. 

 
1.5. Upon discovering a loss, Trust staff have a responsibility to report it to their Line 

Manager. The Line Manager must complete a Losses and Special Payments 
Incident Report (provided at Appendix 4) and return it to the General Office 
at Royal Cornwall Hospital.  

 

1.6. For a case that is valued at £1,000 or more, a checklist (provided at 
Appendix 5) must also be completed and sent to the General Office. This will 
ensure that all aspects are satisfactorily considered and that any lessons learnt 
can be identified and acted upon.  

 
1.7. Before a loss is written off or a special payment is made, authorisation must be 

made in accordance with the following table: 
 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/835558/Managing_Public_Money__MPM__with_annexes_2019.pdf
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Value Authorised by 

 Up to £1,000 Budget Manager 

>£1,000 to £5,000 Deputy Director of Finance 

>£5,000 to £10,000 Director of Finance 

>£10,000 to £50,000 Joint approval of Director of Finance and   
Chief Executive 

>£50,000 Approval of Audit & Risk Assurance 
Committee 

 
1.8. Further assistance on the implementation or interpretation of this 

policy/procedure can be obtained from the Financial Accountant. 
 

1.9. This version supersedes any previous versions of this document.  

2. Purpose of this Policy/Procedure  
 
This policy/procedure provides detailed guidance on how losses and special 
payments within the Trust should be dealt with and accounted for. Health bodies 
are required to have systems in place for the reporting, recording and 
investigation of losses. Further guidance is available in HM Treasury’s 
“Managing public money” publication (see 1.3 above). 

3. Scope 
 
This policy/procedure provides guidance to operational Managers who are 
responsible for reporting and investigating losses, along with advice on special 
payments that may be made. It provides advice to the Finance Department on 
recording and reporting losses and special payments in accordance with 
national guidance. 

4. Definitions / Glossary 
 
4.1. Losses and special payments are items that the Government would not 

have considered when it agreed funds for the health service or passed 
legislation. They are, therefore, items that ideally should not arise. They are 
numerous in type, unexpected, unintended, not budgeted for and usually of 
no value to the Trust. However, the Trust must account for them to 
Parliament. 
 

4.2. Further advice on categories and types of losses and special payments is 
set out later in this document. 

5. Ownership and Responsibilities  

5.1. Role of the Managers  

 
Line Managers are responsible for:  

 

 Ensuring that all staff are aware of the need to prevent losses and the 
requirements for reporting, recording and investigation of losses; and 
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 Ensuring that staff are allowed the necessary time to complete any 
investigation of losses, in accordance with this policy/procedure. 

5.2. Role of the Audit & Risk Assurance Committee  

 
The Audit & Risk Assurance Committee is responsible for:  

 

 Reviewing and approving financial policies and procedures as part of its 
assurance role. (This policy/procedure was originally approved at such a 
Committee meeting, with subsequent version updates approved by the 
Director of Finance or Deputy Director of Finance.) 

5.3. Role of Individual Staff 

 
All staff members are responsible for:  

 

 Complying with the requirements of this “Losses and Special Payments 
Policy and Procedure”. If any aspect is unclear, they must bring this to the 
attention of their Line Manager. 

6. Standards and Practice 

6.1. Losses and Special Payments Register  

 
6.1.1. It is the responsibility of the Director of Finance to maintain a 

Losses and Special Payments Register (or equivalent), ensuring 
that all amounts are appropriately authorised and write-off action is 
recorded. 

 
6.1.2. An example register detailing losses and special payments is 

shown at Appendix 3. Where the actual value cannot be 
determined, an estimate is used. 

 
6.1.3. Cases of £1,000 or over should be separately shown in the register. 

The category type should be clearly identified and a brief 
description of the item given. 

 
6.1.4. A report summarising the Losses and Special Payments Register 

should be presented to the Audit & Risk Assurance Committee on a 
regular basis. 

6.2. Losses - Categories 

 
There are four main categories of loss: 

 
6.2.1. Losses of Cash  

 due to theft, fraud, arson, sabotage, neglect of duty or gross 
carelessness;  

 due to overpayments of salaries, wages, fees and allowances; and 
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 due to other causes, including un-vouched or incomplete vouched 
payments and other physical losses of cash or cash equivalents 
(such as stamps).  

 
6.2.2. Fruitless Payments and Constructive Losses 

 
A fruitless payment is a payment for which liability ought not to have 
been incurred, or where the demand for the goods and service in 
question could have been cancelled in time to avoid liability. This 
category includes abandoned capital schemes. 

 
6.2.3. Bad Debts and Claims Abandoned  

 in relation to private patients; 

 in relation to overseas visitors; and 

 in relation to other irrecoverable losses. 
 

Where the termination of a contract, for example, or the bankruptcy 
or liquidation of a contractor, gives rise to additional contractual 
expenditure and attempts to obtain recovery under the contract 
provisions are unsuccessful, the amount should be recorded as a 
claim abandoned. 

 
6.2.4. Damage to Buildings, Property etc. 

 due to theft, fraud, etc.; 

 due to stores losses (e.g. pharmacy/blood/ward stock obsolescence); 
and 

 due to other reasons. 
 

This category includes damage to fittings, furniture, equipment and 
loss of equipment and property in stores and in use. It covers cases 
of suspected or proven theft or criminal damage (including arson), 
fraud or sabotage (whether proved or suspected), and neglect of 
duty or gross carelessness.  

6.3. Special Payments – Categories 

 
The following are special payments as they fall outside the normal 
operational business of the Trust or, exceptionally, are those for which no 
statutory authority exists:  
 
6.3.1. Compensation Under Legal Obligation  

 
Payments fall into this category only if a clear liability exists as a 
result of a Court Order or a legally binding arbitration award. This 
category can include compensation for injuries to persons, damage 
to property and unfair dismissal. Payments into court, and out of 
court settlements, are NOT payments made under legal obligation. 
This category can include compensation for injuries to persons, 
damage to property and unfair dismissal. 
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6.3.2. Extra Contractual Payments to Contractors  
 

An extra contractual payment is one which, although not legally due 
under the original contract or subsequent amendments, appears to 
be an obligation which the Courts may uphold. Such an obligation 
will usually be attributable to action or inaction by the Trust in 
relation to the contract.  

 
6.3.3. Ex-Gratia Payments  

 in respect of loss of personal effects; 

 in respect of clinical negligence with advice; 

 in respect of personal injury with advice; 

 in respect of other negligence and injury; 

 in respect of other employment payments (excluding special 
severance payments); 

 in respect of patient referrals outside the UK and EEA Guidelines; 

 in respect of maladministration, no financial loss; and 

 in respect of other reasons. 
 

These are payments which the Trust is not obliged to make or for 
which there is no statutory cover or legal liability. An example is a 
payment to compensate for financial loss resulting from an act or 
failure of the Trust, or its servants, which does not give rise to a 
legal liability, or the payment of compensation claims or damages. 
 
Further details regarding ex-gratia payments are provided in 
sections 6.8 to 6.10 below. 

   
6.3.4. Special Severance Payments 

 
Special severance payments are paid to employees, contractors 
and others, outside of normal statutory or contractual requirements, 
when leaving employment in public service, whether they resign, 
are dismissed or reach an agreed termination of contract. 
 
The Treasury’s explicit permission is required before making any 
staff severance payments that exceed legal or contractual 
obligations. There is no delegated authority to make such 
payments, whatever the value. 

 
6.3.5. Extra Statutory and Regulatory Payments 

 
These are payments considered to be within the broad intention of 
a statute or regulation, respectively, but which go beyond a strict 
interpretation of its terms. In some cases where the Trust has 
followed Departmental guidance, the Department of Health & Social 
Care will advise the Trust to classify the payments as extra 
statutory. 
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6.4. Prevention of Losses 

 
The prevention of loss is a prime requirement of sound financial control and 
systems should be designed to prevent losses. Losses do nevertheless 
occur so regular checks and supervision, along with Internal Audit reviews, 
must be used to ensure they are minimised. 

6.5. Actions to be Taken on the Discovery of a Loss 

 
6.5.1. Actions should include:  

 reporting the loss and action taken to the appropriate person(s) and 
bodies; 

 immediately ending the loss and attempting to recover it where fraud 
is suspected; 

 finding out the cause of the loss and taking appropriate corrective 
action(s); 

 correcting any weaknesses in control and supervision; 

 establishing responsibility in so far as it involves inadequate 
supervision, negligence or misconduct, and taking appropriate 
disciplinary action; 

 ensuring that any general lessons are learnt and applied in future 
and, if appropriate, referred to the Department of Health & Social 
Care for wider dissemination; 

 (if the loss is not fully recovered at once), recording the loss at all 
stages of subsequent action; 

 seeking approval, regardless of value, from the Department of Health 
& Social Care if the case is novel, contentious or repercussive; 

 reporting the loss to the Board or Audit & Risk Assurance Committee; 
and  

 (where an overseas visitor has no means to pay and the debt is 
therefore irrecoverable), only providing treatment that is, in a clinical 
opinion, necessary to stabilise the patient to enable them to return 
home, in order to minimise the loss to the NHS. 

6.6. Reporting of Losses 

 
6.6.1. Any employee or officer discovering or suspecting a loss of any kind 

must either inform their Head of Department or a Manager given 
responsibility for responding to concerns involving loss. 

 
6.6.2. The Head of Department or responsible Manager should then 

inform the Director of Finance and/or the Chief Operating Officer, as 
appropriate. 

6.6.3. Where a criminal offence is suspected, the Director of Finance must 
also inform the police if theft or arson is involved. 
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6.6.4. In the case of fraud and corruption, or anomalies that may indicate 
fraud or corruption, the Director of Finance must inform the Local 
Counter Fraud Specialist (LCFS) in accordance with Secretary of 
State Directions. 
 

6.6.5. The Director of Finance must also notify the NHS Counter Fraud 
Authority and the Trust’s External Auditor of all frauds. 
 

6.6.6. If a loss is apparently caused by theft, arson, neglect of duty or 
gross carelessness, except if trivial, the Director of Finance must 
immediately notify the Board and the External Auditor. 
 

6.6.7. Cases that involve data loss or confidentiality breach should be 
reported to the Senior Information Risk Owner (SIRO), who has 
responsibility for assessing and reporting serious untoward 
incidents. 

 
6.6.8. All losses must be formally reported by the relevant Head of 

Department to the Director of Finance, using the forms indicated in 
this procedure. 
 

6.6.9. The Trust retains unlimited delegations for losses and special 
payments although contentious or repercussive cases should be 
referred to the Department of Health & Social Care for approval. 

6.7. Administrative Procedures 

 
6.7.1. Upon discovering a loss, Trust staff have a responsibility to report it 

to their Line Manager. 
 

6.7.2. The Line Manager must complete a Losses and Special Payments 
Incident Report (provided at Appendix 4) with information available 
at the time and a best estimate of the loss or special payment 
where it cannot be readily ascertained. This form should be 
returned to the General Office at Royal Cornwall Hospital who will 
liaise in assessing the claim. Staff in the General Office will then 
liaise with the Finance Department to arrange any write 
off(s)/payment(s). 

 
6.7.3. Where a loss or special payment exceeds £1,000, the Line 

Manager must also complete a checklist that seeks fuller 
information (provided at Appendix 5) and ensure it is suitably 
approved. The exception is for compensation payments made 
under legal obligation, where a checklist is not required. The 
checklist should be attached to its associated Losses and Special 
Payments Incident Report (provided at Appendix 4, as mentioned 
above), with both returned to the General Office at the Royal 
Cornwall Hospital for checking. Staff in the General Office will then 
forward both forms to the Finance Department to arrange any write 
off(s)/payment(s). For any prospective write offs/payments below 
£1,000, the checklist need not be completed but the principles 
included in it should be applied. 
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6.7.4. Cases involving theft, fraud or arson are criminal acts that must be 
reported to the police and NHS Counter Fraud Authority. Such 
cases are likely to require internal investigation and disciplinary 
action may be considered. 

 
6.7.5. Cases where the cause is accidental, or from carelessness in 

carrying out normal duties, will require investigation to avoid a 
repetition of the incident. 

 
6.7.6. The cost of the loss or special payment will be charged to the 

budget of the department incurring it and will be identified under a 
losses and special payments expenditure code. Budget holders are 
encouraged to make provision to contain such losses within their 
total budgets, as extra funding will not be provided to cover them. 

 

6.7.7. Completed Losses and Special Payments Incident Reports, 
together with the Losses and Special Payments Checklist (for 
cases valued over £1,000), should be approved in line with the 
table of authorisation levels at paragraph 1.7. 

 
6.7.8. The Finance Department will arrange for a payment request form to 

be completed when payment is required to a third party. This should 
be entered onto the finance system for payment as soon as 
possible. 

 
6.7.9. The Finance Department will arrange for the case to be recorded in 

the Losses and Special Payments Register. 
 

6.7.10. The Losses and Special Payments Register will be reviewed by the 
Audit & Risk Assurance Committee at regular intervals. 

6.8. Ex-Gratia Payments - Loss or Damage to Personal Effects 

     
6.8.1. Any loss or damage to personal effects not belonging to the Trust 

(including valuables, money, etc.) must be fully appraised, 
assessed and authorised before an ex-gratia payment is made. 
Where any claim in this category exceeds £1,000, the form at 
Appendix 5 must be completed. 

 
6.8.2. Staff in the General Office are responsible for assessing claims and 

will gather information to be able to determine any amounts to be 
paid. This could be for patients, visitors or staff.  

 
6.8.3. Payments made (if suitably determined and agreed) may require a 

disclaimer to be provided and could be to an individual who may 
have already disbursed monies (receipts will be required) or who 
may have made arrangements for a replacement item and enclosed 
an invoice. Alternatively an official order may be raised, where 
replacement or repair of equipment or items is required. 

 
6.8.4. There is a ‘Secure Management of Patients’ Property Policy’ that 

provides the procedures to be followed for lost or damaged patient 
property and should be referred to as part of any loss consideration. 



Losses and Special Payments Policy and Procedure V7.0 
Page 12 of 27 

 
Link to: Patient's Property Policy 

6.9. Ex-Gratia Payments - Clinical Negligence and Personal Injury 
Cases   

 
6.9.1. The Trust has a separate Claims Management Policy which 

provides guidance on these cases. Many clinical negligence and 
personal injury cases are settled out of court and are therefore also 
classified as ex-gratia payments. The Legal Services Manager 
should be contacted before any admissions or arrangements are 
made to/with a claimant. 

 
Link to: Claims Management Policy 

6.10. Other Ex-Gratia Payments, Special Payments and 
Compensations 

 
6.10.1. If the Trust’s services have been found to be deficient, the Trust 

should consider providing a remedy to the complainant (per its 
Principles for Remedy Policy). This is separate from administering 
statutory rights or other legal obligations, e.g. to make payments to 
compensate. 

 
6.10.2. On rare occasions, financial compensation may be appropriate and 

this will be calculated based upon how much the complainant has 
demonstrably lost. 

 
6.10.3. Where financial remedies are identified as the right approach to 

service failure, they should be fair, reasonable and proportionate to 
the damage suffered by those complaining. The financial remedy 
should not, however, allow recipients to gain a financial advantage 
compared to what would have happened with no service failure.  

 

Link to: Policy on principles for Remedy  
(An update to the Trust’s electronic documents library was pending 
at the time of this policy/procedure’s update) 

 
6.10.4. Financial compensation cannot be considered when a legal case is 

being pursued by the complainant, as in all such occasions the 
legal process will take priority in terms of financial compensation. 
Financial remedies for individual cases will normally be classed as 
ex-gratia (special) payments. Such payments must be clearly 
related to, and arising from, the services which the Trust is 
authorised or required to provide. Other examples are payments 
made to meet hardship caused by persons by official failure or 
delay, or special payments to avoid legal proceedings against the 
Government on grounds of official inadequacy.  

 
6.10.5. Where there is financial compensation for direct or indirect loss, 

loss of opportunity, inconvenience, distress or any combination of 
these, the Trust must calculate the payment for financial loss by 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/Clinical/PatientAdministration/SecureManagementOfPatientsPropertyPolicy.pdf
http://doclibrary-rcht-intranet.cornwall.nhs.uk/RoyalCornwallHospitalsTrust/Intranet/DocumentsLibrary/Search/DocumentLibrarySearch.aspx?searchterm=claims+management+policy
http://intra.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/Finance/FinanceGeneral/PrinciplesForRemedy.pdf
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looking at how much the claimant has demonstrably lost or what 
extra costs have been incurred. An appropriate interest rate should 
apply to payments for financial loss, aimed at restoring 
complainants to the position they would have been in if the 
maladministration of service had not occurred. 

 
6.10.6. If such ex-gratia (special) payments arise, then advice should be 

sought from the Director of Finance on the procedure to be 
followed. 

7. Dissemination and Implementation 
 

All Managers and staff who may note that a loss has occurred or a special 
payment is required should be aware of this policy/procedure. Therefore, this 
guidance will be held on the Trust’s document library as a source of information. 

8. Monitoring compliance and effectiveness  
 

Element to be 
monitored 

Losses and special payment procedures and processes  

Lead Financial Controller 
 

Tool Internal and External Audit reviews 
 

Frequency Periodically monitored by Internal and External Audit reviews 
 

Reporting 
arrangements 

The reporting and subsequent approval (where required) of 
losses and special payments is made to each Audit & Risk 
Assurance Committee and any audit review will be reported 
to Trust management as part of the auditing process. 
Returns in year at the financial year end of the types and 
value (£) of losses and special payments are reported to the 
relevant NHS body and within the Trust’s financial 
statements. 
 

Acting on 
recommendations  and 
Lead(s) 
 

The Director of Finance will act on any audit 
recommendations made. 

Change in practice and 
lessons to be shared 
 
 

Any required changes to practices will be identified as part 
of the auditing process and reported, as may be required, to 
the Audit & Risk Assurance Committee. 

9. Updating and Review 
 

This document will be reviewed and updated every 3 years or upon the Trust 
being made aware of major changes to the associated legislation.   
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10. Equality and Diversity  
 

10.1.This document complies with the Royal Cornwall Hospitals NHS 
Trust service Equality and Diversity statement which can be found in 
the 'Equality, Inclusion & Human Rights Policy' or the Equality and 
Diversity website. 

 
10.2. Equality Impact Assessment 

 
The initial Equality Impact Assessment Screening Form is at Appendix 2. 

http://www.rcht.nhs.uk/GET/d10268876
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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name and update existing losses & special payments 

categorisations (with reference to December 2017 
illustrative Trust Accounts Consolidation schedules 

from NHSI). Both reporting forms were edited to 
clarify signatory requirements and the appendices 

(including these forms) were rearranged to reflect the 
stages of the reporting process. 

Alexandra Bradshaw, 
Deputy Financial 

Accountant 

10.09.2020 V7.0 

Minor amendments to align authorisation levels with 
those of the latest Board approved Standing 

Orders/SFIs, to reflect an updated government 
departmental name and to incorporate Deputy 

Director of Finance authorisation of this document on 
behalf of the Director of Finance. 

Alexandra Bradshaw, 
Deputy Financial 

Accountant 

All or part of this document can be released under the Freedom of Information 
Act 2000 

 

This document is to be retained for 10 years from the date of expiry. 
This document is only valid on the day of printing 

 
Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 
Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 
express permission of the author or their Line Manager.  
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Appendix 2. Equality Impact Assessment 
 

 
 
 

Section 1: Equality Impact Assessment Form 

Name of the strategy / policy /proposal / service function to be assessed 
Losses and Special Payments Policy and Procedure V7.0 

Directorate and service area: 
Finance 

Is this a new or existing Policy? 
Existing 

Name of individual/group completing EIA 
Alexandra Bradshaw 

Contact details: 
01872 258039 

1. Policy Aim 
Who is the 
strategy / policy / 
proposal / service 
function aimed at? 

The aim of this document is to ensure that good processes are in 
place when dealing with losses and special payments. It is directed 
at all Trust staff. 

2. Policy Objectives  
To provide guidance on losses and special payments. 
 
 

3. Policy Intended 
Outcomes Improved controls regarding the identification, classification and 

recording of losses and special payments, in accordance with the 
NHS Manual for Accounts and Managing Public Money. 

4. How will 
you measure 
the outcome? 

Periodic reviews by Internal Audit. 

5. Who is intended 
to benefit from the 
policy? 

The Trust, through improved information on the recording of losses 
and special payments. 

6a). Who did you 
consult with? 

 
 
b). Please list any 
groups who have 
been consulted 
about this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

X     

Please record specific names of groups: 
 
Ratified Route: Original – Audit Committee 
Subsequent updates - Director of Finance or Deputy Director of 
Finance 

c). What was the 
outcome of the 
consultation? 
 
 
 
 
 
 

Agreed to be published 
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7. The Impact 
Please complete the following table.  If you are unsure/don’t know if there is a negative impact 
you need to repeat the consultation step. 
Are there concerns that the policy could have a positive/negative impact on: 

Protected 
Characteristic 

Yes No Unsure Rationale for Assessment / Existing Evidence 

Age 
 

  The guidance within this document clarifies the 
responsibilities of all staff, equally. 

Sex (male, female 
non-binary, asexual 
etc.)  

 

  As noted above. 

Gender 
reassignment  

  As noted above. 

Race/ethnic 
communities 
/groups 

 

  As noted above. 

Disability  
(learning disability, 
physical disability, 
sensory impairment, 
mental health 
problems and some 
long term health 
conditions) 

 

  As noted above. 

Religion/ 
other beliefs  

  As noted above. 

Marriage and civil 
partnership  

  As noted above. 

Pregnancy and 
maternity  

  As noted above. 

Sexual orientation 
(bisexual, gay, 

heterosexual, lesbian) 
 

  As noted above. 

If all characteristics are ticked ‘no’, and this is not a major working or service 
change, you can end the assessment here as long as you have a robust rationale 
in place. 

I am confident that section 2 of this EIA does not need completing as there are no highlighted 
risks of negative impact occurring because of this policy. 
 

Name of person confirming result of initial 
impact assessment: 

Alexandra Bradshaw 

If you have ticked ‘yes’ to any characteristic above OR this is a major working or 
service change, you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 
 
For guidance please refer to the Equality Impact Assessments Policy (available 
from the document library) or contact the Human Rights, Equality and Inclusion 
Lead debby.lewis@nhs.net 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
mailto:debby.lewis@nhs.net
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Appendix 3. Example Losses and Special Payments Register-Finance Department 
 

Reference 
no. 

Category* Date Amount 
£ 

Interim 
or final 

Number of 
cases 

Brief description Checklist 
required? 

Checklist 
completed? 

01 –20/21 1a 31-05-20 345.00 F 1 Theft of petty cash - J Smith No  

02 –20/21 3b 07-06-20 2,567.00 F 1 Bad debt  - overseas visitor - J Doe Yes Yes 

03 –20/21 7a 09-08-20 65.00 F 1 Broken glasses - Nurse Jones No  

04 –20/21 4b 11-08-20 21,965.00 F 1 Obsolete stock - closure of store Yes Yes 

05 –20/21 3a 10-08-20 2,500.00 F 20 Bad debts – (cases under £1,000) No  

06– 20/21 7a 13-09-20 30.00 F 1 Loss of pyjamas - A Patient No  

07 –20/21 4b 30-03-20 40,678.00 F 1 Pharmacy losses – 01/4/20 – 31/03/21 Yes Yes 

 
*Category numbering/lettering is stipulated by NHS returns that the Trust completes, and can sometimes vary year-on-year. For that reason, 
numbering/lettering is not quoted in the body of this policy/procedure. 

 
 

The Finance Department should keep information similar to that shown in the example above, showing 

payments made under losses and special payments requirements. 
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Appendix 4. Losses and Special Payments Incident Report 
 

Royal Cornwall Hospitals NHS Trust 
 
A copy of this form should be retained at local level and the original sent to the General 
Office, Royal Cornwall Hospital. A word version is available from the Trust’s documents 
library. 
 
SECTION A - To be completed by claimant or claimant’s representative: 
Note for claimants to read prior to completion of this form: 
In reporting this incident you are confirming that it occurred on Trust premises, it was reasonable to 
have been wearing, carrying or otherwise with the type of article lost/damaged, and the loss or 
damage is not due to your own negligence or covered by your own insurance. Supporting receipts 
should be attached, if possible. Where the article can be repaired, any ex gratia payment, if made, 
will be based on the actual cost of repair. If the article is lost or damaged beyond repair, any 
payment will be based on the value of the property immediately before the incident, i.e. cost less 
estimated amount that the property has depreciated since purchase. 
 
Claimant details: 
Name of claimant……………………………………………………………………………………….…….. 
Position (if member of staff)………………………………………………………………………….……… 
Care Group/ Department…………………………………………………………………………………….. 
Hospital number (if applicable)…………………………………Date of birth…………………………… 
Address………………………………………………………………………………………………………… 
………………………………………………………………………………………..................................... 
OR details of claimant’s representative: 
Name………………………………………………………………………………………………………..…. 
Address…………………………………………………………………………………………………………
……………………………………………………………………………………………………………….… 
Telephone number……………………………………………………………………………………..……. 
Relationship to claimant……………..……………………………………………………………………… 
 
Details of loss or damage: 
Date of incident………………………….           Time……………………………………………………. 
Place/site of loss or damage……………………………………………………………………….……… 
Incident details (e.g. how and where loss /damage 
occurred.)……………………………………………………………………………………………….………
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
…………………………………………………………………………………………………………………..
………………………………………………………………………………………………………………….. 
Details of item(s) lost or 
damaged:………………………………………………………………………………………………………
.…………………………………………………………………………………………………………………. 
Is the damaged article still available for inspection (if applicable)?............................................... 
Estimated cost of repair or replacement £……………………………………………………………..…. 
(Whenever possible a minimum of 2 estimates should be provided. A copy of a paid invoice may 
be required). 
 
 
 
 
Signature of claimant/representative:…………………………………………………………..………. 
Date:…………................................................................................................................................... 
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Name(s) of witness(es): (Please attach supporting statement(s))………………………………….… 

……………………………………………………………………………………………………………..…… 

 
SECTION B – to be completed by Budget Manager/Head of Department 
 
When was the incident reported?…………………………………………………………………………… 
To whom was the incident reported?.................................................................................................. 
Police notified by?......................................................................................................................... 
(Police notification is only required in cases where there is a prima facie evidence of theft or arson. 
If fraud is involved, refer to the Trust’s counter fraud and corruption procedures.) 
ALL CATEGORY 1 LOSSES (LOSSES OF CASH) MUST BE REPORTED TO INTERNAL AUDIT. 

 
List the action(s) taken when the loss/damage was first reported and any preventative 

measures/actions taken avoid reoccurrence. Note the result of the investigation, assessment of 

the Trust’s liability, estimate of the cost of replacement or repair, advice given to claimant, etc. 
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………… 
 
I agree with the details entered under Section A and recommend that an ex-gratia payment 
of £……………… be considered   OR 
 
I do NOT support the claim, because……………………………………………………………………. 
………………………………………………………………………………………………………………….. 
………………………………………………………………………………………………………………….. 
 
Budget Manager sign off (which also acts as authorisation for sums up to £1,000): 
Name (PRINT)……………………………………………………… 
Signature……………………………………………………………Date…………………………….……… 
Budget code to be used………………………………………………………………………………….…. 
 
Approved/not approved (delete as applicable) where over £1,000*:……………………………… 
Name (PRINT)………………………………………………………………………………………………... 
Signature……………………………………………………………Date…………………………….……… 
Name (PRINT)………………………………………………………………………………………………… 
Signature……………………………………………………………Date…………………………….……… 
(*refer to the authorisation levels table of the Losses and Special Payments Policy and Procedure) 
 
______________________________________________________________ 
SECTION C – to be completed by the General Office   
 
Claim reference number……………………………………….…Date received……………………. 
Payee……………………………………………….. 
Category of loss……………………………………. 
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Appendix 5. Losses and Special Payments Checklist 
 

Royal Cornwall Hospitals NHS Trust 

A copy of this form should be retained at local level and the original attached to the Losses 
and Special Payments Incident Report (per Appendix 4) and sent to the General Office, 
Royal Cornwall Hospital. A word version is available from the Trust’s documents library. 

This checklist, which compiles a summary of the case, should be completed for losses and special 
payments valued at over £1,000. It DOES NOT require completing for compensation payments 
made under legal obligation.  
 
If help or advice is required in completing this form, please contact the Finance Department 
for assistance.   
 

Type of case :  
Loss /special payment     (Delete as applicable) 
 
Category of loss/special payment: 
 
 

The £value involved: 
 
 
 The reason(s) why the loss/special payment arose: 
 
 
 

1. Detail the background of the case, giving full reason(s) why payment is necessary.  
Have other alternatives to the payment been investigated?  If not, why not?  If so, 
provide details. 

 
 
 
 

2. Was fraud involved? If so, please contact the Local Counter Fraud Specialist (LCFS) 
who will provide advice and assist in reporting the case to the appropriate bodies.  

 
 
 
 

3. Was theft or criminal damage involved? All security-related incidents must be 
reported to the Local Security Management Specialist (LSMS) who will provide advice 
on reporting them to the police. 
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4. For abandoned works, were detailed specifications identified before the scheme went 
ahead?  How did the projected work compare to these detailed specifications?  At what 
level, by whom, and why was the scheme approved?  Why was the scheme 
abandoned and by whom?  Could the scheme have been aborted earlier?  Was the 
scheme joint financed?  If so, was any agreement signed?  Was legal advice taken in 
the drawing up of an agreement?  Is the other party prepared to pay half of the costs of 
the scheme? 

 
 
 
 
 
 
 

5. For bad debts and claims abandoned,  were invoices raised on a regular basis?  
Was the debt monitored and chased regularly?  Were services withdrawn upon 
continued non-payment?  Please provide a report showing when invoices were raised 
and, where relevant, paid. 

 

 
 

 
For cases involving businesses, has the business gone into liquidation/receivership?  
If so, is the Trust listed as a creditor and is there written confirmation of this from the 
liquidator/receiver? If not, why not? Are any dividends being paid out? Was the financial 
integrity of the business looked into before goods or services were supplied? If not, why 
not and have procedures been revised to ensure this is carried out in the future? 

     
 
 
 
 
   

6. For rental cases only, did the tenant enter into a lease agreement prior to 
occupation?  If not, why not?  If the lease was faulty, please investigate whether action 
can be taken against legal advisors who drew up the agreement.  Please provide an 
analysis of rent and service charges. 

 
 
 

7. For private patient cases, was an undertaking to pay signed?  If not, why not?  Was a 
full estimate of potential costs given and full deposit taken to cover these costs?  If not, 
why not?   

 
 
 

For overseas private patient cases, have the relevant embassies been contacted for 
payment (if applicable)?  Are robust procedures in place in the Trust to identify and 
charge liable overseas visitors?  If not, why not?  Was the overseas visitor informed 
that he/she would be liable to pay for the full cost of treatment?  Was treatment, in a 
clinical opinion, immediately necessary or urgent?  If treatment was not urgent why was 
it given before obtaining full payment? 
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8. For stores, are any linen losses calculated at 50% of the replacement value?  Is this in 
accordance with the guidance? Is the total loss more than 5% of the total stock value? 
Please confirm that the loss has been valued at book value less net disposal proceeds. 

 
 
 
 
 
 

9. For extra contractual payments to contractors, have other alternatives to the 
payment been investigated? If not, why not? If so, provide details.  Please provide 
detailed calculations on which the payment is based. 

 
 
 
 
 
 
 
 
 

10. For ex-gratia payments, have other options been considered? If not, why not?  
Explain why an ex gratia payment offers the best value for money. Confirm that the 
proposed payment does not place the claimant in a better position than if the error had 
not occurred? If it does, why? In cases of hardship, record what evidence exists on 
this?  Provide detailed calculations to support the proposed payment and demonstrate 
why the proposed sum is in accordance with the relevant paragraphs of this guidance.   
 
For settlements on termination of employment, has relevant central guidance on such 
payments been followed in all respects? If not, why not?   
 
For clinical negligence and personal injury cases, has the relevant central guidance for 
such cases been followed in all respects? If not, why not? 
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11. Is the value of the loss reduced by insurance? If so, record the value of the gross 
loss and the value of the amount recovered by insurance. 

 
 
 
 

12. Have all reasonable steps been taken to recover the loss? Please provide details 
of the attempts that have been made to recover the loss or explain why no action has 
been taken.  Has appropriate legal advice been sought?  If not, why not?  If advice has 
been sought, what recommendations were made and have these been followed?  If 
not, why not? 

 
 
 
 
 
 
 

13. Identify any failings in the actions of employees, including supervisors. Having 
considered this, is there a need for disciplinary action? Record what action has been 
taken or is proposed or, if no action is to be taken, explain why.  Include dates, names 
of individuals and positions. 

 
 
 
 
 
 
 

14. Was there any apparent breakdown of procedures? Detail any weaknesses or 
faults in the system(s) of control or supervision. 

 
 
 
 
 
 
 

15. What proposed improvements have been put forward to correct defects in the 
existing systems or procedures? Please include the timetable for implementation of 
the improvements. What monitoring measures have been introduced to ensure the 
improvements are working effectively?  
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16. Is it necessary to inform the Board/Chief Executive? If not, why not? 
  
 
 
 
 
 
 

17. Is a report necessary for the Trust Board?  
 
 
 
 
 
 
 
 

18. Having completed the above steps, please detail the general lessons that can be 
drawn from this case. If a system weakness has been identified which has possible 
implications across the NHS, the LCFS or LSMS should report the problem to the NHS 
Counter Fraud Authority, using either the intranet fraud prevention referral system for 
fraud or the Area Security Management Specialist for security matters, so that 
measures can be taken nationally to amend policy or systems. 

 
 
 
  
 
 
 
 

19. Is the loss or special payment novel, contentious or repercussive, in which case 
Department of Health & Social care approval must be obtained prior to the 
payment or write off?     
 
Yes/No (delete as applicable) 
 
If yes, please give details of the name and position of the person forwarding this case 
for Department of Health & Social Care approval (if applicable). Give the date when 
this case was first brought to the attention of the Department of Health & Social Care (if 
applicable). 
 
Name: 
 
Position: 
 
Date the Department of Health & Social Care was first notified: 

20. Certification of Line Manager/Budget Manager 
I have fully considered each point on this checklist and my findings are recorded in the 
spaces above and/or in the attached case summary. I confirm that the details recorded 
above and/or in the attached case summary are complete and accurate, and that all 
aspects of the checklist have been properly considered and actioned. 

 
Signed:                                                            Date: 
      
Name:                                                              Position held:                                                              
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21. Authorisation 
This section must be signed in accordance with the delegated limits set (per the 
table of authorisation levels at paragraph 1.7 of the Losses and Special 
Payments Policy and Procedure). 
 
I/We confirm that the above details are complete and accurate and all aspects of the 
checklist have been properly considered and actioned. I/We agree that write off of this 
loss/ actioning of this special payment offers the best value for money for this case. 
 
*Delete as appropriate: 
 

  This case is not novel, contentious or repercussive. I therefore agree to write off the 
cost. 

 

  This case is novel, contentious or repercussive and I therefore request formal 
approval from the Department of Health & Social Care in order to write off the cost.  

 
Signed:                                                       Date: 
 
Print Name:                                                Print position held: 
 
Countersigned:                                          Date: 
 
Print Name:                                                Print position held: 

 
 

 
 

 
 


