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Data Protection Act 2018 (General Data Protection Regulation – GDPR) Legislation 

The Trust has a duty under the Data Protection Act 2018 and General Data Protection 
Regulations 2016/679 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. 

Data Protection Act 2018 and General Data Protection Regulations 2016/679 is applicable 
to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team  

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

1.1. The Charities Act 1992, subsequently amended 1993, placed a direct 
responsibility on the NHS to review its charitable funds with the ultimate aim of 
registering all funds with the Charity Commission. The outcome of this review 
with the Royal Cornwall Hospitals NHS Trust means that those funds which fell 
within the legal requirement of the Act are now registered with the Charity 
Commission. 

1.2. The legislation contained in the Act places a direct responsibility on the Royal 
Cornwall Hospitals NHS Trust to conduct its charitable fund affairs within charity 
law.  Therefore the Trust Board, acting in its capacity as Corporate Trustee, has 
agreed the issue of these guidelines setting out the terms and conditions within 
which all business relating to charitable funds will be carried out. 

1.3. All funds held by the Royal Cornwall Hospitals NHS Trust Charitable Fund are 
governed by the Charities Act 2011 which consolidated all relevant charities 
legislation from previous years.  

1.4. Royal Cornwall Hospitals NHS Trust Charitable Fund is a charity registered with 
the Charity Commission (Registered charity no.1049687). Please note, the use 
of the charity registration number must be authorised by the Charity and cannot, 
for example, be used in connection with fundraising outside the Trust without 
prior approval. All documentation relating to charitable business should quote 
this number.  

1.5. Specific Fund Advisers have been nominated to be responsible for the daily 
running of each charitable fund. These guidelines will enable a Fund Adviser to 
fulfil this function, whilst ensuring compliance with the law. If you are unaware of 
who is the nominated Fund Adviser(s) for your fund, please direct your enquiry 
to the Charitable Funds Accountant in the Finance Department. 

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

2. Purpose of this Policy/Procedure 

This policy is intended as a reference point for Fund Advisers on the correct use 
and application of charitable fund money. The guidelines are not definitive and any 
queries relating to the operation and use of the charitable money should be directed 
to the Charitable Funds Accountant in the Finance Department. 

3. Scope 

This policy is directed at all staff, including those staff taking an active role in 
managing charitable funds (i.e. Fund Advisers). 

4. Definitions / Glossary 

4.1. Standing Financial Instructions (SFIs)  

These are issued by the Director of Finance or Deputy to provide a clear 
instruction on the regulation of all financial matters.  The Charitable Funds 
Committee has adopted the Trust’s SFIs and is therefore bound by them. 
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Copies of the relevant section applicable to charitable funds can be obtained 
from within the Trust’s document library. 

4.2. Standing Orders (SOs) 

These are issued by the Trust to provide a clear understanding of the overall 
rules governing the operation of the Trust Board. These are also available from 
the Trust’s document library. 

4.3. Endowment /Non-Exchequer/Free Monies and Trust Funds 

These are all various terms that have been used to describe charitable funds in 
the NHS. 

4.4. General Funds 

These are funds available for use for the benefit of the Trust as a whole or held 
for a specific hospital within the Trust. These may be applied for the benefit of 
patients and staff. 

4.5. Specific Funds or Restricted Funds 

These exist at all levels but can only be applied for the purpose stated and for 
no other use. 

4.6. Governing Document 

This document is required to establish the terms and objects (purpose) of a 
charitable fund.  It is combined with a registration document to formally register 
a charity with the Charity Commission. 

5. Ownership and Responsibilities  

5.1. Role of the Trustees 

5.1.1. These are the people responsible, under a charity’s governing 
document, for controlling and managing its affairs. They are accountable 
for the proper management of the Charity. Royal Cornwall Hospitals 
NHS Trust is the Corporate Trustee of the Charity. 

5.1.2. Members of the Trust Board and the Charitable Funds Committee are 
not individual trustees under charity law but act as quasi-trustees on 
behalf of the Corporate Trustee in the administration of the charitable 
funds. 

5.2. Role of the Charitable Funds Committee 

The Trust Board discharges its responsibilities for the management of charitable 
funds through the Committee, whose minutes are forwarded to the Trust Board. 
This Committee comprises at least five Board members and meets regularly to 
oversee charitable fund activities. The Committee: 

• Manages the affairs of the Royal Cornwall Hospitals NHS Trust Charitable 
Fund within the terms of its declaration of trust and appropriate legislation. 
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• Manages the investment of funds in accordance with the Trustee Act 2000 
and, if necessary, seeks advice from the Charity Commission and 
professional financial and investment advisers, where appropriate. 

• Ensures funding decisions are appropriate and are consistent with the 
Charity’s objectives, and ensures such funding provides added value and 
benefit to the patients and staff of the Trust, above those afforded by the 
Exchequer funds. 

• Receives regular reports on financial transactions and audit findings and 
approves the annual accounts.  

• Approves all individual charitable fund expenditure items in excess of 
£25,000. Regularly reviews the performance and appointment of 
investment advisers. 

5.3. Role of Fund Advisers 

5.3.1. Fund Advisers are those members of staff given responsibility for the 
day-to-day management of the individual funds. Day-to-day 
management includes: 

• Ensuring all donations received are banked into the Charity bank 
account in a timely manner.  

• Identifying ways of spending money to enhance patient care. 

• Ensuring that any grant requests have been appropriately 
approved by the Medical Equipment Board, IT department and 
Estates as appropriate. 

• Representing the department at the Charitable Funds Committee 
meetings to support grant requests (as required). 

• Monitoring fund balances. 

• Actively supporting the Charity through communication with the 
team regarding fund balances and supporting their grant requests. 

• Completing and assisting with the completion of Impact 
Statements when grants have been awarded by the Charity. 

5.3.2. Fund Advisers are required to approve all expenditure in accordance 
with the Scheme of Delegation and to ensure that all expenditure 
incurred is in accordance with these guidelines 

5.3.3. Fund Advisers are also responsible for ensuring that spending plans are 
in place for the period 1 April to 31 March each year. The Charitable 
Funds Accountant will request that spending plans are completed by 
the end of February prior to the start of the next financial year. 

5.3.4. Failure to provide a spending plan in a timely manner may result in the 
appointment of an alternative adviser(s) or the amalgamation of funds. 
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5.4. Role of the Charitable Funds Accountant 

The Charitable Funds Accountant is responsible for the day-to-day financial 
administration of the charitable fund. The Charitable Funds Accountant will: 

• Arrange for financial transactions to be processed;  

• Compile management information; 

• Maintain a record of those transactions; and 

• Report to the Financial Controller and Charitable Funds Committee on a 
variety of charitable funds issues. 

5.5. Role of the Fundraising Manager 

The Fundraising Manager is responsible for the annual fundraising programme 
of the charitable fund. The Fundraising Manager, together with the Fundraising 
Team, will: 

• Develop and implement an annual fundraising programme; 

• Support community fundraisers; 

• Communicate regularly with donors; and 

• Report to the Charitable Funds Committee on a variety of charitable funds 
issues related to fundraising.  

6. Standards and Practice 

6.1. Charity Objectives and Funds 

6.1.1. The Charity’s governing document registers the purposes for which the 
Charity has been set up to achieve - namely “For any charitable purpose 
or purposes relating to the National Health Service.” The geographical 
area where the Charity does its work and provides its benefit is Cornwall 
& the Isles of Scilly 

6.1.2. The Royal Cornwall Hospitals NHS Trust Charitable Fund is an 
umbrella charity under which a number of individual funds are held 
exclusively for charitable purposes. 

6.1.3. The Charity’s activities are: 

• the enhancement of patients’ welfare and health whilst being 
treated at the Royal Cornwall Hospitals; 

• the advancement of education (which includes research); 

• the advancement of equality, diversity and human rights in so far 
as they may relate to health needs; and 
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• other purposes beneficial to the community not falling under any of 
the other three heads. 

6.1.4. The Charity currently holds two types of charitable funds: 

• Unrestricted funds - these are sometimes called general funds. 
These may be spent at the discretion of the Trustees on the 
Charity’s objectives. 

• Restricted funds - these can only be spent in accordance with 
restrictions imposed when the funds were given to the Charity. 
The Trustees are not obliged to receive funds on trust and may 
refuse them if conditions imposed by the donor are too onerous or 
where funds are unlikely to be able to be used as directed. 

6.1.5. Additionally, unrestricted funds may be designated where, at the 
discretion of the Trustees, monies are earmarked for a specific purpose, 
such as a specific ward or service area. Whilst the Trustees will 
endeavour to ensure that the funds are used for the designated 
purpose, the designation is an administrative one and is not legally 
binding. 

6.1.6. In general, the Charity will seek to minimise the number of funds held.  

6.2. Creation of New Funds 

6.2.1. The creation of all new funds is delegated to the Director of Finance or 
Deputy. 

6.2.2. New Restricted Funds will only be created where there is an 
unequivocal statement that income must be used for a certain purpose. 

6.2.3. The Charity always aims to respect donors wishes and where 
appropriate uses unrestricted designated funds for the allocation of 
such income. 

6.2.4. The creation of a new designated fund will not normally be considered 
where there is in existence a fund suitable for the purpose of the 
donation. 

6.2.5. Requests for the creation of a new designated funds must be made 
using the form provided (Appendix 3). 

6.3. Fund Changes 

6.3.1. Requests to change Fund Advisers; changes to the objectives; changes 
to fund classifications; and mergers between funds should be made to 
the Charitable Funds Accountant. These will be considered by the 
Charitable Funds Committee as appropriate.   

6.3.2. Changes to Fund Advisers require the written approval of a member of 
the Care Group Triumvirate (or equivalent). A list all Fund Advisers is 
held as a Charitable Funds Scheme of Delegation. 
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6.4. Use of Funds 

6.4.1. Charitable funds are expected to be spent, on the purpose for which 
they were donated, within a reasonable timescale, unless funds are 
being amassed for a large piece of expenditure.  

6.4.2. Delays is spending may result in a breach of trust between the Charity 
and the donor. 

6.4.3. Fund Advisers are required to forward their spending plans for the next 
financial year in line with the requested deadline, for collation and 
presentation to the Charitable Funds Committee. 

6.4.4. Failure to provide a spending plan in a timely manner may result in the 
appointment of an alternative adviser(s) or the amalgamation of funds. 

6.5. Valid Expenditure Types 

6.5.1. Charitable funds must not be used to make payments that fall outside 
the purpose of the fund, contravene Standing Financial Instructions 
(SFIs), charity law, terms and conditions of employment, current tax 
legislation or any regulations specified by the Department of Health. For 
example, a gift which is given for purchase of specific equipment cannot 
be used to fund attendance at a conference. The principal purpose of 
the NHS is to deliver services to patients. The outcomes to be achieved 
using the charitable funds should always be in line with the Charity’s 
objectives. Appendix 8 sets out the factors and principles that should be 
considered in deciding on the appropriateness of charitable spending. 

6.5.2. All payment requests must be accompanied by a copy of the 
appropriate approval(s) in accordance with Charitable Funds Scheme of 
Delegation.   

6.6. Patient Welfare and Amenities 

6.6.1. Charitable funds play an important role in the NHS in enhancing the 
provision of healthcare. Whilst patients should be the ultimate 
beneficiaries of all charitable expenditure, a large proportion of 
expenditure will relate to items of direct patient benefit and relate to the 
provision of services and facilities that are not normally paid for from 
NHS funds. Examples of valid expenditure include: 

• The purchase of equipment – this may be equipment to be 
purchased as a result of a gift given specifically for that purchase 
or equipment which the Trust is unable to fund from other sources; 

• Enhancements to clinical and waiting environments; 

• Ward facilities; 

• Furniture and furnishing; and 

• Patient extras e.g. distraction toys for children. 
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6.6.2. The purchase of equipment to enable the provision of statutory services 
remains the responsibly of the Trust. Charitable funds may, however, to 
used to enhance these provisions by either enabling the purchase of 
additional equipment over and above core provision or by enabling the 
purchase of higher specification equipment that could not be funded by 
the Trust. 

6.6.3. The purchase of such items entirely by a charity or from voluntary 
contributions will often enable such purchases to be zero rated for VAT 
purposes. 

6.7. Staff Training Welfare and Amenities 

6.7.1. Spending on staff may include a diverse range of items. Such 
expenditure is acceptable so long as the expenditure is in line with the 
Charity’s objectives. 

6.7.2. In deciding how to spend funds available for staff welfare purposes 
consideration should be given to: 

• What extent the intended charitable outcome from a particular 
payment can be measured and demonstrated AND 

• How effective (in terms of value for money) the particular payment 
used will be in delivering the ultimate outcome AND  

• How strong (or tenuous) the connection may be between the 
particular payment used and the charitable outcome intended. 

6.7.3. This does not rule out gifts to individual members where there is a clear 
link to the care of NHS patients. Consideration should always be given 
as to whether there is a more direct means of improving staff 
effectiveness e.g. training. 

6.7.4. Some examples of expenditure that is considered valid are: 

• study leave, scholarships, course and tuition fees; 

• leisure, kitchen and library facilities; 

• Christmas and social functions, hospitality, staff entertaining 
(excluding direct or indirect gifts). Decisions on these rests with 
ward managers or matrons who will authorise as Fund Advisers. 
Expenditure on Christmas and social functions is limited 
indicatively to £20 per head and must be in relation to staff only 
and not staff partners; 

• staff away days, where linked to training or team building; and  

• tea, coffee and other refreshments – providing the fund does not 
incur associated revenue costs – e.g. for water cooling machines. 
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6.8. Research 

6.8.1. In considering a request to fund research from charitable funds the 
Trustees must be satisfied that: 

• it falls within the scope of the Charity; 

• the planned research is of good quality, well managed and cost 
effective; 

• the research will be used with the aim of achieving public benefit 
(not for the benefit of a private individual or commercial 
organisation); and 

• the useful results of the research will be published in such a way 
that the public will benefit from the advancement of the medical 
science to which the research has contributed. 

6.8.2. The support by a charity of private commercial research is not permitted 
so, for example, if a drug company contacts a researcher to undertake 
a clinical trial and the results are owned by the drug company – it will be 
the drug company that will benefit first and they may exploit the results 
commercially. This would be classed as a business arrangement and 
not as charitable activity. 

6.8.3. If the research is to be undertaken on NHS premises, or using NHS 
resources and staff, then the NHS is entitled to recover its costs. These 
should be accounted for within exchequer funds as income generation. 

6.9. Alcohol 

The use of charitable funds for the purchase of alcohol is not permitted, in line 
with the Trust’s ‘No Alcohol’ policy. 

6.10. Travel and Subsistence 

Where linked to courses or conferences, or where necessary to support service, 
education or research, travel and subsistence may be appropriate charitable 
expenditure. Any expenditure must be in line with the Trust’s travel and 
subsistence procedures. 

6.11. Gifts 

Gifts for life events such as birthdays, weddings, staff leaving or sickness are 
not permitted to be funded from charitable funds Similarly, the cost of events to 
celebrate such occasions cannot be funded from charitable funds. 
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6.12. Expenditure Levels, Delegated Expenditure Limits & Guidance 
for Decision Makers 

6.12.1. Trustees choose to delegate the day-to-day operation of individual 
funds within the Charity to Fund Advisers. These are normally senior 
staff working in the particular field/area that the fund has been set up to 
support. 

6.12.2. Appendix 4 is an Authorised Signatory Form, used to record authorised 
Fund Advisers on the Charitable Funds Scheme of Delegation. 

6.12.3. Certain types of expenditure will require prior approval where a Fund 
Adviser’s expenditure threshold is exceeded. Expenditure limits are 
detailed below and guidance for decision makers is provided at 
Appendix 8: 

• Expenditure up to £1,000 - Fund Advisers may incur and authorise 
expenditure to this level without prior approval. 

• Expenditure between £1,001 and £5,000 - Fund Advisers may 
incur expenditure to this level after obtaining prior authority from 
the appropriate Associate Director/ General Manager (member of 
the triumvirate). 

• Expenditure between £5,001 and £25,000 - The approval of the 
Director of Finance together with the Executive Director Lead must 
be obtained prior to ordering.  

• Expenditure over £25,000 – Prior approval must be obtained from 
the Charitable Funds Committee. 

• Expenditure over £100,000 – Prior approval must be obtained 
from the Trust Board, who will consider the matter on 
recommendation from the Charitable Funds Committee. 

6.13. Purchasing and Payment requests 

The ordering of equipment and commodities must be made by requisitions in 
the UNIT4 system. Orders will then be raised by the Procurement Department, 
who will ensure all expenditure types meet the statutory regulations. If VAT 
exemption applies this must be narrated when raising a requisition via UNIT4. 
Appropriate VAT exemption certificates will then be issued to the supplier by the 
Finance Department. 

6.14. Purchase of Equipment 

6.14.1. Where additional revenue costs are anticipated as a result of a 
purchase, approval must be obtained from your Finance adviser. 

6.14.2. Prior approval must be obtained from the IT Department for all 
computer and related purchases. 
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6.14.3. Medical equipment must be processed and validated by the Medical 
Physics Department on receipt of goods and, if applicable, electrical 
checks carried out by the Estates Department. 

6.14.4. Where possible the Trust’s standard procurement process should be 
used to ensure that any equipment to be used in the Trust is purchased 
as cost effectively as possible, and that appropriate safeguards exist for 
the testing and maintenance of this equipment. 

6.14.5. Where items are purchased by an individual, outside the standard 
procurement process, all warranties should be in the Trust’s name. 

6.14.6. Where possible, items of medical capital equipment should already be 
recorded on the list of medical capital equipment to be purchased (as 
retained by the Medical C77apital Equipment Group). If not, requests 
for funding should set out clearly why the equipment is needed and is 
not already recorded on the list. 

6.15. Remuneration of Staff 

Any staff employed through charitable funds will require the appropriate HR 
approval. 

6.16. Remuneration of Non Trust Personnel (e.g. lecture fees) 

Requests for payment must be made using the standard claim form for non-
Trust Personnel and will be processed with the appropriate tax deduction. A tax 
return of these payments will be submitted to the Inland Revenue at the close of 
the tax year. 

6.17. Reimbursement of Fares, Subsistence or Other Expenses 

A charitable fund payment request form must be submitted with vouched 
receipts. 

6.18. Reimbursement of Vehicle Mileage 

A charitable fund payment request form must be submitted with the relevant 
travel claim form. 

6.19. Payment of Expenses 

6.19.1. Reimbursement of expenses incurred will be in accordance with Trust 
policy (see Staff Travel & Subsistence Policy within document library) 
e.g. professional fees will not be supported. 

6.19.2. Personal expenses will, where appropriate, be paid via the payroll 
system. 
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6.20. Rechargeable Expenditure 

Expenditure to be recharged to an external organisation will be limited by the 
letter of intent or the actual agreed cost of the item or service. In such cases it is 
important to ensure that items ordered do not exceed the amount donated or 
agreed. The benefit to the Charity purchasing an item directly is that it may be 
able to obtain certain equipment as zero rated for VAT purposes.   

6.21. Other Payments 

6.21.1. A charitable fund payment request form must be submitted with 
vouched receipts, invoice and full back up detail. Un-receipted requests 
will be returned to the Fund Adviser. 

6.21.2. Appendix 5 is a sample Charitable Fund Payment Request Form. 

6.22. Commercial Sponsorship for Attendance at Courses and 
Conferences 

6.22.1. Acceptance by staff of commercial sponsorship for attendance at 
relevant conferences and courses is acceptable, but only where the 
employee seeks permission in advance and the employer is satisfied 
that acceptance will not compromise purchasing decisions in any way. 

6.22.2. Reference to the Standards of Business Conduct for NHS Staff is 
advised for such sponsorship or if a conflict of interest is a possibility. 
(See https://www.england.nhs.uk/publication/standards-of-business-
conduct-policy). 

6.23. Support Costs 

Support costs associated with fundraising and management of the Charity are 
recharged to individual funds based on the average monthly balances held. 

6.24.  Charitable Funds Income 

6.24.1. Income is derived from various sources including patients, former 
patients, relatives and from internal and external fundraising. 

6.24.2. Donations can be solicited (via posters, leaflets, appeals etc.) or 
unsolicited (for example when a donor asks how they can donate to a 
ward or hospital charity).   

6.24.3. Donations must be paid into the relevant fund immediately and not 
retained in any other form. A list of all existing funds is available from 
the Finance Department (contact the Charitable Funds Accountant). All 
general offices can receive such money and in the case of cash 
received a receipt must be issued to the donor. Donation or 
acknowledgement books (available from the Finance Department) can 
be used to record donations, with a copy given to the donor.  Please 
ensure you quote your fund number when paying in donations. 
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6.24.4. All cash/cheques received through the post must paid in at a general 
office.  

6.24.5. All cheques and cash must be banked in line with The Trust’s current 
Standing Financial Instructions. 

6.24.6. Charitable fund income must be separated from the Trust’s income as 
they are: generated from different sources; for different purposes; and 
are governed by separate legal requirements.  The fulfilment of this 
objective is achieved by means of separate bank accounts. 

6.24.7. In accordance with the Trust’s Standing Financial Instructions bank 
accounts should not be opened that give the appearance of being 
associated with the Trust (i.e. either by account name and/or address) 
without the permission of the Director of Finance. 

6.24.8. The donation books contain information regarding the procedures 
required to allow a donor to ‘Gift Aid’ their donation. Providing that the 
donor makes the required declaration confirming that he/she is a UK tax 
payer, his/her address and his/her wish to gift aid the donation, the 
Charity can reclaim tax as part of the donation. Donors should be 
encouraged to gift aid donations where possible, in order to maximise 
the income of the Charity. Gift aid can increase the value of donations 
by 25p in the £1.  

6.24.9. As a registered charity it is illegal for money donated to the charitable 
fund to be held in accounts outside of the Charity, or not banked 
through the income system. 

6.24.10. All donations must be acknowledged with an official receipt. 

6.24.11. Income received in the form of legacies will be credited to the 
appropriate charitable fund and the Fund Adviser notified. Income 
received directly by the Finance Department will be banked and 
credited to the correct fund, and an official receipt will be sent to the 
donor. 

6.24.12. Income that could be perceived as NHS income (income generation) 
will not be credited to a charitable fund. 

6.24.13. Please ask donors to make cheque payments payable to ‘Royal 
Cornwall Hospitals NHS Trust Charitable Fund’ and indicate which fund 
they want their donation to go to. 

6.24.14. Donations from staff direct to the Charity may be gift aided but due 
regard must be given to the Gift Aid rules regarding benefits received by 
donors and connected persons  

6.24.15. There are specific regulations regarding donations made by third parties 
for work done by a member of staff. These regulations are for the 
protection of both the member of staff and the Trust. Gross fees earned 
by individuals in their own time must not be allocated directly to 
charitable funds. Individuals wishing to donate such earnings must do 
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so separately and account to HM Revenue and Customs for all such 
earned income. 

6.25. Fundraising 

6.25.1. All fundraising activity undertaken on behalf of the Charity will be 
monitored by the Fundraising Manager and any fundraising 
unaccounted for will be notified to the Trust’s counter fraud expert. 

6.25.2. The Charity’s Fundraising Team is responsible for managing the 
Charity’s collection tins. All collection tins are individually numbered and 
a log maintained of their allocation and return. 

6.26. Legacies 

6.26.1. Notification of all legacies and related correspondence must be passed 
to the Director of Finance or Deputy, who is the officer empowered by 
the Trust to provide a valid discharge of the bequest. The Finance 
Department will maintain a register of legacies and related 
correspondence. Legacies in themselves do not create new trust funds 
and unless the Will is very specific, a new fund will not be created. 
Legacies will be directed to the relevant fund and the Fund Adviser 
notified. 

6.26.2. The Charity will have regard to the circumstances under which legacies 
arise and will not exert undue pressure on those concerned. 

6.27. Investment Income  

6.27.1. The Charity’s Investments are managed by Trust’s Director of Finance 
or Deputy and overseen by the Charitable Funds Committee which is 
responsible for:  

• An annual review the appointment of investment advisors. 

• Managing the investment of funds in accordance with the Trustee 
Act 2000 and, if necessary, seek advice from the Charity 
Commission and professional financial and investment advisers. In 
particular: 

▪ make decisions involving the use of charitable funds for 
investments with regard to existing and subsequent 
legislation, policy and guidance 

▪ ensure that all Trust Fund monies are properly managed and 
invested in accordance with current charity legislation and in 
accordance with the investment and reserves policy approved 
by the Charitable Trust Funds Committee 

▪ monitor the performance of the charitable funds investment 
portfolio 

  



Use and Application of Charitable Funds Policy V8.0 

Page 18 of 38 

6.28. Grants Received 

All grants received must be notified, together with the associated conditions and 
additional requirements, to the Charitable Funds Accountant who is responsible 
for ensuring that all grants are appropriately documented and accounted for. 

6.29. Research Income 

6.29.1. Only income from non-commercial research or trials can be credited to 
a charitable fund. For this purpose, non-commercial research is 
deemed to be research for public benefit where there is no commercial 
motive or undue influence from any other granting bodies. All 
commercial research income must be processed through the Trust.  

6.29.2. All new non-commercial research income should be approved by the 
relevant fund adviser. All non-commercial research income given by an 
organisation for a specific use must be separately identified and 
notified, together with the associated conditions and additional 
requirements, to the Charitable Funds Accountant who is responsible 
for ensuring that all such income is appropriately documented and 
accounted for.     

6.30. Trading Income 

NHS charities may undertake trading but only in pursuance of their charitable 
objectives (known as primary purpose trading). Incidental and ancillary trading 
that further the Charity’s objectives and small scale non-charitable activities 
including fundraising activities such as car boot sales and fetes, sales of 
donated goods are permitted. All such activities must be discussed with the 
Fundraising Team. 

6.31. Donations In Kind 

6.31.1. Donations may not always be money e.g. toys may be donated direct to 
the children’s ward. When considering the acceptance of such gifts due 
regard must be paid to the Trust’s Gifts, Hospitality, Sponsorship and 
Declaration of Interest Policy  

6.31.2. In accordance with Trust policy, gifts over the value of £50 must not be 
accepted personally, they can only be accepted on behalf of the RCHT 
Charity. All gifts must be notified to the Fundraising Team who maintain 
a Gifts In Kind Register.  

6.32. Policy on Meeting the Costs of Fundraising 

6.32.1. The Charity recognises that there are instances whereby costs are 
incurred when raising funds. These may include the: 

• cost of insurance associated with a fundraising event; 

• costs associated with fundraising activities such as parachute 
jumps; and  

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/CorporateServices/GiftsHospitalitySponsorshipAndDeclarationOfInterestPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/CorporateServices/GiftsHospitalitySponsorshipAndDeclarationOfInterestPolicy.pdf
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• costs associated with sporting challenges, either in the United 
Kingdom or overseas. 

6.32.2. The Trustees are keen to support all fundraising but need to be mindful 
of when fundraising can incur costs, so must consider where financial 
support can be given. 

6.32.3. If the financial support relates to insurance, the Charity will fund the cost 
up to £100, as long as the event is expected to raise £400 or more, 
where no other associated fundraising costs are to be reimbursed.  
Requests for such funding should be made to the Charitable Funds 
Accountant and costs will be met from either those funds benefiting 
from the fundraising or, if no such fund exists, general charitable funds.  

6.32.4. The costs of other fundraising will be considered on a case by case 
basis.  

6.32.5. The Trust and Fundraising Team will not be responsible for the running 
or organising of any event unless explicitly stated.  

6.32.6. Any event costs up to £250 will be considered by the Director of 
Finance or Deputy and the event should raise at least £1,000. Costs will 
be agreed in advance and all relevant invoices should be addressed to 
Royal Cornwall Hospitals NHS Trust Charitable Funds. Requests for 
such funding should be made to the Charitable Funds Accountant and 
costs will be met from either those funds benefiting from the fundraising 
or, if no such fund exists, general charitable funds.  

6.32.7. Costs associated with sporting challenges, either in the United Kingdom 
or overseas (for example, treks, cycling challenges or mountaineering 
challenges), will be considered on a case by case basis. Where a 
challenge is undertaken with an external provider, the charity will need 
to approve the provider and challenge prior to the participant formally 
registering. In these cases, at least 50% of the funds raised through 
sponsorship and other fundraising activity will be for the charity and it 
should be made clear to donors that a proportion of their donation may 
go to the cost of the challenge. 

6.32.8. Costs will only be paid following receipt of the funds raised.  

6.32.9. This guidance is applicable to members of staff and members of the 
public. The guidance will form part of the Fundraising Pack which will in 
turn be posted onto the Charitable Funds website.  

6.32.10. Guidance is provided at Appendix 6 on requesting support for event 
costs. 

6.33. Partner Organisations 

6.33.1. The Trustees recognise the valuable work partner charities undertake 
that either directly, or indirectly, impacts on the Trust, its patients and 
staff.  
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6.33.2. In order to clarify which fundraising can take place on the Trust’s 
premises and through Trust communications, a number of partner 
charities have been set out below. These have been selected to ensure 
that their aims are aligned with those of the Trust and that they raise 
funds or provide services for the benefit of healthcare in Cornwall. 
These organisations have express permission to raise funds on the 
Trust’s premises.  

6.33.3. All staff are asked to bring to the attention of the Fundraising Manager 
any organisation that is raising funds on the Trust’s premises or in Trust 
communications but is not included on the list.  

6.33.4. The fundraising approach available to the partner organisations will 
initially be limited to collection tins clearly setting out the charity name, 
with the exception of the Leagues of Friends, although further 
fundraising arrangements can be agreed with the Fundraising Manager.  

6.34. Partner Charities 

6.34.1. The Friends of the Royal Cornwall Hospital, the Friends of West 
Cornwall Hospital and the Friends of St Michael’s Hospital 

The Friends and volunteers at each of our hospitals have continued to 
support patients and staff in a variety of ways.  Beyond the day to day 
activities offering hostess and other duties, there have been significant 
contributions and partnership projects to deliver new services and 
enhance services for patients. 

6.34.2. Cornwall Air Ambulance 

Cornwall's Air Ambulance, the first helicopter emergency medical 
service in the United Kingdom, was brought into service on 1st April 
1987. The county lends itself ideally to a service of this kind having a 
widely scattered resident population, many of whom live in remote 
farming communities, and isolated beaches, cliff-tops and moorland 
areas which are frequently inaccessible by road. It costs £3 million per 
year to provide this service which does not receive any government 
support. 

6.34.3. Tanya’s Courage Trust  

Trust's objective is to aid young people suffering from cancer 
throughout Cornwall and the Isles of Scilly by the provision of grants 
which can be used towards relieving their physical or financial needs. 

The Trust endeavours to support teenagers and young adult cancer 
sufferers and their families but hopes that as the charity grows they 
can widen the personal criteria of beneficiaries. 

6.34.4. The Royal Cornwall Hospitals Clinical Oncology And Cancer Care 
Appeal (The Sunrise Appeal) 

 

http://www.rcht.nhs.uk/RoyalCornwallHospitalsTrust/OurServices/AZServices/V/VoluntaryServices/VoluntaryServices.aspx
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The Sunrise Appeal was launched in December 2000 and was 
designed to raise money to build a new oncology unit at Treliske. The 
idea for the new building was to give major psychological and emotional 
benefits for the patient and for the new department to have plenty of 
light and provide a special environment. 

6.34.5. The Mermaid Appeal 

The aim of the charity is to preserve and protect the life of people in 
the county of Cornwall, in particular by the provision of a breast care 
centre for Cornwall to relieve persons suffering from breast disease. 
The funds raised provide equipment and facilities to help achieve this 
aim. 

6.34.6. Cornwall Hospice Care 

Cornwall Hospice Care is an independent Cornish charity, uniquely 
placed within the community and committed to the delivery of 
excellence in specialist palliative care across Cornwall. The service is 
free of charge to the patient. 

6.34.7. Children’s Hospice South West 

Children’s Hospice South West work to help make the most of every 
moment for very sick children in its care as well as their family. That 
includes giving them one-to-one specialist care, having fun times 
through play, music, outings and crafts - simple pleasures that many of 
us take for granted. The charity has recently opened a hospice in 
Cornwall. Little Harbour offers a range of services such as 24 hour 
palliative care and end of life care, support for parents, brothers and 
sisters, as well as help, advice and support in bereavement and 
beyond. 

6.34.8. Macmillan 

Macmillan is a national cancer charity and recently raised the capital 
funds to build The Cove Macmillan Support Centre on the Royal 
Cornwall Hospital site in Truro. This centre provides a wide range of 
support and information for anyone affected by cancer in Cornwall.  

6.34.9. Additional charities which raise funds or provide services for the benefit 
of healthcare in Cornwall can seek permission to raise funds on hospital 
premises through agreement of the Fundraising Manager.  

6.34.10. The Trust leases out part of its premises to WH Smiths and Lloyds 
Pharmacy. The Trust cannot stipulate which charities those 
organisations promote or raise funds for. 

6.34.11. The Trust is not liable for the maintenance or security of collection tins 
of partner/other charities and any losses through theft. 
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6.35. Accessing Charitable Funds 

6.35.1. In order to promote the use of charitable funds, a brief guidance 
document to all staff has been produced setting out which charitable 
funds exist and bringing to their attention the ways to access general 
charitable funds. 

6.35.2. This guidance is available separately on the Trust intranet and is titled 
“How to Access Charitable Funds”.  

6.35.3. The guidance is distributed at all budget holder training sessions and 
budget holders are encouraged to distribute the message and guidance 
more widely at their team meetings.  

6.35.4. Appendix 7 shows the form to be completed in order to access general 
charitable funds. 

6.35.5. In general, all approved bids are expected actioned within 3 months of 
approval. 

6.35.6. All awards over 12 months old will be reviewed by the Charity’s 
Treasurer and Executive Director Lead and in the absence of 
exceptional circumstances will be withdrawn and returned to the 
general fund. 

6.36. Other Information 

6.36.1. Reimbursement of a Fund Adviser’s personal expenses must be 
countersigned by another signatory of the fund i.e. a Fund Adviser 
cannot ‘self-authorise’. 

6.36.2. Payment requests must be signed by the appropriate Fund Adviser. 

6.36.3. Payment requests must be accompanied by vouched receipts. 

6.36.4. Payments must be made within the scope of charity law, directions 
issued by the Trustees and the purpose for which the fund was set up. 

6.36.5. Fund accounts will periodically receive interest, gains/losses on 
investments held, fundraising costs and management charges.  

6.36.6. The Charitable Funds Committee will ask Fund Advisers to provide 
information on the planned use of their funds for the next 12 months, to 
assist with overall funding requirements and to determine the Charity’s 
reserves policy. 

6.36.7. Inactive funds (those that are deemed to be dormant) will be monitored 
and if not utilised will be closed. 

6.36.8. The Trustees are required to prepare an Annual Report with Accounts 
and file these together with an annual return to the Charity Commission 
to discharge their duty of public accountability and stewardship. 
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6.36.9. Each fund account will be subject to verification by internal and external 
audit.  You may receive visits from time to time by auditors who may 
wish to verify receipt of donations, physical existence of equipment 
purchased and any associated correspondence with the fund. 

6.37. Contact Details 

6.37.1. All Charitable Funds queries should be directed to: 

Charitable Funds Accountant 

Finance Department 

Carlyon House 

Penventinnie Lane 

Treliske 

Truro 

Cornwall 

TR1 3LJ 

Tel: 01872 258015   

Email: stephen.hocking@nhs.net 

6.37.2. All fundraising queries should be directed to: 

Fundraising Manager 

Royal Cornwall Hospitals Charity  

Trelawny Entrance 

Royal Cornwall Hospital Treliske 

Truro 

Cornwall 

TR1 3LJ 

Tel: 01872 252858 

Email: rcht.charity@nhs.net 

7. Dissemination and Implementation 

7.1. This guidance will be held on the Trust’s document library as a source of 
information for Fund Advisers and other Trust employees. 

7.2. This document will also be distributed electronically to all current Fund Advisers. 

7.3. Budget holders and Fund Advisers attending budget holder training provided by 
the Finance department will be made aware of this guidance. 

  

mailto:stephen.hocking@nhs.net
mailto:rcht.charity@nhs.net
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8. Monitoring compliance and effectiveness  

8.1. Compliance with this document will not be formally monitored, however the 
Charitable Fund accounts are subject to regular internal and external audit 
reviews. 

8.2. Furthermore, as part of his normal duties, the Charitable Funds Accountant will 
seek to ensure all Fund Advisers adhere to this guidance. 

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

Charitable Fund Accounts 

Lead Ian Dean, Deputy Director of Finance  

Tool Internal and external audit reviews as part of the ongoing audit 
process within the department on a Word or Excel template 
specific to the topic. 

Frequency Annually 

Reporting 
arrangements 

Finance Department 

Acting on 
recommendations 
and Lead(s) 

Charitable Funds Accountant 

Change in practice 
and lessons to be 
shared 

Required changes to practice will be identified and actioned. 

9. Updating and Review 

9.1. This document will be reviewed annually and updated at least every three years 
from the date of approval. 

9.2. Revision activity will be recorded in the versions control table to ensure 
robust document control measures are maintained. 

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://www.rcht.nhs.uk/GET/d10268876
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Use and Application of Charitable Fund Policy V8.0 

This document replaces (exact 
title of previous version): 

Use and Application of Charitable Fund Policy V7.1 

Date Issued/Approved: 20 May 2022 

Date Valid From: September 2022 

Date Valid To: September 2025 

Directorate / Department 
responsible (author/owner): 

Guy Trevenna, Financial Accountant and Deputy 
Financial Controller 

Stephen Hocking, Charitable Funds Accountant 

Contact details: 
G.trevenna@nhs.net 01872 258014 

Stephen.hocking@nhs.net 01872 258014 

Brief summary of contents: 
Provides a reference point for Fund Advisors on the 
correct use and application of charitable fund money. 

Suggested Keywords: 
Management – Financial management – Capital 
management – Capital use – Social Welfare – 
Charity – Fund raising – Finance - Financing 

Target Audience: 

RCHT:  Yes 

CFT: No 

KCCG:  No 

Executive Director responsible 
for Policy: 

Medical Director  

Approval route for consultation 
and ratification: 

Director of Finance 

General Manager confirming 
approval processes: 

Originally approved at Charitable Funds 
Committee 

Name of Governance Lead 
confirming approval by 
specialty and care group 
management meetings: 

Ian Dean, Deputy Director of Finance 

Links to key external standards: Not Applicable 

Related Documents: Key governance document 

mailto:G.trevenna@nhs.net
mailto:Stephen.hocking@nhs.net
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Information Category Detailed Information 

Training Need Identified? Standing Orders and Standing Financial Instructions 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet & Intranet 

Document Library Folder/Sub 
Folder: 

Finance / Financial Services 

Version Control Table  

Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

Original 
September 
2006 

V.1 Original version Garry Cooper 

November 
2010 

V.2 
No major amendments – General update 

Changes to appendices  
Jan Castle  

March 2012 V.3 

General update plus the addition of 
sections on the supporting fundraising, 
partner organisations and guidance on 
accessing general charitable funds.   

Guy Trevenna, 
Financial 
Accountant & 
Deputy Financial 
Controller / 
Stephen Hocking, 
Charitable Funds 
Officer 

May 2012 V.4 
Final update following comments by the 
Charitable Funds Committee on 27 March 
2012 

Adam Wheeldon, 
Deputy Director of 
Finance 

December 
2014 

V.5 
General update including amendments 
incorporated at the request of fundraising 
manager 

Stephen Hocking, 
Charitable Funds 
Officer 

December 
2016 

V.6 

No major amendments - General update 

Appendix 6 added to provide additional 
guidance on making decisions on the use of 
charitable funds. 

Stephen Hocking, 
Charitable Funds 
Officer 

August 
2019 

V.7 No major amendments - General update 
Stephen Hocking, 
Charitable Funds 
Officer 

November 
2020 

V7.1 
Minor amendments to align the policy with 
the Scheme of Delegation and SFIs 

Sarah Gould, 
Financial 
Controller 
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Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

May 2022 V8.0 
Amendments reflecting Counter Fraud 
Report  

Stephen Hocking, 
Charitable Funds 
Officer 

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 (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity & Inclusion Team rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the strategy / policy / proposal / 
service function to be assessed: 

Use and Application of Charitable Fund 
Policy V8.0 

Directorate and service area: Finance 

Is this a new or existing Policy? Existing  

Name of individual completing EIA 
(Should be completed by an individual with 
a good understanding of the Service/Policy): 

Guy Trevenna, Financial Accountant & 
Deputy Financial Controller 

Contact details: 01872 258014 

 

Information Category Detailed Information 

Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

To provide guidance to fund holders and staff on the use of 
charitable funds. 

Policy Objectives To ensure that Charitable Funds are used in accordance 
with the wishes of the Trustees.   

Policy Intended Outcomes That the Trust Board discharges its responsibilities for the 
management of Charitable Funds correctly.   

How will you measure 
each outcome? 

Through regular management review and by audit review the 
Trust’s internal and external auditors.   

Who is intended to benefit 
from the policy? 

The Charitable Fund Trustees 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:   

• Patients/ visitors:  

• Local groups/ system partners:  

• External organisations:  

• Other:  

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 

Charitable Funds Committee 

6c. What was the outcome 
of the consultation?  

Agreed 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff or patient surveys: 
No 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 

Protected Characteristic (Yes or No) Rationale 

Age   

Sex (male or female)    

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

  

Race   

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

  

Religion or belief   

Marriage and civil 
partnership 
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Protected Characteristic (Yes or No) Rationale 

Pregnancy and maternity   

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

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: 

Guy Trevenna, Financial Accountant & Deputy Financial Controller 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 
 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Application to Create a Charitable Fund 

Royal Cornwall Hospitals NHS Trust Charitable Fund 
 

Registered Charity No. 1049687 
 

Application to Create a Charitable Fund 
 
It is a legal requirement that all charitable funds within the NHS are registered with the Charity Commission. 
The Royal Cornwall Hospitals NHS Trust Charitable Fund is a registered charity and all new funds created will 
form part of this Charity. The Charitable Funds Committee as agents for the Trustee (RCH Trust Board) require 
the following basic information to ascertain if this fund is viable and will meet the requirements of the Charity 
Commission before the application is approved. Please note, new funds will not be considered where there 
is a fund in existence, suitable to cover the anticipated income. 
 

From: Care Group: 
 

Extension Number:  
 

 
1. Please state full purpose of fund (for guidance purposes): 
_______________________________________________________________________________________
_______________________________________________________________________________________
________________________________________________________________________  
 
2. Suggested name for the fund _______________________________ 

 
3. The names of the proposed Fund Advisers________________________________________ 
  
4. Anticipated life span of fund. (years)                  ______ years 
 
5. Will annual income exceed £1,000?      Yes/No 
 

Please disclose source of funding: _______________________________________________ 
 
6. In the case of research funds, has the research been approved by the ethical committee and 

endorsed by the RCH Trust?         
           Yes/No/NA 

 
6. Has approval, for this fund, been obtained from a member of the care group  triumvirate?  
           Yes/No 
 Signed:       Signed: 
 
 ---------------------------------------------   --------------------------------------------- 
 Date____________     Date______________ 
 Proposer      Member of Care Group Triumvirate 
 Name (Please print)                                                                         Name (Please print) 
               ----------------------------     --------------------------- 
Please return this form to Charitable Funds Accountant, Finance Dept. Carlyon House, Royal Cornwall 
Hospital. 
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Appendix 4. Royal Cornwall Hospitals NHS Trust Charitable 
Fund - Authorised Signatory Form 

Registered Charity No. 1049687 
 
Please complete this form in full in BLACK INK to allow a member of staff’s details to be added or amended on the Trust’s 
Scheme of Delegation. Return the form to the Charitable Funds Accountant, Finance Department, Carlyon House, Royal 
Cornwall Hospital. 
This form will be SCANNED and used as a referral document by appropriate departments for control purposes to confirm the 
signature and authority level(s). 

 

Fund Number: ………..Fund Name: ……………………………… 
 
Fund Purpose: …………………………………………………………………… 
 

Fund Adviser Approved by: 

Name 
Please use block 
capitals 

Signature Name 
Please use block 
capitals 

Signature Position Date 
 

 
 

 

 
 

 
 
 

 
 

  

 
 

 
 

    

 
 
 

 

 
 

    

 
PLEASE ENSURE THAT THE RELEVANT ASSOCIATE DIRECTOR / GENERAL MANAGER COUNTERSIGNS THIS 
AUTHORITY OR REFER TO THE CHARITABLE FUNDS ACCOUNTANT TO OBTAIN APPROVAL FROM THE 
CHARITABLE FUNDS COMMITTEE 
 
 
IMPORTANT NOTES – PLEASE READ 
 
Guidance on the correction application of this charitable fund can be found in “The Policy on the Use and 
Application of Charitable Funds” in the Trust’s document library 
http://intra.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/Finance/CharitableFunds.pdf 
 
All orders for equipment/goods/services must be placed using the Trust’s ordering system, UNIT4. Please 
contact Unit4 System Support  (Ext. 8020) to advise your requisitioner/authoriser needs. 
 
Please contact the Charitable Funds Accountant in Finance (Ext 8015) in the event of any query that you may have on 
the fund. 
 

Finance Office Use: 
 
Date received:______________  Scanned by:_____________    Saved to folder (tick)________ 
 
Date entered onto scheme:___________ 

Appendix 5. Charitable Funds Payment Request Form 

http://intra.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/Finance/CharitableFunds.pdf
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CHARITABLE FUNDS PAYMENT REQUEST  Registered Charity NO. 1049687 

 
From:.. ……………………………………….    To:     Charitable Funds Accountant 
         Finance Department 
Dept: ………………………………………...    Carlyon House 
         Penventinnie Lane 
Ext. No.: ……………………………………..    TRURO. TR1 3LJ 
          
Date: ..…………       Tel:  01872 258015 

Fax: 01872 258045 
 

PLEASE USE THIS FORM WITH ALL PAYMENT REQUESTS, INCLUDING STAFF PAYMENTS 
(except where EROS has been used). 
 
Fund Number:  F………..….  Fund Name………………………………...……………………………… 

Payment Value:   £……………………. 

Purpose (explain benefits, quantify impact(s) of the expenditure on patients/staff/wider 

society ): 

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

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

Payment to be made to: 

Name: …………………………………………………………………………………………………………. 

Address: ……………………………………………………………………………………………………… 

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

Payroll Number (if appropriate) …………………………………………………………………………. 

Bank Account Details:   

Account Name: ……………………………………………………………………………………………… 

Account No:…………………….. Sort Code………………….…….   

Please make a payment through the payroll or supplier system as per the details shown above. 
Note:  Cheques will only be raised by exception. Suppliers will be paid by BACS wherever 
possible. 
 
I enclose invoice / relevant receipts to validate the payment. Where in exceptional circumstances 
you are unable to provide proof of payment, full details of the nature of the payment must be shown 
below. If the payment request does not contain the fund adviser’s signature and proof of payment 
the request will be returned for re-submission before payment is made. 
 
Details of payment where receipts are not included: 
……………………………………………………………………………………………………………. 
 
……………………………………………………………………………………………………………. 
 
Fund Adviser:  Name (block capitals):………………………..        Signature:……………..…………….. 

Member of Triumvirate/Director approval (if over £1000)                 
Signature:………………………...…. 

FOR OFFICE USE ONLY 
Approval ……………………  Account Code  ………………Budget Code  …………………. 
Date………………………………………..  
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Appendix 6. Support for Fundraising 

Please submit any request for support for fundraising to the Charitable Funds Accountant and 
specifically cover each of the following items: 

 
1. Name of individual making the application for support. 

 
2. How much is required and for what purpose. 

 
3. The objective of the fundraising e.g. purchase of equipment, contribution to a specific fund. 

 
4. How much is expected to be raised. Please see note below about what can be supported 

and to what level. 
 

5. When the funding is needed. 
 

6. When will the fundraising be received? 
 

7. Please confirm that any invoices will be addressed to Royal Cornwall Hospitals Charitable 
Fund.  

 
Important information 
 
Please note that all funds raised will be held in the RCHT General Fund unless specifically requested 
otherwise.  
 
If the financial support relates to insurance, the Charity will fund the cost up to £100 as long as the 
event is expected to raise £400 or more.  Requests for such funding should be made to the Charitable 
Funds Accountant and costs will be met from either those funds benefiting from the fundraising or, if 
no such fund exists, general charitable funds.  
 
The costs of other fundraising will be considered on a case by case basis.  
 
Any event costs up to £250 will be considered by the Director of Finance or Deputy and the event 
should raise at least £1,000. Costs will be agreed in advance and all relevant invoices should be 
addressed to Royal Cornwall Hospitals NHS Trust Charitable Fund. Request for such funding should 
be made to the Charitable Funds Accountant and costs will be met from either those funds benefiting 
from the fundraising or, if no such fund exists, general charitable funds. Costs associated with 
sporting challenges, either in the United Kingdom or overseas (for example, treks, cycling challenges 

or mountaineering challenges), will be considered on a case by case basis. Where a challenge is 
undertaken with an external provider the charity will need to approve the provider and 
challenge prior to the participant formally registering. In these cases, at least 50% of the 
funds raised through sponsorship and other fundraising activity will be for the charity and it 
should be made clear to donors that a proportion of their donation may go to the cost of the 
challenge.     
 
 

Charitable Funds Accountant 
Finance Department 
Carlyon House 
Penventinnie Lane 
Treliske, Truro, Cornwall 
TR1 3LJ 
 
 

e-mail: stephen.hocking@nhs.net 
Tel: 01872 258015 
Fax: 01872 258045  

mailto:stephen.hocking@nhs.net
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Appendix 7. Bid Form for General Charitable Funds 

Notes  
1. Patients should be the ultimate beneficiaries of all charitable expenditure. 
2. Except in exceptional circumstances all approved bids must be actioned 

within 3 months of approval. 
3. Please note that the approval process depends on the amount requested: 

Up to £25,000 – Director of Finance & Performance together with the Director 
of People and Organisational Development 
Over £25,000 – Charitable Funds Sub-Committee 
 
  Please add comments below 

Name of applicant 
 

 

Department/Section to be supported 
 

 

Has support been obtained for this bid? 
Who supports this bid? (e.g. line manager, 
divisional manager) 
  

 

Date of the bid 
 

 

How much funding is required (ex VAT)? 
 

 

What is going to be purchased? (e.g. item of 
equipment / training course) 
 

 

M
e

d
ic

a
l 
E

q
u
ip

m
e

n
t 

Is this replacement equipment or additional 
equipment? 
 
(If replacement equipment, give details of 
what it is replacing) 

 

Will the equipment be the same model as 
currently used by the department/Trust?  
 
(If not please contact Hannah Sprague or 
Scott Brown to discuss trial/evaluation of 
potentially suitable devices or provide 
evidence that this has been carried out) 

 

If the item is medical equipment, has this 
already been requested through the Medical 
Equipment bid process? 

 

When will it need to be purchased by?  

What are the proposed maintenance 
arrangements for this equipment: In-house or 
External contract?   
 
If In-house please confirm that Clinical 
Technology have indicated that this 
equipment can be supported. 
 
If external, please provide contract costs. 

 

What are the training requirements and how 
will they be met? 
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Has the procurement team been involved in 
selecting the item and getting best value for 
money? 

 

Charitable Funds are intended for use in 
enhancing basic service provision. Why should 
charitable funds be used for this purchase? 

 

Intended Impact – what difference is the 
expenditure expected to make?   
Who will benefit and how? 
 

 

Which charitable fund should be used (if known)? 
 

 

Are there any on-going costs relating to the 
purchase? (e.g. maintenance, consumables, 
training) 
  

 

If there are on-going costs, give details of the 
relevant budget holder  

 

Has confirmation been obtained from the relevant 
budget holder that they will be met through a 
revenue budget? It is not standard practice for the 
Charity to fund on-going costs.   

 

Equality and Diversity Statement   

Environmental considerations  
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Appendix 8: Guidance on Making Decisions on the Use of 
Charitable Funds 

A Does it fit within the scope of the objects and of any donor-imposed 
 restrictions? 

1 Is the spending within the scope of the charity's objects? 

 Royal Cornwall Hospitals NHS Trust Charitable Fund Objects  

 “The trustees shall hold the trust fund upon trust to apply the income, and 
 at their discretion, so far as may be permissible, the capital, for any 
 charitable purpose or purposes relating to the National Health Service”.  

2 If the particular funds of the charity are subject to one or more restrictions 
 the spending must also comply with those restrictions. 

B Are there many steps between the immediate application of the 
 funds and the intended charitable outcome? 

 The principal purpose of the NHS is to deliver services to patients. The 
 outcomes to  be achieved using the charitable funds should always be 
 patient focused.  

 If there are too many steps between a given piece of spending and 
 delivering benefit to patients the justification may begin to be tenuous. 
 This issue is of particular relevance where the spending provides a benefit 
 directly to staff.  

C  The impact and the 'opportunity cost': it may be a way to further the 
 objects but is it the most effective way? 

 The trustees are bound to consider their established priorities for the use 
 of the  charitable funds and what spending may have to be 
 cancelled/postponed/turned down in order to fund the particular proposed 
 piece of spending. They must also have due regard to the 'impact' of the 
 amount they spend (when compared to the impact of alternative 
 spending). 

D  Public benefit 

 To be charitable, spending must demonstrate sufficient public benefit in 
 what it aims to achieve. Patient focused expenditure within the NHS 
 (unless directed mainly towards private patients) will generally meet this 
 public benefit test. It is possible, however, that spending which is several 
 steps removed from direct patient benefit could provide private benefits 
 that outweigh the public benefit. 
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In deciding how to spend funds available for staff welfare purposes consider: 
 

 

1 To what extent the intended charitable outcome from a particular payment 
 can be measured and demonstrated  
 

2 Whether the particular payment offers value for money in delivering the 
 ultimate outcome  
 
 Charitable funds are limited, careful consideration should be given to 
 whether there is a more direct means of improving staff effectiveness with 
 measureable outcomes as representing better value for money. Training 
 courses to address training needs may be considered to have a more 
 direct impact on patient care. 
 

3 How strong (or tenuous) the connection may be between the particular 
 payment used and the charitable outcome intended. 
 

Documentation 

 Once a decision has been made make sure it is documented together with 
 a clear record of issues and the reason for the decision. 
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