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Summary 
 

The journal authorisation steps for Finance staff to adhere to are as follows, but the 
full policy should also be read and complied with. 
 

Yes No

Start

Obtain journal  authorisation by a more 
senior member of Finance staff, ahead of 
posting the journal. An electronic sign off 
process should be used. (Seniority levels 
have been tabulated within this policy.)

Post the journal to the 
ledger and note the unique 

transaction reference 
provided by the ledger .

Obtain retrospective journal authorisation, before 
the production of the month end the journal relates 

to, by a more senior member of Finance staff. An 
electronic sign off process should be used. (Seniority 

levels have been tabulated within this policy.) 

Save the electronic ally authorised journal to the 
Finance shared drive, naming it according to the unique 

transaction reference assigned to it by the ledger.

End

Is it possible to obtain 
journal authorisation 
ahead of posting it to 

the ledger?

Create a journal that balances 
and provides meaningful, concise 
narrative for each of its entries. 

Post the journal to the 
ledger and note the unique 

transaction reference 
provided by the ledger .
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 cData 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. Whilst the Trust’s main financial ledger is automatically updated by various 
software/systems, such as its sales and purchase ledgers, it also receives 
manual updates in the form of journals. Journals serve various purposes. For 
example, they allow the ledger to be adjusted at month end (e.g. to accrue for 
expected spend that has yet to be invoiced), they facilitate coding corrections, 
and so forth. The manual nature of this interface with the ledger requires 
appropriate authorisation.   
 
1.2. This version supersedes any previous versions of this document.  
 

2. Purpose of this Policy/Procedure  
 

This policy provides a high level summary of the process and authorisation 
levels in respect of journal authorisations. It forms part of the Department’s 
system of financial control and sound governance. 
 

3. Scope 
 

This policy applies to members of the Finance & Procurement Department 
whose role entails creating, posting or authorising journals. 
 

4. Definitions / Glossary 
 

For the purposes of this policy, a journal is the summary of transactions that will 
be manually posted to the ledger. It will balance. That is to say, the total of its 
debit entries will equate to the total of its credit entries. It will also provide 
meaningful and concise narrative for each of these entries. When posted, the 
ledger will automatically assign each journal a unique transaction reference. 
 

5. Ownership and Responsibilities  
 

5.1. Role of the Executive Director 
 

 The Executive Director responsible for this policy is the Director of Finance 
and it applies to all staff within the Finance & Procurement Department. 
 

5.2. Role of the Managers  
Line managers are responsible for:  
 

 Adherence to this policy.  
 

5.3. Role of the Audit & Risk Assurance Committee  
The Audit & risk Assurance Committee is responsible for: 
 

 Receiving reports from the Trust’s internal and external auditors that cover 
adherence to financial procedures. 
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5.4. Role of Individual Staff 
All staff members are responsible for:  
 

 Adherence to this policy, and in particular the steps summarised in the 
flowchart, whenever they produce journals. 

  

6. Journal Authorisation Process 
 

6.1. The default approach is that all journals are authorised independently of the 
journal author.  
 
6.2. This policy acknowledges that, ahead of their posting to the ledger, it would 
be impractical to review and authorise the large volume of journals that need 
processing to meet tight month end deadlines. Month end closedown meetings 
provide a sense check of the financial position and identify any significant errors 
or omissions. 
 
6.3. In the event that individual journals are not authorised prior to being 
uploaded into the ledger, all journals should be retrospectively authorised before 
the production of the month end they relate to.  
 
6.4. This check will be evidenced appropriately within each Care Group / 
Income team, by the Care or Income Group Finance Manager, or their deputy in 
their absence.  
 
6.5. The Associate Director of Finance will periodically satisfy him/herself that 
the journals have been appropriately reviewed.  
 
6.6. The following table sets out the levels of seniority of Finance staff within the 
Department and, for the purposes of this policy, staff producing journals should 
ensure those journals are authorised by a Finance colleague of more senior 
level. In most cases this will be within their immediate team structure, although 
for cover purposes another member of staff of required seniority level may do 
so.  
 
6.7. All journals produced and actioned should be stored securely (and as of the 
date of this policy this should be electronically on the Finance shared drive, with 
the assigned transaction number used as the name of the saved document) and 
readily available for audit scrutiny. An electronic pdf sign off process should be 
used. 

 

Levels of seniority of Finance staff: 

1. Deputy Director of Finance 

2. Associate Director of Finance / Financial Controller 

3. Finance Manager 

4. Deputy Finance Manager 

5. All other staff 
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7. Dissemination and Implementation 
 

This policy document will be shared with all Finance staff within the Department 
and stored on the Department’s shared electronic drive. 
 

8. Monitoring compliance and effectiveness  
 

Element to be 
monitored 

The appropriate review of journals. 
 

Lead The Associate Director of Finance (ADoF) will periodically satisfy 
him/herself that the journals have been appropriately reviewed.  
 

Tool The ADoF will refer to the checks that are evidenced appropriately 
within each Care Group / Income team, by the Care or Income 
Group Finance Manager, or their deputy in their absence. 
 

Frequency The ADoF will undertake this periodically throughout each financial 
year.  
 

Reporting 
arrangements 

It is common audit practice to review selected journals and this will 
serve as independent scrutiny for the Department. 
 

Acting on 
recommendations  
and Lead(s) 

The Audit & Risk Assurance Committee receive and act upon the 
recommendations made by the Trust’s internal and external 
auditors. 
 

Change in 
practice and 
lessons to be 
shared 

Should changes to practice be recommended by the Trust’s 
internal and external auditors and agreed by management, these 
will be actioned within a reasonable time frame. A lead member of 
the team will be identified to take each change forward where 
appropriate and this will be communicated to the Department.   
 

 
9. Updating and Review 
 

9.1. This policy document will be reviewed no less than every three years. 
 
9.2. Any revision activity will be recorded in the version control table as part of 
the document control process.  

 

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/


 

Finance and Procurement Department Journal Authorisation Policy V1.0 
Page 7 of 10 

Appendix 1. Governance Information 

Document Title 
Finance and Procurement Department Journal 
Authorisation Policy V1.0 

This document replaces (exact 
title of previous version): 

New Document 

Date Issued/Approved: 5th June 2020 

Date Valid From: June 2020 

Date Valid To: June 2023 

Directorate / Department 
responsible (author/owner): 

Prepared by Alexandra Bradshaw – Deputy 
Financial Accountant 
Adam Wheeldon – Deputy Director of Finance 

Contact details: 01872 258016 

Brief summary of contents 
A high level summary of the process and 
authorisation levels in respect of journal 
authorisations. 

Suggested Keywords: Journal 

Target Audience 
RCHT CFT KCCG 

   

Executive Director responsible 
for Policy: 

Director of Finance 

Approval route for consultation 
and ratification: 

Finance & Procurement Department SMT 

General Manager confirming 
approval processes 

Adam Wheeldon – Deputy Director of Finance 

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

Adam Wheeldon – Deputy Director of Finance 

Links to key external standards None required. 

Related Documents: Standing Orders and SFIs. 

Training Need Identified? No 

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

Internet & Intranet  Intranet Only  

Document Library Folder/Sub 
Folder 

Finance / Procurement 
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Version Control Table  
 

Date 
Version 

No 
Summary of Changes 

Changes Made by 
(Name and Job 

Title) 
5th June  
2020  

V1.0 Initial issue 
Adam Wheeldon – 
Deputy Director of 
Finance 

    

 
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 
Finance and Procurement Department Journal Authorisation Policy V1.0 
 

Directorate and service area: 
Finance & Procurement 

Is this a new or existing Policy? 
New 

Name of individual/group completing EIA 
Adam Wheeldon – Deputy Director of Finance 
 

Contact details: 
01872 258016 

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

The policy is aimed at Finance staff. 

2. Policy Objectives A high level summary of the process and authorisation levels in 
respect of journal authorisations. 

3. Policy Intended 
Outcomes 

Correct journal authorisation procedures adhered to. 

4. How will 
you measure 
the outcome? 

It is common audit practice to review selected journals and this will 
serve as independent scrutiny for the Department. 

5. Who is intended 
to benefit from the 
policy? 

There is Trust wide benefit from ensuring the ledger comprises 
accurate information. 

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: 
 

Finance SMT 

c). What was the 
outcome of the 
consultation? 
 
 
 
 
 
 

 
Policy approved for Departmental use. 
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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 
 X   

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

 X   

Gender 
reassignment  X   

Race/ethnic 
communities 
/groups 

 X   

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

 X   

Religion/ 
other beliefs  X   

Marriage and civil 
partnership  X   

Pregnancy and 
maternity  X   

Sexual orientation 
(bisexual, gay, 

heterosexual, lesbian) 
 X   

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: 

Adam Wheeldon – Deputy Director of 
Finance 

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

