Frequently Asked Questions – Changes to the Petty Cash policy

Are the changes in the policy just to save money?

No, a number of the changes will not generate any savings, the changes are around ensuring cash is only used when absolutely required.  By its nature cash is an area of risk and so it is therefore important appropriate governance is in place.  

Do the changes mean we can no longer run therapeutic activities?

Absolutely not, the value of therapeutic activities is recognised as key to the services we provide and should continue as they have in the past.  Wherever possible the goods, equipment etc required to deliver these activities should be planned and purchased in advance via our official procurement system.  This ensures we have full visibility of spend and can seek best value for money.  

What if the therapeutic activity or OT assessment involves the service users going out to the shops to select and purchase goods or foods and drink?

Where part of the therapeutic intervention involves the service users accompanying staff to go to choose and purchase the items themselves, then it is recognised that it isn’t possible for the purchasing to happen via the procurement system.  Petty cash can be provided to support this.  Please ensure that on your petty cash claims you make it clear this involves a trip with service users and that you minimise costs where possible.

What about perishable items, such as fruits for our smoothie groups?

Wherever possible these should be purchased through the normal Trust purchasing systems.  If they are not available, petty cash can be used in the short term, with the lack of provision highlighted to the Procurement and Facilities teams so they can put in place alternatives for the future. 

What are the rules for buying food for cooking groups?

With the exception of food that is purchased with a service user as part of an OT assessment or therapeutic activity, all food should be purchased via the Trust procurement system.   

To allow time for the Facilities and Procurement teams to support in putting adjustments in place, it has been agreed that petty cash will be allowed to purchase food for cooking groups and smoothie groups until: -
· [bookmark: _Hlk199353316]The end of June for services based in Newham, City & Hackney and Tower Hamlets
· The end of August for Forensics and services based in Luton & Bedfordshire 

Isn’t food more expensive when purchased through Trust suppliers rather than local supermarkets?

It may appear that food on the procurement system is more expensive, however, there are a number of “hidden” costs when using cash, for example, staff time in going to the shops, the cost of cash deliveries to our sites and the costs of withdrawals and banking of cash.  

Purchasing food through the Trust systems ensures there are controls around health and safety and that there is visibility for the nutritional team.  The procurement and facilities team will take forward any concerns on pricing with suppliers and negotiate to reduce costs and ensure we are purchasing food that delivers good value for money.

What if the food we want isn’t available through our suppliers? Do the options on the system allow us to cater for a culturally diverse population?

There should be sufficient choices available to you, however, if there are items you need that do not appear to be available on SBS please highlight this to the procurement team or your local facilities team, they can then follow this up with our suppliers.

Can we buy additional items to have in stock so that we don’t run out?

It is important that we do not run out of essentials and keeping some items in stock will work well with items for activities such as arts and crafts.  Please take care with items that have a short shelf life that it is not ordered too far in advance and stock is rotated on a first in, first out basis.   It is important that you factor in sufficient time for ordering and delivery so that you do not run out.

Why can we no longer have ward celebrations, summer barbeques etc or buy Easter eggs, Christmas presents for service users?

Unfortunately, NHS funding is not allowed to be used for this purpose.  However, the ELFT Charity can be approached in these circumstances, the Charity is active and welcomes grant applications for functions such as this that benefit service users but cannot be funded through our core allocations. We would recommend that you plan ahead and approach the charity early so you know if your application has been approved and the value you can spend.

Can we buy refreshments for during activity sessions?  What about prizes for competitions?

[bookmark: _Hlk199401103]The policy sets out that whilst the Trust funds running the activity, (e.g. movie nights, bingo, music clubs), refreshments and snacks outside of that which we normally provide on the wards (light refreshments and biscuits) and prizes for these activities will not be funded.  

This is another area where the ELFT Charity can support.  

For the Charity requests is recommended that an area makes a single application for a grant to cover a specific period (e.g. 6 -12 months) rather than making individual applications for each event.

When the Charity has approved an application if necessary petty cash can be used to facilitate the purchases (i.e. if the items cannot be purchased through our procurement system).

What are the rules for outreach services e.g. for the homeless?

Petty cash can be provided for staff in these services to purchase tea, coffee, water and light refreshments.

 Are we able to use petty cash to buy drinks when therapy sessions are held with service users outside of the wards?

Petty cash can be used to buy tea, coffee, water or a soft drink for the service user and member of staff, the cost should be less than £4 per person.  

How are we supposed to buy food for in house away days?

Where possible awaydays should be planned sufficiently in advance so that spend can be routed via SBS.  If this is not possible, or it is more cost effective to purchase from other providers, a purchasing card should be used. 

If no purchasing card is available petty cash can be used.  The event must meet the definition of an awayday in the guidance (i.e. all day event) and spend must be contained within the agreed limit of £7.50 per head for all food and drinks.  Spend on catering for awaydays needs to be approved by the Borough Director.

How often can we take service users out for events?

The frequency of service users events is set out in the appendices to the Petty Cash Policy.  Should you wish to run additional service user events then Charity funding can be sought to facilitate this.

What can we buy for service users to facilitate discharge?

Directorates retain full autonomy to decide what spend is required to facilitate discharge. The preference is that petty cash is used as a last resort and usual procurement routes should be utilised where possible, but this should not delay discharge.  Where petty cash spend is required for discharge it is important that this is clearly noted on the petty cash voucher.

Can petty cash be used for travel costs?
Staff travel cannot be paid via petty cash.  
If approved by your Borough Director travel for service users can be paid via petty cash where it cannot be facilitated by our transport providers.

How do we make an application to the Charity? Do we need to do this for every event/activity?

The intranet provides details of how to make an application to the Charity.  https://www.elft.nhs.uk/intranet/elft-charity rather than making lots of applications across the year it is recommended that teams complete a consolidated request for a longer period.
What is being done to make the current system for purchasing goods on the system less cumbersome?
A group is being set up to work through any issues and to increase availability of catalogues which will simplify the order process.  Requisitioner training is offered by the procurement team and regular procurement clinics are held for those who need support with particular issues. 
What do we do whilst we are awaiting the outcome of the above exercise to speed up purchasing and put in place new catalogues and supply routes?
To ensure that service user activities do not stop and to allow time for adjustments to be made, it has been agreed that until the end of June for Newham, City & Hackney and Tower Hamlets and until the end of August  until the end of June for Luton & Bedfordshire and Forensics the rules within the policy will be relaxed to allow food for cooking groups and smoothie groups to be purchased through the use of petty cash.

How do I get help with the procurement system?
Any procurement queries should be directed to elft.procurement@nhs.net

What about emergencies?

One of the key functions of holding petty cash is that it is there in the event of an emergency.  

Why do we not have autonomy over what we can buy?

It is important that there is consistency across directorates and that governance is in place over what we spend and how purchases are made.


