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Losses, Compensation and Special Payments
1.0 Introduction
1.1 Purpose/Rationale
The purpose of this policy is to define processes relating to losses and
special payments and to ensure adequate controls over compensation.
Losses and special payments are items that Parliament would not have
contemplated when it agreed funds for the health service or passed
legislation. By their nature they are items that ideally should not arise.
They are therefore subject to special control procedures compared with
the generality of payments, and special notation in the accounts to draw
them to the attention of Parliament. They are divided in to different
categories, which govern the way each individual case is handled.
1.2 Scope
Guidance provided in this policy document covers all losses and special
payments. Losses and special payments are defined as follows:
•
•
•

A loss is any loss to the Trust whether through theft, fraud or error. A
loss includes complete loss of and/or damage to property
A special payment is a payment made to a third party where there is no
contractual obligation to do so and the payment is to compensate for a
loss or injury to that party
Compensation is the reimbursement for, or replacement of, an asset
where the Trust may meet the expense.

This policy will apply to all Trust losses and compensation payments
excluding the following:
•

Payments arising from clinical negligence claims – these are covered
by the Clinical Negligence Scheme for Trust and the NHS Litigation
Authority assumes financial responsibility for these.

1.3 Principles
All staff have an obligation to ensure the safety and security of Trust
assets. This includes taking reasonable steps to minimise the exposure to
losses or the need for special payments.
In considering losses and special payments, it is always important to look
beyond whether the proposed write off or payment represents value for
money. The need for corrective action must also be carefully assessed to
minimise the number (and cost) of future cases. In order to achieve this,
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the losses and special payment application process will be integrated with
the incident reporting process.
In cases where individual have experienced a loss on Trust property there
will be no automatic right to a compensatory payment. All payments will be
made at the sole discretion of the Chief Finance Officer.

2.0 Personal Assets
2.1 Personal Assets
Personal assets are those belonging to Trust patients, staff or Governors
and include the following categories:
o Cash
o Personal property
Authorised compensation paid to Trust patients, staff or Governors is
made by special payments. Special payments include:
o Compensation payments made under legal obligation
o Ex-Gratia payments

3.0 Trust Assets
3.1 Trust Assets
Trust assets are those belonging to the Trust and include the following
categories:
•
•
•
•

4.0

Cash
Fruitless payments
Bad debts and claims abandoned
Damage to buildings, loss of equipment and property.

Reporting Losses & Special Payments

4.1 Personal Assets
All losses of personal assets should be notified to the Senior Person on
Duty/Manager within 24 hours of discovering or experiencing the loss.
Verbal notification should immediately be followed up in writing using the
appropriate incident form as detailed within the Incidents, serious incidents
and Learning policy & procedure.
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All special payments must be reported to the Audit Committee in
accordance with that Committee’s Terms of Reference.
4.2 Trust Assets
All loss of trust assets should be notified to the Senior Person on
Duty/Manager within 24 hours of discovering or experiencing the loss.
Verbal notification should immediately be followed up, in writing, to the
Senior Person on Duty/Manager and Financial Controller, Financial
Reporting using a Losses and Compensation Claim Form and Incident
Report Form.
All special payments must be reported to the Audit Committee in
accordance with that Committee’s Terms of Reference.

5.0 Claiming Compensation
5.1 Personal Assets
Compensation for the loss of personal assets should be claimed in writing
using a Losses and Compensation Claim Form detailed in Appendix 1.
All sections of the Losses and Compensation Claim Form should be
completed as detailed in Section 8 Responsibilities of this policy
document. Sufficient documentation should also be provided to support
claim.

6.0 Guidelines
6.1 Personal Assets
Should a claim for compensation be approved, the Trust will reimburse the
cost of essential personal belongings: where loss is caused through
inappropriate or unlawful actions by Trust staff or patients, and/or where
the Trust is shown to have implemented inadequate control measures for
which the Trust is responsible.
Loss of a personal asset whilst on Trust property and/or on Trust business
does not pre-determine a responsibility or liability for the Trust to pay
compensation.
6.2 Essential Items
The Trust will pay compensation to repair or replace an item that is
deemed appropriate to the working environment and where the claim has
been authorised by an appropriate officer. Staff that use items of a higher
value to that essential for their role do so at their own risk.
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Staff that replace Trust owned work equipment with personal items do so
at their own risk.
6.3 Compensation Limits and Values
The Trust will pay reasonable levels of compensation where the value is
deemed reasonable to replace an essential, or similar, item and where the
claim has been authorised by an appropriate officer. Claimants are
responsible for taking measures to ensure that the replacement cost is
reasonable to replace essential items. This includes obtaining up to three
quotes where directed by The Chief Finance Officer.

For staff, patients and Governors, however, a single claim that is in excess
of ₤200 will require 3 quotes.
For guidance purposes relating to staff claims;
The maximum amount that may be claimed for
₤50.
The maximum amount that may be claimed for
₤150.
The maximum amount that may be claimed for
The maximum amount that may be claimed for

a single item of clothing is
a pair of spectacles is
a wrist watch is ₤200.
a mobile phone is ₤200.

For guidance purposes relating to patients, a claim is only valid where the
Trust has not followed the appropriate guidance relating to logging in and
signing in of patient belongings.

6.4 Trust Assets
The decision to replace an item should be taken by the relevant budget
holder, after consultation with the Chief Finance Officer. The Chief Finance
Officer may choose to restrict the type of item being replaced.
Trust assets should be replaced using the relevant department’s budget.
6.4 Cash
Security procedures, relating to the safe handling and control of cash and
negotiable instruments, should be followed as detailed in the relevant
procedure notes and guidance.
6.5 Fruitless payments
A fruitless payment is a payment for which liability ought not to have been
incurred, or where the demand for the goods and service in question could
have been cancelled in time to avoid liability. Fruitless payments are
legally due to the recipient.
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Fruitless payments should be made using the relevant department’s
budget. The Chief Finance Officer will make the final decision, and provide
direction on, any course of action necessary to conclude a case where a
fruitless payment is made.
6.6 Bad debts and claims abandoned
PRIVATE PATIENTS
Fees for private patient treatment should be obtained in advance of
providing treatment. Should fees be paid by a third party (e.g. health
insurer) agreement to pay the full cost of treatment should be sought in
advance of providing treatment.
OVERSEAS PATIENTS
Where an overseas visitor has no means to pay, and the debt is therefore
irrecoverable, only treatment that is, in a clinical opinion, necessary to
stabilise the patient to enable them to return home should be provided in
order to minimise the loss to the NHS.
6.7 Damage to buildings, loss of equipment and property.
Damage to buildings, loss of equipment and property should be repaired
or replaced using the relevant department’s budget. The decision to
replace an item should be taken by the relevant budget holder after
consultation with the Chief Finance Officer. The Chief Finance Officer may
choose to restrict the type of item of item replaced.

7.0 Additional Criteria
7.1 Cars
Where a compensation claim relates to damage to a non-Trust car the
following criteria must apply before being considered for compensation:
-

Car used only when alternative forms of transport not available, and
Car damaged whilst on Trust business, and
Car fully insured, and
Insurance excess amount is lowest available, and
Car was parked legally and safely at time of incident, and
Personal insurance process followed to recover loss, and
Clearly demonstrated that all the above criteria met.
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7.2 Payroll
Where a compensation claim relates to financial loss caused by delay in
payroll payments the following criteria must apply before being considered
for compensation:
-

Payroll payment was not made within deadlines defined by Payroll
Services Department, and
Payroll Services Department have been notified immediately loss has
occurred, and
Reasonable steps have been taken to mitigate loss, and
Sufficient documentation is provided to support claim, and
Clearly demonstrated that all the above criteria met.

8.0

Responsibilities

In all instances where loss is experienced, it will be necessary to complete
a Losses and Compensation Claim Form (see appendix 1).
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The flowchart below provides a high level view of the stages involved in
the process.

Loss is discovered
or reported to a
member of the
Trust staff

Personal
or Trust
Asset?

Personal
Asset

Staff
Member/
Governor

Trust
Asset

Trust
Patient

Staff member completes both Incident Report form and
section 1 of the Losses and Compensation form. Both
passed to Senior Person on Duty.

Senior Person on Duty assesses information provided,
prior to completing Section 2 of the form. Passed to
Financial Systems and Governance team.
Claim details logged by Systems team and reviewed
prior to authorisation. Section 3 of form completed.

If the claim is approved, a payment or budget
adjustment (in the case of trust loss) is raised by the
Finance team, and a record of these details is added to
Section 4 of the claim form.
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The responsibilities of the various parties involved will vary slightly
according to the category of loss under consideration. These variations
are clearly identified in the detail provided below;
It is the responsibility of the staff member discovering or experiencing
the loss to:
- notify the Senior Person on Duty/Manager
- complete Section 1 of the Losses and Compensation Claim Form
- complete statutory documentation (e.g. Incident Report Form) and
forward copies as appropriate
- attach receipts/back up documentation to the Losses and
Compensation Claim Form
- disclose full and accurate information to the Trust in relation to the
loss

It is the responsibility of the Senior Person on Duty / Manager to:
-

-

-

-

notify the relevant bodies (e.g. Police) in conjunction with the staff
member who experiences/discovers the loss
consider whether the claim should be referred to the Trust Local
Counter Fraud Officer (details of which are provided on the Trust
intranet), in addition to completing these forms
review Section 1 of the Losses and Compensation Claim Form
complete Section 2 of the Losses and Compensation Claim Form
take appropriate steps to immediately end the loss
attempt to recover the loss, other than where fraud is suspected
determine the cause of the loss and take appropriate corrective
action
If it is not fully recovered at once, record both the loss and all stages
of subsequent action
establish responsibility, insofar as it involves inadequate
supervision, negligence or misconduct, and take appropriate
disciplinary action
correct any weaknesses in controls and supervision in conjunction
with the Finance Department
ensure that any general lessons are picked up and applied in future,
and if appropriate referred to the Department of Health for wider
dissemination
take advice from Finance directorate, if required.

It is the responsibility of the Finance Directorate to:
-

provide advice in respect of situations where loss has arisen
process the Losses and Compensation Claim Form
complete Sections 3 & 4 of the Losses and Compensation Claim
Form (N.B.- completion of section 4 is only applicable where there
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-

-

-

-

has been a loss of Personal Assets, i.e. as experienced by either
staff or patients)
ensure that each stage of the compensation claim has been
authorized by the appropriate level of authority
assess the claim against the Losses and Compensation guidelines
make payment of approved claims to claimants (N.B. – payment of
approved claims will apply only with regard to losses of Personal
assets)
report the loss to the audit committee or board
ensure that compensation values are accurately accounted for and
recorded in the Trusts financial accounting system
ensure that adequate records kept are retained for the relevant
period for losses and special payments (records to be kept within
the Financial Reporting team)
ensure that any general lessons are picked up and applied in future,
and if appropriate referred to the Department of Health for wider
dissemination
seek approval, regardless of value, from the Department of Health if
the case is novel, contentious or repercussive.
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