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1. Introduction
This document is designed to support fund advisers with the governance of Special Purpose
Funds (SPFs).

1.1 What is a Special Purpose Fund?
SPFs come from charitable donations, held by Imperial Health Charity to be used for a specific
ward, department, or service at Imperial College Healthcare NHS Trust. Funds should be used
for expenditure that is ‘over and above the usual NHS provision’ and should fit into at least one
of the following charitable objects:
1.
2.
3.

Patient welfare and amenity
Staff welfare and amenity
Clinical research

1.2 The purpose of the charity and the role of the trustees
The trustees’ strategic management of Imperial Health Charity is dictated by its charitable
objects. These state that the charity has power to apply the funds under its control for charitable
purposes relating to health services at hospitals (including research), community health or to
any other part of the health service (all the above within the UK only). The charity can only use
the funds for these objects. The trustees devolve the daily management of the charity’s funds to
the charity’s staff, who reserve the right to:
i) prevent the withdrawal of funds which do not meet the conditions set out in these guidelines.
ii) authorise expenditure from a fund if the charity believes this to be an appropriate use of
resources.
iii) cease to delegate their authority to a fund adviser if they believe the regulations in this
document are not being met. In this case they may appoint an alternative fund adviser or take
control of the funds directly themselves.
iv) amend these guidelines as and when necessary.
v) decline expenditure from the fund if it is perceived to be for tax avoidance or embezzlement
of funds or any other action that may be contrary to the charity’s governance or national laws.
Once a donation has been made to Imperial Health Charity it is subject to charity governance
and must be used in a timely manner in accordance with the charitable purpose of the fund. It
is also non-refundable.

2. The Fund Adviser
2.1 What is a Fund Adviser?
Funds donated to the charity for specific purposes within its charitable objects are treated as
restricted or designated funds and their administration may be delegated to a fund adviser
(senior member of Trust staff), to manage the money on the trustees’ behalf.
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The charity, not the fund adviser, has the full legal responsibility for the funds including for
ensuring that all monies are received, expended, and invested in accordance with charitable
law and all statutory requirements. Each SPF is required to have at least two fund advisers who
are employed by the Trust.

2.2 Responsibilities
These are the core responsibilities for fund advisers:
1.

2.

Ensure 25% of the opening balance of the fund is spent each year:
i)

Charity Commission guidance requires that at least 25% of donated funds must be
spent each year, based on the opening balance of the fund. SPF expenditure will be
reported to Trustees on an annual basis – they reserve the right to cease delegated
authority to a fund adviser if funds are not spent (as outlined in section 1.2).

ii)

Fund advisers must ensure all expenditure is in line with the purpose of the fund
and our Permitted Expenditure Guidelines (section 4.4). All SPF expenditure will be
reviewed on a quarterly basis and any expenditure that falls outside of these
guidelines will be queried with the fund adviser. If this continues, the Charity
reserves the right to cease to delegate their authority to a fund adviser and may
appoint an alternative fund adviser or take control of the funds directly themselves.

Ensure the accuracy and transparency of fund information:

i)

Fund advisers must attend a minimum of one check-in with the Fund Engagement
Manager per year.

ii)

Fund advisers must share two ‘funding stories’ per year to highlight the impact that
charitable funding has had on their ward/department.

iii)

Fund advisers must inform the charity of any changes to the fund i.e., new fund
advisers, change of site, alteration to the purpose of the fund.

3.

Ensure the charity is notified of fund income and expenditure:

i)

Fund advisers must notify the charity of ALL proposed expenditure over £1000.
Please see section 4.1 for more information.

ii)

Fund advisers must notify the charity of significant donations (over £1000) to the
fund. This will enable us to properly thank donors and ensure funds are spent in line
with any legal restriction.

4.
i)

Promote the fund to colleagues and supporters
Funds must be used for the benefit of the whole ward/service/department they
serve. Fund advisers should encourage colleagues to fully utilise the SPF.
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ii)

Fund advisers and colleagues must promote and encourage donations to the fund,
where appropriate, to patients/families and the wider public. The charity can provide
support with this, please email fundraising@imperialcharity.org.uk

2.2 Fund information
2.3.1 Fund statements
Fund statements provide an overview of income and expenditure for each SPF as well as the
overall balance of the fund. The charity is working to develop fund statements to make them
easier to access and read. All fund advisers listed on a fund will receive fund statements – please
inform the charity of any email address updates or fund adviser changes.
2.3.2 Adding/removing a fund adviser
The fund adviser has the responsibility to provide contact details for all signatories (including
themselves) and should notify the charity immediately of any changes, such as staff leaving.
Amendments to the fund’s signatories require a CF08 form. To request one, please email
grants@imperialcharity.org.uk
2.3.3 Fund transfers
The charity cannot authorise fund transfers from SPFs to external organisations. Any funds that
are placed into an SPF must be spent in line with the purpose of the fund. When a donation is
made to Imperial Health Charity it is subject to charity governance – it cannot be transferred or
refunded. Internal fund transfers will only be considered in exceptional circumstances or where
two funds are merging.

3. Income
3.1 What can be paid into an SPF?
The charity will only accept freely given donations that are made towards the charitable objects
and purpose of the SPF. It is important that any contributions to the SPF do not carry any
conditions that fall outside the charitable objectives/fund purpose.

3.2 What cannot be paid into an SPF?
The charity cannot accept:
i)
ii)
iii)
iv)

Donations that are not freely given (i.e., the donor should not expect anything in return)
Donations to research that would provide the donor with financial gain or a
competitive/commercial advantage.
Any type of sponsorship. This is income that is given in return for goods/services and
involves a legal agreement between the donor and recipient (Trust staff).
No SPF should be used for trading (i.e., buying goods for resale or providing services
for a fee that is paid into the fund and potentially refundable).
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3.3 Income Guidelines
Please read the following guidelines before accepting any income into an SPF. If you have any
questions regarding income/donations, please email fundraising@imperialcharity.org.uk

Type of income

Is it permitted?

What do I do next?

Donations from grateful
Yes
patients/families to say thank
you for their care

Yes

They can donate to your SPF on our website, or if
they hand over cash, you can drop it at your
hospital cashiers office. Please ensure the SPF
number and donor contact details are enclosed.
Email fundraising@imperialcharity.org.uk for
more information and to inform us promptly of
any cash/cheques that need collecting.

Donations from
businesses/corporate
organisations

Yes

They can donate on our website or via BACS
transfer - our fundraising team can provide
support throughout this process.
Please email fundraising@imperialcharity.org.uk
to connect us with a corporate contact.

Research grants from other
organisations

Yes

If you are planning to use an SPF for the receipt of
external research funding, you must inform
Imperial Health Charity before you submit your
application.
The charity must ensure that the research grant
fits with the purpose of the SPF and that the
donor has no rights over the direction, ownership,
or publication of the research.
For more information, please email
fundraising@imperialcharity.org.uk

Private patient fees

Yes

All payments to the charity must be a matter of
voluntary donation. Patients seen privately have
no legal obligation to make payments to the
charity.
We can only accept income that is in line with the
purpose of the fund. We do not issue refunds of
private patient fees as payment to consultants.
For more information, please email
fundraising@imperialcharity.org.uk
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Primary trading income

Yes

Where staff provide goods or services (e.g.,
medical reports, training courses, laboratory fees),
any income generated belongs to their employer,
Imperial College Healthcare NHS Trust, or
Imperial College London as appropriate.

No

This type of income can only be transferred to a
SPF in the form of a donation or grant, with the
written consent of the funder.
To transfer this type of income to an SPF you will
require a Grant Request Form. Please email
fundraising@imperialcharity.org.uk for more
information.

Sponsorship

From April 2021 Imperial Health Charity will no
longer accept sponsorship income into SPFs.
Sponsorship is not classed as a freely given
donation and creates legal, tax and administrative
implications for the charity.

No

Fund advisers must not make financial
agreements with sponsors – any income of this
type will be refunded to the sponsor.

4. Expenditure
Imperial Health Charity provides reimbursement for costs incurred via personal expenditure or
invoices via the Trust’s e-procurement system. The charity may pay suppliers directly in certain
circumstances. All medical equipment must be purchased via e-procurement to ensure it is
safe for use and to guarantee any insurance policies.

4.1 Expenditure process
There are different processes to follow depending on how much you wish to spend from the
fund. These processes must be followed to ensure the correct balance is displayed on the fund
statement.
i) <£1,000
For expenditure under £1,000 you do not require authorisation from the charity. However, all
expenditure must be in line with the purpose of the fund and fall within our Permitted
Expenditure Guidelines (4.4 in this document).
ii) £1,000-£10,000
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For expenditure between £1,000 and £10,000 please email grants@imperialcharity.org.uk. The
grants team will check to make sure the proposed expenditure is in line with the fund purpose
and will be able to provide support with the procurement process (see 4.3 for more
information).
iii) >£10,000
Expenditure over £10,000 will require a Grant Award Letter (GAL). We use this to record and
track larger spend and to accrue (ringfence) the project cost within the SPF, thus reducing the
available balance of the fund. If you are undertaking a research project, you will also need to fill
in an application form.

4.2 VAT Exemption Certificates
The charity can use its charitable status to remove the VAT cost added to certain pieces of
medical equipment. You can see which items will not be charged VAT here. Please contact
grants@imperialcharity.org.uk for a VAT exemption certificate.

4.3 How to pay from an SPF
4.3.1 Personal reimbursement
You can pay personally and be reimbursed by the charity directly. The purchases must be in line
with the purpose of the fund, and you must provide receipts/invoices for all items. We cannot
provide reimbursement without proof of purchase. To make a claim, please complete a CF04
form. To request one, please email grants@imperialcharity.org,uk. For security, all CF04 forms
must be sent to the charity from the email address of the fund adviser listed on the fund.
In certain circumstances the charity may be able to pay the supplier directly. Please get it touch
for more information.
4.3.2 E-procurement
Once approval has been sought via grants@imperialcharity.org.uk:
1.
2.
3.
4.
5.

For medical equipment that may be VAT exempt or zero rated, please refer to 4.2 in this
document.
Show your email correspondence with the charity/Grant Award Letter to your Trust
department/unit/ward/clinic’s budget-holder - often the Head of/Matron/Sister/Business
Partner. They will then generate a funding code for the purchase.
You can then make the order(s) or purchase(s) through e-procurement, coding the
expenditure to this funding code.
Once any order(s) are placed or purchase(s) are made, you should fill in the Trust’s Invoice
Request Form, and send it to your department’s Trust Finance contact. If this is not known,
send it to imperial.income.queries@nhs.net.
Trust Finance will then invoice the charity, and we will pay the money back. This means the
money will be credited back to the funding code it came from, so you are reimbursed.
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4.4 Permitted Expenditure Guidelines
All expenditure must be in line with the following guidelines. These guidelines are subject to
change and will be reviewed regularly - any amendments will be communicated to fund
advisers. If you have any questions regarding expenditure, please email
grants@imperialcharity.org.uk
Type of expenditure

What is permitted?
• Like for like replacements of Trust equipment
are not permitted
• These items should be ordered using the
Trust’s e-procurement system.
• Please refer to section 4.3 in this document for
a step-by-step guide on how to do this.

1.

Medical equipment and consumables
(<£10,000)

2.

Medical equipment and consumables
(>£10,000)

3.

Research

4.

Building work

• All work must receive prior approval by the
Trust estates department.
• Read our e-mandate guidance here.

5.

Away days/team building

• Up to £40 per member of staff (inclusive of all
costs)
• Maximum of one event per year

6.

Christmas

• Like for like replacements of Trust equipment
are not permitted
• These items should be ordered using the
Trust’s e-procurement system.
• Any spend over £10,000 requires a Grant
Award Letter (GAL). This helps us to accurately
record and track larger expenditure.
• To request a GAL, please contact
grants@imperialcharity.org.uk

• All research projects require an Expression of
Interest form to be completed prior to any
work taking place.
• We must ensure the project fits with the
charitable purpose of the fund and issue a
Grant Award Letter (GAL) to accurately record
and track expenditure.
• To request this form for a research project,
please contact grants@imperialcharity.org.uk

• Staff parties/meals: £40 per head maximum OR
• Gift to staff: £40 per head maximum (excluding
vouchers)
• Providing your SPF allows, Christmas
decorations can be charged to your fund.
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7.

Leaving/retirement parties/gifts

8.

Patient gifts

9.

Staff and departmental meetings

• Staff must have completed five years
continuous service with the Trust.
• Leaving party: £40 per head maximum (staff
only)
• Leaving gift: £40 maximum (excluding
vouchers)
• Up to £15 per patient - providing purposes of
fund allows this; normally limited to
birthday/Christmas or special occasion
(excluding vouchers)
• Up to £15 for research study participants
• Refreshments should be reasonable and value
for money

• Eligible if within the purposes of the fund
• Subscriptions must be work-related
• Any direct debits or standing orders must be
approved by the charity and can be stopped if
money is not available to pay these

10. Subscriptions

11.

• Evidence of attendance and fee should be
provided. Justification of why attendance is in
person (rather than by Zoom) may also be
required
• Accommodation allowance: see hotel and
commercial accommodation (below)
• Meal allowances: see meal allowances (below)
• Costs associated with running a course may be
claimed (fund advisers may not pay themselves
an honorarium)

Conferences/courses

• Staff should make every effort to obtain value
for money, such as early bird discounts
• £150 per night maximum, unless part of a
conference package

12. Hotel and accommodation

• Breakfast: £5 per day
• Lunch: £10 per day
• Evening meal: £35 per day (alcohol will not be
reimbursed)

13. Meal allowances when travelling to
courses/conferences

• Payable for official journeys outside of normal
working hours.
• Cars at 0.25p per mile for more than 10,000
business miles travelled per annum

14. Mileage
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• Cars at 0.45p per mile for less than 10,000
business miles travelled per annum
• Motorcycles at 0.24p per mile

15. Travel

• Air - First class travel will not be reimbursed
• Airport parking will only be reimbursed where
a journey is outside of normal working hours
• Taxi - Will not be supported within the UK
unless there are exceptional circumstances;
justification will be required
• Outside of UK - taxis will be reimbursed where
no other suitable form of transport is available;
justification will be required
• Train - Standard class fare should be used
whenever possible
• Intercity journeys exceeding 90 minutes may
be considered for first class travel
• Seek approval for first class travel before
purchasing tickets and only advance fares
should be chosen (not open singles or returns)
Forms for reimbursement of expenses can be
provided by the charity. Please contact:
finance@imperialcharity.org.uk

5. Fundraising Guidelines
If you would like to start fundraising for your SPF, please contact
fundraising@imperialcharity.org.uk or refer to the SPF Fundraising info on our website.

5.1 How to pay funds into a SPF
There are several ways to pay money into an SPF, please get in touch with our fundraising team
for more information – fundraising@imperialcharity.org.uk
The charity accepts cheques, but these must be made payable to ‘Imperial Health Charity’ with
the relevant fund number written on the back of the cheque. Cheques made payable to the
Trust or a particular service will not be able to be cashed. Please notify us of any cheques left
with hospital staff promptly – the charity will collect these to ensure they do not expire, and
donors are thanked as soon as possible.

5.2 Engaging supporters
If a patient or visitor expresses a wish to do something to thank the hospital, please mention to
them that Imperial Health Charity can support them. You can introduce us via email or provide

11
UPDATED AUGUST 2021

them with our contact details and we can discuss their wishes with them. Please share this
simple action with your colleagues.
The charity always thanks donors on your behalf, providing it has the relevant details. For
donations to be properly acknowledged, staff should always try to obtain the names and
addresses of donors where they can. The charity will ensure that donors receive a thank you
letter as receipt (postal or email).

5.3 Fundraising requirements
1. Be a point of contact for the charity’s fundraising team.
We would expect the fund adviser to keep in contact with the charity’s fundraising team and be
available to answer any queries. Ideally, we would like the fund adviser to provide a second
contact within the department.
The charity’s fundraising team will be available to support and help manage any fundraising
activity you would wish to undertake. This may be a bake sale, hosting a pub quiz, or taking on a
team challenge event. For more fundraising ideas, visit: www.imperialcharity.org.uk/fundraisingevents
2. Relay information about the fund/charity to all staff, including reception staff.
We may provide a stock of materials, such as leaflets and newsletters, available for staff, patients
and their family and friends to read. Please help us by displaying these in an accessible location.
3. Invite the charity to two meetings/training sessions per year to deliver up-to-date
information about the charity.
We expect to be invited to at least two staff meetings/training days per year to provide up-todate information to staff. This will also allow staff the chance to ask any questions they may have
about the fund. Please contact fundraising@imperialcharity.org.uk to let us know when we can
join one of your meetings.
4. Display and help manage at least one collection box within the hospital site.
Collection tins are a simple way to generate income for the fund as well as providing instant
awareness about the charity. We would ideally like to display this on a nurse’s station or
reception area where it is visible to patients. We also ask that fund advisers acknowledge and
sign our collection tin policy.
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