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line with the University’sOff PayrollWorkingPolicy.Thisis facilitatedby the University’s

ManagedServicdor Non-PermanentWorkersreferencedin Purchasing Guide-IFinding the right

supplier

Itemsnot consideredto be anappropriate useof Universityfunds

Thefollowing are items of expenditurethat are not an appropriateuseof Universityfunds.If
youare inanyway unsure aboutwhetherexpenditure isappropriateyou should contacthe
Finance Service desk for advice.

Anyexpenditureof Universityfundswhichis not in accordancewvith this policyis considered
to be a breach of the University Financial Regulations and may be recovered from the
individual(s) responsible unless it has been authorised in advance by the Director of
Finance.

day-to-daylivingexpensege.g.toiletries, clothing,newspapersandsnacks)

traffic fines

travelbetweenhomeandusualplaceof work

privatelyarrangedtravelinsurancefor UKor overseagravelawayfrom campus-the

University insurance provision must be used

formalattire (dinnerjacketor ballgown)to attend formalfunctions

kennel/catterycostsor vets'feesandsimilarexpenditure

contributionsto politicalparties

gratuities- exceptwhenthe cultureis suchthat payinga gratuity is seenasanintegral

part of the cost of receiving a service

X care costs except to cover the costs of care for the dependents of existing members of
staff wherethisis pre-authorisedwithin the termsof a Universityapprovedinitiative, for
example as outlined within the Carer Support Guidance

X staff parties- exceptleavingpartiesfor amemberof staff whoisretiring or leavingafter

X X X X

X X X X

highly valued service (to a maximum of £15 per head) and University staff parties open

to ALL staff

x staff gifts/flowers- flowers and cards for members of staff in circumstances other
than those recognised in the University’s guidance regarding compassionate leave
maintained by the Human Resources Division or a recognised University scheme eg
long service awards

X subscriptiongo professionabodiesandacademic/learnedocieties exceptin
circumstances detailed in A5.4

x charitabledonations- exceptat aninstitutionallevelin limited prescribedcircumstances
and with prior authorisation by the Director of Finance

x alcohol- exceptin the specifiedinstanceselow,anddetailedin A5.3,wherethe modest
provision of alcohol is considered an appropriate use of University funds:

visitor hospitalitywithin the financiallimits setfor theseactivities
staffleavingeventswithin the financiallimits setfor theseactivities
studentwelcome/leavingeventswithin the financiallimits setfor theseactivities
other Universityeventswith a clearbusinespurposethat are opeghese
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1.4 Fraud








https://www.sussex.ac.uk/about/sustainable-university/performance/sustainable-supply-chain/sustainable-procurement-framework
https://www.sussex.ac.uk/about/sustainable-university/performance/sustainable-supply-chain/sustainable-procurement-framework

Procurementand CommerciaServicesnustbe engagedat the earliestplanningstagedor
any requirement that may exceed £25,000 (including VAT).

5.3 Headsof



5.6

6.0

Anyoneclaimingreimbursementor out of pocketexpense$asaresponsibilityto make
bona fide claims in accordance with this Policy.

Delegation

TheFinanciaRegulationsnakeprovisionfor the delegationof responsibilitiesincluding
purchasing by Heads of School and Directors of Professional Service.

Wheretheseare delegatedthe ExecutiveHeadof Schoobr Directorof ProfessionaGervice
retains overall responsibility for ensuring the requirements of this Policy are met and that
VFM is achieved. This aims to put control and responsibility as near as possible to the point
of need.

Principlesof purchasing

Purchasinghouldbe conductedusinga competitiveprocessvhereverpossible asthis will
drive up quality, drive down pricesandintroduceinnovationinto the productsandservices
offered to the University.

Weightingshouldbe givento both costand quality, regardlessf the scaleof the purchase,
when evaluating quotations or proposals from suppliers. The term ‘quality’ includes the
following considerations:

x conformancedo specification
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Mechanismdor purchasinggoods,servicesand works

In order to supportfinancial and budgetary contratpntractual compliance and thaelivery
of VFM the University'sFinanciaRegulationsequireall purchasingo be carriedout usinga
purchase order.

Theonly exceptiongo this are definedby the Directorof Financg(in order of preference)to
meet business need and/or to support the achievement of VFM, as follows:

universitypurchasingards(section6.4)

out of pocketexpenseseclaimedirom the University(section6.5)

advance®f Universityfunds(section6.6)

purchasingsubjectto specificwritten dispensatiorof the Directorof Financgsection
6.7)

X petty cash(section6.8)

X X X X



8.1

This Policy sets out the circumstances in which timeeehanisms should be used and the
keyconsiderationgo be takeninto accountin eachcase Furtherdetailson processeso be
followed, and requirements and guidance with regards to specific personal and travel and
related expenditure, is set out in appendices to this Policy.

Supporting
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It should however be noted that when purchasing ‘off system’, supplier terms and
conditions will apply in most situations and the member of staff concerned will
usuallybe responsibldor due diligencearoundthe supplier,includingthe VFMthey

offer.

8.4.2
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Failureto complywith Universityrequirementssetout by the Directorof Finance
will result in appropriatdollow upactionbeing takerto recover thevalue ofthe
advance:

X staff: salarydeduction
X students:achargeto the Studentaccount
X others:achargeto a
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https://www.gov.uk/government/publications/procurement-policy-note-0215-public-contracts-regulations-2015
https://www.gov.uk/government/publications/bribery-act-2010-guidance
http://www.legislation.gov.uk/ukpga/2015/30/contents/enacted
https://www.legislation.gov.uk/ukpga/2010/15/contents

9.2.2

9.2.3

Regulations and AnBribery Policy.

Conflictsof interest

Members of staff who are engaged in purchasing decisions through their
participation in tender evaluation or other processes leading to the purchase of
goods serviceandworksmustdeclareanyconflictinginterestthat mayinfluence

or be perceived as having the potential to influence that person’s ability to act
impartially within the process. Any person declaring such an interest must not
participate in or seek to influence any decision relating to the matter concerned.

Furtherdetailscanbefoundin the FinanciaRegulations.

Modern SlaveryAct2015

Underthe Act, the Universityiscommittedto ensuringthere are no instancef
modern slavery, human trafficking, forced and bonded labour and labour rights
violations in its supply chains, and that the following principles are adhered to:

X
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https://www.sussex.ac.uk/about/strategy-and-funding/corporate-information

Commercial Services must be contacted immediately.

Informationon sanctionscanbe found on the Financewebsite.
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