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NHS England Commercial | ITQ-LT Bidder Response Template V4.0

1. [bookmark: _Toc528691045]Purpose
2. This document sets out the process for obtaining quotations for Goods and Services (the approved budget is up to £42,655.00 excluding VAT). 
3. Introduction

This Invitation to Quote (ITQ) has been prepared by NHS England (the ‘Authority’). The Authority is looking for a Supplier to deliver the provision of specialist training to screening Quality Assurance (QA) staff and Professional Clinical Advisors (PCA’s) to support the work of the NHS England Vaccination and Screening Quality Assurance service. The training delivered as part of the service will ensure that participants are provided with the skills and expertise to undertake QA interventions, which ensures that all national standards are maintained and promotes continuous improvement in all screening services. A full description of the requirement can be found in section 2.


This procurement exercise is being carried out as an Invitation to Quote which will be published through the Government Contracts Finder portal. 

The Authority has taken reasonable care to ensure that the information provided is accurate in all material respects. However, the Bidders attention is drawn to the fact that no representation, warranty or undertaking is given by The Authority in respect of the information provided in respect of this transaction and/or any related transaction.  

The Authority does not accept any responsibility for the accuracy or completeness of the information provided and shall not be liable for any loss or damage arising directly or indirectly as a result of reliance on this ITT or any subsequent communication. 

No warranties or opinions as to the accuracy of any information provided in this ITQ Pack shall be given at any stage by The Authority.

Any person considering making a decision to enter into contractual relationships with The Authority or any other person on the basis of the information provided should make their own investigations and form their own opinion of The Authority.  The attention of Bidders is drawn to the fact that, by issuing this ITQ, The Authority is in no way committed to awarding any contract and that all costs incurred by Bidder in relation to any stage of the Tender process are for the account of the relevant Bidder only.

In accordance with The Authority’s internal financial instructions and general principles applicable to public procurement, The Authority seeks best value for money in terms of the Contract reached with the successful Bidder. 

The Authority has endeavored, therefore, to express as clearly as possible in this ITQ the terms on which it would propose to contract with the successful Bidder and in particular the obligations, risks and liabilities which it expects to become the responsibility of the successful Bidder. 










This document contains the following sections:


· 1. Instructions

· Project Team Details
· Timeline
· Supplier Clarification Question process
· Evaluation Criteria
· Scoring 

· 2. The Requirement:

· Background Information
· Standards and Service Specification
· Essential Skills Deliverables
· Deliverables
· Proposed Terms and Conditions


· 3. Responding to the ITQ

· Bidders Details
· Further Bidder Information
· Bidders Response


1. 
Instructions

Project Team Details and Contract Lead

	Name of Team
	Vaccinations and Screening: Screening Quality Assurance Service 

	Name and Title of Contract Lead
	Suzanne Jefford 



Timeline

	Item
	Date

	ITQ Release Date & Issue on Contract Finder*
	19 October 2023

	ITQ Clarification Deadline
	29 October 2023 

	ITQ Closing Date
	2 November 2023 (12 noon)

	Estimated Award Date
	16 December 2023

	Estimated Contract Commencement Date
	22 December 2023



The timeline is indicative and may be subject to change. 

Supplier Clarification Question Process

[bookmark: _Hlk20938507]All clarification questions relating to this ITQ must be submitted via the procurement portal route (Atamis). Clarification questions received after this time will not be responded to. All Clarification questions will be responded to within 2 working days of the date received. 
	 

All clarification questions received via other routes will not be reviewed and responded to.

Please Note: - To ensure an open and fair process is followed, all bidders will receive a copy of the question(s) and answer(s). 

Evaluation Criteria

The purpose of evaluation in the procurement process is to establish which supplier(s) have submitted the best quotation; ensuring that the assessment of quotes is undertaken in a transparent, fair and consistent manner so that an effective comparison can be made. 

The Authority, reserves the right to accept or reject all or any part of the quotation if you have failed to provide the information requested in this quotation or you have submitted any modification or any qualification to the terms and conditions of contract. 

The Authority does not bind itself to accept the lowest priced, or any quotation, nor guarantee any value or volume and shall not be liable to accept any costs you have incurred in the production of your quotation. 

The Authority will check each quotation and submission for completeness and compliance with the requirements in this Invitation to Quote document, thus, you should ensure that you carefully examine this document in full.  








Quotes will be evaluated on the following Quality and Costs basis;
	Section
	Weighting (%)

	Technical/Quality

	60

	Sustainability and Social Value
	10

	Commercial
	30



A weighted scoring system will be applied to the response, the high-level evaluation criteria are given below:

	Question
	Weighting (%)

	1. Please provide examples that demonstrate your experience, knowledge, and skills of providing face-to-face and virtual training sessions.
	19%

	2. Please provide examples of training you have provided to senior leadership teams in a healthcare environment (see 3.1.1 of the specification).
	18%

	3. Please supply evidence of in-depth knowledge of NHS screening QA processes
	15%

	4 Please supply evaluation feedback evidence that demonstrates success for both your client and attendees, with recent testimonials and feedback (see 3.1.9 of the specification).
	4%

	5.  Please provide examples of training materials/resources produced previously.
	4%

	6.How will you support meeting the requirements of this ITQ with social value and environmental commitments in mind, both in terms of the projects and as an organisation?

For more information on the social value model - https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/940828/Social-Value-Model-Quick-Reference-Table-Edn-1.1-3-Dec-20.pdf
	10%

	7. Please provide a cost breakdown to undertake the service.
	30%



Scoring 

Bidder information

The ‘Bidders Detail’ will be ‘For Information Only’ and not scored.

Quality
	
The Authorities evaluation system is based on the familiar “weighted scoring approach”, in which the officer scores responses to the quality questions according to a pre-agreed scoring system 0-4 (see table below). The scores for the sections are then added together to give a total quality score for the quotation response.

	Score
	Interpretation

	4
Excellent
	The Tenderer’s response provides full confidence that the Tenderer understands and can deliver the Requirements well and addresses all of the requirements set out in the question.  

	3
Good
	The Tenderer’s response provides a good level of confidence that the Tenderer understands and can deliver the services and the Tenderer's response addresses all or most of the requirements set out in the question. 

	2
Satisfactory
	The Tenderer’s response provides a satisfactory level of confidence that the Tenderer understands and can deliver the services and the Tenderer's response addresses at least some of the requirements set out in the question. However, the response is lacking in some areas.

	1
Poor
	There are weaknesses (or inconsistency) in the Tenderer’s understanding of the services and/or Tenderer's response fails to address some or all of the requirements set out in the question.

	0
Unacceptable
	No response and/or information provided is deemed inadequate to merit a score.





Scoring Cost

The financial weighted score is calculated by using the following formula:
Tenderers Price Weighted Score =    Lowest Total Cost offered	 								     	Tenderer Total Cost
					  x (% weighting)


(Lowest Total Cost divided by Tender Total Cost multiplied by 30)

The financial score will be calculated to two decimals places.

Therefore the bidder who submits the lowest compliant bid (based on the pricing model created for evaluation purposes) will receive the full 30% available.







































2. The Requirement 

The Requirement is detailed below which provides background to the project/business need, the standards or specification required alongside the essential supplier skills and the objectives of the requirement.
Requirements:

	Please see attached specification.









Proposed Terms and Conditions
The proposed terms and conditions for this engagement are the NHS Standard Terms and Conditions of services: Purchase Order Version 
No amendments shall be considered or accepted in relation to the Terms and Conditions. Failure to accept the terms will result in disqualification.
There are available to view on https://www.gov.uk/government/publications/nhs-standard-terms-and-conditions-of-contract-for-the-purchase-of-goods-and-supply-of-services.   
The Purchase Order will serve as the contract.





3. Responding to ITQ
When responding to this ITQ, Bidders must ensure that their Tender covers all the information required.  Bidders must complete their Tenders within the Authorities procurement portal (Atamis) set out in the "Supplier Response Form".  Failure to do so may render the response non-compliant and it may be rejected.
[bookmark: _Toc29563438]In evaluating Tenders, the Authority will only consider information provided in the Supplier Response Form.
[bookmark: _Toc29563439]Bidders should not assume that the Authority has any prior knowledge of the Bidder, its practice or reputation, or its involvement in existing services, projects or procurements. 
[bookmark: _Toc29563440]If there are any questions that do not apply to a Bidder, please answer with a N/A and explanation where appropriate.
[bookmark: _Toc29563441][bookmark: _Toc29563442]Where any section of the ITQ indicates a word limit, any response will be reviewed to that word limit and any additional information beyond that word limit will not be considered. Bidders must provide a word count for each question response.

The Authority may at its own absolute discretion extend the Deadline for receipt of Tenders specified in the timetable.  Any extension to the Deadline granted under this paragraph will apply to all Bidders.

Tenders must be submitted via the Authorities procurement portal (Atamis) no later than the ITQ submission Deadline specified in ‘Timetable’. Tenders may be submitted at any time before the Deadline.

Tenders received before this Deadline will be retained unopened until the opening date. 
The Tender and any documents accompanying it must be formatted in Word or Excel as appropriate and be in the English language. 

Price and any financial data provided must be submitted in or converted into pounds sterling. Where official documents include financial data in a foreign currency, a sterling equivalent must be provided. Tender pricing must be provided excluding Value Added Tax (VAT).













Bidders Details: 
The following is an outline of what will be required and found on Atamis. Please complete this on the Atamis portal directly.
Please ensure a response is provided for all the sections below. 
	Company Name
	

	Company Address
	

	Company’s representative name and title
	

	Contact telephone number
	

	Email address
	

	Address for correspondence
	

	Date of Submission
	

	Company Registration Number
	

	VAT Registration Number
	


[bookmark: _Toc528691046]Further Bidder Information:

Please ensure a response is provided for all the questions below. 
	1.
	Has your organisation met all its obligations to pay its creditors and staff during the past year?
	

	2.
	If your answer to the above is No, have you rectified the situation resulting in your organisation now being able to pay its creditors and staff?
	

	3.
	Is your company or any group company (your Organisation) or are any of the directors/partners/proprietors in a state of bankruptcy, insolvency, compulsory winding up, and receivership, composition with creditors or subject to relevant proceedings?
	

	4.
	Please confirm that data is stored in line with the General Data Protection Regulations 2018 where applicable
	

	5a.
	Please confirm that you accept NHS England’s Purchase Order Terms and Conditions in full with no modifications. This offer and any contract arising from it shall be subject to these Terms and Conditions and all other items or instructions as issued in this bidder response. 

https://www.gov.uk/government/publications/nhs-standard-terms-and-conditions-of-contract-for-the-purchase-of-goods-and-supply-of-services
	
                      
                      

	5b. 
	Please confirm that you accept that any modifications to the Terms and Conditions will be rejected and may result in the bid being rejected. 
	
                      
                      

	6.
	Please confirm that all invoicing shall be processed through Tradeshift in line with NHS England processes.
	
                      
                      


[bookmark: _Toc528691047]

Bidder’s Response 
Please ensure a response is provided for both the Quality (A) and Commercial (B) sections on Atamis by downloading the attachments and reuploading once completed. 
A) Quality
The questions below are for reference only and will be found within Atamis.

	Question 1
	
	Question % Weighting
	
19%

	
	
	

	Please provide examples that demonstrate your experience, knowledge, and skills of providing face-to-face and virtual training sessions.

	Supplier Response

	

The maximum total word count for this section is 1,000



	Question 2
	
	Question % Weighting
	
18%

	
	
	

	Please provide examples of training you have provided to senior leadership teams in a healthcare environment (see 3.1.1 of the specification)

	Supplier Response

	

The maximum total word count for this section is 1,000



	Question 3
	
	Question % Weighting
	
15%

	
	
	

	Please supply evidence of in-depth knowledge of NHS screening QA processes

	Supplier Response

	

The maximum total word count for this section is 1,000

	Question 4
	
	Question % Weighting
	4%

	
	
	

	Please supply evaluation feedback evidence that demonstrates success for both your client and attendees, with recent testimonials and feedback (see 3.1.9 of the specification)

	Supplier Response

	

The maximum total word count for this section is 1,000





	Question 5
	
	Question % Weighting
	4%

	
	
	

	Please provide examples of training materials/resources produced previously.

	Supplier Response

	

The maximum total word count for this section is 1,000



	Question 6
	
	Question % Weighting
	10%

	
	
	

	

How will you support meeting the requirements of this ITQ with social value and environmental commitments in mind, both in terms of the projects and as an organisation?

For more information on the social value model - https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/940828/Social-Value-Model-Quick-Reference-Table-Edn-1.1-3-Dec-20.pdf



	Supplier Response

	

The maximum total word count for this section is 1,000
















B) Commercial
	Commercial
	

	
	
	

	Please provide a cost breakdown to undertake the work in. Your breakdown should also include the total cost exclusive of VAT to the Authority.  


	Supplier Response

	

SUPPLIERS PLEASE DO NOT ENTER YOUR COMMERCIALS HERE – PLEASE COMPLETE THE COMMERCIAL BREAKDOWN AND UPLOAD IT SEPARATE TO THIS DOCUMENT ON ATAMIS.






C) Confirmation
	Confirmation
	

	
	
	

	Please provide an electronic signature with name and contact details as confirmation the detail submitted is correct and agree to the NHS England’s Purchase Order Terms and Conditions in full as outlined in ‘Point 5 Further Bidder Information’:
(If using Atamis, this shall be completed electronically)

	Supplier Response

	
Electronic Signature Insert …………..
Name:
Job Title:
Date:
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[bookmark: _Toc448914366]Specification of Requirements

[bookmark: _Toc448914367]Background to the requirements

Current Arrangements / Context  

The Vaccination & Screening (V&S) directorate within NHS England aims to provide and deliver vaccination and screening programmes to local communities which are responsive, accessible, convenient and high-quality, leaving no one behind.

Located in V&S directorate, Screening Quality Assurance (QA) Team has a model of QA that provides QA visits and pathway reviews of screening services.  The model requires the use of Professional and Clinical Advisors (PCAs). PCAs are not NHSE employees, and are contracted in to support QA visits and pathway reviews.

The Link below provides an overview of the role of Screening QA 

NHS population screening: role and functions of quality assurance - GOV.UK (www.gov.uk)

As part of the Screening Quality Assurance model, it is essential that all staff who take part in QA visits/reviews, together with PCAs working on behalf of NHSE, undertake QA visit & review training prior to participation in any visit/review.

There is a need for additional specialist resources to deliver the training, over and above NHSE resources.

[bookmark: _Toc448914368]Scope of the Procurement 

Aims & Objectives 

NHS England V&S (the Programme) are looking for a supplier to provide training for PCAs and NHSE staff that supports NHSE to deliver a schedule of screening QA visits and reviews. The training may also need to be modified to cover QA additional interventions as well as QA visits and reviews and QA pathway reviews.

Several types of courses are required – currently PCA/NHSE staff training include

1.1.1.1. QA visit chair training

1.1.1.2. QA visits and pathway reviews training, 

1.1.1.3. any others that may need to be developed to meet evolving needs.

Constraints and Dependencies

There are no other proposed projects linked to this contract.

This contract is not intended to cover other responsibilities of PCAs such as incident investigation and management

SQAS programme of activities runs from 1 April to 31 March each year.  Training courses detailed below are expected to be delivered within these dates.

Training programmes may need to be amended within year, however at the start of each year, they will be reviewed to ensure compliance with national standards.

Training content may be subject to modification depending on the overall SQAS programme and objectives



[bookmark: _Toc448914369]Requirements  

Mandatory and Minimum Requirements

Course attendees will be experts in their fields; it is therefore essential that the supplier has knowledge of NHS screening QA processes in order to gain the confidence of their audience.  Trainers delivering the courses must have experience of delivering training to senior leadership teams within the healthcare system (for example at executive board level).

In the initial contract term (contract start date until 31/3/24), the supplier will deliver a minimum of 3 and a maximum of 6 training courses, split over the different training courses. Each subsequent year (1 April to 31 March) the supplier will deliver a minimum of 3 and a maximum of 6 training courses, split over the different training courses.

Training courses will consist of up to 20 participants for QA visit training and up to 12 participants for QA and pathway review visit chair training.  

Each training course will be  approximately one-day in length, actual times vary according to the type of training, but would generally last for 6-7 hours (including breaks).

Training dates will be agreed and outlined in an annual training plan.  This training plan will be co-developed with the supplier and NHSE at the start of each year.

The supplier will ensure the content and delivery of the required training courses is up to date and evaluated, and in plain English. 

 The supplier will ensure accessibility options and resources will be available on each course if required – e.g., for sight/hearing impairments.

The supplier will have a minimum of 2 trainers (see 3.1.1 above for skillset required) from the supplier organisation to deliver each course in conjunction with an NHSE consultant in public health (CPH).

The supplier will need to seek evaluations from attendees following each course, then provide a summary report to NHSE within one week of the course date, in an NHSE-approved format.  Feedback should include a score/rating for the usefulness of each topic covered, together with free-text feedback on what the participants found most useful, what they would change, and any other comments.

The supplier will provide each participant with a certificate of attendance following completion of each course, design to be agreed with NHSE.

1.1.1.4. Where training is in-person, certificates to be prepared in advance and handed out on receipt of completed feedback form

1.1.1.5. Where training courses are held via MS Teams, certificates to be sent to participants within one day of receipt of participant’s completed feedback form

The supplier will have In-depth knowledge of MS Teams, or an equivalent online meeting system, including break-out arrangements.

The training may also need to be modified to cover QA additional interventions as well as QA visits and reviews and QA pathway reviews.



Timescales & Implementation

The supplier will work with NHSE to update the existing training material for the courses by four weeks following the commencement of the contract.

Delivery of the initial contracted courses to take place between 4 weeks after the commencement of the contract and 31 March 2024 – actual dates to be agreed.

Delivery of the courses in subsequent years to be delivered between 1 April 2024 and 31 March 2025, and 1 April 2025 and 31 March 2026.

Existing materials will be made available to the supplier on commencement of the contract.  The intellectual property is owned by NHSE as material developers and will remain so.

A mobilisation plan will agree key deliverables within the initial 4 weeks of the contract. This will include:

· an introductory meeting via MS Teams or equivalent

· schedule of planning meetings and training dates

· agree and update course material

· agree feedback form design and content

· agree certificate design and content



Location

Some training will take place via Microsoft Teams, with others taking place face-to-face in a central location to be agreed; consideration will be given to supplier and attendee needs. 

The costs of travel subsistence is not included in the budget and will be paid and arranged for by NHSE in line with NHSE policy (Appendix One)

Roles and Responsibilities

The supplier will develop and update existing resources (see 2.1.1) for the various types of 1-day training detailed above (see 2.1.3), in collaboration with tNHSE.

It is the responsibility of NHSE, in collaboration with the supplier, to review the course materials, which will change during the lifetime of the contract. 

An NHSE CPH will be involved in the development and delivery of all training courses. It is the responsibility of NHSE to ensure the CPH is available to attend each course.

It is NHSE’s responsibility to source participants for each course.

NHSE will provide participants’ names and contact details to the supplier one calendar month prior to each training date; supplier to facilitate the arrangements and send joining instructions directly to participants.

It will be the responsibility of the supplier to deliver the most up to date version of the course materials.

It will be the responsibility of NHSE to book travel and accommodation on behalf of the supplier.  Supplier cannot invoice for travel/accommodation booked by themselves.





Management Information & Governance

Quarterly meetings will be held (via MS Teams), chaired by an NHSE CPH.  Agenda items will include (but not be restricted to)

· Review of course development progress

· Training dates

· Preparation for forthcoming training course/s

· Admin

· Trainers assigned to deliver the training

· NHSE CPH supporting the delivery

· Evaluations from previous training course/s

· Review training materials in light of feedback



It is expected that the supplier’s trainers who are scheduled to deliver the forthcoming quarter’s training courses, will attend the quarterly meeting immediately prior to the courses. 

It is the responsibility of the supplier that information supplied to them by NHSE is kept in accordance with NHSE IG policy (Appendix Two)

Ad-hoc meetings may be scheduled depending on demand and workload at the request of either NHSE or the supplier.

Evaluation of each training course to be forwarded to NHSE within 1-week of each course.  This should include per-course evaluation reports together with an overall report (per type of course) aggregating all responses.

























Performance and Measurement

Table below outlines the KPIs

		KPI Ref. No.

		Services that KPI relates to

		Description of KPI

		Measurement

		KPI Tolerances (% tolerance)

		No. Primary Service Failure Points per failure



		1

		Training materials

		Collaborate with NHSE to develop existing and new course materials.

		Input ideas and suggestions into course materials based on experience and feedback.

		Not used

		N/A 



		2

		Course delivery   

		Deliver a minimum of 3 and a maximum of 6 training courses

		Deliver the required  courses between commencement of contract and 31 March 2024, and each subsequent year

		Not used

		N/A



		3

		Evaluation

		Produce post-course feedback

		Post-course feedback to be sent to NHSE within 1 week of each course – to include per-course report plus an aggregated report showing all responses for each type of course

		Not used

		N/A



		4

		Attendance certificates

		Provide attendance certificates

		Certificates to be provided to participants on receipt of feedback forms

		Not used

		N/A



		5

		Meeting attendance

		Attend NHSE meetings

		Attendance at quarterly meetings.

		Not used

		N/A







Contract Term 

The initial contract term will run from the contract start date until 31/3/24, and then for a further 12 months (1/4/24 – 31/3/25); however, the contract will have an option to extend for a further period of 12 months (1/4/25 – 31/3/26), subject to performance review and business planning.

Budget 

The initial contract term (start date to 31/3/24) is guaranteed 3 training courses (£6,000 in total). The authority at its discretion can request up an additional amount of 3 training courses per the initial term of the contract (additional £6,000 in total).

 The contract will include a course development fee of £1,800 per financial year.



The total minimum payable per contract period will therefore be £7,800, and the total maximum payable will be £13,800.

The same figures as above will apply for the 2nd year (1/4/24 – 31/3/25) and the possible extension (1/4/25 – 31/3/26) with a maximum 3% inflationary uplift each year. 

Payment for courses will be made following the successful delivery and receipt of evaluation report for each training course.

1. Payment for development will be provided quarterly in arrears with an annual review of deliverables. 



Sustainable Development Requirements

Not used.

[bookmark: _Toc434332761][bookmark: _Toc448914370]Flexibility and additional services or transformation

Not relevant.

[bookmark: _Toc448914371] Appendices:







Appendix One: NHS England Business Travel and Expenses Policy 









Appendix Two: NHS England Information Governance Policy  

NHS England » Information Governance Policy
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1 Policy statement

11

1.2

1.2

NHS England employees frequently meet patients and members of the public, or
travel between offices, or attend meetings with stakeholders. We have a
responsibility to ensure that our employees are not out of pocket as a result of
working away from their base or being required to travel on business. This
document sets out the circumstances, processes and limits to which employees
will be reimbursed for expenses while undertaking official business.

NHS England will support staff to manage the balance between travel that is
essential to the needs of the business and the impact that regular travel has on
the work-life balance issues of individuals.

Policy principles

1.2.1 NHS England has a responsibility to meet obligations to reduce carbon emissions

and business travel under the ‘Green Government Commitments’ and we do not
encourage unnecessary travel. This document sets out our expectations that
anyone travelling on behalf of NHS England will consider the impact that business
travel can have on society and the environment and to reduce their travel
wherever possible. In order to reduce the environmental impact of travel, every
attempt should be made to identify options to eliminate the need to travel or
minimise the number of miles travelled.

1.2.2 This document seeks to ensure that all employees (see section 2 “Scope of

Policy”) are aware of how to claim business and travel expenses they have
incurred during the course of their work. It sets out the duty placed upon
employees/ line managers/ approvers, to ensure any claims they make are
accurate, legitimate and where necessary, evidenced. Failure to follow the
organisational policy may result in claims being refused, and may be treated as
a conduct issue.

1.2.3 Funding used for expenses claims comes from the public purse and as such,

consideration should be given to the suitability and reasonableness of claims. All
claims fall under the Public Sector Expenses Review Act, 2009, which means they
may be subject to public scrutiny through publication.

1.2.4 In line with our approach to smarter working, we recognise the need to develop

modern working practices that enable employees to maximise their performance
and

productivity whilst maintaining a good work-life balance. We will support our
employees to work in an agile manner from any location, whether it is from a
recognised site, in the community, from home or a combination of these in line
with the needs of the organisation.

1.2.5 It is expected that all business travel and expense decisions will be based on both

1.2.6

efficiency and value for money. Employees are encouraged to use public
transport wherever possible, but if this is not suitable they may use their private
car. Employees are expected to use the most economical means of public
transport on every occasion, including travelling outside of peak times where
practicable. The purchase of advance tickets is expected and in all but
exceptional cases and the costs of travel should not exceed standard class rail
travel, bus travel, or low cost airlines.

Travel for business reasons should be the last option considered. First,
consideration should be given to alternative modes of undertaking work, such as
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telephone, conference calls or Microsoft Teams, whilst ensuring the delivery of

our business aims. Every attempt should be made to find the most economical

locations i.e. considering all participants’ travel times and costs; varying venues
to even out participants’ travel arrangements.

1.2.7 Where meetings are held at the beginning or end of a working week, the start and
end times should normally be such that an overnight stay on a Sunday or Friday is
not necessary.

1.2.8 There may be roles that require significant travel and overnight stay on a more
frequent basis. Where appropriate, the employee should be encouraged to consider
temporary or permanent relocation where this could reduce the stress, financial and
environmental costs associated with their travel. Please refer to the Removal and
Relocation Policy.

1.2.9 Travel and subsistence expense claims will not be accepted without receipts (all
individual receipts must be uploaded into the expenses system and it is
recommended that all employees retain their original receipts for HMRC inspection or
audit purposes). NHS England will only reimburse business costs, which are
necessary and additional to normal daily expenditure. Claims must be submitted
within 90 calendar days of the expenditure incurred. Approvers should approve within
30 days of receipt. Exceptions may only be granted with specific Executive and
Senior Manager (ESM) approval. Payments for expenses and mileage will be made
in accordance with the NHS Terms and Conditions handbook

1.2.10 Anyone claiming expenses under this policy should not expect to gain from their
travel or business expenditure including refunds, loyalty rewards or inconvenience
payments for delays. For example, if a hotel offers a loyalty points system, these
points must only be used in connection with ongoing business expenses and not
for personal use. NHS England’s Standards of Business Conduct must be fully
complied with.

1.2.11 The NHS England online expenses system will only be used to reimburse items
of individual expenditure associated with travel, subsistence and
accommodation.

1.2.12 Items that should have been purchased via NHS England’s procurement processes

will not be reimbursed via expenses.

1.2.13 Employees’ (i.e. those on payroll) claims for expenses will only be accepted via the
online expenses system.

2 Scope of policy

2.1 This policy applies to all employees on the NHS England payroll, including those on
external secondment to another employer and for whom NHS England has agreed to
underwrite the travel and related costs. The principles outlined in this policy and
linked procedure will also apply to workers who are not on the NHS England payroll
and are ‘non-permanent workers’; including, but not limited to secondees, specialist
contractors, agency workers, interim ‘managers/contractors’, and hosted workers.
However the NHS England e- Expenses system must only be used for expenses
associated with Employees.

2.2 This policy does not apply to patient or public representatives for which
separate arrangements exist
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Carefully considering their travel and expenses in regard to probity and value for
money in the use of public funding, providing justification for exceptional expense
claims when requested and applying this policy when arranging business travel.
This includes seeking and reporting any refunds that may come due as a result of

Organising their working pattern to minimise travel time, costs and expenses.
Taking personal responsibility for ensuring they make legitimate expenses claims

accordance with the provisions of this policy (within 90 days) and that, if their travel
pattern changes, they review the implications first with their line manager (for

Considering the environmental impact of their travel and seeking ways to reduce
Maximising the technology available to them, e.g. smarter working,

Ensuring claims are submitted in a timely manner via the online expenses system.
Where authority to complete expenses is delegated to another individual on their
behalf, the employee remains responsible for ensuring claims are accurate, e.g.

Ensuring that claims submitted comply fully with NHS England Standing Financial
Instructions and are not made under false pretences. Claims suspected to be of a
fraudulent nature will be investigated in accordance with the Tackling Fraud,
Bribery and Corruption Policy. All staff should be aware of their responsibility to
report any such concerns via the NHS Fraud and Corruption Reporting Line: 0800

Line managers/budget holders are responsible for:

Actively encouraging the most cost/time effective travel options, including the use
of technology to avoid unnecessary travel wherever available.

Lead by example in regard to travelling only when essential and using smarter

Reviewing and approving travel arrangements within their areas of responsibility
in accordance with NHS England’s Standing Financial Instructions. They should
incorporate the principles contained within the Business Travel and Expenses
policy into their decision-making and business planning decisions.

Oversight of the frequency of travel and associated expenses for their
employees. They are expected to address any areas of concern or instances of
non-compliance with this policy, which may lead to disciplinary action where this
is considered to be warranted. This includes ensuring employees have uploaded
current vehicle documentation to the expenses system.

3 Roles and responsibilities
3.1 Employees are personally responsible for:
a)
delayed and cancelled travel.
b)
c)
in
example, what constitutes their base of work).
d)
their business travel.
e)
teleconferences, etc.
f)
expenses completed including all receipts.
9)
028 40 60 or online at Counter Fraud Authority.
3.2
a)
b)
working options.
C)
d)
e)

Checking (including regular monitoring and review where there is delegation of
checking), authorising, recording and monitoring travel and expense claims of
their employees to ensure they comply with this policy; and with NHS England’s
Standing Financial Instructions and Scheme of Delegation.
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f) Actively supporting employees to reduce their business travel usage and
maintain a healthy work-life balance.

s)] Checking and authorising claims using the NHS England online expenses system
in a timely manner as detailed in section 1.2.9.
h) Ensuring they understand and comply with the NHS England Standing Financial

Instructions at all times. Claims suspected to be of a fraudulent nature will be
investigated in accordance with the Tackling Fraud, Bribery and Corruption
Policy. All staff should be aware of their responsibility to report any such
concerns via the NHS Fraud and Corruption Reporting Line: 0800 028 40 60 or
online at Counter Fraud Authority.

3.3 The Transformation and Corporate Operations (TCO) and Finance
Directorates are responsible for:

a) Providing advice and guidance on the application of this policy.

b) Reporting, monitoring and the escalation of issues regarding expenses and travel
booking systems.

c) The People and Organisation Development Group within Transformation and
Corporate Operations (TCO) will generate reports from the expenses system on a
monthly basis to identify non- compliance with this policy. Exceptions will be
considered by Regional Heads of People and OD/the Head of People Business
Partners.

3.4 The Wellbeing and Corporate Responsibility (W&CR) and Corporate ICT
Teams within TCO are responsible for:
a)  Monitoring the reduction of business miles travelled and CO? produced from NHS
England business travel and encouraging behaviour change and greater uptake of
smarter working options.

3.5 Trade Unions are responsible for:

a) Engaging in the development, review and monitoring of this policy.

b)  Assisting their members with enquiries about the application of this policy as
requested.

4 Monitoring Compliance

4.1  The Executive Human Resources Sub-committee (EHRSC) will approve this
policy and subsequent versions as required.

4.2  The People and Organisation Development Group in TCO will produce both
regular reports and periodic sampling reports to assure compliance by budget
holders/line managers.

4.3  The National Director: Transformation and Corporate Operations, via the Director
of People and OD is responsible for the monitoring, revision and updating of this
policy.

4.4  The equality and diversity implications of this policy will be monitored on a regular
basis.

4.5  This policy should be read and applied in conjunction with NHS England’s Business
Travel and Expenses procedure.
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4.6 The Audit and Risk Committee, via Internal Audit, will receive assurance on the

application and effectiveness of the control environment, policy and processes
related to this policy.

5 Data Protection

5.1 Any processing (i.e. handling or storing etc.) of personal identifiable information; during
the application of this policy; must be compliant with relevant data protection laws - the
Data Protection Act (DPA) 2018 and the General Data Protection Regulation (GDPR).
Please consult NHS England’s |G Policy for more information.
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