
Not Protectively Marked 
Freedom of Information Classification – Open 

 

 1

 

 

  
 
 
JOINT INDEPENDENT AUDIT COMMITTEE – 9 MAY 2013 
 
REVIEW OF FORCE FINANCIAL INSTRUCTIONS AND FINANCIAL MANAGEMENT 
MANUAL 
 
REPORT BY THE ASSISTANT CHIEF OFFICER 
 
PURPOSE OF THE REPORT 
 
To inform the Joint Independent Audit Committee of two key financial management documents 
that support the recently approved Financial Regulations. 

1. INTRODUCTION 
 
1.1 Members of the Joint Independent Audit Committee will be aware that the Police and 

Crime Commissioner (PCC) and the Chief Constable have in place clear Financial 
Regulations, covering all financial related issues for the PCC and the Force which sit 
alongside the PCC’s Contract Standing Orders. These Regulations form part of the 
Corporate Governance framework for Dorset Police and the Office of the Police and 
Crime Commissioner and were presented to the last meeting of this Committee.  The 
Corporate Governance framework was formally adopted by the Police and Crime 
Commissioner and the Chief Constable at the Force Executive meeting on 25 March 
2013. 

1.2 The Financial Regulations represent the overarching framework within which the 
financial matters of Dorset Police and the Office of the Police and Crime Commissioner 
will be managed.  As such, it is clearly important that the key information contained 
within the Financial Regulations and Contract Standing Orders is well understood by all 
users of finance, which covers the entire workforce. 

1.3 There are two key further documents that enable the organisation to ensure that all 
officers and staff have the necessary information to enable them to operate in 
accordance with the Financial Regulations and Contract Standing Orders.  The first is 
the ‘Financial Instructions’, which are intended to be a clear guide on all financial matters 
for use by all officers and staff.  The Instructions are not exhaustive in the guidance 
provided, but do provide clarity in respect of the most common financial issues, including 
pay, overtime, expenses, purchases, sales and insurance. 

1.4 The second, more comprehensive, document is the Financial Management Manual.  
This Manual is intended primarily for use by finance professionals within the Force and 
for those individuals seeking further detailed information in respect of a specific area of 
Finance. 

1.5 Both Documents are explained in further detail overleaf. 
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2. FINANCIAL INSTRUCTIONS 

2.1 The Financial Instructions are designed to assist officers and staff in understanding and 
applying financial management in the context of Dorset Police and the Office of the 
Police and Crime Commissioner for Dorset. 

2.2 The Instructions are fairly broad in nature, but sufficiently detailed to provide a document 
to which officers and staff may be held accountable.   

2.3 The Financial Instructions are attached at Appendix A and are available to all on the 
Force intranet. These were previously presented to the Police Authority’s Audit, 
Resources and Continuous Improvement Committee in September 2011 and have been 
subject to some updating. 

3. FINANCIAL MANAGEMENT MANUAL 

3.1 The Financial Management Manual is a more comprehensive document than the 
Financial Instructions.  The Manual is intended to provide in depth information to finance 
professionals within the Force, as well as providing assistance to members of the 
organisation requiring further detail on specific areas of finance. 

3.2 The Manual is divided into individual elements, each relating to specific topics within 
Finance.  Included in the Manual are latest rates for income, latest mileage and 
subsistence rates, pay scales and so on.  Also included is information regarding areas 
such as pay, income, expenditure, purchasing, insurance, sponsorship and so on. 

3.3 As the Manual is broken down into individual elements, it is possible to update each area 
separately as necessary.  The Manual must remain compliant with the Financial 
Regulations and Contract Standing Orders as the ‘governing’ documents and is subject 
to audit. 

3.4 The Manual is currently undergoing a process of extensive re-writing following significant 
changes to financial management, including: 

 Introduction of new Enterprise Resource System (Agresso) 
 Centralisation of Budget Management 
 Introduction of Police and Crime Commissioner 

 
3.5 A copy of the draft Financial Management Manual is attached at Appendix B, but 

members are asked to note the ongoing work to finalise the rewrite of the Manual. When 
this work is complete, the full updated Force Financial Management Manual will be 
brought back to this Committee later this year.  

4. CONCLUSION 

4.1 This report, and the appendices, sets out two key documents for the delivery of financial 
management for members’ consideration. The revised Force Financial Instructions, 
incorporating any suggestions from this Committee, will be submitted to the Force 
Executive Board for approval at its next meeting on 20 May 2013. 

4.2 In the case of the revised Force Financial Management Manual, once work on the 
Manual is complete, including bringing it back to this Committee for review, it will be 
submitted to the Force Executive Board for approval.  
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5. RISK/THREAT ASSESSMENT 

Financial/Resource/Value for Money Implications 

5.1 The Financial Instructions and Financial Management Manual are key to financial control 
within Dorset Police and the Office of the Police and Crime Commissioner for Dorset.  It 
is clearly important that these documents are adhered to in order to avoid inappropriate, 
or potentially illegal, financial actions.  Officers or staff who operate outside of the 
limitations of these documents and, in particular, Financial Regulations, will be held 
accountable and, if appropriate, subject to disciplinary action.  

Legal Implications 

5.2 None. 

Implications for Policing Outcomes   

5.3 The need for strong financial management is essential for the delivery of policing in 
Dorset.  Non compliance with the Financial Instructions, Financial Management Manual 
and, ultimately, Financial Regulations has the potential to directly impact on policing 
outcomes. 

Equality 

5.4 None. 

6. RECOMMENDATIONS 

6.1 It is RECOMMENDED that members review and comment on the report and its 
appendices. 

  
 
 
 
J B JONES 
Assistant Chief Officer 
 
Members’ Enquiries to: Mr John Jones, Assistant Chief Officer (01305) 223710 
 
 
Appendices: 
 
Appendix A: Force Financial Instructions 
Appendix B: Force Financial Management Manual 
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1. PURPOSE OF THIS DOCUMENT 
 
1.1 To provide officers and staff with details of the framework within which they 

will be expected to act for all financial matters.  To provide clarity in respect of 
the financial responsibilities of all officers and staff. 

 
2. INTRODUCTION 
 
2.1 The Police Reform and Social Responsibility Act 2011 set out the 

responsibilities, including financial, of Police and Crime Commissioners 
(PCCs) and Chief Constables.  Financial responsibilities are further clarified in 
the Policing Protocol Order 2011.  
  

2.2 The PCC is required to maintain and be accountable for the use of the Police 
Fund, including the amount allocated to the Chief Constable.  The Chief 
Constable has day to day responsibility for managing the budgets allocated to 
them by the PCC. 
 

2.3 These Financial Instructions are issued to compliment the PCCs Financial 
Regulations, which in turn support the Financial Management Code of 
Practice published by the Home Office as a requirement under the Policing 
Protocol Order 2011.  These Financial Instructions have been formulated in 
consultation with the Treasurer to the PCC who must be satisfied that they 
provide for effective managerial control and review. 

 
2.4 The Financial Instructions set out the issues of financial management that all 

officers and staff are expected to be aware of and comply with.  They cover 
all areas of finance such as purchasing, expenses, payroll and budgeting.   
Although all areas are covered, the instructions cannot cover every 
eventuality.  Therefore if you need any further information or help on any 
aspect of financial management please contact the Finance Department who 
will be happy to help.  

 
2.5 The Finance Department at Headquarters is responsible for, amongst other 

things, maintaining a framework of effective financial systems and procedures 
to ensure that the arrangements for recording and carrying out all financial 
transactions are safe and efficient. 

 
3. FINANCIAL RESPONSIBILITIES 
 
3.1 The Treasurer to the PCC has overall statutory responsibility for the 

administration of the Police Fund.  The Chief Constable is responsible to the 
PCC for controlling the Force's budgets that have been allocated within the 
overall Police Fund.  In turn, Commanders and Department Heads (‘budget 
holders‘) are responsible to the Chief Constable, via the Director of Finance, 
for controlling the budgets that have been delegated to them. 

 
3.2 These budgets are managed on behalf of the budget holders by Accountancy 

Officers within the Finance Department (‘budget managers’), but the 
Commanders and Department Heads remain accountable for the activity on 
these budgets.  

 
3.3 All police officers and employees of the PCC have a responsibility to comply 

with these Force Financial Instructions, and all financial policies and 
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procedures, and to ensure full consideration is given to the financial 
implications of their actions.  All police officers and employees of the PCC are 
required to operate in accordance with the PCC’s Financial Regulations and 
Standing Orders on Contracts. 

 
4. EXPENDITURE - GENERAL 
 
4.1 The annual budget for Dorset Police is funded by a combination of grants and 

Council Tax income.  Each year the PCC for Dorset determines, in liaison 
with the Police and Crime Panel, the level of Council Tax required to provide 
an appropriate budget to deliver the PCCs annual Police and Crime Plan.  
This decision attempts to balance to the funding required with the needs of 
the Council Tax payers of Dorset. 

 
4.2 The PCC sets the annual Police and Crime Plan within the context of an 

annually revised Three Year Strategy, and details the objectives for the Force 
for the coming year.   

 
4.3 All expenditure incurred by Dorset Police must therefore be in support the 

Police and Crime Plan – which will include operational, operational support 
and organisational support costs.   
 

4.4 The PCC delegates an annual budget to the Chief Constable, who is then 
responsible for deciding how best to use the annual budget to achieve the 
Police and Crime Plan objectives.  Any significant changes to the original 
budget must be reported back to the PCC for approval. 

 
4.5 The majority of Force expenditure relates to employment costs of officers and 

staff, such as pay, pension, allowances and so on.  Every post must therefore 
play a part in addressing the Police and Crime Plan objectives.  This also 
applies to variable costs of employment such as overtime. 

 
4.6 It is equally important that every penny of the remaining ‘non staff’ 

expenditure can be fully justified as addressing the requirements of the Police 
and Crime Plan.  This includes payments on invoices, cash, credit cards and 
expenses.  The Finance Department checks all requested payments before 
any expenditure is incurred and will query, and potentially not pay, any 
requests that can not be justified in this way. 

 
4.7 Similarly, because the PCC has agreed a Council Tax level on behalf of 

Council Tax payers, it is vital that value for money is achieved, and can be 
shown to have been achieved, in all expenditure.  Again, the Finance 
Department will query, and potentially refuse, any requests for payments, 
such as expenses, that appear to be excessive. 

 
5. PAY, OVERTIME AND ALLOWANCES 

 
5.1 The Human Resources Department, under their Direct Delivery service 

model, have the responsibility for ensuring that authorised posts are filled as 
necessary.  This will include dealing with recruitment, abstractions, annual 
leave, sickness, and leaving processes.  They are also responsible for 
requesting payments of any appropriate allowances. 

 
5.2 The Human Resources Department also maintain an overtime policy, 

outlining the necessary authorisation process.  Overtime is a useful, flexible 
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method of dealing with peaks in demand that can often occur in a policing 
environment.  It is however necessary that appropriate authorisation is in 
place before overtime is worked to ensure that alternatives have been 
considered before further expenditure is incurred. 

 
5.3 The Finance Department will pay officers and staff in accordance with their 

contracts, as provided by the Human Resources Department.  It is the 
responsibility of every officer and staff to check their monthly pay advice, and 
raise queries with the Finance Department as necessary.  Overpayments can 
occur and, barring truly exceptional circumstances, will always be recovered 
in full.  
 

5.4 The Finance Department adheres to a monthly payroll timetable in order to 
allow payment of salary to officers and staff on the last working day of each 
month.  

 
5.5 Police Regulations and the Police Staff Council Handbook are the legally 

enforceable policy documents specifying conditions and remuneration for 
officers and staff, and will always be complied with.  There is no discretion in 
respect of what may and may not be paid. 
 

5.6 Overtime claims will be checked by the Finance Department before payment 
to ensure correct rates have been used and that claims are in accordance 
with Police Regulations and the Police Staff Council Handbook.   Any non 
compliant claims will not be paid, and will be returned to the claimant with an 
explanation of the error. 
 

5.7 Some key issues that officers and staff must be aware of in respect of 
overtime and allowances claims are listed below: 
 
Police Officers 

 
- Officers must not submit / authorise duplicate claims for overtime or 

unsocial hours allowance.  Overtime already claimed is clearly visible on 
+OT, and within the history of claims made.  

- Officers must not claim for the first half hour of casual overtime on each 
of the first four occasions worked in a week. This also applies if time in 
lieu is claimed instead of payment. 

- Officers must ensure the hours claimed in respect of overtime is totalled 
correctly. 

- Officers must ensure that if they choose to have time in lieu in preference 
to payment of overtime that the time in lieu bonus is reflected accurately 
on the overtime form. Casual and planned overtime is compensated with 
fifteen minutes bonus for each completed period of forty-five minutes. 

- Supervising officers must route overtime claims to the correct authorising 
officer of the rank of inspector or above. 

- Supervising officers must ensure time held on cards does not exceed 60 
hours for any officer, and must actively seek to reduce hours held for 
those already above this limit. 

- Officers must submit unsocial hours claims that accurately reflect the 
hours worked, and must not submit claims that have been pre populated 
without ensuring they accurately reflect the hours actually worked. 

- Officers must ensure that overtime hours claimed are accurate and are 
only for each completed period of fifteen minutes. 
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- Officers must ensure that all claims are authorised and submitted within 
three months of the date to which the claim relates.  Claims received after 
this date will not be paid.  It is the responsibility of the officer to ensure 
the clam is authorised by their supervisor and received in Finance within 
the three month timescale. 

- Officers should only submit one claim of each type per month. 
- Officers must ensure that their claim reaches Finance by the 8th of the 

month for guaranteed payment. 
 
Police Staff 

 
- Staff must ensure that meal breaks are correctly reflected in overtime 

claims. 
- Staff must ensure that hours claimed are accurate and rounded to the 

nearest five minutes. 
- Staff must ensure that all claims are authorised and submitted within 

three months of the date to which the claim relates.  Claims received after 
this date will not be paid.  It is the responsibility of all staff to ensure the 
clam is authorised by their supervisor and received in Finance within the 
three month timescale. 

- Staff should only submit one claim of each type per month 
- Staff must ensure that their claim reaches Finance by the 8th of the month 

for guaranteed payment. 
 

Financial Advice to Individuals 
 

5.8 The Dorset Police Finance Department is responsible for the maintenance of 
the financial systems and budgetary control within Dorset Police.  This role 
will include the provision of advice to budget holders and others in respect of 
the finances of Dorset PCC.  It will also include providing financial 
information, such as estimates of pay and pensions, to individual officers or 
staff. 

 
5.9 However, members of the Finance Department are not permitted to provide 

personal financial advice to individual officers or staff.  It is the responsibility 
of every officer and member of staff to obtain their own financial advice in 
respect of any decision they need to make, for example tax or financial 
planning.  If such advice is sought it will not be provided. 

 
Taxable Benefits 
 

5.10 Any personal benefit derived from an officer or staff’s employment with Dorset 
Police will be treated as a taxable benefit, and may therefore be subject to the 
payment of tax by an individual. 

 
5.11 Examples would include the provision of meals (excluding subsistence), 

treatment received by Occupational Health, such as physiotherapy, and travel 
payments in excess of the taxable allowance.  It should be noted that 
treatment that relates to an injury on duty is not taxable. 

 
5.12 The Finance Department will complete a form P11D at the end of each 

financial year to account for any taxable benefits, which may affect the 
following year’s tax code for officers and staff. 
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6. NON PAY EXPENDITURE 
 

6.1 There are four main ways in which non-staff expenditure may be incurred – 
formal procurement, expense claims, cash, and Force credit card.  When and 
how each of these may be used is covered in detail below.  The overriding 
principle is that no expenditure will be committed without appropriate 
authorisation.  For the majority of cases, this will involve the raising of an 
official purchase order, via the Procurement Section, in advance of receipt of 
goods or services 

 
Formal Procurement 
 

6.2 When an officer or member of staff requires either goods or services, they 
should first contact the Purchasing Section by e-mail at .e-procurement 
detailing the requirement, timeframe, and clearly showing authorisation by the 
relevant inspector or above, or police staff equivalent.  The Purchasing 
Section will then consider the request, and, if appropriate identify the most 
cost effective procurement method.  If procurement from an external supplier 
is considered necessary, a purchase order will be raised. 

 
6.3 It should be noted that the Purchasing Section hold budgets for the 

replacement of existing goods (eg equipment, furniture, stationery) only.  
They do not hold funding for new requirements.  Such requirements will be 
treated as growth and must be subject to an approved business case. 

 
6.4 This formal procurement route, with the raising of purchase orders in 

advance, must be considered the preferred mechanism for all procurement no 
matter how large or small.  Such procurement must be in accordance with the 
PCC’s Standing Orders on Contracts. 
 

6.5 For purchases where the expected cost will exceed £40,000 either as a one 
off cost or over the period of a particular contract, the South West Police 
Procurement Department will take the lead in all procurement matters.  If any 
officer or staff has such a requirement they should e-mail .e-procurement and 
a member of the regional procurement team will get back to them to discuss 
the requirement. 

 
6.6 The Purchasing Section must be informed of receipt of the goods or services 

in order that the necessary payment can be made.  The usual mechanism will 
be for the individual who takes delivery of any goods to update the financial 
system to indicate goods received.  Alternatively, an e-mail to .e-procurement 
confirming receipt of the goods or services and the name of the supplier will 
suffice. 

 
6.7 The supplier of the goods or services will then issue an invoice to Dorset 

Police.  All invoices received must show a valid purchase order number.  The 
invoice will be sent directly to the Purchasing Section who, on confirmation of 
goods or services received and existence of a valid purchase order, will 
process the invoice for payment. 

 
6.8 Invoices received for the purchase of goods or services that do not show a 

valid purchase order number will be treated as unauthorised expenditure, and 
will not be paid.  The invoice will be returned to the officer or member of staff 
who requested the goods or services to resolve. 
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Expenses 
 

6.9 The use of personal finance to purchase goods or services, including 
accommodation, is actively discouraged.  There is little control on such 
expenditure, and authorisation is usually sought after the expenditure is 
incurred.  Therefore, such expenditure is incurred at the employee’s risk, and 
the Finance Department will only pay claims for reimbursement where there is 
a clear need for the expenditure to have been incurred and no alternative 
purchasing route was available.  The Purchasing Section will endeavour to 
find alternative procurement routes for any necessary expenditure. 

 
6.10 The only exception to this is in respect of travel and subsistence.  Officers 

and staff are, under circumstances, entitled to recover the cost of meals up to 
a certain limit.  The cost of meals must not be excessive, and if deemed 
excessive claims will not be paid.  It must be noted that the cost of meals may 
not be claimed if taken within the Force area and within core duty time.   

 
6.11 The Force will also not pay for catering at internal meetings, training events 

and similar, unless approved in advance by the Head of Finance.  Catering 
will only be approved for events where there can be no reasonable 
expectation that external guests could provide their own food, or that external 
guests could not reclaim the cost of their food from their own organisation. 

 
6.12 In the event that officers and staff need to travel, prior authority must first be 

obtained from a line manager, and a request to travel made to the 
Organisational Helpdesk via .travel.  The Organisational Helpdesk will 
calculate the most cost efficient means of travelling.  This may be public 
transport, pool / hire vehicle or private vehicle.  Use of a private vehicle may 
only take place when: 
 
- The Organisational Helpdesk has agreed to use of the private vehicle 
- The officer or member of staff is appropriately insured for business use of 

their vehicle 
- A valid MOT certificate exists for the vehicle to be used 
- The officer or member of staff is prepared to use their own vehicle for 

business travel 
 
6.13 Mileage rate for use of private vehicles will be paid in accordance with the 

latest available PSC / PNB rates. In circumstances where the use of a private 
vehicle is not the most cost effective method of travelling, but the officer or 
member of staff prefers to use this method of travel, a lower rate per mile will 
be paid at 10 pence below the current HMRC maximum taxable allowance 
per mile.  The Organisational Helpdesk must be informed of this decision. 

 
6.14 Relevant receipts must be obtained in respect of all expense claims.  This will 

include recent fuel purchases in respect of mileage claims.  Receipts will be 
retained by the claiming officer or member of staff, and must be produced if 
required by the Finance Department.  The Finance Department will carry out 
routine checks on a percentage of claims made each month to ensure 
appropriate receipts have been retained.  Expense claims found not to be 
accompanied by all necessary receipts will not be paid or, if necessary, 
payment already made will be recovered.  This is in accordance with Police 
Regulation (Regulation 35, Annex V).  The only possible exception to this is 
expenses in respect of covert operations, which should be claimed as 
detective expenses with an accompanying explanation of costs. 
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6.15 All expenses must have a valid business purpose. The Force will not 
reimburse or pay for expenses that are inherently personal in nature. 
Examples of expenses that will not be paid are shown below: 

- Toiletries 
- Child care costs 
- Any personal clothing   
- Parking or traffic fines 

6.16 All claims for expenses must be submitted within three months of the date to 
which they relate.  Claims received after this date will not be paid.  It is the 
responsibility of the claiming officer or member of staff to ensure the claim is 
authorised by their supervisor and passed for payment in the necessary time 
frame. 

 
Force Credit Cards 
 

6.17 Force credit cards are made available to a few officers and staff for use in 
emergency situations, where a formal procurement route is not available.  
This will most usually relate to provision of out of hours accommodation, 
feeding and travel in support of operational activities. 

 
6.18 For all expenditure made on Force credit cards, a VAT receipt must be 

obtained, and must be sent to the Finance Department. 
 
6.19 Purchases of goods or services made on a Force credit card will be charged 

to the purchasing Command area, and justification must be provided as to 
why the purchase was not made via the Purchasing Section. 

 
6.20 Credit cards provide an opportunity for fraud by third parties and Force credit 

card holders are asked to contact HQ Finance at the earliest opportunity if 
unidentified expenditure appears on the statement. 

 
6.21 Any inappropriate expenditure charged to a Force credit card will be 

investigated by the Finance Department and will be charged to the card 
holder as a payroll deduction if considered inappropriate. 
 

6.22 Personal expenditure must not be incurred on Force credit cards.  
 

Cash 
 

6.23 The Force holds a limited supply of cash within the Finance Department at 
Force Headquarters, and at the Bournemouth and Weymouth Enquiry Offices 
when required outside office hours.   There are other specific cash balances 
held around the Force (eg within Custody and for the purposes of foreign 
national’s registration), but these are available for specific purposes only.  It 
should be noted that officers or staff will be personally liable for any Force 
cash in their possession.  

 
6.24 Cash is available only for emergency operational requirements where no 

other purchasing mechanism exists.  Officers or staff requesting the use of 
cash must have the authority of an inspector or above to do so.  Any cash 
used must be signed for, and unused cash returned with VAT receipts for the 
amount spent. 
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6.25 Cash advances may be used in a similar manner to cash, but will be 

transferred directly into the individual officer or member of staff’s bank 
account.  Receipts must be produced for any expenditure properly incurred, 
and any balance owed to the Force, including expenditure that is not 
evidenced by a receipt, will be deducted from the following month’s salary 
payment. 

 
6.26 As with credit cards, any inappropriate expenditure incurred with cash will be 

investigated by the Finance Department and may be charged to the 
responsible officer or member of staff as a payroll deduction if necessary. 

 
Ex Gratia payments 
 

6.27 The PCC Financial Regulations provide for a budget to be administered at the 
Chief Constable's discretion for ex gratia payments including personal injury, 
damage and loss of property.  Payments below £1.000 will be agreed by the 
Chief Constable.  The Chief Constable with the agreement of the Treasurer 
and the Chief Executive will seek the agreement of the PCC to payments 
above £1.000 or in a case involving particular sensitivities. 

 
6.28 Members of the Force are advised that they should not wear expensive 

watches, rings, etc, or carry valuable personal items such as mobile phones 
when on duty.  An ex gratia payment may be made from police funds but 
such payments will normally be limited to a maximum of £25. 

 
6.29 Claims for reimbursement of the cost of replacing or repairing lost or 

damaged wrist watches or other personal effects directly attributable to the 
exigencies of the Service will be considered in the light of the circumstances 
of each case.  Officers and members of staff claiming reimbursement should 
submit a report via their Commander or Department Head to the Head of 
Governance at Headquarters detailing the circumstances in which the loss or 
damage to personal effects occurred.  Officers should provide supporting 
receipts or information to substantiate their claim for reimbursement, including 
the age of the item. 

 
7. INCOME 

 
7.1 Dorset Police are able to charge for certain services provided.  A schedule of 

current charges for specific services is included within the Force Financial 
Manual. 

 
7.2 In addition, Dorset Police may charge for policing events in accordance with 

national ACPO guidelines, based on the type of event (eg commercial, 
community), and the specific policing requirements.  The Finance Department 
will be able to provide advice in this respect. 

 
7.3 In every instance where chargeable services are provided the income for the 

services must be received before the services are provided to ensure no cost 
ends up being charged to Council Tax payers.  An invoice must be raised on 
the requestor of the services in all such instances. 

 
7.4 Cash and cheques are often received for certain services, such as training 

courses or firearms certificates.  There are specific processes in place to deal 



 

 10 
 

with such income, but officers or staff in receipt of any income should contact 
the Finance Department if uncertain. 

 
8. USE OF FORCE RESOURCES 

 
8.1 The main resource available to the Force is the workforce of officers and staff.  

There are established processes to ensure that the Force uses its workforce 
to address the priority areas, and achieve value for money in doing so. 

 
8.2 However, aside from workforce, the PCC owns and makes available to the 

Force numerous resources which Dorset Police use as Force resources 
ranging from premises, vehicles, computers and equipment to furniture, 
stationery and clothing. 

 
8.3 Some of these items are issued directly to individuals (eg uniforms, airwave 

terminals etc) but the majority are held centrally for use as deemed 
appropriate.  All Force resources are ultimately the property of the PCC, 
having been purchased from Force funds using public money, and may only 
be used in furtherance of the Police and Crime Plan, as set out at paragraph 
3.3.   
 

8.4 It is therefore the responsibility of all officers and staff to ensure that Force 
resources are treated appropriately to ensure maximum benefit may be 
obtained from them.   
 

8.5 It is also important that Force resources are not used for personal or private 
purposes, including charitable events.  Force resources are also only insured 
for business use. 

 
8.6 Officers and staff are responsible for the resources made available to them, 

and will be held accountable for any misuse or loss. 
 

8.7 Any Force resource that has reached the end of its useful life must be 
disposed of appropriately in accordance with Force Financial Regulations.  
No Force property must be sold, donated or otherwise taken into private use 
without the express permission of the Director of Finance. 

 
Asset Register and Inventory 
 

8.8 The Force maintains schedules of all assets purchased and in use across the 
Force area.  The Asset Register records all capital assets, and the Force 
Inventory records all non capital assets.  The Finance Department is 
responsible for maintaining both the Asset Register and the Force Inventory. 

 
8.9 Capital assets are those that will maintain a significant value for more than 

one year and must be reflected on the PCC’s year end balance sheet.  
Buildings, vehicles and computers all fit into this category, as does equipment 
with a significant initial value (in excess of £6,000) that is anticipated to be in 
use for more than one year.  All acquisition and disposal of capital assets 
must be reflected on the Asset Register. 

 
8.10 For each capital asset there will be a designated responsible Command or 

Department.  The Estates and Building Services Department is responsible 
for all Force premises, the Transport Department for all Force vehicles, and 
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so on.  However, individual users of these assets are accountable for them for 
such time as they are in use. 

 
8.11 The Force also maintains a separate Inventory of all non capital assets.  This 

Inventory will cover all items of value below the level of a capital asset.  This 
will include individual items of furniture and minor items of equipment.  As a 
rule, items with a purchase cost of over £200 should be reflected on the 
Inventory. 

 
8.12 Annual checks of the Inventory will be carried out to ensure all items of value 

are properly accounted for. 
 
9. BUDGET MANAGEMENT 

 
Budget Strategy and Timetable 
 

9.1 Each year the Chief Constable presents the Medium Term Financial Strategy 
to the PCC covering the following financial year and the subsequent four 
years.  This strategy builds upon previous year’s strategies, taking account of 
the current local and national economic environment, anticipated changes to 
funding and expenditure, and future operational requirements.   

 
9.2 This Financial Strategy directly supports the three year Strategy and the 

annual Police and Crime Plan, which are agreed by the Force and the PCC. 
 
9.3 The annual Police and Crime Plan sets out the main policies and priorities for 

the year ahead.  The financial implications of the plan will have been agreed 
between the Chief Constable and the Treasurer to the PCC. 

 
9.4 A detailed annual budget setting out the funding requirement for the following 

financial year is drawn up and presented to the PCC for consideration.  This 
budget proposal will reflect the Chief Constable’s assessment of the 
necessary resources to deliver the Police and Crime Plan for that year.  The 
PCC will then use this proposed budget requirement and other financial 
considerations to agree a budget for the next financial year, and set the 
precept, in liaison with the Police and Crime Panel, to be levied upon the local 
authorities lying within the Force boundaries. 

 
9.5 The budget process for a financial year begins in September of each 

preceding year, with the draft budget proposal presented to the PCC in 
December.  The PCC will use the budget proposal to formulate a precept 
strategy, and will present proposals for the following year’s precept to the 
Police and Crime Panel in February for their consideration.  The Police and 
Crime Panel have the power to veto a precept proposal, but only once.  
Following liaison with the Police and Crime Panel, the PCC sets the precept 
and by inference the budget for the Force, in February. 
 

9.6 A detailed budget timetable is available annually.  Final budget figures 
relating to the following financial year for budget holders are available from 
late February onwards. 
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Direct Delivery of Support Services 
 

9.7 The Force provides its Support Services on the basis of ‘direct delivery’.  
Under this scheme, Commanders and Department Heads can expect to 
receive support services directly from individual centralised Departments. 

 
9.8 An overview of resources provided by support service Departments, and 

budgets held, are as follows: 
 

Category Provided by Budget Held by 
Police Officers, PCSOs 
and Staff HR / LDU Finance 

Vehicles Transport Transport 
Computers, Airwave, 
Telephones, etc IS IS 

Premises Estates Estates 
Equipment, Furniture, 
Contracts and 
Consumables 

Finance Finance 

Budget Management Finance n/a 

 
9.9 It is the responsibility of each of these Departments to ensure that the 

appropriate resource is available to operational Commands and other 
Departments, and properly maintained. 

 
9.10 For example, it is the responsibility of HR and LDU to ensure that the 

authorised establishment is maintained and filled with appropriately trained 
officers and staff.  This includes the provision of recruitment services, duties 
officers to ensure duties are filled, relief staff as necessary, appropriate 
training, and so on. 

 
9.11 Similarly, the Transport Department are responsible for ensuring each 

operational command has access to the most appropriate, properly 
maintained, vehicles to meet their operational requirements within the 
constraints of severely limited funding.  This includes responsibility for 
ensuring vehicles are used efficiently and in the most economic manner. 

 
9.12 The IS Department ensure officers and staff have access to the technology 

required to perform their operational duties. 
 
9.13 The estate is managed and maintained by the Estates Department to ensure 

appropriate premises are available in the necessary locations, properly 
maintained.  This includes ensuring that the most efficient utilisation is 
achieved from the estate. 

 
9.14 Finally, all non staff purchasing takes place through the central Purchasing 

Section within the Finance Department, or for larger purchases in excess of 
£40,000 through the South West Police Procurement Department.  Any 
requests for replacement furniture, equipment, consumables or other regular 
non staff purchases will be directed to this Department, who will then assess 
the need, and procure items as necessary against the most appropriate 
contract.   
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Scheme of Devolvement 
 

9.15 All budgets that are not held centrally by the Finance Department are 
considered devolved to the appropriate Commander or Department Head 
under the Force's Scheme of Devolvement.  The principal objectives of this 
scheme are: 

 
(a) to assist the Force in the overall management of its financial 

resources; 
 
(b) to enable budget holders to manage the use of the available 

resources within their devolved budgets for the maximum benefit of 
the Force; 

 
(c) to match operational responsibility with financial responsibility; 
 
(d) to provide flexibility in the use of resources and the scope for local 

management; 
 
(e) to facilitate prompt and responsive local decision making and to 

provide an incentive for economy; 
 
(f) to encourage longer term planning to meet identified local service 

needs and objectives; and 
 
(g) to stimulate a greater understanding of financial and managerial 

issues. 
 

9.16 The principal used in determining the most appropriate budget holder is who 
has influence over the budget outcome.  Commanders have access primarily 
to overtime, travel and subsistence budgets with resources such as officers, 
staff, vehicles and buildings supplied directly by the appropriate resourcing 
department.   A list of currently devolved budgets and budget holders is held 
for Commands and Support Services. 

 
9.17 In practice, budget holders will often further devolve their budgets to members 

of their staff and will hold them accountable for the financial activity on those 
budgets.  Year end over / under spends will, however, be examined at budget 
holder level. 

 
Role of the Finance Department in Financial Control 
 

9.18 The Accountancy section provides the budgetary control function on a direct 
delivery basis to Command Teams and Department Heads, via a designated 
Accountancy Officer.  The Accountancy Officer provides monthly monitoring 
reports, including variance analysis, financial forecasting and advice.   

 
9.19 It should be noted that the role of Finance, as with the role of other support 

services, is to assist and facilitate operational service delivery, not to create 
additional bureaucracy.  However, Finance is also responsible for ensuring 
that only absolutely necessary expenditure is incurred.  This is essential at all 
times, but becomes particularly evident in times when finances are limited.  
This balance will be achieved by Accountancy Officers working closely with 
Command Teams, identifying efficiencies and ensuring value for money is 
achieved. 
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9.20 Under this structure, Operational Commanders receive monthly financial 
information on: 
 
- Overtime expenditure against budget 
 
- Other budgets within their Command that do not otherwise fall to 

support services (eg forensics) 
 

- Full objective (functional) analysis of expenditure for their Command 
area 

 
- Any other relevant financial information 

 
9.21 Department Heads receive monthly financial information on: 

 
- Directly controlled expenditure 
 
- Full objective (functional) analysis of expenditure for their Department 

 
- Any other relevant financial information 

 
9.22 The above reports are presented monthly highlighting areas of concern and 

suggesting possible solutions. 
 
9.23 The objective expenditure analysis will provide Commanders and Department 

Heads with an overview of where their resources are.  This will assist 
operational decision making and resource realignment, and allow 
comparisons to be made with national benchmarking. 

 
Year End Carry Forwards  
 

9.24 It is expected that budgetary allocations to Commanders and Department 
Heads will be fully utilised within each year.  However, in the event that an 
under or over spend occurs a carry forward facility will exist. 

 
9.25 Automatic carry forwards will only apply to variances on overtime, travel, 

subsistence and ‘operational fund’.  Such variances will be not be carried 
forward individually, but as one combined total for each budget holder as 
follows: 
 
- A total variance that is an overspend will be carried forward in full to 

be allocated against the following year allocation for overtime, travel, 
subsistence and operational fund. 

 
- A total variance that is an underspend may be carried forward up to 

2% of the original budget allocation in that year for Commands. 
 
- Departmental variances will not be carried forward as a matter of 

course. 
 

9.26 Requests for ‘specific carry forwards’ will be considered only on an 
exceptional basis.  These specific carry forwards will relate to expenditure 
that is budgeted in one year, but will not be spent until the following year.  For 
each such request there will be clear reasons why the expenditure was not 
incurred in the year budgeted and certainty of expenditure in the future year 
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within a reasonable timeframe.  The de minimis for requests for specific carry 
forwards will be £10,000. 

 
9.27 Arrangements for such a carry forward will be made on a case by case basis, 

and will be dependent on the financial context of the Force as a whole. 
 

Suspension of Delegation  
 

9.28 In exceptional circumstances the Chief Constable may decide to suspend the 
delegated powers given to a budget holder and reassume day to day control 
and responsibility for finance.  This would apply exceptionally in cases where, 
in the Chief Constable’s opinion, a budget holder was failing to comply with 
the rules and principles of devolvement.  It would be for the Chief Constable, 
in liaison with the budget holder concerned, to form a remedial plan of action 
with a view to reintroducing full delegated powers to the budget holder. 

 
9.29 Considerable emphasis will be placed on the help and guidance to be made 

available, in particular from the budget manager, so that such a suspension of 
delegation would only be required in the most extreme circumstances. 
 
Capital 
 

9.30 The accounting procedure for capital expenditure differs from that of revenue 
expenditure.  The Director of Finance retains overall control and virement 
powers over the capital budgets although the day to day responsibility for 
controlling certain capital budgets is passed to certain budget holders. 

 
9.31 It should be noted that if any officer or member of staff wishes to enter into a 

leasing arrangement, this must have the prior written agreement of the 
Director of Finance.  This will relate to any form of lease, whether buildings or 
equipment, and regardless of the terms or source of funding. 
 

9.32 Control of capital budgets will be substantially the same as for revenue. 
 

Financial Coding 
 

9.33 The principle that all expenditure and income must be attributed to a financial 
analysis code is central to the integrity of the accounting system and records.  
All expenditure has to be coded in order to allow the production of statutory 
information (eg the main accounts, certain Home Office financial returns).  It 
is also vital to allow monitoring information to be provided.  Any queries on 
the correct code to use should be referred to the Finance Department. 

 
9.34 The financial analysis code system has been designed to allow costs to be 

attributed to budget holder level and to give additional information on the use 
the expenditure was put to.  A financial analysis code is broken down into two 
main parts, the account code and cost centre. 
 

9.35 The Account (‘subjective’) Code is used to identify the type of expenditure.  
For example police staff pay, equipment purchases, stationary, transport 
costs and so on. 
 

9.36 The Cost Centre (‘objective’) identifies the function to which the income or 
expenditure relates.  This could be operational functions, (eg dog section, 
neighbourhood policing), operational support (eg custody, control room), or 
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organisational support (eg Finance, Human Resources).   This coding helps 
Finance produce statutory returns but also enables budget managers to 
further analyse their expenditure and identify problem areas and expenditure 
patterns. 

 
9.37 Further levels of coding analysis are available using ‘attributes’ within the 

financial system.  For any advice on financial coding please contact the 
Finance Department. 
 

9.38 Unless another budget holder's express permission has been received, 
budget holders are permitted only to use code combinations under their direct 
control.  A full coding list is included on The Finance Department Intranet site 
under Financial Analysis Code List. 

 
10. VOLUNTARY AND UNOFFICIAL / SEMI-OFFICIAL FUNDS 

 
10.1 The Chief Constable is responsible for the operation of voluntary and 

unofficial funds which do not form part of the police fund but which are 
controlled by an officer of the Force.  

 
10.2 Such funds will include the Dorset Police Welfare Fund and the Dorset Police 

Benevolent Fund.  There are also a number of semi-official funds in operation 
within the Force, such as the Sports Club, Social Clubs, Senior Officers’ Mess 
and Dorset Police Male Voice Choir. 

 
10.3 Any new voluntary, unofficial or semi-official fund must be approved by the 

Chief Constable.  A definition of voluntary funds is ‘an account held either in 
the name of Dorset Police or a fund managed by a member of Dorset Police 
for the benefit of Dorset Police Force or employees’ which is outside of the 
Police Budget allocation.  If in doubt, please contact the Finance Department.   

 
10.4 No officer or member of police staff has the authority to set up a new bank 

account relating to activity of Dorset Police without the express approval of 
the Treasurer to the PCC.  This will include bank accounts relating to 
voluntary and unofficial funds. 

 
10.5 At the end of each financial year, the Secretary of each fund must forward for 

the information of the Chief Constable an Annual Governance Return 
detailing a copy of the audited signed accounts, and minutes of the meeting 
at which they were approved.  It will also provide details of officers elected or 
appointed to administer the fund for the forthcoming year. 
 

10.6 For the purposes of accounting and audit, funds will be divided into three 
groups as below.  In addition, at the end of each financial year, the Secretary 
of each fund must forward for the information of the Chief Constable an 
Annual Governance Return detailing a copy of the audited signed accounts, 
and minutes of the meeting at which they were approved.  It will also provide 
details of officers elected or appointed to administer the fund for the 
forthcoming year.   
 

 National Funds 
 
 These funds will be audited in the manner prescribed by the National 

Organisation and a copy of the audited accounts forwarded to the Director of 
Finance 
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 Voluntary Funds or Social Events (annual turnover exceeding £1,000) 
 
 These accounts are to be submitted for independent scrutiny by the Force 

Finance Department or an external professional body.  In the case of funds, 
audited accounts are to be forwarded to the Finance Department at the end of 
the financial year.  For social events they should be forwarded to the Finance 
Department as soon as possible after the event and, in any case, not later 
than six weeks after the event. 

 
 Small Funds, Collections or Social Events (turnover not exceeding £1,000) 
 
 These accounts are to be certified as correct by the appropriate Commander 

and filed locally.  They need not be forwarded to Headquarters.  Approved 
collections for retirements and other purposes should ideally be made using 
sealed collecting tins, and opened in the presence of two people. 

 
 It should be noted that nothing in these rules shall apply to small tea funds or 

clubs having the express purpose of providing tea, coffee or snacks to 
members of a section or office, subject to a maximum turnover of £1000 per 
annum. 

 
11. PARTNERSHIP FINANCE 

 
11.1 The PCC and, on occasions, the Force, may enter into partnership 

arrangements with outside agencies in order to best meet the requirements of 
the Police and Crime Plan.  Such arrangements can clearly be beneficial to 
the performance of the Force in the appropriate circumstance. 
 

11.2 Partnership arrangements can involve the receipt of funds in return for 
services, or the payment of funds into a partnership.  In both instances it is 
essential that when such arrangements are entered into the position in 
respect of finances is made clear.   
 

11.3 The majority of partnership arrangements will be dealt with through the Office 
of the PCC.  However, if any officers of staff are considering new partnership 
arrangements, or extensions / amendments to existing arrangements, it is 
essential that details are provided to the Finance Department before such 
arrangements are finalised.  The Finance Department will then liaise with the 
Office of the PCC as necessary in this respect. 

 
12. SPONSORSHIP 

 
12.1 A sponsorship arrangement occurs where one party provides funds, 

resources or services in return for a commercial benefit – most usually 
advertising or promotional activity. 

 
12.2 The Force does not provide financial sponsorship to external organisations or 

events.  There may be occasions where the Force or the PCC supports 
external events that have a clear link to the policing priorities set out in the 
Police and Crime Plan, but this will not be on the basis of sponsorship but 
rather partnership arrangements. 

 
12.3 The Force does, however, occasionally enter into sponsorship arrangements 

where sponsorship is provided from external organisations.  An example 
would be a third party purchasing an asset for the Force in return for 
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advertising rights in connection with that asset, such as a logo on the side of 
a sponsored vehicle, or goods provided for use in a planned operation in 
return for publicity at the end of the operation.   

 
12.4 There are two main implications of sponsorship – financial and reputational.  

Financially, even if no money physically changes hands, sponsorship 
arrangements have to be accounted for correctly, to include the treatment of 
VAT.  Sponsorship arrangements also have to be carefully considered to 
ensure they are appropriate for Dorset Police to take part in.  A misjudged 
sponsorship arrangement could clearly have a significant impact on the 
reputation of the Force. 

 
12.5 A sponsorship policy is therefore in place that should be read by any officer or 

member of staff considering either seeking or entering into a sponsorship 
arrangement.  A sponsorship application must also be made and approved.  

 
13. DONATIONS 

 
13.1 The Force may accept donations, including financial donations, from third 

parties, but the use of such funding must be consistent with the PCC’s policy 
in this respect.  As a general rule, financial donations will be paid into a non 
police fund, such as the Benevolent Fund, or the Police Property Act Fund, 
and distributed in accordance with the rules of that fund. 

 
13.2 The Force will not make donations to external charities or organisations, 

unless made through voluntary and unofficial or semi-official funds.  The only 
exceptions to this will be donations to third party organisations that are 
considered to contribute towards the achievement of the annual Police and 
Crime Plan.  Such donations will not exceed the assumed value of this 
contribution, and will be agreed by the PCC. 

 
14. THEFT, MISAPPROPRIATION OR FINANCIAL IRREGULARITY 

 
14.1 The PCC and the Chief Constable will not tolerate fraud or corruption in the 

administration of their responsibilities, whether from inside or outside.   
 
14.2 Expectations of propriety and accountability are that the PCC and employees 

at all levels will lead by example in ensuring adherence to legal requirements, 
rules, procedures and practices. 

 
14.3 Any police officer or member of police staff who has reason to suspect or 

believe that any theft, misappropriation or other financial irregularity has 
occurred, is required to report the matter immediately to the Assistant Chief 
Officer.  Where the circumstances so warrant, the Assistant Chief Officer in 
consultation with the Chief Constable shall then refer the matter to the 
Treasurer to the PCC. 

 
14.4 The Dorset Police Anti Fraud and Corruption Strategy is to be complied with 

in every case. 
 
15. INSURANCE AND RISK MANAGEMENT 

 
15.1 The responsibility for the implementation of the arrangements for insurance 

and risk management is delegated to the Chief Constable.  These 
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arrangements are approved by the PCC on the advice of the Treasurer to the 
PCC and contained within the Dorset Police Risk Management Strategy 

 
15.2 The following insurance cover is provided under the arrangements agreed 

with the Insurer:- 
 
 (i) Material damage. 
 (ii) Business interruption. 

(iii) Theft. 
(iv) Employers liability. 
(v) Public/products liability. 
(vi) Fidelity guarantee/theft by employee. 

 (vii) Motor. 
 (viii) Officials indemnity (errors and omissions). 
 (ix) Excess liability cover. 
 (x) Marine insurance. 
 (xi) Engineering inspection. 
 (xii) Computer. 
 (xiv) Terrorism. 
 
 Motor Cover 
 
 Following an incident involving a police vehicle, an insurance form must be 

completed and forwarded to the Insurance Officer at Headquarters within 72 
hours of the incident.  It is important that all parts of the form are fully 
completed including a full description of the incident. 

 
 In the event of any uninsured loss, arrangements are operated to endeavour 

to recover the losses to Dorset Police. 
 
 Other Covers 
 
 Any matter connected with other covers should be channelled through the 

Insurance Officer at Headquarters in the first instance.  It is essential that all 
incidents or activities which may give rise to any insurance liability are 
reported immediately to the Insurance Officer or the Head of Governance. 

 
 Self Insurance Fund 
 
 The PCC gains best value for money by carrying a significant level of self 

insurance.  Therefore, it has been necessary to establish a significant self 
insurance fund from which claims under the insurable limits will be met.  All 
managers, supervisors and members of staff through their exercise of due 
care can assist in minimising the demands on the insurance fund. 
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1. INTRODUCTION 

 
1.1 The Police Reform and Social Responsibility Act 2011 set out the responsibilities, 

including financial, of Police and Crime Commissioners (PCCs) and Chief 
Constables.  Financial responsibilities are further clarified in the Policing Protocol 
Order 2011.  
  

1.2 The PCC is required to maintain and be accountable for the use of the Police Fund, 
including the amount allocated to the Chief Constable.  The Chief Constable has day 
to day responsibility for managing the budgets allocated to them by the PCC. 
 

1.3 This Financial Management Manual is issued to compliment the PCCs Financial 
Regulations, which in turn support the Financial Management Code of Practice 
published by the Home Office as a requirement under the Policing Protocol Order 
2011.  This Financial Management Manual has been formulated in consultation with 
the Treasurer to the PCC who must be satisfied that they provide for effective 
managerial control and review. 

 
1.4 The Financial Management Manual sets out the issues of financial management that 

all finance users will be expected to refer to and comply with in the appropriate 
circumstances.  They cover all areas of finance such as purchasing, expenses, 
payroll and budgeting.   Although all areas are covered, the Financial Management 
Manual cannot cover every eventuality.  Therefore if you need any further information 
or help on any aspect of financial management please contact the Finance 
Department who will be happy to help.  

 
1.5 The Finance Department at Headquarters is responsible for, amongst other things, 

maintaining a framework of effective financial systems and procedures to ensure that 
the arrangements for recording and carrying out all financial transactions are safe 
and efficient. 
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2. BUDGETARY FRAMEWORK 
  
a) FINANCIAL RESPONSIBILITIES 
 
2.1 The Treasurer to the PCC has overall statutory responsibility for the administration of 

the Police Fund.  The Chief Constable is responsible to the PCC for controlling the 
Force's budgets that have been allocated within the overall Police Fund.  In turn, 
Commanders and Department Heads (‘budget holders‘) are responsible to the Chief 
Constable, via the Director of Finance, for controlling the budgets that have been 
delegated to them. 

 
2.2 These budgets are managed on behalf of the budget holders by Accountancy 

Officers within the Finance Department (‘budget managers’), but the Commanders 
and Department Heads remain accountable for the activity on these budgets.  

 
2.3 All police officers and employees of the PCC have a responsibility to comply with 

these Force Financial Instructions, and all financial policies and procedures, and to 
ensure full consideration is given to the financial implications of their actions.  All 
police officers and employees of the PCC are required to operate in accordance with 
the PCC’s Financial Regulations and Standing Orders on Contracts. 
 
Responsibilities 
 

2.4 Whilst the Treasurer to the PCC has overall statutory responsibility for the 
administration of the PCC's financial affairs, the Chief Constable is responsible to the 
PCC for controlling the Force's budgets.  In turn, budget holders are responsible to 
the Chief Constable for controlling their devolved budgets. 
 

2.5 The Chief Constable delegates financial responsibility for the Force budgets to 
budget holders across the Force, via the Director of Finance.  The majority of these 
budgets are held centrally by the Finance Department on behalf of the Chief 
Constable.  However, a number of budgets are devolved to Commanders and 
Department Heads (‘budget holders’).  These budgets are managed on their behalf 
by Accountancy Officers within the Finance Department (‘budget managers’), but the 
Commanders and Department Heads are accountable for the activity on these 
budgets.  
 

2.6 Budget holders are required to operate in accordance with Dorset Police’s Financial 
Regulations and Standing Orders on Contracts and in line with Dorset Police 
financial policies and procedures designed to promote good practice.  They must 
comply with any reports issued by the Chief Executive or the Treasurer to the PCC. 
 

2.7 All police officers and employees of the PCC or Chief constable also have a 
responsibility to comply with the Force financial policies and procedures, and to 
ensure consideration is given to the financial implications of their actions.  These 
policies and procedures are set out within this Financial Management Manual.   
  
Direct Delivery of Support Services 
 

2.8 The Force provides its Support Services on the basis of ‘direct delivery’.  Under this 
scheme, Commanders and Department Heads can expect to receive services 
directly from individual Departments. 
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2.9 An overview of resources provided by support service Departments, and budgets 
held, are as follows: 
 

Category Provided by
Budget Held 

by 
Police Officers, PCSOs and Staff HR / ODU Finance 
Training ODU ODU 
Vehicles and fleet related expenditure Transport Transport 
Computers, Airwave, Telephones IS IS 
Premises related expenditure Estates Estates 
Equipment, Furniture, Contracts, 
Consumables, and all other goods and 
services 

Finance 
(Purchasing) 

Finance 
(Purchasing) 

 
2.10 It is the responsibility of each of these Departments to ensure that the appropriate 

resource is available to operational Commands and other Departments, and properly 
maintained. 
 

2.11 For example, it is the responsibility of HR and ODU to ensure that the authorised 
establishment is maintained and filled with appropriately trained officers and staff.  
This includes the provision of recruitment services, duties officers to ensure duties 
are filled, relief staff as necessary, appropriate training, and so on.  
 

2.12 Similarly, the Transport Department are responsible for ensuring each operational 
command has access to the most appropriate, properly maintained, vehicles to meet 
their operational requirements (although clearly within the constraints of severely 
limited funding).  This includes responsibility for ensuring vehicles are used efficiently 
and in the most economic manner. 
 

2.13 The IS Department ensure officers and staff have access to the technology required 
to perform their operational duties. 
 

2.14 The estate is managed and maintained by the Estates Department to ensure 
appropriate premises are available in the necessary locations, properly maintained.  
This includes ensuring that the most efficient utilisation is achieved from the estate. 
 

2.15 Finally, all non staff procurement takes place through the central Procurement 
Department, who also hold the budgets for such procurement.  Any requests for 
replacement furniture, equipment, consumables or other regular non staff purchases 
will be directed to this Department, who will then assess the need, and procure items 
as necessary against the most appropriate contract. 
 
Role of the Finance Department in Financial Control 
 

2.16 The Accountancy section provides the budgetary control function on a direct delivery 
basis to Command Teams and Department Heads, via a designated Accountancy 
Officer.  The Accountancy Officer provides monthly monitoring reports, including 
variance analysis, as well as financial forecasting and advice. 
 

2.17 It should be noted that the role of Finance, as with the role of other support services, 
is to assist and facilitate operational service delivery, not to create additional 
bureaucracy.  However, Finance is also responsible for ensuring that only absolutely 
necessary expenditure is incurred.  This becomes particularly evident in times when 
finances are limited.  This balance will be achieved by Accountancy Officers working 
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closely with Command Teams, identifying efficiencies and ensuring value for money 
is achieved. 
 

2.18 Under this structure, Operational Commanders receive monthly financial information 
on: 
 

- Overtime expenditure against budget, by section 
- Other budgets within their Command that do not otherwise fall to support 

services (e.g. forensics) 
- Any other relevant financial information 

 
2.19 Department Heads receive monthly financial information on: 
 

- Directly controlled expenditure by subjective category 
- Any other relevant financial information 

 
2.20 The above reports are presented monthly highlighting areas of concern and 

suggesting possible solutions. 
 

2.21 The objective expenditure analysis will provide Commanders and Department Heads 
with an overview of where their resources are.  This will assist operational decision 
making and resource realignment, and allow comparisons to be made with national 
benchmarking. 

 
b) FINANCIAL REGULATIONS 

 
2.22 The Police and Crime Commissioner and the Chief Constable have in place clear 

Financial Regulations, covering all financial related issues for the PCC and the 
Force.  These Regulations form part of the Corporate Governance framework for 
Dorset Police and the Office of the Police and Crime Commissioner.   
 

2.23 The Financial Regulations represent the overarching framework within which the 
financial matters of Dorset Police and the Office of the Police and Crime 
Commissioner will be managed.  This Financial Management Manual is subservient 
to the Financial Regulations, and is used to inform the Financial Instructions. 

 
c) SCHEME OF DEVOLVEMENT 

 
2.24 All budgets that are not held centrally by the Finance Department are considered 

devolved to the appropriate Commander or Department Head under the Force's 
Scheme of Devolvement.  The principal objectives of this scheme are:- 

 
(a) to assist the Force in the overall management of its financial resources; 
 
(b) to enable budget holders to manage the use of the available resources 

within their devolved budgets for the maximum benefit of the Force; 
 

(c) to match operational responsibility with financial responsibility; 
 

(d) to provide flexibility in the use of resources and the scope for local 
management; 

 
(e) to facilitate prompt and responsive local decision making and to provide 

an incentive for economy; 
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(f) to encourage longer term planning to meet identified local service needs 
and objectives; and 

 
(g) to stimulate a greater understanding of financial and managerial issues. 

 
2.25 The principal used in determining the most appropriate budget holder is who has 

influence over the budget outcome.  Commanders have access primarily to overtime, 
travel and subsistence budgets with resources such as officers, staff, vehicles and 
buildings supplied directly by the appropriate resourcing department.   A list of 
currently devolved budgets, and budget holders is held for Commands and Support 
Services. 
 

2.26 In practice, budget holders will often further devolve their budgets to members of 
their staff and will hold them accountable for the financial activity on those budgets.  
Year end over / under spends will, however, be examined at budget holder level. 
 
Suspension of Delegation  

 
2.27 In exceptional circumstances the Chief Constable may decide to suspend the 

delegated powers given to a budget holder and reassume day to day control and 
responsibility for finance.  This would apply exceptionally in cases where, in the Chief 
Constable’s opinion, a budget holder was failing to comply with the rules and 
principles of devolvement.  It would be for the Chief Constable, in liaison with the 
budget holder concerned, to form a remedial plan of action with a view to 
reintroducing full delegated powers to the budget holder. 
 

2.28 Considerable emphasis will be placed on the help and guidance to be made 
available, in particular from the budget manager, so that such a suspension of 
delegation would only be required in the most extreme circumstances. 

 
Budgets Outside Devolvement 
 

2.29 All other budgets are under the day to day control of the Finance Department.  The 
Chief Constable has ultimate responsibility for all budgets and may choose to 
devolve additional budgets in the future or withdraw the devolvement of currently 
delegated budgets.  It continues to be the aim of the Force's devolvement plan to 
only devolve budgets over which budget holders can have real and meaningful 
control.  If a budget holder seeks further devolvement he should contact the Head of 
Finance. 
 

d) FINANCIAL CODING 
 
2.30 The principle that all expenditure and income must be attributed to a financial 

analysis code is central to the integrity of our accounting system and records.  All 
expenditure has to be coded in order to allow us to produce statutory information (eg 
the main accounts, certain Home Office financial returns).  It is also vital to allow 
monitoring information to be provided in-house.  Any queries on the correct code to 
use should be referred to Accountancy Services. 

 
2.31 The financial analysis code system has been designed to allow costs to be attributed 

to budget holder level and to give additional information on the use the expenditure 
was put to.  A financial analysis code is broken down into two parts, account codes 
and cost centres, as shown below:- 

 



Not Protectively Marked 
Freedom of Information Classification – Open 

 

Financial Management Manual May 2013 Page | 8 

Account codes 
 

2.32 The chart of accounts used in Agresso is based on the CIPFA Draft National Police 
Chart of Accounts.  Account codes give the subjective classification of the transaction 
(journal, virement, invoice etc). They are five alphanumeric characters long and have 
a hierarchical structure within the coding to assist with interpreting them. 

 
e.g. G1201 – Gas, breaks down as: 
 
G – Premises 
G12 – Utilities 
G1201 - Gas 

 
2.33 The first one or two characters should be enough to determine if the code is in the 

correct area for the transaction. The following sections give details of each of the 
levels of the hierarchy.  
 
Level 1 
 

2.34 The first character gives the top level separation of the coding as shown in the table 
below. The most fundamental split is between codes starting with letters, which are 
the revenue codes used every day and those starting with numbers, which are the 
balance sheet codes and will rarely be used other than for the end of year 
accounting. 
 

2.35 A second key split to note is that within the letters, those starting R are for Income, 
those starting Y are for Capital projects and all others are revenue Expenditure. 
 
Level 1 Description 
Balance Sheet 

1 Non Current Assets 
2 Current Assets 
3 Current Liabilities 
4 Non Current Liabilities 
5 Unuseable Reserves 
6 Useable Reserves 

Revenue Expenditure 
A Pay & Employment Costs 
F Other Employee Expenses 
G Premises 
H Transport 
K Supplies and Services 
L Third Party Payments 
O Adjustments 
P Transfers to Reserves 
Q Reconciling Items 

Income 
S Net Budget Requirement 
R Grant, Trading & Reimbursement Income 

Capital 
Y Capital Projects 

 
2.36 Almost all common transactions will use account codes starting with letters A to L, or 

R. 
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Level 2 
 

2.37 The first two characters provide the next level of the hierarchy. These are primarily 
used to give a separation on the Balance Sheet codes and can be seen in the 
Appendix. For revenue codes Level 3 is the more useful next level of segregation. 
 
Level 3 
 

2.38 The combination of the first three characters of the code gives the separation 
between areas of spend at a useful summary level. For example vehicle repairs, 
officer pay, utilities, air support. The full list is provided in the Appendix but the 
headings for codes starting A-K are shown below as these will be the most 
commonly used accounts. 
 
 
 
Level 3 Description 
Pay & Employment Costs 

A11 Police Officer Pay 
A12 Police Officer NI 
A13 Police Officer Pension 
A14 Police Officer Allowances 
A15 Police Officer Secondment 
A16 Police Officer Overtime 
A21 PCSO Pay 
A22 PCSO NI 
A23 PCSO Pension 
A24 PCSO Allowances 
A25 PCSO Secondment 
A26 PCSO Overtime 
A31 Police Staff Pay 
A32 Police Staff NI 
A33 Police Staff Pension 
A34 Police Staff Allowances 
A35 Police Staff Secondments 
A36 Police Staff Overtime 
A41 Temporary or Agency Staff 
A61 Pensions Holding Account 

Other Employee Expenses 
F11 Restructure Costs 
F12 Industrial Tribunal Payouts 
F13 Training & Conference Expenses 
F14 Staff & Officer Recruitment Costs 
F15 Staff Welfare 

Premises 
G11 Repairs & Maintenance 
G12 Utilities 
G13 Rent & Rates 
G14 Cleaning & Domestic Supplies 
G15 Other Premises Costs 

Transport 
H11 Vehicle Repairs & Maintenance 
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H12 Vehicle Fuel 
H13 Vehicle Contract Hire & Operating Leases 
H14 Car Allowances & Travel Expenses 
H15 Air Support 
H16 Transport Insurance 
H17 Transport - Other 
H18 Marine Unit 

Supplies and Services 
K11 Office Equipment, Furniture & Materials 
K12 Catering Contracts 
K13 Clothing, Uniforms & Laundry 
K14 Custody Costs 
K15 Forensic Costs 
K16 Investigative Expenses 
K17 Police Doctors & Surgeons 
K18 Interpreters & Translators 
K19 Communications & Computing 
K21 Members Allowances 
K22 Insurance 
K31 Other Supplies & Services * 

 
* Note that all K codes starting K31 and above are categorised as Other Supplies & Services 

	
Level 4 
 

2.39 The forth level of the hierarchy is required primarily to give some further separation in 
the Premises, Transport and Supplies and Services codes, especially the Other 
Supplies & Services as shown below. 
 
Level 4 Description 

K310 Specialist Operational Equipment 

K320 
Emergency, disaster and contingency & business 
continuity costs 

K330 
Operational (non Police Premises) Security 
Costs. 

K340 Police Horses and Police Dogs. 
K350 Other Operational Expenses 
K360 Firearms Related Costs 
K370 Vehicle Recovery costs. 
K380 Stranded & stray related costs 
K390 Warrants & Permits 
K400 Risk Management 
K410 Court Costs 
K420 Legal Costs 
K430 Costs relating to Entertaining & Presentations. 
K440 Subscriptions & Licenses 
K450 Advertising (non staff) & Public Relations costs. 
K460 Consultants Fees 
K480 Grants & Donations 
K490 Treasury costs 
K510 Bank Charges including credit card fees 
K520 External / Internal Audit Fees 
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K610 Hotel Accommodation 
K620 Subsistence 

 
Level 5 
 

2.40 This is the lowest level of Account code and gives the actual code to be used for the 
transactions. The full list is provided in the attached document. 
 

2.41 For some of the pay related codes it was useful to keep the some of the characters 
consistent across several parts of the coding so that it was easier to identify similar 
spend. For example the basic pay, NI and pension codes have the same final digit for 
the three officer pay codes, PCSOs and staff, as shown below. 
 
Account Description 

A1101 Basic Pay ACPO 
A1111 Basic Pay Super/I 
A1121 Basic Pay Fed 
A1201 Officer NI ACPO 
A1211 Officer NI Super/I 
A1221 Officer NI Fed 
A1301 Pension Contribution ACPO 
A1311 Pension Contribution Super/I 
A1321 Pension Contribution Fed 
A2101 PCSO Basic Pay 
A2201 PCSO NI 
A2301 PCSO Pension 
A3101 Staff Basic Pay 
A3201 Staff NI 
A3301 Staff Pension 

 
2.42 Using the above for enquires you can easily get total costs for certain types of spend: 
 

A?1?1 – all basic pay 
A1?2? – all federated ranks pay costs 
A3?? – all staff pay 
(? = single character wild card) 

 
Cost Centre Codes 

 
2.43 The cost centre code is a mandatory code on all transactions. It identifies the 

business area or function to which the spend relates and therefore provides the 
objective analysis. All cost centres are linked to the correct code within the Police 
Objective Analysis to simplify the reporting nationally and internally in a consistent 
manner. 

 
2.44 Cost centre codes replace the existing Service and Unit codes and have been 

derived from them to provide some degree of continuity. (Note: Main codes in 
Agresso have been used to identify the location during 2011/12 and this has been 
replaced by a Location attribute on transactions for which the location is important 
information. Where location is not required it will not be shown as a field to enter). 
 

2.45 Cost centres are 5 characters, all numeric. The first two digits identify the main 
business area such as Territorial Policing, Support Services, Olympics etc and are 
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largely taken directly from the current Service codes. Thus codes starting 40xxx are 
Territorial Policing, 43xxx are Support Services. 
 
Cost 
Centre Description 

21xxx Capital Projects 
23xxx Capital Projects (Olympics) 
40xxx Territorial Policing 
41xxx Crime and Criminal Justice 
42xxx Communications and Contact Management 
43xxx Support Services 
44xxx Operational and Contingency Planning 
54xxx Olympics 
56xxx Police and Crime Commissioner 
61xxx Transport Holding Account 
66xxx Secondments 
71xxx Road Safe 
77xxx Regional Collaboration Holding Account 
89xxx Recoverable Operations 
93xxx Insurance Holding Account 
94xxx Lease Cars 

 
2.46 The last three digits give the more detailed business area or function and are derived 

in most cases from the current unit codes, but with the initial digit dropped. Thus 
territorial policing, neighbourhood policing (service 40, unit 3001) becomes 40001 
and support services fleet management (service 43, unit 3131) becomes 43131. A 
full current list is provided in the Appendix. 
 

2.47 There are three special cost centre codes. 
 

BALAN – used exclusively on all balance sheet transactions 
9999 – an error code 
ZZUNKNOWN – used in certain processes if the coding is unknown, which will 
route it via workflow for correction. 

 
2.48 Cost centre codes are more likely to change over time as the force structure changes 

or reporting requirements change. 
 
 

e) REVENUE AND CAPITAL 
 
Revenue 
 

2.49 Revenue budgets refers to those for ongoing annual expenditure and income, where 
the value associated with the expenditure or income is realised within one year.  So, 
for example, staff costs relate to the month for which payment has been made and 
are revenue costs.  The costs of fuel in vehicles has no longer term value, as it will 
be expended within the year in which it is purchased, so is revenue.  Similarly, 
purchases of consumable (such as stationery) are considered revenue, as are minor 
equipment purchases below the level of £10,000. 
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Capital 
 

2.50 Capital budgets relate to expenditure or income that add or remove value from 
Dorset Police’s balance sheet.  As a rule, purchases over £10,000 will be classified 
as capital.  This can include buildings, vehicles, IS hardware or software and 
equipment.  Similarly, sales of such assets will be treated as capital receipts.  
Maintenance of such assets will be considered revenue unless such expenditure 
adds overall value to the asset.  
 

2.51 The accounting procedure for capital expenditure differs from that of revenue 
expenditure.  The ACO retains overall control and virement powers over the capital 
budgets although the responsibility for controlling certain capital budgets is passed to 
certain budget holders. 
 

f) RESERVES, PROVISIONS AND BALANCES 
 

2.52 The Police and Crime Commissioner for Dorset is able to holds funding to one side to 
provide for future known or unknown liabilities 
 

2.53 The first of such funds are specific, or earmarked, reserves.  These are funds set 
aside for future potential requirements, such as future capital schemes, potential 
insurance claims, or to fund the costs of potential workforce changes.  The Police 
and Crime Commissioner’s approval is required before any transfer to or from such 
reserve is made. 
 

2.54 In addition, the Police and Crime Commissioner for more certain future requirements 
that represent a liability relating to prior years.  Examples of such a provision is the 
funding set aside for compensatory grant paid in April, but relating to the previous 
year. 
 

2.55 The final category of such funding is general balances.  General balances relates to 
an amount held as a contingency to cover unknown eventualities.  In policing the 
most significant example of such an eventuality would be a particularly significant 
major operation, that cannot be funded within the annual revenue budget.  General 
balances act as a contingency for such eventualities, where the occurrence of the 
event itself is unknown, as are any associated costs.  Similarly, general balances act 
as a contingency for other unexpected situations, for example the unexpected return 
of officers from externally funded secondments. 
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3. ACCOUNTANCY 
 

a)  BUDGETARY CONTROL 
 

3.1 The Agresso system is Dorset Police's prime accounting record and provides the 
mechanism for budget holders to monitor and control budgets.  As such, the 
information held on Agresso will necessarily be treated as correct.  Budget holders 
are therefore advised not to place reliance on stand-alone or paper records.  Details 
about the operation of Agresso are contained in the Agresso User Guides.  Advice on 
the use of Agresso can be obtained from the Accountancy Manager. 
 

3.2 Budgetary control involves regularly comparing actual to budgeted performance in 
order to identify as quickly as possible any budgets which may be going off course 
and which, therefore, require corrective action.  Monitoring reports are produced 
monthly by Accountancy.  Budget holders can use these reports as a trigger to 
examine their budgetary position.  Any significant overall variance should be 
investigated by the budget holder and explained and, where necessary, remedial 
action taken. 
 

3.3 If it is considered that a particular budget needs to be increased, virement should be 
sought before any overspending occurs.  Under no circumstances should 
expenditure be incurred without appropriate provision being put in place first. 
 

3.4 The budget monitoring may identify a number of variances across several budgets.  
Here, although each individual variance may seem relatively insignificant and 
manageable, they may produce an overall variance which is significant and 
unacceptable.  In such a case, the action necessary to exert tighter control will need 
to be taken over a wider front. 
 

3.5 When it has been necessary to take corrective action, targets should be revised 
accordingly and subsequent monitoring must take place to ensure that the revised 
plan is being achieved. 
 

3.6 Advice on virements, potential overspends and any aspects of budgetary control is 
available from HQ Accountancy. 
 

3.7 Dorset Police’s budget is prepared on a cash-limited (outturn) price base.  Once 
budgets have been approved, no supplementary estimates will be provided to take 
account of increases in costs.  It follows that unavoidable cost increases for which 
insufficient allowance has been made at budget time will need to be met by 
equivalent reductions elsewhere.  Any virements must be funded from within a 
budget holder's budgets unless a specific agreement has been reached to fund the 
virement from elsewhere. 
 

3.8 Arrangements for such a carry forward will be made on a case by case basis, and will 
be dependent on the financial context of the Force as a whole. 
 
Budget Strategy and Timetable 

 
3.9 Each year the Chief Constable presents the Medium Term Financial Strategy to the 

Police Authority covering the following financial year and the subsequent two to four 
years depending on the information available.  This strategy builds upon previous 
year’s strategies, taking account of the current local and national economic 
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environment, anticipated changes to funding and expenditure, and future operational 
requirements.   

 
3.10 The Financial Strategy directly supports three year Strategy and the annual Policing 

Plan, which are agreed by the Force and the Police Authority.   
 

3.11 The annual Policing Plan sets out the main policies and priorities for the year ahead.  
The financial implications of the plan will have been agreed between the Chief 
Constable and the Treasurer to the Police Authority.   
 

3.12 A detailed annual budget setting out the funding requirement for the following 
financial year is drawn up and presented to the Police Authority for their 
consideration.  This budget proposal will reflect the Chief Constable’s assessment of 
the necessary resources to deliver the Policing Plan for that year.  The Authority will 
then use this proposed budget requirement and other financial considerations to 
agree a budget for the next financial year, and set the precept to be levied upon the 
local authorities lying within the Force boundaries. 
 

3.13 The budget process for a financial year begins in September of each preceding year, 
with the draft budget proposal presented to the Police Authority in December.  The 
Police Authority will agree the final annual budget in February.  A detailed budget 
timetable is available annually on Budget Timetable.  Final budget figures relating to 
the following financial year for budget holders are available from late February 
onwards. 
 
 

b) BUDGET MONITORING 
 
Force Level 
 

3.14 Full monitoring of the overall police budget will be presented to the Force Executive 
Board monthly, commencing with the end of May monitoring, to allow any necessary 
remedial action to be taken as early as possible. 
 

3.15 Actual expenditure and commitments to date will be monitored against current 
budgets, and projected to the year end.  The reported monitoring will include current 
budget, actual and committed expenditure / income to date, projected expenditure / 
income to the year end and projected variance.  
 

3.16 The monthly report will include reasons for any significant projected variances, and 
action that will be taken, if appropriate, to address the variance.  The report will also 
include key information such as projected workforce numbers, capital programme, 
and objective analysis. 
 

c) VIREMENT 
 
3.17 Virement is defined as the ability to transfer sums from one budget head to another 

head, or to establish a new budget head, in order to meet planned expenditure needs 
in accordance with the policies and priorities of the service.  It ensures expenditure 
has funding attached and allows budget holders freedom in adjusting their overall 
budget during the year.   
 
Reasons for Virement and How it is Exercised 
 

3.18 Virement may be necessary for several reasons including for example:- 
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- to accommodate unforeseen cost increases; 

 
- to respond to a local requirement to provide a modified service, 

including via another budget holder, to that anticipated at budget time 
or to meet a particular situation; 
 

- as a means of utilising efficiency or other savings; and 
 

- as a means of benefitting from income generated. 
 

3.19 The exercising of virement is as free from restriction as possible.  Nevertheless, the 
Police and Crime Commissioner will agree a budget each year which reflects the 
policies embodied in the local Policing Plan and in the Budget Strategy.  It follows 
that in circumstances where a virement would mean that the underlying policies 
agreed by the Police and Crime Commissioner are changed, the approval of the PCC 
is needed.  Under the PCC's Financial Regulations the approval of the Police and 
Crime Commissioner is also required where virement is 'significant'.  'Significant' is 
defined as 10% of a budget, at CIPFA subjective analysis level, or £100,000, 
whichever is the lesser.  Given the procedures involved, such virements will take 
longer to process.  Expenditure must not proceed until the virement is approved. 
 
Procedures for Virement 
 

3.20 Accountancy Officers, in liaison with budget holders will identify the need for 
virement.  The Accountancy Officer will certify that there are sufficient funds available 
and input the virement onto Agresso. 
 

3.21 The Accountancy Manager will certify that the transfer is within financial regulations 
and decide whether the virement is significant and/or permanent, and authorise the 
virement as necessary 
 

3.22 Permanent virements will be signed by the Head of Finance and significant virements 
will be reported to the Police and Crime Commissioner in line with Standing Orders. 

 
d)  JOURNALS 

 
3.23 Virements are for the movement of budgets and are designed to adjust funds not yet 

spent.  Journals on the other hand move expenditure that has already taken place 
from one expenditure or income code to another.  Whilst coding errors should always 
be avoided, inevitably from time to time such errors will be identified and in such 
cases it will be necessary for a coding adjustment (journal) to be requested. 
 

3.24 Clearly, a request for such an adjustment must relate to the actual amount involved.  
It is not to be rounded to the nearest £100.  This procedure can be requested through 
Headquarters Accountancy. 
 

e) MAJOR OPERATIONS CONTINGENCY 
 
f) YEAR END PROCEDURES 
 

Timetable 
 

3.25 Each year a timetable is drawn up for the closure of the annual accounts.  The 
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timetable outlines the key dates to ensure a smooth process, and production of all 
relevant information.  A copy of the timetable is included at Appendix A. 
 
Purchase Ledger 

 
3.26 The allocation of expenditure to the correct financial year is a fundamental principle 

of Dorset Police's accounts. 
 
3.27 In February or early March of each year detailed instructions will be issued to budget 

holders regarding the end of year arrangements to be followed, the relevant dates 
which are applicable and the deadlines which must be met.  These arrangements are 
framed to achieve a smooth closedown and to ensure that all expenditure is properly 
allocated to the correct financial year. 
 

3.28 Please do not hesitate to contact the Accountancy Manager or a member of the 
Accountancy Team if any further information or guidance about the end of year 
arrangements is required. 
 

3.29 The following procedures are applicable:- 
 

3.30 In early March an up to date listing of outstanding orders which are held on the 
Purchase Ledger will be obtained by each budget manager (Accountancy Officer), 
who will monitor the listing carefully so as to ensure a smooth closedown process. 
 

3.31 A further schedule will be produced on 1 April detailing all outstanding orders at that 
point. 
 

3.32 One of the fundamental principles of accountancy is that of ‘matching’ by which costs 
(and income) must be charged to the period to which they relate.  As such, any 
member of the force who is aware of any cost or income that relates to the previous 
financial year must ensure the Finance Department are aware.  The Finance 
Department will then ensure the previous year accounts are adjusted to reflect this, 
either by posting the invoice directly to the appropriate year, or by making the 
necessary accounting adjustment to reflect the cost or income. 
 

3.33 However, it is equally important to ensure that costs or income relating to the new 
financial year are correctly reflected against that year.  The Finance Department must 
therefore be notified in the event that charges are due for services that may not be 
received until the new financial year.  There are unlikely to be many of these – 
services will usually be charged for after the service has been received.  However, 
there may be staged payment plans in place, or, in instances such as training, 
payment in advance may be required.  Goods will always be paid for after receipt of 
the goods. 
 
Cash Expenditure 
 

3.34  Petty cash expenditures for March are to be balanced as soon as possible after the 
last working day of the month.  The only ‘live’ cash account is held in the 
Headquarters Finance Department, and will be reconciled within the first week of the 
new year. 
 
Police and Police Staff Overtime and Allowances Claims 
 

3.35 Overtime and allowances claims in respect of overtime worked prior to 1 April, or 
allowances relating to the previous financial year, are a charge on the old financial 
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year. 
 

3.36  To assist in the smooth running of the closedown process, claims for such overtime 
or allowances need to be subject to early submission.  By so doing, claimants will 
also ensure that their claims are settled in their April pay. 
 

3.37  All claims in respect of overtime worked on or prior to 31 March, or allowances for 
the same period, must be submitted electronically by the deadline specified annually 
in General Orders. 
 
 Police, Police Staff and Special Constabulary Travelling, Subsistence and Other 
Expenses Claims 
 

3.38  As with overtime claims, strict deadlines for travelling and expenses claims need to 
be observed.  The electronic submission of all such expense claims, via the 
necessary supervision, must be made within the deadlines specific each year in 
General Orders. 
 
Stock 
 

3.39 At the end of each financial year, any material stock holding of consumable items 
purchased through the revenue accounts will be counted, recorded and costed, and 
the details passed on to the Finance Department within two weeks of the year end. 
 

3.40 The main stocks expected each year will be: 
 
- Uniforms 
- Stationery 
- Vehicle fuel 
- Vehicle parts 

 
3.41 The stocks may be counted on a rolling stock basis throughout the year where 

electronic records exist.  The purpose of such rolling stock takes will be to ensure the 
validity of the electronic records, in order that there is confidence in the year end 
recorded stock figures.  In such instances, a member of the Finance Department will 
attend the final stock count at the year end to ensure consistency of process, and the 
electronic stock record at the year end will be used in the final accounts.  Any 
variances between actual count and electronic records will be amended during the 
year on the electronic record, with variances formally adjusted.  Any variance in 
excess of 10% will be recorded to the Head of Finance. 
 

3.42 Other stocks will be counted once a year at the year end.  It is important that a 
member of the Finance Department is in attendance for at least part of this stock take 
to ensure consistence of process.  Stocks will be costed using the current value. 

 
Carry Forwards 
 

3.43 It is expected that budgetary allocations to Commanders and Department Heads will 
be fully utilised within each year.  However, in the event that an under or over spend 
occurs a carry forward facility will exist.   
 

3.44 Automatic carry forwards will only apply to variances on overtime, travel, subsistence 
and ‘operational fund’.  Such variances will be not be carried forward individually, but 
as one combined total for each budget holder as follows: 
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- A total variance that is an overspend will be carried forward in full to be 
allocated against the following year allocation for overtime, travel, subsistence 
and operational fund. 

- A total variance that is an underspend may be carried forward up to 2% of the 
original budget allocation in that year for Commands, and up to 1% for 
Departments. 

 
3.45 Requests for ‘specific carry forwards’ will be considered only on an exceptional basis.  

These specific carry forwards will relate to expenditure that is budgeted in one year, 
but will not be spent until the following year.  For each such request there will be 
clear reasons why the expenditure was not incurred in the year budgeted, and 
certainty of expenditure in the future year within in a reasonable timeframe.  The de 
minimis for requests for specific carry forwards will be £10,000. 
 

g) PROJECT COSTING 
 
 
h) POLICE OBJECTIVE ANALYSIS 
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4 PURCHASE LEDGER 
 
a) GENERAL 

 
4.1 The annual budget for Dorset Police is funded by a combination of grants and 

Council Tax income.  Each year the PCC for Dorset determines, in liaison with the 
Police and Crime Panel, the level of Council Tax required to provide an appropriate 
budget to deliver the PCCs annual Police and Crime Plan.  This decision attempts to 
balance to the funding required with the needs of the Council Tax payers of Dorset. 

 
4.2 The PCC sets the annual Police and Crime Plan within the context of an annually 

revised Three Year Strategy, and details the objectives for the Force for the coming 
year.   

 
4.3 All expenditure incurred by Dorset Police must therefore be in support the Police and 

Crime Plan – which will include operational, operational support and organisational 
support costs.   
 

4.4 The PCC delegates an annual budget to the Chief Constable, who is then 
responsible for deciding how best to use the annual budget to achieve the Police and 
Crime Plan objectives.  Any significant changes to the original budget must be 
reported back to the PCC for approval. 

 
4.5 The majority of Force expenditure relates to employment costs of officers and staff, 

such as pay, pension, allowances and so on.  Every post must therefore play a part 
in addressing the Police and Crime Plan objectives.  This also applies to variable 
costs of employment such as overtime. 

 
4.6 It is equally important that every penny of the remaining ‘non staff’ expenditure can 

be fully justified as addressing the requirements of the Police and Crime Plan.  This 
includes payments on invoices, cash, credit cards and expenses.  The Finance 
Department checks all requested payments before any expenditure is incurred and 
will query, and potentially not pay, any requests that cannot be justified in this way. 

 
4.7 Similarly, it is vital that value for money is achieved, and can be shown to have been 

achieved, in all expenditure.  Again, the Finance Department will query, and 
potentially refuse, any requests for payments, such as expenses, that appear to be 
excessive. 
 
The Police Fund 
 

4.8 All income that is received by the Force, regardless of source, is received into the 
Police Fund.  This includes grant income and similar funding, no matter who has 
provided the funding.  Any money received into the Police Fund may only be incurred 
on expenditure for appropriate policing activity. 
 

4.9 The PCC and Chief Constable are the custodians of public funds and have a 
statutory duty to ensure costs against the Police Fund, and the public purse as a 
whole, are kept to the minimum necessary to provide the required service.   They 
also have a statutory duty to ensure best value in all financial transactions. 
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b) NON PAY EXPENDITURE 

 
4.10 There are four main ways in which non-staff expenditure may be incurred – formal 

procurement, expense claims, cash, and Force credit card.  When and how each of 
these may be used is covered in detail below.  The overriding principle is that no 
expenditure will be committed without appropriate authorisation.  For the majority of 
cases, this will involve the raising of an official purchase order, via the Procurement 
Section, in advance of receipt of goods or services 

 
Formal Procurement 
 

4.11 When an officer or member of staff requires either goods or services, they should first 
contact the Purchasing Section by e-mail at .e-procurement detailing the 
requirement, timeframe, and clearly showing authorisation by the relevant inspector 
or above, or police staff equivalent.  The Purchasing Section will then consider the 
request, and, if appropriate identify the most cost effective procurement method.  If 
procurement from an external supplier is considered necessary, a purchase order will 
be raised. 

 
4.12 It should be noted that the Purchasing Section hold budgets for the replacement of 

existing goods (e.g. equipment, furniture, stationery) only.  They do not hold funding 
for new requirements.  Such requirements will be treated as growth and must be 
subject to an approved business case. 

 
4.13 This formal procurement route, with the raising of purchase orders in advance, must 

be considered the preferred mechanism for all procurement no matter how large or 
small.  Such procurement must be in accordance with the PCC’s Standing Orders on 
Contracts. 
 

4.14 For purchases where the expected cost will exceed £40,000 either as a one off cost 
or over the period of a particular contract, the South West Police Procurement 
Department will take the lead in all procurement matters.  If any officer or staff has 
such a requirement they should e-mail .e-procurement and a member of the regional 
procurement team will get back to them to discuss the requirement. 

 
4.15 The Purchasing Section must be informed of receipt of the goods or services in order 

that the necessary payment can be made.  The usual mechanism will be for the 
individual who takes delivery of any goods to update the financial system to indicate 
goods received.  Alternatively, an e-mail to .e-procurement confirming receipt of the 
goods or services and the name of the supplier will suffice. 

 
4.16 The supplier of the goods or services will then issue an invoice to Dorset Police.  All 

invoices received must show a valid purchase order number.  The invoice will be sent 
directly to the Purchasing Section who, on confirmation of goods or services received 
and existence of a valid purchase order, will process the invoice for payment. 

 
4.17 Invoices received for the purchase of goods or services that do not show a valid 

purchase order number will be treated as unauthorised expenditure, and will not be 
paid.  The invoice will be returned to the officer or member of staff who requested the 
goods or services to resolve. 

 
c) EXPENSES 
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4.18 The use of personal finance to purchase goods or services, including 
accommodation, is actively discouraged.  Such expenditure bypasses the normal 
control framework, presents risks, and may breach national mandation on 
procurement.  Therefore, any such expenditure is incurred at the employee’s risk, 
and the Finance Department will only pay claims for reimbursement where there is a 
clear need for the expenditure to have been incurred and no alternative purchasing 
route was available.  The Purchasing Section will endeavour to find alternative 
procurement routes for any necessary expenditure. 

 
4.19 The only exception to this is in respect of travel and subsistence.  Officers and staff 

are, under certain circumstances, entitled to recover the cost of meals up to a certain 
limit.  The cost of meals must not be excessive, and if deemed excessive claims will 
not be paid.  It must be noted that the cost of meals may not be claimed if taken 
within the Force area and within core duty time.   

 
4.20 The Force will also not pay for catering at internal meetings, training events and 

similar, unless approved in advance by the relevant superintendent or head of 
department.  Such approval will only be granted for events where there can be no 
reasonable expectation that external guests could provide their own food, or that 
external guests could not reclaim the cost of their food from their own organisation.  
The cost of such catering should be limited to £3.50 per head (2013/14) barring 
exceptional circumstances. 

 
4.21 In the event that officers and staff need to travel, prior authority must first be obtained 

from a line manager, and a request to travel made to the Organisational Helpdesk via 
.travel.  The Organisational Helpdesk will calculate the most cost efficient means of 
travelling.  This may be public transport, pool / hire vehicle or private vehicle.  Use of 
a private vehicle may only take place when: 
 
- The Organisational Helpdesk has agreed to use of the private vehicle 
- The officer or member of staff is appropriately insured for business use of their 

vehicle 
- A valid MOT certificate exists for the vehicle to be used 
- The officer or member of staff is prepared to use their own vehicle for business 

travel 
 
4.22 Mileage rate for use of private vehicles will be paid in accordance with the latest 

available PSC / PNB rates. In circumstances where the use of a private vehicle is not 
the most cost effective method of travelling, but the officer or member of staff prefers 
to use this method of travel, the rate paid will be the latest applicable ‘leased car’ 
rate.  The Organisational Helpdesk must be informed of this decision. 

 
4.23 Relevant receipts must be obtained in respect of all expense claims.  This will include 

recent fuel purchases in respect of mileage claims.  Receipts will be retained by the 
claiming officer or member of staff, and must be produced if required by the Finance 
Department.  The Finance Department will carry out routine checks on a percentage 
of claims made each month to ensure appropriate receipts have been retained.  
Expense claims found not to be accompanied by all necessary receipts will not be 
paid or, if necessary, payment already made will be recovered.  This is in accordance 
with Police Regulation (Regulation 35, Annex V).  The only possible exception to this 
is expenses in respect of covert operations, which should be claimed as detective 
expenses with an accompanying explanation of costs. 
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4.24 All expenses must have a valid business purpose. The Force will not reimburse or 
pay for expenses that are inherently personal in nature. Examples of expenses that 
will not be paid are shown below: 

- Toiletries 
- Child care costs 
- Any personal clothing   
- Parking or traffic fines 

4.25 All claims for expenses must be submitted within three months of the date to which 
they relate.  Claims received after this date will not be paid.  It is the responsibility of 
the claiming officer or member of staff to ensure the claim is authorised by their 
supervisor and passed for payment in the necessary time frame. 

 
Force Credit Cards 
 

4.26 Force credit cards are made available to a few officers and staff for use in emergency 
situations, where a formal procurement route is not available.  This will most usually 
relate to provision of out of hours accommodation, feeding and travel in support of 
operational activities. 

 
4.27 For all expenditure made on Force credit cards, a VAT receipt must be obtained, and 

must be sent to the Finance Department. 
 
4.28 Purchases of goods or services made on a Force credit card will be charged to the 

purchasing Command area, and justification must be provided as to why the 
purchase was not made via the Purchasing Section. 

 
4.29 Credit cards provide an opportunity for fraud by third parties and Force credit card 

holders are asked to contact HQ Finance at the earliest opportunity if unidentified 
expenditure appears on the statement. 

 
4.30 Any inappropriate expenditure charged to a Force credit card will be investigated by 

the Finance Department and will be charged to the card holder as a payroll deduction 
if considered inappropriate. 
 

4.31 Personal expenditure must not be incurred on Force credit cards.  
 

Cash 
 

4.32 The Force holds a limited supply of cash within the Finance Department at Force 
Headquarters, and at the Bournemouth and Weymouth Enquiry Offices when 
required outside office hours.   There are other specific cash balances held around 
the Force (e.g. within Custody and for the purposes of foreign national’s registration), 
but these are available for specific purposes only.  It should be noted that officers or 
staff will be personally liable for any Force cash in their possession.  

 
4.33 Cash is available only for emergency operational requirements where no other 

purchasing mechanism exists.  Officers or staff requesting the use of cash must have 
the authority of an inspector or above to do so.  Any cash used must be signed for, 
and unused cash returned with VAT receipts for the amount spent. 

 
4.34 Cash advances may be used in a similar manner to cash, but will be transferred 

directly into the individual officer or member of staff’s bank account.  Receipts must 
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be produced for any expenditure properly incurred, and any balance owed to the 
Force, including expenditure that is not evidenced by a receipt, will be deducted from 
the following month’s salary payment. 

 
4.35 As with credit cards, any inappropriate expenditure incurred with cash will be 

investigated by the Finance Department and may be charged to the responsible 
officer or member of staff as a payroll deduction if necessary. 

 
Ex Gratia payments 
 

4.36 The PCC Financial Regulations provide for a budget to be administered at the Chief 
Constable's discretion for ex gratia payments including personal injury, damage and 
loss of property.  Payments below £1,000 will be agreed by the Chief Constable.  The 
Chief Constable with the agreement of the Treasurer and the Chief Executive will 
seek the agreement of the PCC to payments above £1,000 or in a case involving 
particular sensitivities. 

 
4.37 Members of the Force are advised that they should not wear expensive watches, 

rings, etc., or carry valuable personal items such as mobile phones when on duty.  
An ex gratia payment may be made from police funds but such payments will 
normally be limited to a maximum of £25.  This is in accordance with the Force 
Standards of Dress and Appearance Policy. 

 
4.38 Claims for reimbursement of the cost of replacing or repairing lost or damaged wrist 

watches or other personal effects directly attributable to the exigencies of the Service 
will be considered in the light of the circumstances of each case.  Officers and 
members of staff claiming reimbursement should submit a report via their 
Commander or Department Head to the Head of Governance at Headquarters 
detailing the circumstances in which the loss or damage to personal effects occurred.  
Officers should provide supporting receipts or information to substantiate their claim 
for reimbursement, including the age of the item. 
 

d) ADVANCES 
 
e) CREDIT NOTES 
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5 SALES LEDGER 

 
5.1 Dorset Police are able to charge for certain services provided.  A schedule of current 

charges for specific services is included within the Force Financial Manual. 
 

5.2 In addition, Dorset Police may charge for policing events in accordance with national 
ACPO guidelines, based on the type of event (e.g. commercial, community), and the 
specific policing requirements.  The Finance Department will be able to provide 
advice in this respect. 

 
5.3 In every instance where chargeable services are provided the income for the 

services must be received before the services are provided to ensure no cost ends 
up being charged to Council Tax payers.  An invoice must be raised on the requestor 
of the services in all such instances. 

 
5.4 Cash and cheques are often received for certain services, such as training courses 

or firearms certificates.  There are specific processes in place to deal with such 
income, but officers or staff in receipt of any income should contact the Finance 
Department if uncertain. 
 
Debt Recovery Procedure 
 

5.5 In the event that invoices are raised and remain unpaid at their due date, the 
following action will be taken. 
 

5.6 The first reminder will be generated by Finance Officers on Agresso and sent out 23 
days after the date of the invoice.  This reminder is a copy of the invoice with a text 
stating that it is a reminder and requesting payment by the due date. The debt is not 
overdue at this stage – this is merely a ‘reminder’. 
 

5.7 The ‘final’ reminder is sent out a week after the invoice r was due to be paid,. It will 
be in the form of a letter requesting payment ‘by return of post’, and will be signed by 
the Senior Finance Officer. 
 

5.8 Any invoice remaining unpaid 7 days after the date of the final reminder letter will be 
dealt with as follows: 

 
• The debt will be assigned to a Finance Officer, who will then contact the debtor 

in order to chase up the debt. If appropriate, it may be the invoice requestor who 
completes this action. 

 
• If after a further 7 days the debt has not been paid and there is no indication that 

the debt will be settled in the near future, the debt should be referred to the 
Senior Finance Officer. 

 
• The Senior Finance Officer will then write a letter on behalf of the Force Solicitor 

warning that legal action will commence if the debt is not paid within 7 days. 
 
• During this period the Force must satisfy itself that all reasonable efforts have 

been made to recover the debt. 
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• If the payment is not received following the Force Solicitor’s letter, the debt will 
be referred back to the Exchequer Manager for review. Each debt to be 
considered on a case-by-case basis, with one of the following actions being 
taken: 

 
 Referral to the PCC’s Chief Executive to consider taking formal legal action. 
 

 Referral to the PCC’s Treasurer to consider a write-off. 
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6 PAYROLL 
 
a) GENERAL 

 
6.1 The Human Resources Department, under their Direct Delivery service model, have 

the responsibility for ensuring that authorised posts are filled as necessary.  This will 
include dealing with recruitment, abstractions, annual leave, sickness, and leaving 
processes.  They are also responsible for requesting payments of any appropriate 
allowances. 

 
6.2 The Human Resources Department also maintain an overtime policy, outlining the 

necessary authorisation process.  Overtime is a useful, flexible method of dealing 
with peaks in demand that can often occur in a policing environment.  It is however 
necessary that appropriate authorisation is in place before overtime is worked to 
ensure that alternatives have been considered before further expenditure is incurred. 

 
6.3 The Finance Department will pay officers and staff in accordance with their contracts, 

as provided by the Human Resources Department.  It is the responsibility of every 
officer and staff to check their monthly pay advice, and raise queries with the Finance 
Department as necessary.  Overpayments can occur and, barring truly exceptional 
circumstances, will always be recovered in full.  
 

6.4 The Finance Department adheres to a monthly payroll timetable in order to allow 
payment of salary to officers and staff on the last working day of each month.  

 
6.5 Police Regulations and the Police Staff Council Handbook are the legally enforceable 

policy documents specifying conditions and remuneration for officers and staff, and 
will always be complied with.  There is no discretion in respect of what may and may 
not be paid, and any payment made that is not compliant with these policies are 
acting beyond the legal powers of the Chief Constable, with potentially significant 
consequences. 
 

6.6 Overtime claims will be checked by the Finance Department before payment to 
ensure correct rates have been used and that claims are in accordance with Police 
Regulations and the Police Staff Council Handbook.   Any non compliant claims will 
not be paid, and will be returned to the claimant with an explanation of the error. 
 

6.7 Supervisors have a key role in ensuring compliance and are responsible for ensuring 
the accuracy and integrity of all types of claims.  Supervisors must therefore check 
carefully all claims they receive for authorisation and return any claims that are 
incorrect to the recipient. 
 

6.8 Some key issues that officers and staff must be aware of in respect of overtime and 
allowances claims are listed below: 
 

Police Officers 
 

- Officers must not submit / authorise duplicate claims for overtime or unsocial 
hours allowance.  Overtime already claimed is clearly visible on +OT, and within 
the history of claims made.  

- Officers must not claim for the first half hour of casual overtime on each of the 
first four occasions worked in a week. This also applies if time in lieu is claimed 
instead of payment. 
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- Officers must ensure the hours claimed in respect of overtime is totalled 
correctly. 

- Officers must ensure that if they choose to have time in lieu in preference to 
payment of overtime that the time in lieu bonus is reflected accurately on the 
overtime form. Casual and planned overtime is compensated with fifteen minutes 
bonus for each completed period of forty-five minutes. 

- Supervising officers must route overtime claims to the correct authorising officer 
of the rank of inspector or above. 

- Supervising officers must ensure time held on cards does not exceed 60 hours 
for any officer, and must actively seek to reduce hours held for those already 
above this limit. 

- Officers must submit unsocial hours claims that accurately reflect the hours 
worked, and must not submit claims that have been pre populated without 
ensuring they accurately reflect the hours actually worked. 

- Officers must ensure that overtime hours claimed are accurate and are only for 
each completed period of fifteen minutes. 

- Officers must ensure that all claims are authorised and submitted within three 
months of the date to which the claim relates.  Claims received after this date will 
not be paid.  It is the responsibility of the officer to ensure the clam is authorised 
by their supervisor and received in Finance within the three month timescale. 

- Officers should only submit one claim of each type per month. 
- Officers must ensure that their claim reaches Finance by the 8th of the month for 

guaranteed payment. 
 

Police Staff 
 

- Staff must ensure that meal breaks are correctly reflected in overtime claims. 
- Staff must ensure that hours claimed are accurate and rounded to the nearest 

five minutes. 
- Staff must ensure that all claims are authorised and submitted within three 

months of the date to which the claim relates.  Claims received after this date will 
not be paid.  It is the responsibility of all staff to ensure the clam is authorised by 
their supervisor and received in Finance within the three month timescale. 

- Staff should only submit one claim of each type per month 
- Staff must ensure that their claim reaches Finance by the 8th of the month for 

guaranteed payment. 
 

Financial Advice to Individuals 
 

6.9 The Dorset Police Finance Department is responsible for the maintenance of the 
financial systems and budgetary control within Dorset Police.  This role will include 
the provision of advice to budget holders and others in respect of the finances of 
Dorset PCC.  It will also include providing financial information, such as estimates of 
pay and pensions, to individual officers or staff. 

 
6.10 However, members of the Finance Department are not permitted to provide personal 

financial advice to individual officers or staff.  It is the responsibility of every officer 
and member of staff to obtain their own financial advice in respect of any decision 
they need to make, for example tax or financial planning.  If such advice is sought it 
will not be provided. 

 
Taxable Benefits 
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6.11 Any personal benefit derived from an officer or staff’s employment with Dorset Police 
will be treated as a taxable benefit, and may therefore be subject to the payment of 
tax by an individual. 

 
6.12 Examples would include the provision of meals (excluding subsistence), treatment 

received by Occupational Health, such as physiotherapy, and travel payments in 
excess of the taxable allowance.  It should be noted that treatment that relates to an 
injury on duty is not taxable. 

 
6.13 The Finance Department will complete a form P11D at the end of each financial year 

to account for any taxable benefits, which may affect the following year’s tax code for 
officers and staff. 
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7 PENSIONS 
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8 PROCUREMENT AND PURCHASING 
 
8.1 All requests for the purchase of goods or services should be directed to the 

Purchasing Section.  A requisition form is available on the Purchasing intranet site to 
be completed and submitted to the .e-procurement mailbox for all purchasing 
requests 

 
8.2 Once a request is received by the Purchasing Section, they will: 
 

• Challenge the request.  This will enable the Purchasing Officer to fully 
understanding why the requested goods or services are required.  This may 
involve direct challenge by raising questions of the requestor.  If necessary, 
requests may be declined at this stage. 

 
• Confirm a source of funding.  The Purchasing Section holds the majority of non 

staff budgets held by the Force, with the exception of Transport, Estates and 
LDU.  The budgets relate primarily to ongoing expenditure such as replacement 
equipment, consumables, maintenance contracts and so on, rather than to new 
requirements.  The Purchasing Manager will be able to advice on an appropriate 
source of funding.  No purchases will be made for which a source of funding is 
not available. 

 
• Identify the appropriate source for the goods or services.  Once a need has been 

established, the Purchasing Officer will determine the best method of meeting 
that need.  It may be through re-cycling existing Force goods (e.g. furniture), it 
may be through a low level low value one off purchase, or it may be through an 
existing contract.  Higher value procurement will be routed through the South 
West Police Procurement Department who carry out such procurement on behalf 
of four of the regional forces, including Dorset. 

 
• Place an order.  When it is clear that there is a need, a source of funding has 

been identified, and the goods or services have been sourced, a purchase order 
will be raised. 

 
8.3 It should be noted that any invoice received relating to the purchase of goods or 

services for which no official purchase order exists will not be paid, but will instead be 
forwarded to the individual who requested the goods or services for them to resolve 
directly with the provider. 

 
a) STANDING ORDERS ON CONTRACTS 
 
8.4 Dorset Police’s formal approach to procurement is set out in the Standing Orders on 

Contracts.  This document sets out financial limits which will apply to the requirement 
for formal quotations to be obtained, and for full tender exercises.   
 

8.5 The Standing Orders on Contracts clarify the role of the Chief Constable and Police 
and Crime Commissioner in ensuring value for money in procurement is achieved.  If 
there is any doubt, of in the event of queries regarding the procurement process. The 
Purchasing Section will be pleased to help. 
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b) SOUTH WEST POLICE PROCUREMENT DEPARTMENT 
 
8.6 The South West Police Procurement Department (SWPPD) will take the lead on all 

procurement in excess of the limit set out in the Standing Orders on Contracts 
(currently £40,000).  

 
8.7 The Department is hosted by Devon & Cornwall Constabulary on behalf of four 

regional forces – Devon & Cornwall, Gloucestershire, Wiltshire and Dorset.  They 
have teams of procurement specialists and staff who will ensure legal procurement of 
major items and contracts, with the aim of driving consistency and value across the 
region. 
 

8.8 Any request for major procurement should be directed in the first instance to the 
Purchasing Section, who will ensure someone from the SWPPD is involved.  No 
procurement will be authorised without the necessary budget being in place. 

 
c) CREDIT CARDS 
 
d) CASH 
 
e) USE OF FORCE RESOURCES 
 
8.9 The main resource available to the Force is the workforce of officers and staff.  There 

are established processes to ensure that the Force uses its workforce to address the 
priority areas, and achieve value for money in doing so. 

 
8.10 However, aside from workforce, the PCC owns and makes available to the Force 

numerous resources which Dorset Police use as Force resources ranging from 
premises, vehicles, computers and equipment to furniture, stationery and clothing. 

 
8.11 Some of these items are issued directly to individuals (e.g. uniforms, airwave 

terminals etc.) but the majority are held centrally for use as deemed appropriate.  All 
Force resources are ultimately the property of the PCC, having been purchased from 
Force funds using public money, and may only be used in furtherance of the Police 
and Crime Plan, as set out at paragraph 3.3.   
 

8.12 It is therefore the responsibility of all officers and staff to ensure that Force resources 
are treated appropriately to ensure maximum benefit may be obtained from them.   
 

8.13 It is also important that Force resources are not used for personal or private 
purposes, including charitable events.  Force resources are also only insured for 
business use. 

 
8.14 Officers and staff are responsible for the resources made available to them, and will 

be held accountable for any misuse or loss. 
 

8.15 Any Force resource that has reached the end of its useful life must be disposed of 
appropriately in accordance with Force Financial Regulations.  No Force property 
must be sold, donated or otherwise taken into private use without the express 
permission of the Director of Finance. 

 
f) ASSET REGISTER AND INVENTORIES 
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8.16 The Force maintains schedules of all assets purchased and in use across the Force 
area.  The Asset Register records all capital assets, and the Force Inventory records 
all non capital assets.  The Finance Department is responsible for maintaining both 
the Asset Register and the Force Inventory. 

 
8.17 Capital assets are those that will maintain a significant value for more than one year 

and must be reflected on the PCC’s year end balance sheet.  Buildings, vehicles and 
computers all fit into this category, as does equipment with a significant initial value 
(in excess of £6,000) that is anticipated to be in use for more than one year.  All 
acquisition and disposal of capital assets must be reflected on the Asset Register. 

 
8.18 For each capital asset there will be a designated responsible Command or 

Department.  The Estates and Building Services Department is responsible for all 
Force premises, the Transport Department for all Force vehicles, and so on.  
However, individual users of these assets are accountable for them for such time as 
they are in use. 

 
8.19 The Force also maintains a separate Inventory of all non capital assets.  This 

Inventory will cover all items of value below the level of a capital asset.  This will 
include individual items of furniture and minor items of equipment.  As a rule, items 
with a purchase cost of over £200, or that are desirable / portable goods should be 
reflected on the Inventory. 

 
8.20 Annual checks of the Inventory will be carried out to ensure all items of value are 

properly accounted for. 
 
Bids for Additional Resources 
 

8.21 In the event that any officer or member of staff has need to request additional 
resources, a business case should be drawn up, which should identify the 
requirement, the costs over a five year period and the benefits to be derived from 
these resources.  The business case must be agreed by the appropriate 
superintendent or department head prior to submission. 
 

8.22 Each business case will be reviewed by the Business Change Team in the first 
instance.  The business case will, if agreed, then be progressed through the 
Resource Control Board. 
 

g) STOCKS AND STORES 
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9 OTHER FINANCIAL ISSUES 
 

a) PARTNERSHIP FINANCE 
 

9.1 The PCC and, on occasions, the Force, may enter into partnership arrangements 
with outside agencies in order to best meet the requirements of the Police and Crime 
Plan.  Such arrangements can clearly be beneficial to the performance of the Force 
in the appropriate circumstance. 
 

9.2 Partnership arrangements can involve the receipt of funds in return for services, or 
the payment of funds into a partnership.  In both instances it is essential that when 
such arrangements are entered into the position in respect of finances is made clear.   
 

9.3 The majority of partnership arrangements will be dealt with through the Office of the 
PCC.  However, if any officers of staff are considering new partnership 
arrangements, or extensions / amendments to existing arrangements, it is essential 
that details are provided to the Finance Department before such arrangements are 
finalised.  The Finance Department will then liaise with the Office of the PCC as 
necessary in this respect. 
 

9.4 For further information on partnership finance, including a definition of partnerships, 
please see the Partnership Policy. 
 

b) SPONSORSHIP 
 

9.5 A sponsorship arrangement occurs where one party provides funds, resources or 
services in return for a commercial benefit – most usually advertising or promotional 
activity. 

 
9.6 The Force does not provide financial sponsorship to external organisations or events.  

There may be occasions where the Force or the PCC supports external events that 
have a clear link to the policing priorities set out in the Police and Crime Plan, but this 
will not be on the basis of sponsorship but rather partnership arrangements. 

 
9.7 The Force does, however, occasionally enter into sponsorship arrangements where 

sponsorship is provided from external organisations.  An example would be a third 
party purchasing an asset for the Force in return for advertising rights in connection 
with that asset, such as a logo on the side of a sponsored vehicle, or goods provided 
for use in a planned operation in return for publicity at the end of the operation.   

 
9.8 There are two main implications of sponsorship – financial and reputational.  

Financially, even if no money physically changes hands, sponsorship arrangements 
have to be accounted for correctly, to include the treatment of VAT.  Sponsorship 
arrangements also have to be carefully considered to ensure they are appropriate for 
Dorset Police to take part in.  A misjudged sponsorship arrangement could clearly 
have a significant impact on the reputation of the Force. 

 
9.9 A sponsorship policy is therefore in place that should be read by any officer or 

member of staff considering either seeking or entering into a sponsorship 
arrangement.  A sponsorship application must also be made and approved.  
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c) DONATIONS 

 
9.10 The Force may accept donations, including financial donations, from third parties, but 

the use of such funding must be consistent with the PCC’s policy in this respect.  As 
a general rule, financial donations will be paid into a non police fund, such as the 
Benevolent Fund, or the Police Property Act Fund, and distributed in accordance with 
the rules of that fund. 

 
9.11 The Force will not make donations to external charities or organisations, unless 

made through voluntary and unofficial or semi-official funds.  The only exceptions to 
this will be donations to third party organisations that are considered to contribute 
towards the achievement of the annual Police and Crime Plan.  Such donations will 
not exceed the assumed value of this contribution, and will be agreed by the PCC. 

 
f) THEFT, MISAPPROPRIATION OR FINANCIAL IRREGULARITY 

 
9.12 The PCC and the Chief Constable will not tolerate fraud or corruption in the 

administration of their responsibilities, whether from inside or outside.   
 
9.13 Expectations of propriety and accountability are that the PCC and employees at all 

levels will lead by example in ensuring adherence to legal requirements, rules, 
procedures and practices. 

 
9.14 Any police officer or member of police staff who has reason to suspect or believe that 

any theft, misappropriation or other financial irregularity has occurred, is required to 
report the matter immediately to the Assistant Chief Officer.  Where the 
circumstances so warrant, the Assistant Chief Officer in consultation with the Chief 
Constable shall then refer the matter to the Treasurer to the PCC. 

 
9.15 The Dorset Police Anti Fraud and Corruption Strategy is to be complied with in every 

case. 
 
 

g) INSURANCE AND RISK MANAGEMENT 
 

9.16 The responsibility for the implementation of the arrangements for insurance and risk 
management is delegated to the Chief Constable.  These arrangements are 
approved by the PCC on the advice of the Treasurer to the PCC and contained within 
the Dorset Police Risk Management Strategy 

 
9.17 The following insurance cover is provided under the arrangements agreed with the 

Insurer:- 
 
 (i) Material damage. 
 (ii) Business interruption. 

(iii) Theft. 
(iv) Employer’s liability. 
(v) Public/products liability. 
(vi) Fidelity guarantee/theft by employee. 

 (vii) Motor. 
 (viii) Officials indemnity (errors and omissions). 
 (ix) Excess liability cover. 
 (x) Marine insurance. 
 (xi) Engineering inspection. 
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 (xii) Computer. 
 (xiv) Terrorism. 
 
 Motor Cover 
 Following an incident involving a police vehicle, an insurance form must be 

completed and forwarded to the Insurance Officer at Headquarters within 72 hours of 
the incident.  It is important that all parts of the form are fully completed including a 
full description of the incident. 

 
 In the event of any uninsured loss, arrangements are operated to endeavour to 

recover the losses to Dorset Police. 
 
 Other Covers 
 Any matter connected with other covers should be channelled through the Insurance 

Officer at Headquarters in the first instance.  It is essential that all incidents or 
activities which may give rise to any insurance liability are reported immediately to 
the Insurance Officer or the Head of Governance. 

 
 Self Insurance Fund 
 The PCC gains best value for money by carrying a significant level of self insurance.  

Therefore, it has been necessary to establish a significant self insurance fund from 
which claims under the insurable limits will be met.  All managers, supervisors and 
members of staff through their exercise of due care can assist in minimising the 
demands on the insurance fund. 

 
h) TREASURY MANAGEMENT 

 
I) VOLUNTARY AND UNOFFICIAL / SEMI-OFFICIAL FUNDS 

 
9.18 The Chief Constable is responsible for the operation of voluntary and unofficial funds 

which do not form part of the police fund but which are controlled by an officer of the 
Force.  

 
9.19 Such funds will include the Dorset Police Welfare Fund and the Dorset Police 

Benevolent Fund.  There are also a number of semi-official funds in operation within 
the Force, such as the Sports Club, Social Clubs, Senior Officer’s Mess, and Dorset 
Police Male Voice Choir. 

 
9.20 Any new voluntary, unofficial or semi-official fund must be approved by the Chief 

Constable.  A definition of voluntary funds is ‘an account held either in the name of 
Dorset Police or a fund managed by a member of Dorset Police for the benefit of 
Dorset Police Force or employees’ which is outside of the Police Budget allocation.  If 
in doubt, please contact the Finance Department.   

 
9.21 No officer or member of police staff has the authority to set up a new bank account 

relating to activity of Dorset Police without the express approval of the Treasurer to 
the PCC.  This will include bank accounts relating to voluntary and unofficial funds. 

 
9.22 At the end of each financial year, the Secretary of each fund must forward for the 

information of the Chief Constable an Annual Governance Return detailing a copy of 
the audited signed accounts, and minutes of the meeting at which they were 
approved.  It will also provide details of officers elected or appointed to administer the 
fund for the forthcoming year. 
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9.23 For the purposes of accounting and audit, funds will be divided into three groups as 
below.  In addition, at the end of each financial year, the Secretary of each fund must 
forward for the information of the Chief Constable an Annual Governance Return 
detailing a copy of the audited signed accounts, and minutes of the meeting at which 
they were approved.  It will also provide details of officers elected or appointed to 
administer the fund for the forthcoming year.   
 

 National Funds 
 
 These funds will be audited in the manner prescribed by the National Organisation 

and a copy of the audited accounts forwarded to the Director of Finance 
 
 Voluntary Funds or Social Events (annual turnover exceeding £1,000) 
 
 These accounts are to be submitted for independent scrutiny by the force Finance 

Department or an external professional body.  In the case of funds, audited accounts 
are to be forwarded to the Finance Department at the end of the financial year.  For 
social events they should be forwarded to the Finance Department as soon as 
possible after the event and, in any case, not later than six weeks after the event. 

 
 Small Funds, Collections or Social Events (turnover not exceeding £1,000) 
 
 These accounts are to be certified as correct by the appropriate superintendent or 

department head, and filed locally.  They need not be forwarded to Headquarters. 
 
 It should be noted that nothing in these rules shall apply to small tea funds or clubs 

having the express purpose of providing tea, coffee or snacks to members of a 
section or office, subject to a maximum turnover of £1000 per annum. 

 
i) AUDIT 
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10 RETENTION OF FINANCIAL RECORDS 
 
 The periods of retention detailed below are applicable.  It should be noted that where 

a period of years is shown, this relates to the complete period following the end of 
the financial year to which the record relates. 

 
10.1 RECORDS TO BE RETAINED PERMANENTLY 
 
 Accounts Memoranda - Policy 
 Salaries Kalamazoo Records 
 Tender Books 
 Contracts and Agreements 
 Superannuation Records 
 Loan Records and Correspondence 
 
10.2 RECORDS TO BE RETAINED FOR 6 YEARS 
 
 Inventories (6 years after the last entry) 
 Salaries - Adjustment Books 
 Salaries - New Start Books 
 Grant Claim Forms and Supporting Papers 
 Backup Copies of Computerised Accounting Records 
 
10.3 RECORDS TO BE RETAINED FOR 3 YEARS 
 
 Bank Paying In Books 
 Cheque Book Counterfoils 
 Imprest Account Vouchers 
 Petty Cash Ledgers (including copy Ledgers) 
 Imprest Expenditure Returns 
 Imprest Account Bank Statements 
 Overtime Claim Forms and Time Sheets 
 Travelling and Expenses Claim Forms 
 Purchase Ledger Invoices 
 Cash Book Listings 
 Manual Receipt Books 
 Cash Receipting Transaction Lists 
 Cash to Bank Listings 
 Catering Vouchers and Voucher Books 
 Payrolls 
 Monthly Pay Changes Files 
 Purchase Ledger Update Reports 
 Cash Collection and Sales Ledger Update Reports 
 Journal Update Prelists 
 General Ledger Update Reports 
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APPENDIX A 

End Of Year Closedown 2012/13 Timetable 
 

April Responsible 
Tuesday 
2nd 

Current period in Agresso DOES NOT CHANGE. Stays at 
201312 

 

 
Default period for the following transaction types is changed to 
201401 under Agresso Common > Fixed Registers > Posting 
Cycles 
AR (Accounts receivable), CB (Cash Book) and ST (Stores) 

Accountancy 

 List of Provisional Creditors produced and sent to relevant 
Departments for checking and returning to HQ 

Accountancy 

 Fuel, Vehicle Parts, Uniform and Stationery Stock as at 31 
March to be completed and returned to Accountancy 

Transport / 
Stores 

Friday 5th March 2013 Transport recharges to Accountancy Transport 

  
 

Monday 8th Deadline for Police Staff Overtime /Police Officer overtime & 
expense claims to HQ Exchequer (include Specials/Volunteers) 

Exchequer 

 Final bank rec received from DCC to be worked on 
Exchequer 

Tuesday 
9th 

Deadline for receipt in Accounts/Procurement of old year 
2012/13 invoices  

Exchequer / 
Procurement 

 Final requests for 2012/13 Sales Invoices to Exchequer Departments / 
Divisions

Weds 10th Final cash collection -Weymouth Exchequer 

Thurs 11th Final cash collection – Bmth/Poole Exchequer 

 Cash receipting to be done for 2012/13 Exchequer 

Friday 12th 
 Final payment run 2012/13 Exchequer 

 Final banking of 2012/13 Exchequer 

 Return Manual Creditor form to Accountancy () Division / 
Departments

 Return of provisional Creditor listings to Accountancy (Division / 
Departments)

Division / 
Departments

Monday 
15th  

Resource Control Group – preliminary outturn reports for budget 
holders required 

Accountancy 

 Current period in Agresso CHANGES to 201401. 
Accountancy 

 
Default period for the following transactions changed BACK to 
201312 
GL (G l L d )

Accountancy 

 2013/14 invoices can now be entered Exchequer / 
Procurement

Monday 
22nd

Final PAYE payment to HMRC for 2012/13 Exchequer 
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Friday 26th Overtime creditors to be entered Accountancy 

 Final devolved outturn reports to budget holders by this date Accountancy 

 Preliminary outturn report for FEB (29th) Accountancy 

   

   

May 
 

Wednesday 
1st

Current Period in Agresso changed to 201402 for ALL 
transactions

Accountancy 

Friday 3rd All holding accounts to be balanced Accountancy 

Monday 
13th Draft outturn figures to be available for checking Accountancy 

Sunday 
19th Deadline for filing Employer Annual Return online to HMRC Exchequer 

Monday 
20th

Force Executive Board – draft outturn figures / report to be 
produced for this date ??

Accountancy 

Friday 25th All ledger accounts to be balanced Accountancy 

Friday 31st Accounts to be finalised in draft form Accountancy 

 Period 201300 to 201312 to be closed. Any subsequent journals 
in the old year to be posted to 201313 

Accountancy 

 Must have issued P60’s to all employees Exchequer 

June 
 

 Provide draft figures to MCCD to put into new accounts format 
(Accountancy) ??

 

 Deadline for production of accounts for submission to PCC 
(Accountancy) ??

 

 OPCC meeting to agree the accounts (Accountancy) ??  

 July  

6 July File P11d, P9d and P11d(b) and give copy to employee – 
HMRC 

Exchequer 

22 July Class 1A NICS must be paid to HMRC Exchequer 
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APPENDIX B 
SPONSORSHIP POLICY 

1. GOVERNANCE 
 
1.1 It is acceptable for Dorset Police to obtain gifts, loans, support and sponsorship to 

assist in the furtherance of policing initiatives up to the maximum limit permitted by 
statute. Under the Home Office Financial Management Code of Practice, any UK 
Police Force is entitled to accept gifts, loans and sponsorship up to an equivalent 
value of 1% of the Force annual budget: any transactions in excess of 1% will result 
in the Force losing grant. As there also exists a statutory requirement to annually 
publish all such transactions to the satisfaction of external auditors it is clearly 
necessary to closely monitor sponsorship throughout Dorset Police. 

 
1.2 This document sets out the policy of the Police Authority in relation to Section 93 of 

the Police Act 1996, as provided in section 3.1 above. 
 
1.3 The Police Authority delegates to the Chief Constable discretion to accept gifts, loans 

or sponsorship within the guidelines set out by this policy document. 
 
1.4 The Police Authority requires the Chief Constable to refer all gifts, loans and 

sponsorship above £20,000 value in any single year or above £50,000 value in total, 
to them for approval, before they are accepted. 

 
1.5 The Police Authority requires the Chief Constable to maintain a central register of all 

sponsorship initiatives and agreements, including their market value. This register will 
be made available to the Treasurer and Clerk of the Police Authority whose 
responsibility it will be to demonstrate, to the satisfaction of the external auditor, that 
its record provides a suitable account of the extent to which such additional 
resources have been received. 

2. GUIDELINES 
 
2.1 Sponsorship is defined as the voluntary provision or donation of funds, goods or 

services to promote or assist in developing initiatives and activities of the Dorset 
Police which can be regarded as enhancing or extending the standard service.  
There may be benefits to the sponsor, in which case taxation issues may arise. 

 
2.2 Dorset Police will adopt a proactive approach in seeking sponsorship in pursuance of 

best value through partnership opportunities in support of non- core activities.  This 
will enable the Force to release funds in support of core functions and deliver added 
value by funding non-core activities which are a key factor in meeting our objectives. 
 

2.3 When to accept: 
 
• when the service provided by the Force will be extended or enhanced;  
• when the source has "well intentioned" reasons for wishing to support specific 

projects; and/or  
• when assistance is primarily for non-core projects/activities and supports the 

strategic aims of the Force.  
 

2.4 When not to accept: 
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• when endorsement is sought in order to gain preferential treatment in supplying 
goods or services. (Care should be taken to ensure that it is not perceived by 
others as seeking preferential treatment.);  

• when the support may influence the direction of a policy or operation;  
• when the support is of limited benefit in policing terms;  
• when the support has attached conditions;  
• when the support may involve the Force in additional costs; and/or  
• when the support is offered by an inappropriate sponsor.  
 

2.5 Points to Note: 
 
• Priority must always be given to the needs of the Force.  
• Care must be taken when accepting/rejecting offers from more than one 

company in a competing market.  
• The Force must be aware of the risk of becoming dependent on support that 

could be withdrawn.  
• If the supplier’s logo is displayed on publicity material, it must not detract from 

the purpose of the supported project.  
• VAT must be accounted for if the Force provides clearly identifiable return 

benefits. The supplier must be made aware of this when discussing 
arrangements.  

• ALL sponsorship MUST be referred to the Accountancy Manager, Force 
Headquarters prior to acceptance.  

• Details of gifts, loans, support and sponsorship should only be those related to 
services provided by Dorset Police, e.g. support provided to a Neighbourhood 
Watch Scheme would not need to be collated.  

 
2.6 Appendix B lists some examples of acceptable and unacceptable sponsorship. 

 
2.7 If in doubt about intended Sponsorship activity ask yourself the questions below. If 

the answers are negative* then seek to research the project some more. 
 
  YES NO 

Should the force be carrying out this activity?  * 

Does it fit within the force guidelines/policies/procedures?   * 
Will the public perception of this activity be positive?   * 
Is this activity likely to benefit Dorset Police's reputation?   * 
Have the risks been identified and evaluated?   * 
Will the action supplement budgets for frontline policing and 

provide best value for public investment?   * 

Is it known with whom to consult within Dorset Police regarding 
the issue?   * 

 
 
 
 
Internal consultation 
 

2.8 Specialist service managers must be consulted prior to entering into any agreement 
to ensure that all issues have been properly identified and considered. For example, 
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the Transport Manager should be consulted prior to all sponsorship arrangements for 
vehicles, and the expertise of an IS representative should be sought prior to entering 
into any agreements relating to information technology. These specialist service 
managers may also be of assistance in valuing the support received. 
 

2.9 The Accountancy Section, Force Headquarters should be contacted with any queries 
relating to setting up arrangements. Accountancy must be contacted with any queries 
relating to VAT status.  
 
Terminology to be used 
 

2.10 Care must be exercised in the choice of words used to describe the relationship that 
exists between Dorset Police and any sponsor/supporter/partner or supplier of 
external funds. 
 

2.11 Supported by: This should be used where an initiative, or part thereof, has received 
financial or 'in kind' support forming a minority of the overall scheme. In most cases 
this will be the appropriate choice and in all cases is the 'safe' option. Variations on 
‘Supported by’ such as ‘supporting’; ‘working together’; ‘working with’; ‘Working for a 
Safer Dorset’ etc are permissible, particularly in cases where such use better fits the 
vehicle shape, display space or commercial requirements. If questions arise please 
discuss with the Accountancy Manager, Force Headquarters. 
 

2.12 Other phrases are generally to be avoided. These include: 
 

• Sponsored by 
• Partnership / Association 
• Jointly working towards 
 

2.13 Sponsored by: This infers a total coverage of cost and a consequential financial 
relationship between the parties. It is also indicative of total endorsement - a 
contradiction of Force regulation. This will rarely be applicable and should never be 
used without first consulting the Accountancy Manager, Force Headquarters. 
 

2.14 Partnership/Association: These words can denote a legal relationship (ie The 
Dorset Police & A.N. Other Partnership or The Dorset Police/A.N. Other Association) 
where the consequence could be shared ownership of assets and liabilities. This too 
is indicative of total endorsement and contrary to current regulations. There may be a 
situation, however, where A.N. Other is "Working in Partnership (or Association) with 
Dorset Police" - an acceptable circumstance. Care, therefore, must be used in 
phrasing so as to avoid misunderstandings surrounding potential liability etc. Where 
doubt exists seek advice from SP Head of Business Development and/or Head of 
Corporate Communications. 
 

2.15 Jointly working towards: This infers partnership and an equal share in an outcome. 
Whilst this may well be a statement of fact the 'wordy' nature of the phrase is not 
conducive to 'badging' of vehicles or promotional print items. Whilst no direct 
restriction is in place for use of this phrase it is recommended only for printed 
proposals, working papers, presentations, press statements etc. 
 
VAT Implications 
 

2.16 If as a condition of external support the Force provides clearly identifiable return 
benefits to the supplier, then VAT must be accounted for.  If something is given 
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unconditionally and without recognition there will be no supply for VAT purposes. If 
the Force does not give or do anything in return for the sponsor's support it is not 
making a taxable supply and the sponsorship (whether of money, goods or services) 
can be treated as outside the scope of VAT. 
 

2.17 The value placed on the taxable supply would include any additional costs, such as 
maintenance, servicing and MOT, in the case of vehicles. The VAT charged to the 
sponsor will be the current applicable rate of the value of the supply. The supplier will 
be able to reclaim the VAT amount on their VAT return, so no additional costs are 
actually incurred by the sponsor. A VAT only invoice would need to be raised to the 
supplier, using the "invoice request form" found on the Intranet under 
Departments/Finance/I want to find a document/Invoice Request. Please send the 
completed invoice request form to .Exchequer who will process the request. 
 

2.18 Appendix B provides further information on the VAT implications. 

3 SPONSORING OTHER ORGANISATIONS 
 
3.1 Dorset Police will not sponsor or endorse other organisations. This includes allowing 

the use of the Dorset Police crest or other insignia or the use of the force name other 
than where a formal partnership or joint working arrangement already exists. 

4 APPROVAL PROCEDURE 
 
4.1 All applications for acceptance of sponsorship must be via a completed A433 (03/10) 

form (see Appendix C). 
 
4.2 It is the responsibility of the person applying for approval to provide full and sufficient 

details upon which a decision can be made. This includes details of the arrangement, 
how it aids force objectives, details of the sponsor, what is expected of the force, 
what the value of the sponsorship is and what the VAT implications are. This may 
require consultation with other departments in the force. 
 

4.3 Incomplete details will delay the processing of the application. 
 

4.4 The process for seeking approval is to send a completed form to the Divisional or 
Departmental Command team. If considered suitable by the command team it should 
be forwarded to Accountancy, Force Headquarters where it will be assessed and 
passed to the correct level for a decision. 
 

4.5 Sponsorship up to and including £10,000 or equivalent benefit in-kind can be 
approved by the Head of Finance. The authority of the Assistant Chief Officer will be 
sought for potentially contentious arrangements or whenever the Head of Finance 
believes it necessary. 
 

4.6 Sponsorship in excess of £10,000 and up to and including £20,000 will be referred to 
the Force Executive Board. 
 

4.7 Sponsorship over £20,000 value in any one-year, or lasting more than one year and 
totalling more than £50,000, will be referred to the Police Authority. 
 

4.8 This approval process will typically mean a month, or longer, between receipt of a 
completed application and the official approval. This time scale should be allowed for 
prior to engaging in any discussions relating to sponsorship. 
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4.9 Electronic submission of the form to Accountancy, via email, is acceptable provided it 

originates from the divisional command team. 
 
 

       APPENDIX A 
 

EXAMPLES OF ACCEPTABLE AND UNACCEPTABLE  
SPONSORSHIP WITHIN THE GUIDELINES 

 
Example 1 
Local businesses offer support in the form of prizes and funds to produce publicity material 
to a Division organising a competition for young people  
 
Acceptable within the guidelines.  
 
Example 2 
An organisation offers to provide a vehicle to the Force providing it is only used in a 
particular locality  
 
Unacceptable within the guidelines in that the operational discretion of the Chief Constable 
may be compromised. However, if negotiations allow for a wider use, even though it may be 
mainly used in a certain area, this may be acceptable.  Any ongoing liability should also be 
considered. 
 
Example 3 
An organisation offers to provide the Force with a vehicle providing its logo appears on the 
side. No stipulation is made as to how the vehicle is to be used.  
 
A number of points have to be considered, but the offer is acceptable provided that:  
 
 i)  The wording and design of the logo do not imply a police endorsement or detract 

from the vehicle's purpose; 
 
 ii)  Future running costs are either met by the sponsor or can be provided within the 

budget; 
 
 iii)  The Force does not become dependent on the vehicle to the extent that if a 

replacement is required at the end of its life it cannot be provided for from existing 
budgetary provisions or by further sponsorship; 

 
 iv) As suggested in the offer itself, the Chief Constable decides how the vehicle will be 

used; and 
 
 v)  Consideration is given to the dignity of the Force. For example, it may be 

inappropriate for a brewery to sponsor a vehicle because of the implications in 
relation to drink drive campaigns. 

 
Example 4 
A Company offers to provide a vehicle for conversion into a crime prevention advice unit 
 
Acceptable within the guidelines providing due consideration is given to the cost of 
conversion i.e. will the company also provide the funding for that or, if it is to be met from an 
existing budget within the Force, is still feasible? Consideration must also be given to the 
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future operating costs.   
 
Example 5 
A computer manufacturer offers to provide computer equipment in exchange for stating "... 
as used by Dorset Police" in its adverts.  
 
Whilst there is an endorsement this is by way of association only and the offer would be 
acceptable provided the equipment met the requirements specified by the Force. 
Considerations discussed in other examples also apply.  
 
Example 6 
A company offers to donate computer equipment to the Force on the proviso it can make 
reference to the fact the equipment is endorsed by Dorset in its publicity material.  
 
Unacceptable within the guidelines in that no sponsorship agreement should be used to 
endorse a sponsor's product, as this implies a warranty or guarantee.  
 
Example 7 
A company offers to provide the costs of publicity material for a particular campaign 
providing its logo appears therein.  
 
Acceptable within the guidelines providing that the logo does not detract from the overall 
message of the material.  
 
Example 8 
The same circumstances as 7 above but in addition the company wishes to enclose some of 
its own publicity material.  
 
Unacceptable within the guidelines, unless the Force has a veto over the content of the 
material, as there could be an implied endorsement by the Force of that company's product.  
 
Example 9 
A company donates a sum of money to the Dorset Police with no restrictions on how the 
money should be used but on condition that the company may refer in its own advertising to 
being a sponsor of Dorset Police.  
 
Acceptable, if the company falls with the guidelines of a 'suitable company', and the style 
and place of advertising is subject to police control. The donated money must be used to 
provide additional services.  
 
Example 10 
An example of appropriate wording on material provided from sponsors:   
 
Deemed to be advertising and hence liable for VAT: 
 

KINDLY PROVIDED BY OUR SPONSORS  
HIGH STREET MOTORS 
YOUR LOCAL FORD DEALERS 

 
Deemed an acknowledgement, therefore VAT exempt: 
 

KINDLY PROVIDED BY OUR SPONSORS  
HIGH STREET MOTORS 
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APPENDIX B 

 
VALUE ADDED TAX IMPLICATIONS 

 
1. Introduction 
 
1.1  The VAT treatment of sponsorship depends on the terms under which the 

sponsorship is provided. 
 
1.2 If as a condition of sponsorship the Force provides clearly identifiable benefits in 

return then VAT must be accounted for. 
 
1.3 Partnership arrangements in support of Crime & Disorder and local community 

safety plans are not regarded as sponsorship and will generally fall outside the scope 
of VAT.  If in doubt, please contact the Accountancy Section on 01202 223676. 

 
1.4 It is important to deal with VAT issues early in the sponsorship process. If you think 

at there is a benefit to your sponsor arising from the initiative you are undertaking, 
contact the Accountancy Services Section.  It is much easier to deal with the VAT 
before agreements are reached as to the precise nature of the sponsorship. 

 
2.  Sponsorship on which each Force must account for VAT 
 
2.1  If something is supplied to a sponsor in return for their sponsorship the Force is 

making a taxable supply. It makes no difference how the sponsorship is described; 
what counts is the reality of the terms under which it is provided. If the sponsorship is 
provided on condition that the Force supplies clearly identifiable benefits in return 
(such as publicising the sponsor's business or products, or making facilities available 
to the sponsor) the Force must account for VAT. The publicity may be, for example:  

 
  •  An event, concert or display named after the sponsor;  
 
 •  The sponsor's name being incorporated on a police vehicle, crime prevention 

caravan or tracksuit worn by a police team or schools liaison officer.  
 
  In such cases the Force must account for VAT on everything received under the 

sponsorship agreement.  
 
3.  Donations  
 
3.1  If the Force does not give or do anything in return for the sponsor's support there is 

no taxable supply, and the sponsorship (whether of money, good or services) can be 
treated as outside the scope of VAT.  

 
3.2 To be treated as outside the scope of VAT the sponsor's support must be entirely 

voluntary and must secure nothing whatever in return. This can apply even though 
the Force may have a general understanding as to how the contribution is to be 
used. If the Forces only acknowledgement of the sponsor's contribution is a simple 
mention in a programme or annual report, and nothing else is required, it is still 
outside the scope of VAT. But if the contribution is made on condition that the 
sponsor's name or trading style is advertised or promoted, or that the sponsor 
receives some form of benefit such as "free" tickets or preferential booking rights or a 
"free" advertising slot in the programme, then it is consideration for a taxable supply 
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and the Force must account for VAT on it (see paragraph 6).  
 
3.3  This applies regardless of whether the Force has a written contract with the sponsor. 

Therefore the Force will always have a written contract, which will usually be in the 
form of a letter indicating mutual obligations.  

 
 
3.4 If a sponsor gives a donation in addition to providing the Force with sponsorship 

under a sponsorship agreement, it can exclude the donation from the amount on 
which the Force account for VAT provided that:  

 
•  It is clear from any agreement that the donation is entirely separate from the 

sponsorship; and  
 
•  The amount of sponsorship is realistic in relation to the benefits provided to the 

sponsor.  
 
  If, however, the Force provides the benefits to a sponsor on condition that the 

sponsor gives the Force the donation, it is part of the consideration for the supply, 
and it must include it in the amount on which the Force account for VAT.  

 
 4.  Donation of Goods 
 
4.1  True donations of money, or of services, are outside the scope of VAT. But if the 

Force receives a donation (or gift) of goods and the donor is registered for VAT, the 
donor must account for VAT on the cost of the gift.  For the purposes of your 
business you can reclaim this VAT as input tax subject to the normal rules. VAT 
Leaflet 700/35 "Business Gifts" sets out the position.  

 
4.2 Goods given in return for services are a form of barter - see paragraph 6. 
 
5.  Newspaper and Magazine Competitions - Donation of Prizes 
 
5.1  If the Force newspaper runs a competition and prizes are donated for it, there may 

be a general understanding that the donor will benefit from some publicity as a result. 
However, provided that the Force is under no specific contractual obligation to 
provide advertising or publicity in return for the donor agreeing to provide the prize 
then the Force are not making a supply of advertising to the donor, and it need not 
account for VAT. The donor treats its supply of the prize as a business gift (see 
paragraph 4.1).  

 
5.2  However if the Force has a clear contract, under which the donor provides the prize 

on condition that the Force provides the advertising, it is deemed as making a 
taxable supply of advertising to the donor and the Force must account for VAT on 
this (see paragraph 6.6). The donor, if registered, must account for output tax on the 
open market value of the prize.  

 
6.  Accounting for VAT 
 
6.1  The Force must normally account for VAT on everything received under a 

sponsorship agreement, including anything which is to be distributed as prizes, paid 
over as expenses to a third party, or which secures benefits (such as "free" tickets) 
for the sponsor  

 



Not Protectively Marked 
Freedom of Information Classification – Open 

 

Financial Management Manual May 2013 Page | 49 

6.2 Where the Force receives goods or services from the sponsor in return for services 
under the terms of the sponsorship agreement, this is a form of barter and there are 
two separate supplies. The sponsor must account for VAT on the value of the goods 
or services he supplies to the Force, and the Force must account for VAT on the 
open market value of the services supplied to the sponsor. This will normally be 
accepted as being equivalent to the value of the goods or services received.  

 
6.3 Where the agreement provides that the amount of money the Force will be paid 

depends, for example, on how successful we are, the Force must account for VAT on 
the actual amount received.  

 
6.4  The Force must issue any VAT registered sponsor with a tax invoice for the amount 

on which we are accounting for VAT. The sponsor can then reclaim the VAT as input 
tax subject to the normal rules. If the Force agreed the amount without reference to 
VAT then it must treat it as VAT inclusive, unless it is made a separate charge for 
VAT.  

 
6.5 VAT leaflet 701/41/90 - Sponsorship gives further advice. The local VAT Inspector 

will give advice on specific problems. 
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APPENDIX C 
 

CREDIT CARD GUIDELINES 
 
1. INTRODUCTION 
 
1.1 The funding available to Dorset Police is public money, and as such there is a clear 

responsibility to ensure that appropriate financial controls are in place on its use.   
 
1.2 A central Purchasing Section (.e-Procurement) is in place as the first point of contact 

for all requests to purchase goods and services.  There are limited exceptions to this, 
which are detailed in these guidelines.  This includes the use of credit cards for 
certain specified purchases. 

 
1.3 The Force has access to a limited number of credit cards.  The use of these cards is 

necessarily limited due to the need to ensure strict financial control in the use of 
public money. 

 
1.4 The purpose of this guide is to outline the Force Credit Card scheme and the 

responsibilities associated with it. 
 
2. ISSUE OF CARDS 
 
2.1 The issue of Force Credit Cards will be at the discretion of the Head of Finance, who 

will also have the discretion to cancel them as necessary.   The Force Credit Cards 
are only to be used to purchase goods and services on behalf of Dorset Police for 
which no other purchasing facility exists. 

 
2.2 Force Credit Cards will be made available to the following posts: 
 

- Control Room Critical Incident Inspectors 
- Purchasing Officers 
- Travel Help Desk Operators 

 
2.3 Under the Company Barclaycard regulations Force Credit Cards can only be issued 

to named individuals, not to post titles, and therefore the Force Credit Cards will be 
made available to individuals within the above posts.  

 
2.4 If there is a clear operational need for an extra card, a request can be made to 

.Exchequer outlining the reason for the request and how long the card will be 
required for.  The request must be endorsed by the relevant ACPO lead.  The Head 
of Finance will consider each application, with particular regard to financial control 
and alternatives to the issue of a credit card. 

 
2.5 New Force Credit Cards will be sent directly to the Finance Department from 

Company Barclaycard.  The cardholder will then be required to collect and sign for 
the new card in person. 

 
2.6 If any cardholder leaves the employment of Dorset Police, or moves to a role where 

the card is no longer required, the cardholder must inform .Exchequer immediately.  
The Force Credit Card must be cut in two through the ‘chip’, and the two halves 
returned immediately to the Finance Manager.  
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3. USE OF CARDS 
 
3.1 The card must be used in line with the instructions detailed in this guide and the 

Company Barclaycard Cardholder application form, which must be signed by 
cardholders. 

3.2 The Force Credit Card scheme with Company Barclaycard is designed to help deal 
with some administration purchases, pre-booking flights, and on-line purchases etc, 
where a credit card purchase is the most appropriate method of purchase. 

 
3.3 Where a payment is required, the use of a credit card should only be considered 

when the following options are not available: 
 

- Raising an official purchase order to be followed by an invoice from the supplier. 
- Supplier providing a purchase invoice in the absence of an official order 

(although an official order should be raised as soon as possible after the event). 
 
3.4 The Head of Finance may require at any time the return of the card, suspension of its 

use or cancellation in the event that the cardholder fails to comply with the guidelines 
set out below. 

 
3.5 Each time that expenditure is incurred on a force credit card; it is essential that a 

VAT receipt be obtained and attached to the claim form, (a Credit Card receipt alone 
is not sufficient). This will enable VAT to be reclaimed by the Authority. 

 
3.6 Expenditure for which no VAT receipt is provided will be automatically 

assumed to be private expenditure and will be deducted from the cardholder’s 
monthly pay at the earliest opportunity. 

 
3.7 For audit purposes each time a transaction takes place on the Force Credit Card it 

must be recorded on a monthly claim form.   This must be reconciled to the monthly 
statement that is sent out around the 24th of each month. 

 
3.8 The credit card is intended for business use only, and use of Force credit 

cards for solely private expenditure is not permitted.  However, it is accepted 
that occasionally private expenditure is incurred as part of expenditure incurred for 
primarily business purposes (for example if a hotel bill contains alcoholic drinks and 
private meals).  In these circumstances the cardholder must identify the private 
element when submitting the claim form, and the full private expenditure, including 
VAT, will be deducted from the cardholder’s monthly pay at the earliest opportunity. 

 
3.9 Each claim form must include: 
 

• Details of any private expenditure. 
• Sufficient details on the activity / purpose of all expenditure. 
• All claim forms must be signed and dated by the cardholder, authorised by their 

line manger and are subject to checking and certification by HQ Finance. 
• A total figure for expenditure, which must balance to the individual credit card 

statement.   This statement will be e-mailed to each cardholder on a monthly 
basis (around the 25th of the month). 

• All receipts must be attached. 
 
3.10 If a payment on a Force Credit Card cannot be verified by the cardholder, it will be 

assumed that it is a fraudulent payment and the card will be stopped. 
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3.11 The claim form and relevant VAT receipts must be returned to the Finance 

Department within TEN days of the statement date, to enable payment within 
fourteen days 

 
3.12 if the completed claim form and receipts are not received within ten days of the 

statement date resulting in a late payment and or interest charges, such 
charges will be deducted from the cardholder’s monthly pay at the earliest 
opportunity. 

 
3.13 Under the Force Credit Card Agreement the Cards must not be used for: 

  
• Cash withdrawals 
• Employment payments 
• Payments to agencies 
• Personal services 
• Financial services 
• Parking or other fines 
• Gifts - including to members of staff (i.e. when off sick) / members of the public 
• Staff entertainment – including meals where only Dorset Police personnel are 

present 
• Purchase of food for the card holder – this must be incurred privately and an 

expense claim may be made for reimbursement in order that tax is properly 
accounted for 

• Items that Dorset Police already have a contract for (i.e. stationery or IS 
equipment) 

  
3.14 Please remember that this is public money and purchases on the Force credit card 

should reflect this.  
 
3.15 Where the Cardholder is unsure whether a purchase is suitable for the Force Credit 

Card they should check with the Finance Manager before making the purchase. 
  
3.16 Items purchased should be entered on the Force inventory where appropriate.  

Details of what should be recorded are available in Section 5 of the Force Finance 
Manual; this is available on the intranet. 

 
4. CREDIT LIMIT 
 
4.1 The credit limit applicable to each card will be determined by the Finance Manager in 

liaison with the requesting cardholder.  The sum of the individual card limits can not 
exceed an overall credit limit available to Dorset Police. 

 
4.2 If there is an operational need for a change in credit limit for an individual card, a 

request can be made to .Exchequer outlining the reason for the request.  The request 
must be endorsed by the Divisional Commander / Head of Department. 

 
4.3 In an emergency situation, the Exchequer Manager or Head of Finance can authorise 

an amendment to the individual limits by contacting the Company Barclaycards 
Helpdesk.  An emergency request can be made by telephone, but should be backed 
up by a confirmation e-mail, appropriately endorsed, at the earliest opportunity. 

 
4.4 Contact numbers for out of hours for both the Finance Manager and Head of Finance 

can be found on +DPR. 
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5. SECURITY AND HOUSEKEEPING OF CARDS 
 
5.1 The cardholder is responsible for the safekeeping and security of their card at all 

times and must be kept in a safe and secure place. 
 

5.2 The cardholder alone is authorised to make purchases on their own card.  They may 
not delegate the responsibility of using the card to another person. 

 
5.3 On receipt of the card the cardholder must sign the back of the card immediately with 

a ballpoint pen. A PIN number will be received separately from the card, and it is the 
responsibility of the card holder not to share the PIN number with anyone else. 

 
5.4 If a card is believed lost, stolen or subject to fraudulent use, it is the responsibility of 

the cardholder to immediately contact: 
 
 Company Barclaycard 01604 230230 (24 hours) 
 
5.5 Fraudulent use includes unexpected charges appearing on the statement, but would 

also apply if the security of the PIN number is (or is believed to be) compromised. 
 
5.6 The cardholder must then inform .Exchequer so that the appropriate paperwork can 

be dealt with. 
 
5.7 When a Force Credit Card has been stopped a replacement card will be 

automatically ordered and sent to the Finance Manager for collection by the 
cardholder.  This can take up to 5 working days. 

 
5.8 For further information concerning fraud and the measures the Credit Company is 

taking to combat it, you can visit their Website at www.companybarclaycard.co.uk 
 
5.9 Because of the amount of “cardholder not present” purchases credit card companies 

have introduced a “Card Security Code”. The Card Security Code is the final three 
digits printed over the top of the signature strip.  The Cardholder may be asked to 
quote this number together with the full statement address for telephone and Internet 
purchases. 

 
Statement Address   

Dorset Police Force Headquarters 
Winfrith 
Dorchester 
Dorset  
DT2 8DZ 
 

5.10 Misuse of the Force Credit Card will result in its withdrawal, and the cardholder 
may face disciplinary action. 

 
5.11 Card usage will be monitored and cards that have not been used for significant 

periods of time may be cancelled at the discretion of the Finance Manager. The 
cardholder will be notified of such a decision. 

 
 
If you have any questions about the Force Credit Card please contact the Finance 
Department on 700 3799, or e-mail .Exchequer. 
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APPENDIX D 

 
OVERPAYMENTS PROCEDURE 

 
 

1. Procedure: 
 
1.1 Any definite or potential overpayment identified should be referred to the Finance 

Department at the earliest opportunity.  The Finance Department will then check 
whether an overpayment has been made.  It is the responsibility of every employee 
to check their own payslip and remittance advice slips for expenses to ensure they 
are correct. 

 
1.2 The Force will seek to recover every confirmed overpayment in full, regardless of 

who is responsible for the error. 
 
1.3 As soon as the Finance Department becomes or is made aware of an overpayment, 

the following procedure will be followed: 
 

 Immediate action will be taken by the Finance Department to ensure that the 
overpayment does not continue. 

 
 If the overpayment has been discovered otherwise than being reported by the 

employee, the Finance Department will contact the employee concerned to 
explain that an overpayment has occurred, how and why this has happened, the 
full amount of the overpayment (gross and net), and the timescale for recovery. 

 
1.4 Recovery of overpayments will be made on gross pay basis in line with the following 

timescales: 
 

 Overpayments relating to a one-off error in one previous month’s pay (i.e. 
incorrect amount of overtime paid) will automatically be recovered in full in the 
following month’s pay. 

 
 All other overpayments will be recovered over the same period that it was paid 

(i.e. if the overpayment took place over 12 monthly payments, it will be recovered 
over the following 12 months in equal instalments). 

 
1.5 If the recovery of the overpayment on the above basis is likely to cause particular 

financial hardship to the employee, they may submit a report to the Exchequer 
Manager to request repayment over a longer period.  Similarly, if an employee 
wishes to reduce the period over which repayment is made, this can be arranged with 
the Exchequer Manager. 

 
1.6 Any employee repaying an overpayment who leaves the Force will have the full 

amount owing at that time deducted from their final salary. Where this is not possible, 
an invoice for the outstanding amount will be sent to the employee for payment within 
30 days. 

 
2. Disputes 
 
2.1 If the employee wishes to dispute the recovery of an overpayment they should submit 

a report to the Exchequer Manager to consider the facts including copies of any 
relevant documentation. Relevant information to include would be a rationale 
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explaining why they were not aware of the error, that they had genuine reason to 
believe the payments made were correct and that they have substantially changed 
their lifestyle on the assumption that the increased amount of pay received was due 
to them and in all the circumstances, it would be unjust to recover the overpayment. 

 
2.2 If the matter cannot be easily resolved, the Force Solicitor will be consulted for 

advice. If the Force Solicitor is satisfied that recovery of the overpayment would not 
be unlawful in accordance with the Employment Rights Act 1996, the Exchequer 
Manager will arrange for repayments to commence from the employee’s pay. The 
employee will be given notice of this action. 

 
2.3 If the employee still disputes the overpayment they should seek their own legal 

advice. 
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APPENDIX E 

 
SUBSISTENCE POLICY 

 
Policy and rates for reimbursement of meals and accommodation 
 
The following guide and published rates are applicable to all employees of the Force. 
 
The term ‘employees’ used in this policy applies to both police officers and police staff 
unless otherwise specified. The rates for the Special Constabulary can be found at 
paragraph 14. 
 
All employees are able to claim reimbursement for expenditure they have incurred in 
accordance with these guidelines provided the expenditure is: 
 

(a) necessary; 
(b) reasonable; 
(c) additional; and 
(d) backed by an itemised receipt. 

 
 
1. Meals and refreshment in the course of daily periods of duty 
 
Employees are expected to make provision at their own expense for meals and refreshment 
in the course of their daily period of duty whether or not they are engaged at their normal 
place of duty.  This will include planned overtime. 
 
 
2. Employees retained on duty beyond their daily period of duty 
 
a) This applies to retention at short notice and not to planned overtime. 
 
b) Employees who are retained on duty beyond their daily period of duty for 5 hours or more 
and necessarily incur additional and reasonable expenditure on meals or refreshments will 
be able to claim reimbursement for the additional costs up to the published maximum 
amounts.  If it is not possible to take a meal break during the overtime, a meal or 
refreshments may be purchased on the way home however it is expected that such 
purchases will be of a reasonable nature (for example; a take away or ready meal). 
 
c) HM Revenue & Customs’ rules dictate that these reimbursements are subject to tax and 
National Insurance deductions if the individual is within 5 miles of their centre of duty. Claims 
can only be made by individuals and must not be made on behalf of other officers. 
 
d) Taxable claims must be made on the ‘blue A38B’ claim form and must be supported by a 
valid receipt detailing the expenses that are being claimed. 
 
 
3. Training  
 
a) In Force 
 
i) Employees will not normally be able to claim any reimbursement for meals or subsistence 
when attending planned training courses within Dorset. 
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ii) If a training course or event is held away from force premises for unavoidable reasons, 
then meals and refreshments may be provided at if deemed necessary by the organiser (i.e. 
there are no facilities for attendees to store their own food). However due to the potential tax 
implications this must be approved in advance by the Exchequer Manager. 
 
b) Out of Force 
 
Employees attending courses out of the county may claim reimbursement for the cost of 
meals and refreshments up to the published maximum amounts. Claims must be supported 
by a valid VAT receipt. 
 
 
4. Probationers and transferees 
 
During the initial training period, the place of posting (Headquarters or Bournemouth) will be 
considered to be the place of duty and therefore any traveling and subsistence expenses 
may only be claimed if any other location has to be attended. 
 
5. Out of Force duties 
 
Employees undertaking out of Force duties who necessarily incur additional and reasonable 
expenditure on meals or refreshments will be able to claim reimbursement for the additional 
costs incurred up to the published maximum figure.  All claims must be supported by a valid 
receipt detailing the expenses that are being claimed. 
 
6. Foreign travel 
 
Worldwide subsistence rates are available on the Finance intranet site. These rates are set 
by the Foreign and Commonwealth Office. 
 
Exchequer Services can provide foreign currency if given at least one weeks notice.  
 
 
7. Accommodation Expenses 
 
a) In October 2009 the Force implemented the Expotel hotel booking system, each 
department and division has nominated persons with access (usually within divisional 
administration). This is now the only method of booking accommodation. 
 
b) Claims must not include the reimbursement of alcoholic drinks or other sundry items that 
are to be paid for directly by the officer concerned at their own expense (for example laundry, 
personal telephone calls, newspapers, toiletries etc). The out-of-pocket expenses payment 
detailed at paragraph 13 is intended to cover such items. 
 
c) Any personal costs incurred as a consequence of the employee being away from home on 
business travel will not be reimbursed (for example, additional childcare costs).  
 
d) Divisional Travel Officers should be contacted in advance for advice and where 
possible to make arrangements for travel, feeding and accommodation at direct Force 
expense.  This avoids the need for officers to incur expenses and the need to claim 
reimbursements. 
 
 
8. Emergency catering and planned operations 
 



 

 

In the event of a requirement for emergency catering to deal with planned and other special 
operations, meals and refreshments may be provided to officers at Force expense if 
Operational Commanders determine that this is justified by the operational circumstances.  
The Operational Commander shall determine the time during which any such facility will be 
available and when the facility shall cease. 
 
 
9. Meals supplied to employees at Force expense 
 
In the event that meals or refreshments have been supplied to employees at Force expense 
(or are otherwise provided to officers at no expense to themselves), employees will not 
normally be able to claim reimbursement for any further expenditure they may have incurred 
for meals or refreshments. 
 
10. Hospitality 
 
a) Meals and/or refreshments may be provided to visitors (non-Dorset police personnel) and 
their hosts; however this should be on a reasonable scale. 
 
Factors to take into account when considering what to provide should include: 
 
♦ ratio of guests to Dorset Police personnel  
♦ time of day/length of time that guests are visiting 
♦ location of event/meeting 
♦ who the guests are – if they are visiting from another force or similar (government 

department/local authority etc)  it may be acceptable for them to pay for their own meal 
and reclaim it from their own organization.  

♦ Dorset Police should not appear to be providing lavish meals at force expense as this 
may give the impression of wasting public funds. 

 
b) If alcohol is to be provided, the organiser must have the prior approval of the Assistant 
Chief Officer. 
 
 
11. Working Lunches 
 
a) The force will not pay for meals or refreshments provided as working lunches where only 

Dorset Police employees are present.  Within tax rules, ‘working lunches’ do not exist as 
a term and are considered taxable by HM Revenue & Customs. 

 
b) Wherever possible, employees should be given the opportunity to take a break and to 
consume their own meal. 
 
 
12. Maximum guideline figures 
 
a) Shown below are the current subsistence rates. These rates will be reviewed periodically 
by the Exchequer Manager to ensure they remain reasonable and in line with increasing 
costs. 
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Maximum rates for subsistence from 1 
April 2009 

All employees 

  
One meal (out of force) £8 
Two meals (out of force) £16 
  
Retention on duty:  
Over 5 hours but not exceeding 8 

hours  
Over 8 hours but not exceeding 12 

hours  
Over 12 hours but not exceeding 24 
hours  

£8 
£16 
£24 

Hotels (bed and breakfast):  
Outside of central London £75 
Within central London £115 
Evening meal (overnight stay, out of 
Force) 

£20 

 
a) Exceptionally reimbursements in excess of the applicable published guideline 
figure may be approved but only if the authorising officer is entirely satisfied that the 
amount claimed was incurred reasonably and that the expense was unavoidable.  
  
b) It is not expected that individuals should spend up to the maximum amount as a 
matter of course, and VAT receipts should be provided in all instances.  
 
 
13. Out-of-Pocket Expenses  
 
Out-of-Pocket expenses for all employees on residential training courses* or 
otherwise staying overnight out of force will be £4.43 per night with effect from 1 
January 2004.  The maximum allowance is £17.77 per week, except where an 
employee has to attend for a week’s course of training on the preceding Sunday 
night and will thus be in attendance for five nights.   
 
*Excluding initial training. 
 
14. Telephone expenses 
 
a) Where possible business calls should be made on Force provided mobile phones 
or telephony equipment. 
 
b) Claims for the cost of calls made on personal mobile telephones must be 
supported by an itemised bill (a copy is sufficient, any confidential information may be 
blacked out but the cost of each call must be visible) with the relevant calls 
highlighted. Only costs actually incurred can be reimbursed. 
 
c) Claims for calls made on ‘pay as you go’ mobile telephones must be backed up by 
a receipt for the ‘top up’ and a reasonable estimate of call length must be provided. 
These calls will be reimbursed at a rate of 5 pence per minute. 
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15. SPECIAL CONSTABULARY            Rates from 1 August 2005  
 
Minimum of 4 Hours of duty But not exceeding 5 hours 
 
A special constable who performs a minimum of 4 hours but not exceeding 5 

hours of duty in one shift can claim a refreshment allowance of: 
 
£6.87 for one meal 
 
Over 5 Hours of duty 
 
Special Constables can claim the following subsistence allowance when they 

complete over 5 hours of duty in one shift and the amounts are shown 
below: 

 
Over 5 hours but not exceeding 8 hours £9.61 
Over 8 hours but not exceeding 12 hours £13.94 
Over 12 hours but not exceeding 24 hours £22.96 
 
 
16. Claiming reimbursement and supporting receipts 
 
a) Claims for reimbursement are to be submitted on the travelling and expenses claim 
form (yellow A36A for non-taxable items, blue A36B for taxable items, white SCA8 for 
the Special Constabulary and volunteers). These are available on the Finance 
intranet site. 
 
b) It is essential that receipts detailing the expenses are provided in every case in 
order to support claims.  Where VAT has been charged an itemised VAT receipt is 
required. Credit or debit card slips are not acceptable by themselves as these do not 
show what has been purchased and are not valid VAT receipts – claims only 
accompanied by such slips will may be reimbursed.  The receipt must always be 
stapled securely to each claim. 
 
c) Claims without receipts may not be reimbursed. 
 
d) Please note that details of expense claims can be disclosed under the Freedom of 
Information act should such a request be made by a member of the public. 
 
e) Travel and expense claims must be submitted for payment promptly.  This should 
be within one calendar month of the end of the month in which the expenses were 
incurred, i.e. all expenses incurred in November should be submitted by the end of 
December. 
 
Claims received more than three months after the month in which they were incurred 
will require an accompanying report from the authorising officer explaining the reason 
for the delay. The claim(s) and report should be sent to the Exchequer Manager who 
will consider the information and then forward for payment if satisfactory. 
 
f) In the event of any local disagreement, the claim is to be forwarded to the 
Exchequer Manager to make a final decision. 
 
g) A sample of travel and expense claim forms are reviewed on a monthly basis to 
ensure that this policy is being adhered to.  
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APPENDIX F 

 
TRAVEL POLICY 

 
This policy is designed to outline the ways in which officers and staff will travel, both 
inside and outside of the Force area. This policy covers the circumstance in which 
travel will be required, and the various methods of travel which are available. It also 
covers travel allowances payable in certain circumstances.  

 
 

1. OVERVIEW 
 
1.1 Many police officers and staff inevitably need to be able to travel as part of 

their role, primarily for operational purposes but also for non operational.  The 
cost of this travel is significant to the Force. 

 
1.2 The costs of travel include fuel, maintenance and insurance for fleet vehicles, 

hire vehicles, trains, flights and sea crossings, other public transport and 
allowances paid for the use of private vehicles. The most significant 
proportion of travel expenses relates to operational travel, but non operational 
travel also represents a significant cost. For the purposes of this report, travel 
requirements to meet on call demands are included as non operational. 

 
2. REASON FOR TRAVEL 
 
2.1 Clearly it is most important to only travel for business purposes when 

absolutely necessary.  The following considerations should therefore be taken 
into account prior to undertaking any journey: 

 
• Is there a need to travel? 

 
• Can the need for the journey or task be carried out equally well using 

other appropriate communications methods such as, Video Conferencing, 
telephone, or e-mail? 

 
• Can the timing of the journey be rearranged so that it can be combined 

with another requirement to travel, including home to / from duty, to 
reduce overall travel costs? 

 
• Is a colleague already travelling to the same meeting or location by car, 

with spare capacity?  Could they report back to you to save you both 
attending? 

 
• Are you utilising the most economical form of travel? 

 
2.2 The Travel Help Desk staff may ask the above questions in respect of any 

request to travel.  Only when a journey is entirely necessary should it be 
taken. 

 
3. TYPES OF TRAVEL 
 
3.1 There are various different methods of travelling potentially available, 

depending on the circumstance, as shown below. 
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• Pool / hire vehicle 
 
• Public Transport (standard class only), to include trains, planes, ferries, 

coaches etc  
 

• Own vehicle, only if the user has business insurance 
 

• Other Force provided vehicle  
 

3.2 The type of transport approved will depend on the purpose of the travel, the 
availability of an appropriate vehicle whilst ensuring it is the most economical 
form of travel. Non operational travelling will include travel to and from 
meetings and essential other appointments, such as on call duties. 

 
4. TRAVEL REQUEST PROCEDURE 
 

Below is the process and procedure that a travel request goes through. 
 
See Appendix A for a flow chart of this process. 

 
4.1 When an officer or member of staff is notified of a meeting, course, court 

appearance etc that they have to attend, they will need to complete the 
electronic request to travel form, or, if they are specifically requesting a pool 
car, the electronic pool car booking form.   

 
4.2 Once the requestor has completed the form with their initial choice of travel, 

this will then be submitted to the travel Help Desk at .Travel, who will 
determine most efficient and cost effective form of transport to meet the 
requirement. 

 
4.3 The Travel Help Desk will arrange the booking of a pool / hire vehicle in 

liaison with the Transport Department.  The requestor will be notified of the 
availability of the vehicle before the date of travel. 

4.4 If the travel request is more appropriately met by another means of transport, 
the Travel Help Desk will liaise with the requestor as necessary and 
endeavour to source any necessary tickets etc. in line with this policy. 

 
4.5 In the unlikely event that the requestor does not agree with the proposed 

method of travel, and the matter cannot be dealt with locally, then the matter 
will need to be referred to the user’s supervisor in the first instance. If the 
matter remains unresolved, it will be referred to the Head of Transport for 
Pool / Hire Car matters and to the Assistant Chief Officer for the other forms 
of travel. 

 
5. USE OF FORCE / PRIVATE VEHICLES 

 
General Principles 
 

5.1 The over-riding principle for travel is that the Force will only pay for business 
travel, and will not subsidise any private mileage or other travel.  For the 
majority of Force vehicles, private use is not permitted.  In the rare instances 
that it is permitted, private mileage must be paid for in full by the user.   
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5.2 A small number of posts in the Force have been identified as requiring access 

to a vehicle when away from police premises. Where it is agreed that these 
posts will receive an essential users allowance, it is expected that a private 
vehicle will be used in these circumstances.  For planned requirements, pool 
vehicles may be used as an alternative to essential user’s allowance. 
 

5.3 Similarly, a small number of staff and officers are issued with vehicles that 
allow private use as well as business use.  Only business mileage will be paid 
for by the Force, and it is expected that these vehicle will be used for all 
business mileage. 

 
5.4 Home to duty travelling for officers and police staff is always considered 

private mileage, and is not permitted in the majority of Force vehicles. 
 

Meetings and Other Appointments 
 

5.5 For the majority of non operational travelling requirements, vehicles are 
required to travel from one police premises to an appointment, and then 
return to the original premises.  For all such journeys, a pool car should 
initially be requested via the Pool Car Request form and then submitted to 
.travel.   

 
5.6 Depending on the destination, it may more appropriate to travel by public 

transport, or even a private vehicle.  The Travel Help Desk will assess the 
initial request and advise of the most economical form of travel for the 
journey. In the majority of instances, it is expected that a pool car will be 
booked for the journey. However, if one is not available, a hire car may be 
booked depending on the time and length of the journey. 

 
5.7 Pool Vehicles can only be collected from the nearest allocated Pool Car base.  
 
5.8 It should be noted that the use of any Force asset, including vehicles, for 

private use is not permitted.  This includes taking Force vehicles home, and 
using Force vehicles to incur additional private mileage whilst otherwise 
engaged on Force business.  There is some flexibility in respect of hire 
vehicles regarding delivery and collection from home addresses, but 
otherwise the same applies. 

 
5.9 On occasions the Travel Help Desk may request that an officer or member of 

staff use their own vehicle, if they have one available and have the correct 
business insurance cover. Generally this will be if the journey is below 30 
miles return where this is the most cost-effective method.  If an officer or staff 
member is asked to use their own vehicle, mileage may be claimed as the 
latest published Casual User rate (unless the claimant is identified as an 
‘Essential user’, see below).   

 
5.10 Please note private vehicles may only be used for official journeys if the 

owner holds the necessary business insurance cover.  Most insurance 
companies do not charge an extra premium for this cover.  However if an 
extra charge is levied, the Force will not reimburse this cost.  Officers and 
staff members are required to pay any additional insurance costs themselves.  

 
5.11 Anyone wishing to use their own car for personal convenience reasons when 

a pool or hire car is available and would provide a more cost effective method 
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of travel, may do so (assuming business insurance is held).  However, this 
will only be reimbursed at a rate equivalent to 10 pence below the latest 
HMRC basic allowance for tax purposes per mile.  At 12 April 2013 the 
HMRC basic allowance for tax purposes was 45 pence per mile.  

 
5.12 If a member of staff is unable to use a fleet vehicle for their individual specific 

needs, and the Travel Help Desk are unable to source a vehicle for them, 
then they are entitled to claim the appropriate Force mileage rate. These 
rates can be found on the Finance Intranet. 

 
5.13 It should be noted that any home to duty travel arrangements agreed as part 

of a Management of Change move will be paid at the Force ‘excess mileage’ 
rate, and agreed on a case by case basis. 

 
5.14 Upon completion of a journey in their own vehicle, a user must complete and 

submit to the Finance Department a travel and expense claim form.  Each 
year the user will be asked to submit a copy of their Insurance Certificate to 
their supervisor for updating onto the system and confirmation that they have 
business insurance cover. This is in line with the Force Driver Authorisation 
Policy. 

5.15 Travel claims must be submitted to Finance via the e-form expense claim 
form on a monthly basis. Claims received by the 8th of the month will be 
guaranteed to be paid in that month. Claims that are received by Finance in 
excess of 3 months after the date to which the claim relates will not be paid.  

  
On Call Arrangements 
 

5.16 If officers or staff are required to provide regular on call cover, it is clearly 
reasonable to expect that they will have access to a vehicle.  This can be 
provided in a number of ways: 

 
Pool / Hire Vehicle 
For the purposes of on call arrangements, users may take a Force pool 
vehicle to their home address for the duration of the on call period. This 
only permitted if the user has secure off road parking. Travel to and 
from their place of duty in a pool or hire vehicle during that time will be 
designated as business travel.  However, the vehicle is expressly for 
business use – no private use is permitted. 
 
Essential User Allowance 
Posts in receipt of essential users allowance will be expected to use their 
private vehicles for on call duties.  Business mileage may be claimed for 
such use.  However, in this instance regular home to duty is not classed 
as business mileage during periods of on call. 
 
Other Dedicated Force Vehicle 
A small number of officers and staff are issued with Force vehicles that 
allow private, as well as business, use.  It is expected that all officers and 
staff with such vehicles will use such vehicles as necessary for on call 
duties. 

 
6. USE OF PRIVATE VEHICLES – ALLOWANCES 
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6.1 There are several types of travel allowances that will be paid in instances 
where officers or staff use their own vehicle for business travel.  It should be 
stressed that it is the responsibility of individuals using their vehicles in this 
way to ensure that appropriate business insurance is in place, and this 
insurance must be verified by their line manager. 

 
Essential Users Allowance 
 

6.2 This allowance is payable only to a very restricted number of officer and staff 
posts where the use of a private vehicle is deemed essential.  The allowance 
consists of a monthly lump sum plus mileage payments for each business 
mile travelled.  Currently, the only eligible posts are: 

 
• Officers of the rank of Superintendents who perform on call duties and do 

not have access to another force provided vehicle. 
 
6.3 It is considered that all other officer and staff posts use of private vehicles will 

only ever be desirable, not essential.  The Force will endeavour to make 
vehicles available as necessary in other circumstance, but may on occasion 
suggest the use of a private vehicle as an alternative. 

 
Casual User Rate 
 

6.4 For certain officer and staff posts it is considered desirable, but not essential, 
that the post holder should have access to a private vehicle for occasional 
business use.  In instances that these post holders are required to use their 
vehicle for business use, mileage will be reimbursed at casual user rates.  
These rates are agreed nationally by PNB and PSC. 

 
6.5 The Force will however endeavour to provide a pool or hire vehicle in most 

instances.  It is therefore not anticipated that significant amounts of mileage 
will be reimbursed at casual user rate. 

 
Non Regular User Rate 
 

6.6 All members of police staff who are in posts that do not attract mileage 
reimbursement at either essential or casual user rates, and who are required 
to use their private vehicle for business purposes, will be reimbursed at non 
regular user rate  

 
Discretionary User Rate 
 

6.7 In instances where an officer or member of staff wishes to use a private 
vehicle for business use, but is not required to use it (for example if an 
alternative means of travel is available), mileage will be reimbursed at the 
discretionary user rate.  This rate is determined locally by the Force, and is 
paid at 10p per mile below the HMRC basic allowance for tax purposes. 
Special Constabulary Rate 
 

6.8 Members of the Special Constabulary are unique in being eligible to be 
reimbursed for mileage incurred between their home and place of duty.  A 
separate, locally determined, rate is applied for this mileage. 

 
7. PUBLIC TRANSPORT 
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6.1 In instances where public transport is identified as the most efficient and cost 
effective method of transport, the following shall apply. 
 
Rail Travel 
 

6.2 If the initial request is for train tickets the user will need to submit a request as 
soon as possible. The user must give at least minimum of 3 working day’s 
notice before travel. This is to enable the Travel Help Desk to locate the 
cheapest rail fare, purchase the tickets and have them sent to the user by 
post. It should be noted that rail fares cost less the more notice that is given. 

 
6.3 If the requirement to travel by rail is within 3 days of the travel date, the user 

will still need to submit a request to travel form.  They will then need to 
purchase any standard class train tickets and claim them back through the 
expenses claim procedure. 

 
6.4 All train tickets purchased must be at the most cost effective rate. 
 

Flights and Sea Crossings 
 
6.5 Any officer or staff wishing to fly or sail to their destination will need to submit 

a request to travel form in the usual way.  The Travel Help Desk will check to 
ensure this represents the most efficient and cost effective method of travel, 
and will liaise with the requestor in this respect. 

 
6.5 Once the need to travel by sea or air has been agreed, the requestor will 

provide the Travel Help Desk with the information below: 

• Details of times and dates 
• Name/s and collar number of who is travelling 
• Departure airport 
• Destination 
• Reason for travel or budget code 

6.6 If travelling abroad please include the name as shown on the passport, the 
passport number and expiry date for every individual that will be travelling. 

  
6.7 Flights or sea crossings can, on occasion, be booked on the same day as 

travel is required, so please always check with the Travel Help Desk before 
making your own arrangements. 

 
Other Public Transport 

 
6.8 If an officer or member of staff requests to travel by any other form of public 

transport, such as coach, they will need to submit a request to travel form in 
the usual way.  The Travel Help Desk may require further information, and will 
lassie with the requestor as necessary in respect of the request. 

 
6.9 Clearly, any urgent requests to travel on public transport outside of normal 

office hours will need to be paid for by the requestor and reimbursed after the 
event.  A request to travel form should be completed as soon as possible after 
the event and an expense claim submitted in line with the expenses claim 
procedure. 
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