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line with the University’s Off Payroll Working Policy. This is facilitated by the University’s 
Managed Service for Non-Permanent Workers referenced in Purchasing Guide 1 - Finding the right 
supplier. 

 
1.3 Items not considered to be an appropriate use of University funds 

The following are items of expenditure that are not an appropriate use of University funds. If 
you are in any way unsure about whether expenditure is appropriate you should contact the 
Finance Service desk for advice. 

 
Any expenditure of University funds which is not in accordance with this policy is considered 
to be a breach of the University Financial Regulations and may be recovered from the 
individual(s) responsible unless it has been authorised in advance by the Director of 
Finance. 

 
�x day-to-day living expenses (e.g. toiletries, clothing, newspapers and snacks) 

�x traffic fines 
�x travel between home and usual place of work 
�x privately arranged travel insurance for UK or overseas travel away from campus – the 

University insurance provision must be used 
�x formal attire (dinner jacket or ball gown) to attend formal functions 
�x kennel/cattery costs or vets’ fees and similar expenditure 
�x contributions to political parties 
�x gratuities - except when the culture is such that paying a gratuity is seen as an integral 

part of the cost of receiving a service 
�x care costs - except to cover the costs of care for the dependents of existing members of 

staff where this is pre-authorised within the terms of a University approved initiative, for 
example as outlined within the Carer Support Guidance 

�x staff parties - except leaving parties for a member of staff who is retiring or leaving after 
highly valued service (to a maximum of £15 per head) and University staff parties open 
to ALL staff 

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

�x subscriptions to professional bodies and academic/learned societies - except in 
circumstances detailed in A5.4 

�x charitable donations - except at an institutional level in limited prescribed circumstances 
and with prior authorisation by the Director of Finance 

�x alcohol - except in the specified instances below, and detailed in A5.3, where the modest 
provision of alcohol is considered an appropriate use of University funds: 

 
o visitor hospitality within the financial limits set for these activities 
o staff leaving events within the financial limits set for these activities 
o student welcome/leaving events within the financial limits set for these activities 
o other University events with a clear business purpose that are openr these 







https://www.sussex.ac.uk/about/sustainable-university/performance/sustainable-supply-chain/sustainable-procurement-framework
https://www.sussex.ac.uk/about/sustainable-university/performance/sustainable-supply-chain/sustainable-procurement-framework
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Procurement and Commercial Services must be engaged at the earliest planning stages for 
any requirement that may exceed £25,000 (including VAT). 

 
5.3 Heads of
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Anyone claiming reimbursement for out of pocket expenses has a responsibility to make 
bona fide claims in accordance with this Policy. 

 
5.6 Delegation 

The Financial Regulations make provision for the delegation of responsibilities, including 
purchasing by Heads of School and Directors of Professional Service. 

 
Where these are delegated, the Executive, Head of School or Director of Professional Service 
retains overall responsibility for ensuring the requirements of this Policy are met and that 
VFM is achieved. This aims to put control and responsibility as near as possible to the point 
of need. 

 
6.0 Principles of purchasing 

Purchasing should be conducted using a competitive process wherever possible, as this will 
drive up quality, drive down prices and introduce innovation into the products and services 
offered to the University. 

 
Weighting should be given to both cost and quality, regardless of the scale of the purchase, 
when evaluating quotations or proposals from suppliers. The term ‘quality’ includes the 
following considerations: 
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8 Mechanisms for purchasing goods, services and works 

 
In order to support financial and budgetary control, contractual compliance and the delivery 
of VFM, the University’s Financial Regulations require all purchasing to be carried out using a 
purchase order. 

 
The only exceptions to this are defined by the Director of Finance (in order of preference) to 
meet business need and/or to support the achievement of VFM, as follows: 

 
�x university purchasing cards (section 6.4) 
�x out of pocket expenses reclaimed from the University (section 6.5) 
�x advances of University funds (section 6.6) 
�x purchasing subject to specific written dispensation of the Director of Finance (section 

6.7) 
�x petty cash (section 6.8) 
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This Policy sets out the circumstances in which these mechanisms should be used and the 
key considerations to be taken into account in each case. Further details on processes to be 
followed, and requirements and guidance with regards to specific personal and travel and 
related expenditure, is set out in appendices to this Policy. 

 
8.1 Supporting  
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It should however be noted that when purchasing ‘off system’, supplier terms and 
conditions will apply in most situations and the member of staff concerned will 
usually be responsible for due diligence 





15 
 

Failure to comply with University requirements set out by the Director of Finance 
will result in appropriate follow up action being taken to recover the value of the 
advance: 

 
�x staff: salary deduction 

�x students: a charge to the Student account 

�x others: a charge to a 

https://www.gov.uk/government/publications/procurement-policy-note-0215-public-contracts-regulations-2015
https://www.gov.uk/government/publications/bribery-act-2010-guidance
http://www.legislation.gov.uk/ukpga/2015/30/contents/enacted
https://www.legislation.gov.uk/ukpga/2010/15/contents
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Regulations and Anti-Bribery Policy. 

 
9.2.2 Conflicts of interest 

Members of staff who are engaged in purchasing decisions through their 
participation in tender evaluation or other processes leading to the purchase of 
goods, services and works must declare any conflicting interest that may influence 
or be perceived as having the potential to influence that person’s ability to act 
impartially within the process. Any person declaring such an interest must not 
participate in or seek to influence any decision relating to the matter concerned. 

 
Further details can be found in the Financial Regulations. 

 
9.2.3 Modern Slavery Act 2015 

Under the Act, the University is committed to ensuring there are no instances of 
modern slavery, human trafficking, forced and bonded labour and labour rights 
violations in its supply chains, and that the following principles are adhered to: 

 
�x

https://www.sussex.ac.uk/about/strategy-and-funding/corporate-information
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Commercial Services must be contacted immediately. 

 
Information on sanctions can be found on the Finance website. 
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