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1. Overview  
1.1. Aims, Scope and Interpretation  

1.1.1. Scope and Application  

These Regulations govern the financial affairs of King’s College London (King’s) with a view to 
ensuring that King’s operates a sound and robust system of financial management and 
control. 

The Regulations apply to all financial transactions of King’s and its subsidiary 
undertakings, irrespective of the source of funding. This includes all types of activity 
including research. The Regulations refer to ‘staff’ throughout; however, they apply, 
where appropriate, to all Council Members, staff and students. Where  the funding body of 
an activity requires different financial policies as a condition of funding, then those conditions 
will apply for transactions relating to this funding, otherwise full compliance with King’s 
Financial Regulations and its related policies will apply, All members of staff within King’s 
must seek to optimise the use of resources and ensure that the value gained by King’s is 
appropriate for the funds expended.  

Negligence in applying or wilful non-compliance of the Financial Regulations will be treated 
as a serious disciplinary matter.  Disciplinary Policy & Procedure: Research, Teaching-only & 
Professional Services staff | King's College London and Academic Staff Disciplinary 
Regulation | King's College London.  

1.1.2. Authority  

The Finance Committee approves the Regulations on behalf of Council. They will be 
reviewed by the Chief Financial Officer every three years unless a change is required 
before then. The Chief Financial Officer will be responsible to the Finance Committee for 
recommending any amendments that may be necessary from time to time.  

1.1.3. Interpretation  

The Regulations set out both general principles and specific rules. A specific rule will always 
take precedence over a general principle, but where there is no applicable specific rule, the 
general principles should be used as a guide. If there is any doubt as to interpretation, 
reference should be sought from the Chief Financial Officer or their senior team.  

On occasion, detailed policies and processes will apply to specific areas of these 
Regulations and, where possible, links to these policies will be included within the 
Regulations. All policies will be available on the King’s intranet.  

 

https://www.kcl.ac.uk/policyhub/disciplinary-policy-procedure
https://www.kcl.ac.uk/policyhub/disciplinary-policy-procedure
https://www.kcl.ac.uk/policyhub/academic-staff-disciplinary-regulation
https://www.kcl.ac.uk/policyhub/academic-staff-disciplinary-regulation
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1.1.4. Financial Policies  

Where necessary, the Chief Financial Officer will issue Financial Policies that provide further 
detail for operationalising these Regulations. In the event of any conflict between the Policies 
and these Regulations, the Regulations will take precedence. Financial Policies may be 
amended from time to time on the authority of the Chief Financial Officer. Financial Policies 
represent standard practice for all staff of King’s. Any departure from them must be justified 
for business reasons to, and approved by, the Chief Financial Officer, or other staff member 
stated therein. Failure to obtain such approval will be considered a breach of these 
Regulations and constitutes a disciplinary offence that may lead to dismissal.  

 



FINANCIAL REGULATIONS  
  

   

  

6 
 

1.2. Regulatory Framework  

1.2.1. Charter, Statutes and Ordinances 

The current version of  King’s Charter and Statutes was granted in May 2023. The Statutes 
primarily prescribe the role of Council and the powers and duties of the Vice-Chancellor & 
President and other specified staff. The Charter and Statutes may be amended by Council but 
would then require approval by the Privy Council.  

Under the Charter and Statutes, Council has the authority to make Ordinances and delegate 
to the appropriate authority, as specified by the appropriate Ordinance, the making of 
Regulations. These Regulations are made in accordance with Ordinance B8.2 Finance 
Committee and Ordinance D1 Financial Matters.  

In addition to the King’s Statutes and Ordinances, the Terms and Conditions of funding for 
Higher Education Institutions (HEIs) between the Office for Students (OfS) and King's sets out 
the Terms and Conditions for the payment by the OfS of funds to King’s and provides a 
financial framework within which King’s must operate. The OfS is the independent regulatory 
body for the High Education system in England. 

1.2.2. Accountable Officer 

The Vice Chancellor & President is King’s Accountable Officer charged with the overall 
responsibility of ensuring that funds from the OfS are used only for the purposes provided. The 
Terms and Conditions of funding for Higher Education Institutions requires King’s to plan and 
conduct its financial and academic affairs so as to ensure that financial solvency and 
sustainability are maintained. The OfS normally expects that an HEI will make a surplus in line 
with its financial strategy for sustainability, and that its unrestricted reserves will grow over 
time, all other things being equal. A series of deficits, even if covered by unrestricted reserves, 
might be considered by the OfS as a cause of concern, as could low levels of liquidity or 
increased financial commitments.  

King’s is an Exempt Charity under the Charities Act 2011 and benefits from the same tax 
advantages as Registered Charities. The members of King’s College Council are the King’s 
trustees for the purposes of charity law. Under the provisions of the Charities Act 2011, King’s 
is subject to regulatory oversight of its compliance with charity law obligations. This is 
provided by OfS as Principal Regulator on behalf of the Charity Commission. King’s is also 
required to demonstrate that it has fulfilled its charitable purposes for the public benefit in 
accordance with the criteria in the legislation.  

All Higher Education Institutions are expected to adopt financial management practices in 
accordance with the good practice outlined in the Financial Regulations, related policies and 
associated governance. Institutions are also expected to follow the Higher Education Code of 
Governance and related guidance for members of governing bodies issued by the Committee 
of University Chairs (CUC), and the CUC’s similar guidance for members of audit committees. 

  

https://www.kcl.ac.uk/policyhub/charter-statutes-1
https://www.kcl.ac.uk/policyhub/charter-statutes-1
https://www.kcl.ac.uk/policyhub/ordinances
https://www.kcl.ac.uk/policyhub/ordinances
https://www.kcl.ac.uk/policyhub/ordinances
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2. General Principles  

2.1.  Integrity and honesty  

King’s requires all staff to act with the highest integrity and to conduct their business at all 
times in an honest and open manner, with the interest of King’s and its objectives always 
predominant.  

  
2.2. Conflict of Interests  

Staff must not allow their private interests to conflict with their official duties and must 
register any financial or other interests regularly. All staff should make annual declarations 
and update them as necessary throughout the year. Staff will be requested to withdraw or be 
excluded from specific decision-making processes as a result of such conflict of interest. 

The relevant policies can be found here: 

Disclosure of Interest Policy | King's College London 

disclosure-interest-policy.pdf 

disclosure-interest-procedure.pdf 

doi-form.pdf 

council-conflict-interest.pdf 

Provisions regarding the declarations of interests of members of Council and Council’s 
standing committees are included in Ordinance B5 and in the Council Conflict of Interest 
Policy. Any other member of staff in a position to influence a decision on any financial 
arrangement, who has a personal, financial or other beneficial interest in an arrangement to 
which King’s is a party, or is considering becoming a party to, must disclose the fact and the 
nature of their interest, at the earliest opportunity, to the Chief Financial Officer. The Chief 
Financial Officer will establish a system for recording business conduct, taking account of 
the requirements of His Majesty’s Revenue and Customs (HMRC).  

Staff must comply with the UK Foreign Influence Registration Scheme (FIRS) where 
applicable. Any arrangement with a foreign state power or foreign state power-controlled 
entity that involves political influence or specified activities must be registered in 
accordance with the National Security Act 2023. This includes, but is not limited to, funding 
arrangements, research collaborations, and consultancy work. FIRS-related disclosures 
may also constitute a conflict of interest and must be reported accordingly. 

Limited hospitality is an accepted courtesy of business relationships; however, recipients 
must not allow themselves to reach a position where they might be influenced, or deemed 
by others to be influenced, in making a business decision as a consequence of such 
hospitality. The scale and frequency of hospitality accepted must not be significantly greater 
than King’s would expect to provide in return. The Chief Financial Officer and the Chief 
Procurement Officer must not accept hospitality of an essentially social nature without the 
explicit approval of their line manager. 

Gifts may only be accepted in accordance with King’s Policy on the acceptance of gifts by staff.  

https://www.kcl.ac.uk/policyhub/disclosure-of-interest-policy
https://www.kcl.ac.uk/assets/policyzone/governancelegal/disclosure-interest-policy.pdf
https://www.kcl.ac.uk/assets/policyzone/governancelegal/disclosure-interest-procedure.pdf
https://www.kcl.ac.uk/assets/policyzone/governancelegal/doi-form.pdf
https://www.kcl.ac.uk/assets/policyzone/governancelegal/council-conflict-interest.pdf
https://www.kcl.ac.uk/about/governance-policies-and-procedures/college-council/members
https://www.kcl.ac.uk/about/governance-policies-and-procedures/college-council/members
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy%22HYPERLINK%20%22https:/www.kcl.ac.uk/policyhub/gifts-policy%22%20/
https://www.kcl.ac.uk/policyhub/gifts-policy
https://www.kcl.ac.uk/policyhub/gifts-policy
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2.3. Compliance with Relevant Legislation  

King’s will comply at all times with all applicable legislation and regulations. This includes, 
but is not limited to, charity law, tax law, procurement law, accounting standards, the terms 
and conditions of funding for Higher Education Institutions between King’s and the OFS, and 
relevant UK and international tax and regulatory requirements.  

2.4. Best Practice  

At all times, staff of King’s must follow best practice in the carrying out of their duties and 
responsibilities.  Staff must seek to optimise the value of goods or services received by 
King’s, so that these represent good value for money for the funds expended. Staff must:  

• take all necessary expert advice  
• assess and manage risk  
• safeguard the assets of King’s  
• use resources efficiently and effectively  
• seek best value, including appropriate tendering of purchases in line with King’s 

Procurement procedures: Procurement at King's | King's College London Intranet. 

3. Accounting  

3.1. Financial Statements  

The Chief Financial Officer is responsible for the preparation of financial statements for each 
year to 31 July in accordance with the Statement of Recommended Practice: Accounting for 
further and higher education, the OfS Accounts Direction and applicable Financial Reporting 
Standards, as issued from time to time by the Accounting Standards Board or its successors.  

The financial statements will be considered by the Audit, Risk and Compliance Committee, 
which also has full access to the independent External Auditors. The financial statements 
will also be presented to the Finance Committee for approval, no later than 30 November in 
the year in which the accounting period ends, together with any supporting information 
required. Following the considerations of the Audit, Risk and Compliance Committee and 
the Finance Committee, the financial statements will be presented to King’s Council for 
formal approval and publication.  

3.2. Management Accounts  

The Chief Financial Officer is responsible for the production of regular management 
accounts and other such financial information sufficient to inform the Executive Team and 
King’s Council of performance and progress against the agreed financial plan.  

In addition, the Chief Financial Officer will be responsible for making available to all 
Budgetary Units (defined as executive-led organisational structures or programmes, e.g. 
Faculties and Directorates, or significant strategic investment programmes) regular 
statements of income and expenditure. It will be the responsibility of the recipients of the 
reports seeking advice from their Finance Business Partners to act on such reports and 
ensure that expenditure has been properly incurred and the balance of income and 
expenditure is consistent with the Budgetary Unit’s financial plan.  

https://internal.kcl.ac.uk/about/ps/procurement/purchkings/index
https://www.universitiesuk.ac.uk/what-we-do/policy-and-research/publications/statement-recommended-practice
https://www.universitiesuk.ac.uk/what-we-do/policy-and-research/publications/statement-recommended-practice
https://www.officeforstudents.org.uk/publications/regulatory-advice-9-accounts-direction-accounting-periods-beginning-on-or-after-1-august-2019/
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See Section 4 for additional information on Budget Holder responsibilities, and Section 7  on 
the financial scheme of delegation and authorisation of transactions.  

3.3. Other Statutory or Financial Regulatory Returns  

The Chief Financial Officer will be responsible for the timely production of all other 
financial returns that may be required, including:  

• UK and relevant overseas tax and social security returns 
• Annual Financial Return to OfS 
• Annual Transparent Approach to Costing (TRAC) Return 
• Other Financial returns to OfS and Higher Education Statistics Agency 
• Returns on procurement compliance  
• Subsidiary reports and filings  
• Financial Conduct Authority filings 
• US Generally Accepted Accounting Practice (GAAP) Audited financial statements 

4. Planning, Budgeting and Budget Management 

4.1. Integrated Planning Process  

Members of Council, Executive Deans/Directors and senior management will set the overall 
strategic direction and planning framework for King’s and its subsidiary activities. 

The organisational planning process will consider the coming financial/academic year, plus 
at least two further years as part of the Integrated Planning Process (IPP).   

The Vice-Chancellor & President, in collaboration with the Chief Financial Officer, will 
present to the Finance Committee and King’s Council before the start of the 
financial/academic year, an integrated resource plan covering the next financial/academic 
year in sufficient detail to form the financial budgets for King’s and its Budgetary Units, 
together with a forward review for at least two further years, appropriately setting financial 
and operating targets. Finance Committee and King’s Council will consider these and 
recommend adoption, consistent with the longer-term financial strategy incorporated in the 
King’s Strategy.  

4.2. Annual Budgets  

4.2.1. Annual Budgets  

The Chief Financial Officer is responsible for the preparation of an annual income and 
expenditure budget for Budgetary Units to exercise sound financial management and control 
in their budget. The budget is produced within the Integrated Planning Process (see 4.1 
above). Responsibilities for Budget Holders are set out in 4.3.2.  

All budgets are approved annually by the Council following the detailed consideration of 
Finance Committee through the Integrated Planning Process. These will be notified to 
Faculties and Directorates and other organisational units as soon as possible prior to the 
commencement of the financial year on 1st August.  
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4.2.2. Investment (capital and resource) Planning 

Capital projects will, in the main, relate to expenditure on land, new construction, 
extensions and alterations to existing buildings, leases and significant plant or equipment, 
as well as IT investments where we establish a new or improved asset. The assets created 
will have an economic value generating life in excess of one financial year.  Investment 
projects may be of a capital nature but might also represent revenue spend to support the 
start-up or expansion of activity consistent with King’s Strategy. 

Capital and/or revenue investment projects will be approved by the consideration of the 
Vice-Chancellor's Senior Team (VST), the University Executive and its Investment Sub-
Committee. Each proposal must set out in its business case the objectives of the project, 
the benefits that it will bring, the delivery mechanism for the project, the risks to delivery and 
benefit realisation, and the financial consequences and implications of the project cost and 
benefit flows.  

For Capital projects with an anticipated expenditure in excess of £5 million, the business 
case will be submitted to the Estates Committee for consideration and recommendation to 
King’s Council. For Capital or other Investment projects with an expected expenditure in 
excess of £10 million, the business case will be submitted to the Finance Committee for 
consideration and recommendation to the King’s Council. 

Where King’s is considering incurring or disposing of leases with aggregate rental liabilities 
over the lease term expected to be in excess of £5 million and any leases involving an annual 
rental liability in excess of £500,000, irrespective of the aggregate liability over the term, 
these will also be subject to Estates Committee consideration.  

 
4.3. Budget Holders  

4.3.1. Definition of Budget Holder 

Executive Deans of Faculties and Executive Directors of Professional Services, and some 
other members of senior Staff are designated as accountable Budget Holders responsible 
for a Budgetary Unit (typically a faculty or directorate, or a strategic investment programme) 
within King’s.  

4.3.2. Responsibilities of Budget Holders 

Budget Holders may delegate budget management responsibilities to their senior team 
members (e.g. Director of Operations or Head of Department, acting as senior budget 
managers), but will remain accountable for the financial performance of the Budgetary 
Unit.  Responsibilities apply to any Management/Tier managing finances or a budget, and the 
accountable Budget Holder is ultimately the executive level (Tier 1) for the Budgetary Unit. 

The wilful or negligent mismanagement of King’s budgets is a disciplinary offence and 
may lead to dismissal.  
 
Budget Holders are responsible for controlling and managing budgets in accordance with 
the financial control and governance frameworks, and supported by professional expertise 
such as the Finance team, Commercial, Legal, and/or Human Resources. This responsibility 



FINANCIAL REGULATIONS  
  

   

  

11 
 

includes both planning for income and expenditure (as part of the Integrated Planning 
Process 4.1) and incurring spend or achieving targeted income. It includes reviewing 
proposed commitments before approval within the Budgetary Unit, in accordance with the 
Approval Limits (as set out in section 7 Authorisation of Transactions). 

Informed by their knowledge of their operations, and by the financial reports produced by or 
financial implications or issues advised upon by the Finance Business Partnering team, 
Budget Holders should:   

• Ensure income and expenditure (including the cost of the staff they employ) are 
consistent with the overall financial plan. This includes ensuring transactions 
against the budget are correct and authorised, and provide value for money.   

• Ensure realistic forecasts are updated in line with the reporting timetable including 
quarterly reviews for the Budgetary Unit.  

• Where there are adverse events affecting income or expenditure items, mitigations 
are quickly put in place to return the overall financial position to plan, and are reported 
as part of the corporate month-end reporting timelines.  

• Ensure regular engagement with the Finance team in reporting risks and 
opportunities or new developments that may / do have financial implications that 
diverge from the financial plan for the Budgetary Unit, and ensure the forecast is 
appropriately updated in line with the reporting timelines.   

• Report to the relevant member of the Finance team as quickly as possible any 
circumstances that could have a material impact on income or expenditure – either 
in current or future years. As a guide, “material” is defined as impacting the 
affordability of budgeted (now or in future) activities.  
 

In addition to ongoing budget management practice outlined above, any business case 
development (or material changes in income or expenditure to previously approved 
business cases) should go through established governance and reporting mechanisms, 
in line with month-end reporting and portfolio delivery governance.  

 

4.3.3. Departmental Reserve Accounts 

Departmental Reserve Accounts (DRAs) previously and commonly known as “third stream”, 
is an internal accounting treatment/option which creates a designated reserve balance for a 
specific purpose on an individual activity code.  DRAs, as university funds, are subject to the 
same oversight and regulations as any other account or activity within the university and the 
related Departmental Reserves Accounts Policy and guidance should be read in conjunction 
with this section of the Financial Regulations.    

DRAs may be established from time to time at the discretion of Executive Deans/Directors 
or the Chief Financial Officer. However, setting up funds in this way must be approved by 
Finance via the Finance Business Partnering team to review compliance with the 
Departmental Reserves Accounts Policy and related financial management protocols.  

The purpose of these Department Reserve Accounts is for the receipt of ad-hoc revenue 
which is expected to be fully utilised by the beneficiary over a reasonable period of time, 
such as a donation; income received by an academic for running a conference; or an external 
award.   

bookmark://_4.1_Integrated_Planning/
bookmark://_4.1_Integrated_Planning/
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The applicability of a DRA will be principles-based, considering that:  

• Income is ad-hoc in nature and expected to be fully utilised by the beneficiary over a 
reasonable period of time.   

• Amounts are strictly ringfenced for a specific purpose or activity and cannot be 
transferred to another activity or individual, nor utilised to build ongoing surpluses.  

• Faculty and Directorate budget holders remain accountable for these activities and 
the appropriateness of spend.   

• Activities do not carry significant risk including, but not limited to, financial, 
operational and reputational.   

• Activities are not expected to result in a deficit balance over the life of the activity; 
where this occurs, it will need to be remedied.   

• The appointment of permanent staff from unbudgeted sources is not permitted 
unless expressly approved by the Chief Financial Officer. Staff appointments 
approved should be for a short period and specific purpose related to the activity.  

DRA are King’s funds and can only be used in the course of business and are subject to the 
same regulation as all other funds of the University. Any expenditure of a personal nature 
must comply with Staff Expenses policy.   

Regardless of the source of the funds, the use of DRAs may be withdrawn at any time at the 
discretion of Faculty Deans or the Chief Financial Officer.   

4.3.4. Changes in Budgets Allocations 

Budget allocations should be used for the purposes designated at the approval of the 
budget. Budgets are approved via the Integrated Planning Process (IPP) and shown in King’s 
accounting software, Unit4 Business World. The Budgets are set at the start of the year and 
should only be moved in exceptional circumstances to reflect a specific and material 
reprioritisation of spend. Budget virements should not be used to manage 
under/overspends: if the forecast is different to the budget then commentary should be 
provided at each month end to explain the variance.   

However, there may be instances where Executive Deans or Directors can request, via 
Finance, to re-allocate approved budgets within specific parameters and with the following 
conditions:   

• Subject to the constraints of these Financial Regulations, and to the overall financial 
resource allocation to their area of responsibility.    

• With nil impact to the bottom line contribution of the Budgetary Unit (e.g. reflecting 
material, new funding and related new spending that arose outside of the Integrated 
Planning Process)   

• Staying within the main Income or Expenditure categories (e.g. Pay, Non-pay, Tuition 
Fees, Research Funding) and moving between different sub-groups within the same 
Budgetary Unit   

• On an exceptional basis, between different Income or Expenditure categories (e.g. Pay 
to Non-Pay) but with the approval of a Senior Finance Business Partner exercising their 
professional judgement on appropriateness for the request. Finance contacts can be 
found here: Financial Strategy, Planning and Performance | King's College London 
Intranet.  

https://www.kcl.ac.uk/assets/policyzone/finance/financial-procedures.pdf
https://internal.kcl.ac.uk/about/ps/finance/staff-contacts/macontact
https://internal.kcl.ac.uk/about/ps/finance/staff-contacts/macontact
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• Between Budgetary Units only with approval from both the exporting budget holder 
(relevant Executive Dean or Director) and with the approval of a Senior Finance 
Business Partner exercising their professional judgement on appropriateness. The 
exporting budget holder should approve both the amount to be moved, and whether 
or not it is a one-off or recurring (ongoing in future years) change.   

Additional scrutiny and controls apply to staff salary budgets and costs, as the financial 
consequences of staff appointments may be felt over a number of years. Staffing 
appointments must be consistent with the Integrated Planning Process outcome, unless 
there is specific agreement from the Senior Vice-President (Academic) or the Senior Vice-
President (Operations) with accountability for the respective area of work. Even with this 
approval, the overall financial position of the Budgetary Unit should be consistent with the 
approved budget allocation.   

5. Accounting Systems  

5.1. Accounting Records and Procedures  

The Chief Financial Officer is responsible for maintaining accounting systems, and 
managing such procedures and controls, to ensure that King’s financial records are 
complete, accurate and sufficient for the timely preparation of all necessary accounts and 
returns.  

The accounting systems will be used only for the proper recording of transactions of the 
King’s or related entities that the Chief Financial Officer has approved.   

5.2. Security  

The Chief Information Officer will be responsible for ensuring that the financial information 
systems are secure from unauthorised access or damage. Staff accessing such systems 
must follow all relevant policies and guidance intended to ensure system security.  

There shall be a contingency plan for the recovery of all critical accounting systems in the 
event of a disaster, with Recovery Time Objective (RTO) and Recovery Point Objective (RPO) 
agreed with the Chief Information Officer.  

Staff issued with computer passwords will be responsible for their safe custody and 
confidentiality, and must comply with any data security requirements set out by King’s.  

5.3. Retention of Records  

Staff are responsible for following the minimum retention periods for financial records set 
out in King’s Records Management and Records Retention Schedule.  

6. Procurement  

6.1. Procurement Policy 

All procurement must be planned well in advance of the need for the service or goods and 
carried out in accordance with King’s Procurement Policy | King's College London and 

https://www.kcl.ac.uk/policyhub/records-management
https://www.kcl.ac.uk/assets/aboutkings/business-assets/pdf/retention/retention-schedule.pdf
https://www.kcl.ac.uk/professional-services/business-assurance/corporate-records-management#section-3
https://www.kcl.ac.uk/policyhub/procurement-policy
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procedures. Staff must ensure that procurement exercises are run by the Procurement Team 
when the value exceeds £100,000, but are encouraged to engage with Procurement 
colleagues for advice and support regardless of value. Different procedures apply depending 
on the value of the lifetime duration of the contract as set out in the table below. 

 

Value Policy 

<£25k First check if there is a Contracted Supplier in place  

• Flexibility to choose an appropriate method of demonstrating 
value for money  

• No formal quotations are required, but you may still be 
required to justify your selection  

• Quotations can be obtained via email, phone or via the web  
• No need to use the e-tendering system 

 For above £25,000 (exclusive of VAT) contracts that are grant 
funded, the relevant Procurement contacts must be consulted as 
early as possible. Please provide copies of the grant award letter, 
grant funding terms, and the Worktribe reference. 

£25k - £100k  First check if there is a Contracted Supplier in place  

• The University's Request for Quotation (RFQ) templates should 
be used (please refer back to the page to access the templates)  

• An RFQ can be managed via email.  
• Procurement guidance can be sought prior to the award of the 

contract  
• Record of Quotation form is required to be completed and 

attached to the requisition 

>£100k You must consult with Procurement before progressing with the 
requirement  

• Procurement Strategy, Tender documentation, scope of 
requirement and evaluation methodology should be agreed 
with Procurement  

• Templates only available on request  
• The university’s e-tendering system to be used for issuing, 

managing, evaluating and awarding the tender 

 

The appropriate member of the Procurement team for the category area concerned should 
be contacted before consulting the market. Contact details are available from: Our staff, 
contact details | King's College London Intranet. 

In exceptional circumstances, the relevant member of the Procurement team must assist 
with the development of a single source justification proposal. These will be by exception 
and justified by the business area for approval by the Chief Procurement Officer or the Chief 
Financial Officer.   

https://internal.kcl.ac.uk/about/ps/procurement/purchkings/procurement-procedures
https://internal.kcl.ac.uk/about/ps/procurement/purchkings/procurement-procedures
https://internal.kcl.ac.uk/about/ps/procurement/purchkings/procurement-procedures
https://internal.kcl.ac.uk/about/ps/procurement/purchkings/staff
https://internal.kcl.ac.uk/about/ps/procurement/purchkings/staff
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The Chief Procurement Officer is responsible for maintaining and developing such systems, 
including electronic systems, as are necessary for the proper monitoring and control of 
procurement within King’s. Staff must use the specified systems for all procurement as 
directed.  

7. Authorisation of Transactions  

7.1. Purchase Orders (PO) 

No financial transaction will be processed by King’s without proper authorisation. King’s 
operates a ‘no PO no pay’ policy (which means only invoices with valid, fully approved and 
receipted Purchase Orders (POs) will be processed for payment) and has a principle of no 
commitment to spend before a PO is raised. It is the responsibility of all staff to ensure that 
commitments entered into are legal, reasonable and provide value for money.   

It is important that goods or services are promptly receipted against the PO when they 
are provided, irrespective of invoice timing. Receipting enables invoices to be paid. 
Receipting in line with services and goods being provided also enables meaningful reporting 
on year to date committed spend.   

Regular review of open requisitions and Purchase Orders in the system is expected by the 
requisitioner to ensure these are still appropriate. Automatic closure of aged requisitions will 
be undertaken routinely to prevent data becoming out of date.   

7.2. Segregation of Duties and Approval Limits 

Staff will have different levels of authority to approve spending on behalf of King’s. There 
must also be an appropriate segregation of duties between requesting and approving 
expenditure. For example, those placing orders for goods and services above £1000 in value 
will be separate from the person authorising those orders for onward transmission to 
suppliers through the e-Procurement system; or separate to approving invoices for payment, 
where these cannot be handled electronically with corresponding purchase orders (which 
should be by exception).  

Budget Holders will be responsible for nominating appropriate persons to act as authorised 
approvers for activities funded by their budgets and ensuring that those persons do not 
exceed their authority as set out in the Role Designations Approval Limits below. The number 
of signatories should be kept to a minimum and a limit placed on the maximum value that 
each signatory can authorise. There are prescribed levels of authorisation sign-off held in the 
Finance System that will be automatically work-flowed to the individuals concerned for 
authorisation.  These authorisation limits are set out below.  

Staff permitted to use electronic authorisation must ensure that their passwords are kept 
secure and must never lend or delegate their authority to another person without formally 
applying a delegation, as set out below.  

7.2.1  Delegated approval 

Budget Holders are able to delegate their authority within the finance system to another 
manager. These individuals would in the first instance review and approve spending 
commitments and ensure they are affordable and in line with agreed business and financial 
plans.  
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Staff are also permitted to request a temporary substitute to cover approval responsibilities 
for a limited period of time. This must comply with published guidelines and the Guidance 
on Delegating Spend Authority to Others. 

The authorisation levels for approving requisitions (or invoices received by exception without 
a previously approved PO) are set out in the table below. Transactions are approved through 
the finance system.  

Nomination of the approval responsibility to another does not transfer accountability – the 
Executive level Budget Holder remains ultimately accountable for activities with financial 
implications in their area and for the resulting financial performance compared to agreed 
budgets.  

Contract Signing Authorities are set out in Section 7.3 below. [This is currently under 
review and updates will be communicated]. 

7.2.2  Approval workflow in the finance system 

The finance system has both ‘Approver’ and ‘Budget Holder’ against Activity Codes (how 
spend or income is attributed to areas of activity within the organisation). These roles may 
be the same individual but can also be different. The role of Approver is to review and approve 
the proposed expenditure transaction for that Activity Code, ensuring use of appropriate 
account codes (both the Activity Code and the 4-digit descriptor of expenditure) and 
evidence for the transaction. This applies to all activity at King’s.  

All Approvers must understand the responsibility conferred on them and must at all 
times comply with the conditions governing expenditure within the university’s 
Financial Regulations. 

  

https://www.kcl.ac.uk/assets/policyzone/finance/delegating-spend-authority-guidance.pdf
https://www.kcl.ac.uk/assets/policyzone/finance/delegating-spend-authority-guidance.pdf
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A
pp

ro
va

l 
st

ep
 

Designation of Role PURCHASE 
ORDER and/or 
INVOICE 
Maximum 

Conditions 

1 Named Activity code Approver  

Always approves first in workflow 

Up to £1,000 Ensuring appropriate and 
affordable use of budget, correct 
details and spend commitment  

Either:  

- Self-approval when the 
Requisitioner is the same as 
the named Approver on the 
code (via automated 
approval), or; 

- named Approver will 
approve when Requisitioner 
is different (the preferred 
arrangement for segregation 
of duties).  
 

2 Named Cost Centre Approver  

After Activity Code Approver 

Between 
£1,000.01 and 
£50,000 

Ensuring appropriate and 
affordable use of budget, correct 
details and spend commitment  

AND Procurement sign-off via 
workflow required for all 
transactions >£25k  

 

3 Named Divisional / School Approver 

Designated Senior Member of 
Faculty/ Professional Services 
[Typically Head of School / Section 
i.e. G7 up to Senior] 

 

Up to £100,000 Ensuring appropriate and 
affordable use of budget, correct 
details and spend commitment  

After approval of named Cost 
Centre Approver in finance system 

4 Named Faculty / Directorate 
Approver 

For their area of direct budgetary 
responsibility, one of either (built 
into workflow depending on the 
area)  

• Executive Dean/ Director of Operations  
• Executive Director of Professional 

Services  
• Deputy SVP 
• Vice-President  

Up to £250,000 After Cost Centre and Divisional / 
School approvals above.  

Note: where authority is provided 
to Director of Operations / 
Professional Services, this has 
been delegated from the Executive 
Dean / Executive Director of 
Operations. 
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5 Named Executive Approver 

One of:  

• Director of Financial Strategy  
• Chief Accountant  
• Deputy Chief Operating Officer 
 

If up to 
£1,000,000 

 
After approval from one of the 
designated roles listed in 
Workflow 4, for their area of direct 
budgetary responsibility. 

 
 

5 • Chief Financial Officer 
 
Or for their areas of direct budgetary 
responsibility: 
 
• Senior Vice-President (Operations) 
• Senior Vice-President (Academic) 

If between 
£1,000,000.01 
and £5,000,000 

5 Two approvers from the following 
designated roles:  

• Chief Financial Officer 
• Senior Vice-President (Operations)  
• Senior Vice-President (Academic) 

If between 
£5,000,000.01 
and 
£10,000,000 

First requires Council Sub-
Committee Approval for relevant 
expenditure items (e.g. via a 
business case) 

Above 
£10,000,000 

First requires Council and 
Council Sub-Committee 
approvals (e.g. via a business 
case) 

 

7.3. Contracts and Agreements  

Contracts or agreements must be signed in accordance with King’s contracts-policy.pdf and 
its associated contracts-procedures.pdf. Agreements and documents that must be signed 
as Deeds must be executed in accordance with King’s Policy on Execution of Deeds, which 
contains provisions with respect to the use of the King’s Seal or the assignment of Powers of 
Attorney. Strict rules will be applied to extending the Power of Attorney for signing contracts, 
and a full list of Power of Attorney relating to Senior Staff and the range of their power shall 
be maintained by the Secretary and Director of Assurance. 

8. Rules on Particular Transactions  

8.1. Engagement of Staff  

Staff will only be appointed in accordance with the Strategic Objectives of King’s, approved 
business plans, and where there is budgetary provision following agreement by the Vice 
Chancellor & President or the Chief Financial Officer via the IPP. The Vice Chancellor & 
President and Chief Financial Officer may delegate such approval to Budget Holder as 
appropriate.  

Budget Holders will follow appropriate Human Resources (HR) procedures to ensure all 
changes in staff, their terms of employment, including resignations, are correctly captured. 
Contracts of employment must only be issued if sufficient budgetary provision exists for that 
post, and that all necessary approvals and checks, including consideration of non-financial 
issues such as right to work checks and visa requirements, have been made. No 
appointments should be made without the existence of an approved post.  

https://www.kcl.ac.uk/assets/policyzone/finance/contracts-policy.pdf
https://www.kcl.ac.uk/assets/policyzone/finance/contracts-procedures.pdf
https://www.kcl.ac.uk/policyhub/execution-of-deeds
https://www.kcl.ac.uk/policyhub/execution-of-deeds
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All new members of staff must be issued with a contract of employment and a letter of 
appointment by the Human Resources Directorate. Salary or wage payments will not be 
made unless the Payroll Office has received a copy of the documentation prescribed by the 
Human Resources Directorate.  

It is the responsibility of the line manager to ensure any changes are notified to both HR and 
Payroll – for example, leavers are notified so that their salary can be stopped and any 
outstanding arrangements can be managed in a prompt and timely manner to ensure no 
financial losses to King’s.  

No payment of salaries or wages will be made other than through King’s or one of its 
subsidiary’s payrolls, with the appropriate deduction of all statutory withholdings. 

From time to time, specific further controls will be imposed on the recruitment of staff, as 
agreed by the Senior Vice-President (Academic), Senior Vice-President (Operations), Chief 
Financial Officer and Chief People Officer. Non-compliance with any such further controls 
will be equivalent to negligent or wilful non-compliance with the financial regulations. 

8.2. Engagement of Consultants and Self-employed Individuals  

It has become common practice for some individuals to use intermediary companies 
(typically a limited company which they own) to provide services on a personal basis. 
Engagements of such intermediary companies may fall within the IR35 legislation and 
require King’s to deduct tax at source where the person, but for the intermediary, would have 
been classed as an employee or casual worker. Such arrangements should be avoided 
whenever possible and the status of the person being engaged should be confirmed before 
the commencement of the engagement. King’s reserves the right to pay the individual via the 
payroll and with deduction of relevant tax and National Insurance.  

Temporary or agency staff may be engaged to undertake short-term temporary assignments 
but should not be used as an alternative to filling a substantive post. All engagements of such 
staff must be made in accordance with King’s Policies.  

Further to approval for consultants or self-employed individuals,  the following categories of 
staff are engaged with as ‘workers’ as opposed to ‘staff’, and paid accordingly outside of 
King’s payroll: 

a. Post Graduate Examiners 
b. Fellows; 
c. Certain workers overseas. 

 
8.3. Staff Expenses  

Staff expenses, defined as expenses relating to a specific person, will only be paid in 
accordance with the Financial Policies laid down by the Chief Financial Officer.  

Staff expenses, whether reimbursed to an individual or incurred directly by King’s on an 
individual’s behalf, must be authorised by another appropriate person, usually that 
individual’s manager or other senior officer.  

Prior approval is required from the cost centre approver before any expenses are incurred, 
and the expenses system should only be used where it is not possible to buy goods via a PO-
invoice. 

https://www.kcl.ac.uk/assets/policyzone/finance/financial-procedures.pdf
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Staff expenses will normally only be reimbursed if they have been incurred wholly, 
exclusively and necessarily in the performance of a person’s duties of employment for King’s 
or in association with work for which King’s is being reimbursed. Expenses that do not satisfy 
this test will be paid only with the approval of the Chief Financial Officer following an 
appropriate business justification. The individual concerned will be liable for any income tax 
that may arise from such payments and, in submitting the claim, is deemed to give 
permission for such tax to be deducted directly from their salary by King’s if necessary.  

Claims for reimbursement of expenses must be supported by official receipts or other valid 
documentation, provide a clear and accurate description of the purpose of payment and be 
properly authorised.  

Staff are entitled to email the Chief Procurement Officer, copying in their line manager, to 
request a departure from the rules relating to expenses. This request must be made before 
any expenditure is incurred. The rules will only be departed from when there is evidence that 
the individual’s safety, health or protected characteristic would be at risk by complying with 
the rules or that, for practical reasons, it is not possible to comply with the rules. Additionally, 
staff who can provide evidence that a different expenses policy has been agreed with an 
external provider as a condition of funding may be able to depart from King’s expenses policy.  

Non-research funded staff, new to working at King’s, are eligible for Relocation Costs, where 
agreed prior to starting at King’s. Maximum expenditure is: 

• £8,000 for staff moving within the UK 
• £20,000 for staff moving to King’s from outside of the UK 

Global Staff Mobility Policy  
 

8.4. Loans to Staff  

King’s makes loans available to staff for several reasons. Guidance on the different types of 
loans offered is available on the intranet: Your financial benefits | King’s College London.  
The policy for each type of loan is set by HR and failure to comply with the conditions will be 
considered gross misconduct. 
 

8.4.1. Annual Season Ticket Loans  

King’s makes available interest-free loans to staff for the purchase of an annual travel season 
ticket, paid to staff via Payroll, and staff loan deductions begin the following month from 
payroll, with the deduction applied to net salary over the next ten months to recover the loan 
in full. From the date of payment on payday, staff have ten days to submit their receipt. The 
individual in receipt of any loan will be liable for any tax and National Insurance that may arise 
from it. 

8.4.2. Visa and NHS Surcharge Cost Loans 

King’s makes available interest-free loans to new staff members who are new to working in 
the UK, of up to £10,000 towards VISA and NHS Surcharge costs. Proof of expense is 
required, and the maximum term of the loan is 12 months which will be recovered via payroll 
deduction from net salary.  

https://www.kcl.ac.uk/policyhub/global-staff-mobility-policy
https://internal.kcl.ac.uk/hr/pay/financial-benefits
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8.4.3. Staff loan for immigration costs 

An interest-free loan is available to assist King’s staff and their immediate dependents with 
any costs incurred in the form of Home Office application fees and associated costs, such 
as the Immigration Health Surcharge. The loan will be recovered via payroll as a deduction 
from net salary over a maximum period of 12 months. 

8.5. Corporate Procurement Cards   

Some staff may be issued with corporate cards which can be used to pay for items for which 
King’s does not require a purchase order or expenses form to be used.   

The cards must only be used in accordance with the rules set out on the intranet:  Purchasing 
Cards | King's College London Intranet.  

All expenditure must be supported by receipts and approved by the person’s approved 
authoriser using the electronic platform provided for that purpose. Expenditure incurred 
other than in compliance with the rules set out above and in the Visa IntelliLink Cardholder 
Guide will be the personal liability of the cardholder. It is a condition of use that all 
cardholders agree that any unauthorised sums can be deducted from their salary.  

All accounting transactions, receipts and records must be completed within 3 months of a 
card statement date. If there are unjustified delays in the provision of records, section 8.5.4 
will apply. 

If there are breaches of these regulations or the relevant financial policies, or if there is no 
longer a compelling business reason for the corporate card, the card will be withdrawn 
immediately on the authority of the Chief Financial Officer or Chief Procurement Officer.  

8.6. Research Expenditure  

All applications for research grants must be approved by the Executive Dean and authorised 
by the Director of Research Management and Innovation.  

The Principal Investigator and all co-investigators must ensure that only expenditure agreed 
by the sponsor is charged against the grant or contract, that budgets are not exceeded and 
that all activity and expenditure are in line with these Financial Regulations, the Policy on 
Research Grants, and Contract Administration, and funder terms and conditions. The 
Principal Investigator should also make all reasonable efforts to ensure that grants are 
completed within their funded timescale and that all appropriate and allowable costs 
legitimately associated with the research are claimed from the sponsor of the research. 

The prospective Principal Investigator must ensure that applications are costed in line with 
King’s expectation of the optimisation of research cost recovery and that the correct direct 
and indirect costing rates are used. The prospective Principal Investigator will be supported 
in this by the Research Management and Innovation Directorate.    

8.7. Tuition Fees  

The Chief Financial Officer will recommend to the Finance Committee the level of tuition 
fees to be charged to students following consultation with Faculties and appropriate 
Professional Services. The fees will be set with due regard for any applicable regulations or 
legislation and consideration of the financial plans. To provide students and prospective 

https://internal.kcl.ac.uk/about/ps/procurement/purchkings/pcards
https://internal.kcl.ac.uk/about/ps/procurement/purchkings/pcards
https://internal.kcl.ac.uk/about/ps/procurement/resources/pcardholderguide.pdf
https://internal.kcl.ac.uk/about/ps/procurement/resources/pcardholderguide.pdf
https://www.kcl.ac.uk/assets/policyzone/research/research-grants-contracts.pdf
https://www.kcl.ac.uk/assets/policyzone/research/research-grants-contracts.pdf
https://www.kcl.ac.uk/assets/policyzone/finance/contracts-policy.pdf
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students with the necessary information, the maximum fee chargeable for a programme and 
the maximum annual increases over the programme's duration will be available early in the 
academic year preceding the start of study.  

8.8. Donations and Legacy Administration  

In accordance with the joint King’s / South London and Maudsley NHS Foundation Trust 
Policy for the Acceptance of Donations, donations will not be accepted if deemed to be 
unethical or capable of putting the reputation of King’s at unacceptable risk.  

Donations should also not be accepted if the terms are too restrictive as regards the 
investment of the monies or the purposes for which the gift or donation is to be used, such 
that it may become an onerous benefaction. Staff must inform the Philanthropy and Alumni 
Relations Directorate about discussions with potential donors or commercial supporters, in 
accordance with the Policy for the acceptance of donations.  

The tax implications of any gift or donation must be considered, including ensuring that it is 
received in the most tax-efficient way where relevant and donors should be informed of any 
opportunities to Gift Aid donations.  

Legacies will be administered in accordance with delegated authority as agreed by the Chief 
Financial Officer and set out in the Financial Policies.  

Donation income should be reported as set out in the Donations - Financial Reporting Policy. 

8.9. Consultancy and Other Trading Activities  

Trading activities under this section refer to all fee earning activities outside of mainstream 
research and student teaching, which involve the use of College resources. They include 
consultancy, laboratory services, custom teaching programmes, conferences, exhibitions, 
etc.  

A budget must be agreed in advance for all trading activities. The budget requirement should 
form part of the Integrated Planning Process. The Departmental Reserves Accounts Policy 
should be read in conjunction with this section of the Regulations.  

The tax status of each activity, with regard to both VAT and Direct Tax, must be confirmed 
with the Chief Accountant.  

In addition, any proposed trading activity where the gross income is expected to exceed 
£30,000 must be supported by a Business Plan approved by the Chief Financial Officer or 
their authorised delegates.  

9. Property and Tangible Assets 

9.1. Tangible Assets  

Staff should seek to protect from loss or damage any King’s assets entrusted to them or used 
in their work.   

King’s property, other than assets which by their nature are intended for mixed on and off-
site use (for example portable IT equipment including laptops and screens), should not be 

https://www.kcl.ac.uk/policyhub/donations-policy
https://www.kcl.ac.uk/policyhub/donations-policy
https://www.kcl.ac.uk/policyhub/donations-policy
https://www.kcl.ac.uk/assets/policyzone/finance/financial-procedures.pdf
https://www.kcl.ac.uk/assets/policyzone/external-relations/donations-policy.pdf
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removed from King’s premises without the clear authority of the relevant Head of School or 
Department.  

The disposal or destruction of King’s assets which originally cost in excess of £20,000, 
whether or not obsolete, may only be made with the permission of and in accordance with 
guidance by the Finance team.  

9.2. Land and Buildings  

As per 4.2.2, no acquisition, disposal or assignment of any freehold or leasehold interest in 
land or buildings may be entered into without written approval. Acquisition and disposal 
transactions up to a value of £5 million may be approved by the Vice Chancellor & President, 
and the Chief Financial Officer together. Transactions over £5 million must have prior 
approval from the Estates Committee and additionally, where over £10 million, the Finance 
Committee. Leases with rent of £500,000 per annum or more must be approved by the 
Estates Committee and the Finance Committee.  

9.3. Equipment Leases  

No leases for equipment (including photocopiers and other office equipment) may be 
entered into or renewed without the permission of the Chief Financial Officer or their 
designate, where the total commitment exceeds £25,000 and/or the annual lease payment 
exceeds £5,000.  

10.  Intellectual Property  

In accordance with King’s Code of Practice for Intellectual Property, Commercial 
Exploitation and Financial Benefits, intellectual property (IP) created by a King’s employee in 
the normal course of their duties of employment will belong automatically to King’s. The 
Code of Practice also sets out the circumstances under which King’s would own the 
intellectual property produced by academic visitors and students. 

Any commercial exploitation of the intellectual property belonging to King’s must be 
compliant with the Code, which determines how revenues from commercialisation will be 
distributed. Such exploitation must be done under the guidance of the IP & Licensing team 
in the Research Management & Innovation Directorate, who lead on the licensing of IP, 
raising of equity investment and the contracts that underpin the new spinout companies 
founded. 

Investment by King’s in a company set up to exploit intellectual property, including any 
patent, copyright or invention of King’s, including by way of licensing or eventual transfer of 
the relevant intellectual property, may only be done in accordance with King’s Code of 
Practice for Intellectual Property, Commercial Exploitation and Financial Benefits.  

The Chief Financial Officer has authority to act on behalf of King’s in association with the 
Vice-President (Research) and the Associate Principal Innovation in all decisions concerning 
King’s financial interests in spin-out companies as shareholder or investor. The Chief 
Financial Officer has delegated certain business-as-usual activities within the licensing and 
spin-out space to the Director of King’s Innovation Catalyst, which sits within the Research 
Management & Innovation Directorate. 

https://www.kcl.ac.uk/policyhub/intellectual-property-commercial-exploitation-financial-benefit
https://www.kcl.ac.uk/policyhub/intellectual-property-commercial-exploitation-financial-benefit
https://www.kcl.ac.uk/policyhub/intellectual-property-commercial-exploitation-financial-benefit
https://www.kcl.ac.uk/policyhub/intellectual-property-commercial-exploitation-financial-benefit
https://www.kcl.ac.uk/policyhub/intellectual-property-commercial-exploitation-financial-benefit
https://www.kcl.ac.uk/policyhub/intellectual-property-commercial-exploitation-financial-benefit
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The IP Commercialisation Committee, chaired by the Associate Principal Innovation, reports 
on activities and new spin-outs, external spin-outs and funding rounds, with a statement of 
the King’s holding in spin-outs/spin-ins on a six-monthly basis to VST/UE. Such a Committee 
will also submit an annual report to University Council or an appropriately delegated sub-
committee of Council. 

11. Bad debts and Other Write-offs  

No debts or other assets will be written off without the authorisation of the Chief Financial 
Officer or the Chief Accountant. Individual debts written off in excess of £20,000 will be 
reported annually to the Finance Committee.  

12. Cash, Borrowing and Investments  

12.1. Cash and Treasury Management  

12.1.1. Banking and Petty Cash  

The Finance Committee will approve the bankers of King’s. No bank accounts may be 
opened in the name of King’s without the express permission of the Chief Financial Officer.  

King’s shall operate on a fully cashless basis for all incoming financial receipt transactions. 
Under no circumstances shall cash be accepted, handled, or processed by any business 
area of King’s wishing to accept income in the course of its operations. This applies across 
all departments, services, and activities. All income transactions must be conducted using 
approved payment acceptance methods to ensure compliance with financial controls and 
risk management standards. 

King’s income should be credited directly to the King’s bank account via permitted Income 
payment methods and never channelled through individual personal or business accounts.     

Processing of incoming payment card receipts (debit or credit card) must be carried out in 
accordance with King’s Card Payments Security Policy on compliance with the Payment 
Card Industry Data Security Standard (PCI DSS). Opening of new merchant accounts in the 
name of King’s may only be done with the approval of the Chief Financial Officer, Chief 
Accountant or Head of Income Services and in accordance with that policy.  

New cash floats are not permitted as standard. Any approved existing emergency/change 
cash float must not be used for any petty cash purposes, including for the payment of staff 
or casual workers or for providing loans, or the settlement of accounts payable.  

12.1.2. Borrowing  

The Finance Committee must approve all overdraft facilities and borrowings in accordance 
with the requirements of the OfS and Policies laid down by King’s. Any new borrowings must 
be consistent with the requirements of the OfS Regulatory Framework and the requirement 
of institutional sustainability.   

The Chief Financial Officer will report periodically to the Finance Committee concerning the 
level of outstanding debt and all loans and overdrafts.  

All borrowing and lending transactions will be carried out by or under the direction of the 
Chief Financial Officer.   

https://internal.kcl.ac.uk/about/ps/finance/income-services/pay-in
https://internal.kcl.ac.uk/about/ps/finance/income-services/pay-in
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12.1.3. Money Market Deposits  

King’s Treasury Management Policy will be determined by the Finance Committee and will 
be managed by the Chief Financial Officer, who will ensure that cash surplus to immediate 
requirements is invested in accordance with approved arrangements, taking account of 
liquidity requirements, risk to capital and interest payment and return on investments.   

12.2. Investments  

King’s invests its Endowment Funds in a manner to make a commercial return in excess of 
inflation and with the aim of meeting commercial benchmark returns. The investments 
recognise the long-term nature of the funds, and the lower priority of immediate liquidity in 
the fund. 

The responsibility for managing investments is delegated by Council to the Finance 
Committee who have created an Investments Sub-Committee for this purpose. The 
Investments Sub-Committee is responsible to the Finance Committee for the investment of 
Endowment Funds. Council will ensure an appropriate mix of expertise on the Investment 
Sub-Committee.  

The Chief Financial Officer is responsible for maintaining records of investment 
transactions, ensuring safe custody of documents, preparing regular cash flow forecasts 
and reporting investment performance regularly to the Investments Sub-Committee and 
subsequently to the Finance Committee.  

13. Work for other Organisations while employed by King’s  

13.1. General  

Certain members of staff may be permitted, under the terms of their contracts of 
employment with King’s, to engage in work outside of their normal duties of employment 
with King’s, such as consultancy 

 and private medical practice (‘Outside Work’). Such work may be done under the aegis of 
King’s or in an entirely private capacity.  

King’s will provide support and advice for the conduct of Outside Work undertaken through 
King’s, notably consultancy and custom teaching programmes through the relevant 
departments.  

No member of staff may engage in any Outside Work where this would conflict or interfere 
with the proper conduct of their duties with King’s, or which would damage the reputation of 
King’s. 

All Outside Work must be approved by the person’s Head of School, Executive Dean or 
Directorate and must conform to the Policy on Consultancy, Fee for Service, Non-standard 
Teaching Programmes and Outside Work.  

Outside Work should be declared as an interest consistent with the requirements of section 
2.2 Conflicts of Interest of the Financial Regulations.  

https://www.kcl.ac.uk/assets/policyzone/research/consultancy-policy.pdf
https://www.kcl.ac.uk/assets/policyzone/research/consultancy-policy.pdf
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13.2. Outside Work contracted via King’s  

All invoices will be raised in the name of King’s and all payments from clients/customers 
made to King’s. Income arising from the activity must be credited to King’s and no part 
directly retained by the individual.   

The individual will only be subject to income tax and National Insurance insofar as they 
receive additional pay. All pay will be made through the payroll and be subject to PAYE.  

The person will be covered by the King’s professional indemnity insurance policy unless the 
activity is medical practice. Medical practice should normally only be engaged in either 
under a contract with the NHS, under which the NHS takes full responsibility for patient care, 
or in a private capacity.    

13.3. Private Work  

Where the person undertakes the Outside Work in a wholly private capacity as a self-
employed person, the following apply:  

(i) In undertaking work in a private capacity, the person must make it clear to their 
client/customer that they are acting in a personal capacity and not as a 
representative of King’s. In particular, they should not use King’s stationery, hold 
meetings at King’s, use an @kcl.ac.uk email address, or otherwise give the 
impression that they are representing King’s. Any intentional representation of acting 
on behalf of King’s when acting in a private capacity would be a fraudulent 
misrepresentation and subject to disciplinary action, and possibly dismissal.    

(ii) The Finance Committee may set limits on earnings from Outside Work undertaken in 
a wholly private capacity by full time staff. If this limit is exceeded, then it will be 
deemed the person is no longer working full time for King’s, and an appropriate 
reduction will be made in their full-time equivalence and salary.  

(iii) No use may be made of King’s premises or facilities in the conduct of Outside Work 
in a private capacity without the express permission of the Chief Financial Officer or 
designate. In the event that permission is given, a market rate for the use of the 
facilities will be calculated which the person will pay to King’s (including VAT if 
applicable).  

(iv) An individual undertaking Outside Work in a private capacity is responsible for 
ensuring they comply with any and all relevant regulations. Should King’s be found 
liable for any costs or responsibilities as a consequence of a person failing to make 
clear that they are acting in a private capacity, then that person will reimburse King’s 
for any costs it has incurred.  

14. Taxation  

The Finance Committee is responsible for approving a strategy for taxation, which it shall 
review regularly.   
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The Chief Financial Officer is responsible for carrying out the Tax Strategy and, in particular, 
for ensuring both that King’s complies with all relevant taxes and that the King’s affairs, as 
far as possible, are conducted in a tax-efficient manner.  

All staff engaged in financial transactions should consider any tax implications arising from 
those transactions and, where necessary, seek advice from the Chief Financial Officer, Chief 
Accountant or designate. VAT costs should also be allowed for within budget planning.  

15. Insurance  

The Chief Financial Officer is responsible for all insurance matters and for assuring that 
insurance cover accords with the King’s risk management strategy.  

Budget Holders will maintain such records for their departments as are required by the Chief 
Financial Officer for insurance purposes. They will seek to minimise the risk of losses 
occurring and will immediately notify the Chief Financial Officer’s appropriate senior team 
member of circumstances which may result in an insurance claim.  

King’s does not accept responsibility for the loss of personal possession.  

16. Subsidiary and Associated Undertakings  

In terms of the Financial Regulations, Subsidiary and Associated Undertakings are defined 
as those required under UK GAAP to be consolidated with the results of King’s either fully or 
under the equity method of accounting in the King’s Financial Statements.  

The setting up or investment in any Subsidiary or Associated Undertaking must be approved 
by King’s Council on the recommendation of the Finance Committee.  

Where staff of King’s are appointed to serve as directors of a Subsidiary or Associated 
company, they are forbidden from deriving any personal financial benefit from that 
appointment, unless this is specifically approved by the Vice-Chancellor & President. All 
such appointment should be declared as an interest consistent with the requirements of 
section 2.2 above.   

Staff of any company controlled by King’s shall be subject to these Regulations.  

17. Overseas Operations  

From time to time, King’s staff may be required to undertake duties outside the UK. Members 
of staff who expect to be outside the UK for an extended period (more than 60 days in any 12-
month period) should notify the Finance Department to minimise the risk of creating 
unacknowledged liabilities in the overseas territory.  

Approval of the Chief Financial Officer and Vice-President International, Engagement & 
Service via the Partnership Committee is required for overseas activity which involves any of 
the following:  
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• Setting up a permanent establishment overseas (a permanent establishment can 
include any office or building run by, or on behalf of, King’s from which King’s 
business is conducted);  

• The creation of a company, partnership, trust, or other legal entity in an overseas 
jurisdiction;  

• The opening of a bank account in King’s name in an overseas territory.  

Approval of the relevant Directorate/Dean is required for: 

• The employment of any staff in an overseas territory;  
• The movement of any staff member working overseas for more than 60 days in any 

12-month period, which gives rise to any manageable risk to the individuals or to 
King’s. 

Approval of the Senior Vice President (Academic) or Senior Vice President (Operations) or 
the Chief People Officer, and the Chief Financial Officer, is required for the employment or 
movement of any staff member working overseas for more than 60 days in any 12-month 
period, which gives rise to any significant risk to the individual or to King’s.   

Such approvals set out above will only be granted after full consideration of the risks and 
benefits of the proposed activity. Proposals for overseas activity will be expected to present 
a comprehensive business case, including an analysis of the likely risks and how these will 
be addressed, for approval by the relevant decision-makers. Any costs associated with the 
arrangement should be paid for by the employee’s host Budgetary Unit (faculty / directorate).  

Any such agreement to overseas working will be reviewed periodically and in light of 
regulatory or other legal changes either in the UK or the overseas jurisdiction, and may be 
withdrawn as part of this review.  

Where the overseas activity is as a result of King’s business, appropriate support will be 
provided to individuals to mitigate any overseas liabilities.   

Where the overseas working is motivated by the individual’s choice and not as a necessity 
for King’s business,  King’s reserves the right to refuse the overseas activity or posting and so 
cease the individual’s employment in line with contractual employment terms and 
conditions. If King’s supports the work overseas, King’s reserves the right to ask the 
individual to pay all additional costs to mitigate any overseas liabilities.  

18. Students’ Union  

A Memorandum of Understanding is reviewed annually between the King’s College London 
Student Union (KCLSU) and King’s that formalises the relationship in respect of operational 
and management matters. The Financial Regulations of the Students Union are subject to 
periodic approval by Finance Committee.  

KCLSU is responsible to King’s Council for the proper management, application and control 
of the monies allocated to it as required by the Education Act 1994. The annual accounts of 
the Students’ Union are submitted to the Finance Committee and King’s Council.   
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19. Audit  

19.1. Audit Right of Access  

Auditors, both internal and external, are authorised to visit all King’s premises and to gain 
access to any assets, minutes, books, documents, records or any information kept by or on 
behalf of King’s Staff are required to provide the auditors with any information and 
explanations, within their remit of responsibility, as are considered necessary.  

19.2. Audit, Risk and Compliance Committee  

King’s Council will appoint an Audit, Risk and Compliance Committee, and will arrange to 
provide for internal and external audit, in accordance with the OfS's regulatory directions 
and requirements of the Audit, Risk and Compliance Committee. King’s will aim to achieve 
compliance with the guidance for members of audit committees issued by the Committee 
of University Chairs.  

The Audit, Risk and Compliance Committee, advised where appropriate by the University 
Secretary and Director of Assurance, must satisfy itself that appropriate, proportionate and 
complete arrangements are in place for the effectiveness of internal control and 
management systems, risk management, governance, data management and for the 
economy, efficiency and effectiveness of King’s activities. The Committee is also 
responsible for monitoring King’s compliance with statutory and regulatory requirements in 
areas such as health, safety and environmental standards, equality, data protection and 
other relevant legislation and standards.  

King’s Council authorises the Audit, Risk and Compliance Committee to investigate any 
activity within its terms of reference, supported by internal or external (as appropriate) 
resources. It is authorised to seek any information it requires from any employee, and all 
employees are required to co-operate with any request made by the Committee.   

19.3. Internal Audit  

King’s will ensure a suitably qualified and resourced internal audit team is available to carry 
out a continuous and independent appraisal of all the activities of King’s, which embraces 
the whole internal control system (both financial and non-financial), including risk 
management and governance, in accordance with a planned programme of work approved 
by the Audit, Risk and Compliance Committee.  

The head of the internal audit service will have direct access to the institution's Accountable 
Officer, the chair of Audit, Risk and Compliance Committee, and, if necessary, the Chair of 
King’s Council.  

The Internal auditors must also have unrestricted access to all records, assets, personnel 
and premises, and be authorised to obtain whatever information and explanations the head 
of the internal audit service or the external auditor considers necessary.   

19.4. External Audit  

King’s records and procedures are subject to audit, at any time, by the Office for Students 
(OfS) Assurance Service and by the National Audit Office (NAO).  
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King’s Council appoints external auditors who are primarily required to report on the King’s 
annual Financial Statements. The external auditors will carry out such examinations of the 
accounts and supporting records and control systems as is necessary to reach an opinion 
on the integrity and accuracy of the Financial Statements.  

The external auditors will also certify whether recurrent and specific grants, endowment 
funds, as well as income from the OfS (and other bodies and restricted funds), have been 
properly applied for the purposes provided, in accordance with the terms and conditions of 
funding for Higher Education Institutions.   

20. Fraud and Irregularity  

Staff who suspect financial irregularity or fraud should immediately consult with the Chief 
Financial Officer and/or the University Secretary and Director of Assurance and thereafter 
handle the matter in accordance with King’s Policy on Theft, Fraud and Corruption or 
Information Disclosure (Whistleblowing) Policy.  

Details on how to report fraud can be found here: Counter Fraud | King's College London 

Where a financial irregularity involves a criminal act or a disciplinary offence the Chief 
Financial Officer will report the matter to the Vice-Chancellor & President for action.  

The Vice-Chancellor & President must inform without delay the OfS Chief Executive, the 
Chair of the Audit, Risk and Compliance Committee, the Chair of Council and the external 
auditor (as appropriate) of any discovered significant weakness, fraud, theft, loss of charity 
assets or other irregularity:  

• where the amounts involved exceed £25,000; or  
• where the particulars of the fraud, theft, loss of charity assets or other irregularity 

may reveal a systemic weakness of concern beyond the institution or are novel, 
unusual or complex; or  

• where the fraud, theft or other irregularity has been carried out by a senior member 
of staff with significant budgetary or operational responsibilities, or by a member of 
Council or its committees; or  

• where there is likely to be public interest.  

The King’s statement on the Criminal Finances Act can be found here: 
https://www.kcl.ac.uk/professional-services/finance/criminal-finances-act-2017-statement 

21.  Disclosure of Information (Whistleblowing)  

The Public Interest Disclosure Act 1998 gives legal protection to staff against being 
dismissed or penalised, as a result of disclosing to their employers, certain serious 
concerns. Where an individual discovers information which they believe shows malpractice 
or wrongdoing within the organisation, this information should be disclosed without fear of 
reprisal, and may be made independently of line management.  

The Policy on Disclosure of Information sets out King’s policy in such circumstances. Where 
applicable, such procedures may be followed in advance of, or in parallel to, other 
procedures such as that detailed above on Theft, Fraud and Corruption.  

https://www.kcl.ac.uk/policyhub/fraud-theft-bribery-corruption
https://www.kcl.ac.uk/policyhub/information-disclosure-policy
https://www.kcl.ac.uk/professional-services/finance/counter-fraud
https://www.kcl.ac.uk/professional-services/finance/criminal-finances-act-2017-statement
https://www.kcl.ac.uk/policyhub/information-disclosure-policy

