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1. Introduction
Whilst there is a great deal of activity and controls surrounding the purchasing of assets,
goods and services, it is also vitally important to have controls covering the disposal of
assets, e.g., equipment.
This policy sets out guidance for budget holders and other managers and officers who may
be involved in such disposals.
2. Standing Financial Instructions
Within Standing Financial Instructions, competitive tendering and quotations will normally
apply, except:a)
Where a fair price can be obtained only by negotiation or sale by auction.
b)
Where articles are obsolete or condemned including equipment and stock.
c)
Where items to be disposed of have an estimated sale value of less than £5,000.
d)
Where they arise from demolition, site clearance or works of construction.
e)
Where they are land and buildings, which are covered by Department of Health
guidance in the Capital Investment Manual. All such disposals must be approved by the
Trust Board.
3. Trust Disposals
Where land and buildings are involved, a formal paper will be prepared by the Chief
Executive, assisted by officers of the Trust for the Board to consider and approve. Once
approved, disposal will be in accordance with the Department of Health guidance
contained in the Capital Investment Manual, a copy of which is held in the Trust’s Finance
Department.

a)

Where vehicles are no longer required following their cyclical replacement, the Fleet
Manager will decide whether they have a value or are to be scrapped.

b)

Where a sales value has been established, the Fleet Manager should only proceed with a
sale where the sales value exceeds the remaining value on the Trust’s Fixed Asset
Register. If there is any doubt as to the remaining value, advice should be sought from
Financial Control.
Where a sales value is identified, the vehicles will normally be sold as seen through local
auctions, the proceeds returning to the Trust as profits on disposal of assets providing that
sales value exceeds the remaining value as shown on the Fixed Asset Register.
Alternatively, if such as St Johns Ambulance or the Red Cross have shown an interest, and
the offer is in the order of what could reasonably be expected at auction, these may be
pursued as an alternative by the Fleet Manager following written permission of the Director
of Finance.
In either case, the Fleet Manager will complete the forms attached (copy of Appendix A
and B). A copy will be retained by the Fleet Manager, with originals being sent to the
Finance Department.

Where equipment, e.g., defibrillators are identified for disposal and have a sale
value identified by the appropriate Manager, such equipment will be disposed of by
auction. Again the forms attached at Appendix A and B will be completed. Copies will be
retained by the appropriate Manager, with originals being sent to the Finance Department.

c)

Where vehicles and equipment have no sale value identified, they should
formally be condemned as obsolete. Such items should then be scrapped. A written record
using the Trust’s Condemnations and disposal form (link included – Appendix A) should be
retained by the Fleet Manager and other Managers as appropriate. Copies retained at
source, originals to Finance Department

d)

This methodology equally applies to obsolete stock. All stocks should be routinely
evaluated for obsolescence.
In the unlikely event of a member of staff being interested in an obsolete item of
equipment, e.g., old computer, the manager concerned should consult with the Director of
Finance who will advise on action to be taken.
Where an asset is disposed of, which is on the Trust’s fixed asset register,
regardless of whether it has a sale value or not, the manager dealing with the disposal
must inform the Director of Finance via copy of Appendix A once the disposal has taken
place. The fixed asset register can then be amended accordingly.

e)

Disposal of fixed assets (i.e., capital assets) before the end of their book life is
unusual. If a manager considers this to be necessary, they should consult with the Director
of Finance who will decide on any action to be taken.

f)

In all cases where assets are sold, the asset should not be released to the buyer
until funds have been received. If payment is by cheque, the manager should check with
the Finance Department that the cheque has cleared before releasing the goods (unless
sold by auction).

g)

In the event of a vehicle being written off due to accident damage the forms
attached should still be completed and the Fleet Manager should liaise with the Finance
Department regarding the net book values etc for correspondence with insurers. Copies of
Forms A and B should be retained by the Fleet Manager with originals to Finance
Department.

h)

4. Equality Statement
The Trust is committed to promoting positive measures that eliminate all forms of unlawful
or unfair discrimination on the grounds of age, marital status, disability, race, nationality,
gender, religion, sexual orientation, gender reassignment, ethnic or national origin,
beliefs, domestic circumstances, social and employment status, political affiliation or
trade union membership, HIV status or any other basis not justified by law or relevant
to the requirements of the post.

By committing to a policy encouraging equality of opportunity and diversity, the Trust
values differences between members of the community and within its existing workforce,
and actively seeks to benefit from their differing skills, knowledge, and experiences in order
to provide an exemplary healthcare service. The Trust is committed to promoting equality
and diversity best practice both within the workforce and in any other area where it has
influence.
The Trust will therefore take every possible step to ensure that this procedure is applied
fairly to all employees regardless of race, ethnic or national origin, colour or nationality;
gender (including marital status); age; disability; sexual orientation; religion or belief; length
of service, whether full or part-time or employed under a permanent or a fixed- term
contract or any other irrelevant factor.
Where there are barriers to understanding e.g. an employee has difficulty in reading or
writing or where English is not their first language additional support will be put in place
wherever necessary to ensure that the process to be followed is understood and that the
employee is not disadvantaged at any stage in the procedure. Further information on the
support available can be sought from the Human Resource Department.

Appendix A - CONDEMNATION AND DISPOSAL FORM
A Condemnation and Disposal form is available for Internal use by SCAS Staff. It can be
accessed internally via our Staff Intranet.

