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	Ein cyf / Our ref: 264/23/FOI 


	Dyddiad / Date: 25th September 2023 


Further to your request for information dated 15th August 2023, I am pleased to provide the following response. 
Your request and our response:
1. As per the Health Board’s application of the ‘charging policy’ for the financial year 2022-23 please provide (i) the total number of and (ii) the total value of:
a)    Invoices generated;
35 invoices totalling £174,579.50. 
b)    Payments received v outstanding;
There has been a total of 23 payments received totalling £66,860.70.

There are 12 invoices still outstanding with a total of £107,718.80.
c)    Credit notes issued after a patient has been invoiced for care and later found to be eligible for free treatment;
There were 10 credit notes issued relating to invoices raised 22/23, with a total value of £14,960.47.
d)    Invoices written off for accounting purposes due to a patient being considered destitute;
None. 

e)    Debts passed onto debt collection agencies for recovery due to non-payment.

There are a total of 10 debts passed to debt collection agencies with a combined total of £101,115.00.
2. For financial years 2018-19, 2019-20, 2020-21, 2021-22 and 2022-23, please provide the number of patients invoiced:

a)     who were aged 0-16;
b)     who were charged for maternity or obstetric care (including antenatal care and child birth);
c)    for cancer treatment.
	Year
	No of Patient 0-16 yrs
	No of Obstetric patients
	No of Cancer patients

	2018/19
	1
	0
	0

	2019/20
	3
	1
	0

	2020/21
	1
	1
	0

	2021/22
	1
	1
	0

	2022/23
	2
	3
	0


 
3. Please provide a breakdown by speciality, department, or similar categorisation of:

a) the number of patients currently on a repayment plan with the health board for debt incurred under the charging policy;
	Year
	No. of Patients
	Specialty

	2009/10
	1
	Unknown

	2016/17
	2
	Obstetrics 

	
	
	Gynae

	2017/18
	1
	Obstetrics

	2019/20
	1
	General Medicine

	2021/22
	1
	Obstetrics


b) a breakdown by value of repayment (for example, the number of patients paying £1/month, £5/month, £10/month, etc.)
	Value
	No of Patients

	£10.00 repayment
	1

	£20.00 repayment
	1

	£50.00 repayment
	3

	£300 repayment
	1


4. Please share any formal or informal criteria, policies, procedures, or similar the trust currently uses or has used since 2018 to determine how:
a)  A patient's debt is managed;
b) The trust agrees upon the value of a patient's monthly repayment plan.
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The Health Board requests a household income and expenditure form to be completed if arranging a payment plan directly with the patient if more than 6 months repayment is required.  If past over to external debt collection agency they follow their internal procedures and make a recommendation to the Health Board as to the level of monthly repayment.
Please note that any information that is personal has been redacted under

Section 40 – Personal Information of the Freedom of Information Act.

5. For financial years 2018-19, 2019-20, 2020-21, 2021-22 and 2022-23, please provide the total number of patients whose information has been shared with the Home Office in relation to a debt:
a) Greater than £500 owed for more than 2 months;
	Year
	No of Patients

	2018/19
	35

	2019/20
	41

	2020/21
	21

	2021/22
	10

	2022/23
	20


b) Greater than £500 owed for less than 2 months;
No patients are referred less than 2 months. 
c) Less than £500.
We are not required to report debts less than £500 to the Home Office. 

We welcome correspondence through the medium of Welsh

Rydym yn croesawu gohebiaeth drwy gyfrwng y Gymraeg
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1. Introduction, Purpose and Scope
1.1  This document provides guidance to all staff responsible for:

e Identifying outstanding debts for monies due to the Health
Board;

e Requesting invoices to be raised for outstanding debts;

e Raising invoices and following debt recovery protocols;

e Writing-off and cancelling outstanding debts.

1.2  The purpose is to ensure that members of staff have access to clear,
robust guidance on the processes to be followed in order to recover all
monies due to the Health Board in a timely manner.

1.3  This document should be read in conjunction with further guidance in
the following specific areas which are available from the Health Board’s
intranet pages:

e Welsh Government arbitration process for debts with NHS
Wales bodies

e QOverseas Visitor Patient Information

2. Debtors Control — General

2.1  Amounts due to the Health Board for miscellaneous items should
preferably be paid at the time the debt is incurred. Departments should
refer the payer to the nearest General Office where payment can be
made and a receipt issued.

2.2  When payment for miscellaneous items is not made at the time that the
debt is incurred staff should continue to endeavour to collect cash from
the person concerned in the first instance rather than requesting an
invoice to be raised.

2.3  Where recovery of cash is not possible, the Income Section must be
informed of the debt on an Invoice Request form along with all
supporting documents. Full details must be shown, e.g. name, address,
and nature of debt and in the case of staff, their assignment number.

2.4  Any payments received at General Offices in respect of invoices raised
by Accounts Receivable must be receipted and passed through the
cash collection system in the normal way, but specified as "debtors" in
the column provided on the Collection & Deposit sheet where these are
used.
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2.5 When a member of staff leaves the Health Board, the relevant
departmental manager should ensure that all monies due are
recovered before the leaving date.

2.6  Wherever possible, staff should sign an authorisation on their starters'
form to have all accounts deducted from the salary. If this is not signed
then the services shown must not be provided.

3. Aged Debts Review

3.1 A monthly review of aged debts is undertaken by the Head of Financial
Services. The aged debt profile is formally reviewed with significant
fluctuations being explained and formally noted.

4. Debt Collection

4.1 The Accounts Receivable team is responsible for issuing invoices to
debtors and for debt collection.

4.2  In relation to salary overpayments, the Accounts Receivable team have
delegated responsibility to agree the repayment of salary overpayment
invoices over an agreed repayment term. The agreed repayment
period will ensure that the outstanding debt can be recovered as soon
as possible whilst taking into account the value of the overpayment, the
salary of the employee concerned and the period over which the
overpayment occurred. Any repayment offer that is outside of the
delegated responsibility is escalated to the Head of Financial Services
for consideration.

Agreed instalments are confirmed in writing with the debtor/employee
with appropriate terms and conditions attached; payment is usually
made via salary deduction and monitored until the amount is paid in
full. Payment can also be made via standing order or cheque or credit
card.

In many instances salary overpayments will be dealt with entirely
through the payroll and an invoice will not be raised, the over payment
being deducted from the following month’s salary. Further details are
provided in the Shared Service Partnership Overpayments Protocol.

4.3 Debts arising from Primary Care Contractors are referred to the Head
of Primary Care Finance in the first instance. Debtors involving
NWSSP Contractor Services will be escalated through NWSSP to
support resolution.
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4.4  Where appropriate the Head of Financial Services may refer cases to
Local Counter Fraud Services (LCFS) to obtain an opinion as to
whether a potential fraud may have occurred and to assist with the
recovery process.

4.5 Non repayment of defrauded monies would initially be referred to a
debt collection agency with possible further referral to the Health
Board’'s solicitors to consider the action necessary to recover the
defrauded monies.

4.6 Where a debtor raises a specific query concerning an outstanding
invoice this will be referred to the invoice requestor for resolution.
Queries concerning outstanding debts may be referred to Health Board
staff at any stage to assist with resolving queries and collecting monies
due.

5. Escalation of Debt Recovery

5.1 The Accounts Receivable team follow a structured process for the
escalation of all outstanding debts to resolve any queries or
outstanding issues and to ensure that payment is received in a timely
manner (detailed in Par 5.2 and 5.3 below). Guidance on the debt
recovery escalation process is provided each year in the Welsh
Government Manual for Accounts.

5.2 NHS Debtors

o Invoices are issued with thirty day payment terms;

o Reminder letters are issued a minimum of two days following the
end of the payment period and then fortnightly thereafter;

o Statements are issued to all Welsh NHS debtors as per the
Welsh Government agreement timetable;

o Follow up emails are sent to the debtors on an on-going basis;

o Welsh NHS debts over twelve weeks old are referred to the

Assistant Financial Accountant — Financial Control for escalation
to Director of Finance and Chief Executive level;

o Welsh NHS debts which remain outstanding at twenty-one
weeks old are submitted to Welsh Government for resolution in
accordance with the arbitration process detailed in the NHS
Wales Manual for Accounts. .

o Outstanding non-Welsh NHS debts which are past their due
date are actively pursued by the relevant Accounts Receivable
Officer.
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53 Non NHS Debtors

o Invoices are issued with thirty day payment terms;

o A first reminder letter is issued a minimum of two days following
the end of the payment period,;

o A second reminder letter is issued after a further ten days
(twelve days following the end of the repayment period);

o Referable invoices are forwarded to the Health Board’s debt

collection agency on a quarterly basis (non referable debts
include those relating to current members of staff, charitable
organisations and public sector bodies included within the
Treasury’s Whole of Government Accounts);

o Following advice from the debt collection agency the balance
may be written off if the debt is considered to be uncollectable;
o Outstanding debts which are not referable to the Health Board’s

debt collection agency are actively pursued by the relevant
Accounts Receivable Officer.

5.4 There are certain instances where it may not be appropriate to issue a
Dunning letter for an unpaid invoice e.g. when payment has been
received but not yet posted to Accounts Receivable, where there is an
unresolved query or dispute, or where issuing a letter would cause
undue distress. Suppression of Dunning letters is actioned either at the
discretion of the Accounts Receivable Section or by request from senior
colleagues. In the event of the latter, the reason for suppression will be
included in the invoice's notes on the Accounts Receivable system.

6. Debtor Write-Offs

6.1 Debtor write-offs relate to non-NHS debtors who have been invoiced for
income to which the Health Board is legally entitled but for which
payment has not been received.

6.2 It is Health Board policy to invoice every debtor for treatment and
goods/services provided for which the Health Board is legally entitled
for payment, even if procedural failures mean that payment could be
refused by the purchaser or patient.

6.3 All write-offs are recorded in the "Write-Off and Cancellations"
workbook and are authorised by the relevant officer.

6.4  Write-offs up to the value of £5,000 are authorised by the Head of
Financial Services, with write-off of debts above this value being
authorised by the Director of Finance (debts above £50,000 require
Welsh Government authorisation).
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All write-offs are summarised, reviewed and reported to the Head of
Financial Services on a quarterly basis.

7. Cancellation of Invoices

7.1

7.2

7.3

7.4

7.5

Cancellations are generally made in respect of bills raised in error.
This may result for example, where the Health Board was never legally
entitled to the income or where incorrect information on treatment or
goods/services provided was used to compile the bill.

Each request to cancel an invoice must be supported in writing and
retained on file by Accounts Receivable. The reasons behind all
requests should be adequately explained and appropriately authorised.
Verbal requests are not permitted.

All cancellations are reviewed and recorded in the "Write Offs and
Cancellations" workbook with an explanation recorded against each
entry. Cancellations are authorised by the requesting officer or others
as appropriate.

Where applicable a corrected invoice will be raised to replace the
cancelled one and details recorded with the cancellation entry.

All cancellations are summarised, reviewed and reported to the Head
of Financial Services on a monthly basis.

Additional guidance relating to specific income streams which may be
subject to invoicing is provided below. The list is not exhaustive.

8.  Charges for Overseas Visitors

8.1

8.2

8.3

Eligibility to use the National Health Service is largely based on
residence and visitors who have been in the United Kingdom for less
than 12 months are liable to pay NHS charges for hospital treatment,
unless otherwise exempt.

Wherever possible, payment for treatment costs should be made in
advance and collected at the time of treatment. Where full payment
cannot be made in advance the patient will be issued with an invoice
following discharge.

Further details on Overseas Patients are available on the Finance
intranet pages.
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9. Category Il Fees

9.1 Category Il status applies to diagnosis and/or treatment, which is not
available under the NHS. The work is carried out by medical staff but
does not form part of the duties of the practitioner under the terms of
their contract but is reasonably incidental to their contractual duties;
charges can be applied to this work and the Health Board is entitled to
a set proportion.

9.2 A Category Il Notification should be completed by all Departments e.g.
Radiology, Pathology etc., when a person undergoes a Category Il
examination. All relevant information i.e. Debtor's name, Debtor’s
address and fee due, should be included.

9.3 The notification should indicate if either a cash payment has already
been made at the hospital, payment of the fee has been made to the
Consultant or whether an invoice is required.

10. Staff Accommodation Rent

10.1 A schedule of charges must be kept, with deductions for members of
staff being made from salaries on a current month basis, i.e. March
rent from March salary.

10.2 Those residents not on the payroll must be notified to the Accounts
Receivable Section so that an invoice can be raised.

10.3 Residents are charged a nominal fee for electricity and gas
consumption which is included in the rent tariff.

11. Staff Accommodation Board and Lodging Charges

11.1 Board and lodgings charges (single accommodation) for Health Board
employees are deducted from payroll on a current month basis.

11.2 Those residents not on the payroll must be notified to the Accounts
Receivable Section for an invoice to be raised.
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12.Income Generation Activities

12.1 All income generation activities must be discussed with, and approved
by, either the Income Section Manager or the Head of Management
Accounts before implementation.

12.2

All income generation activities must ensure that the Health Board’s
image and good name are not compromised.

The Head of Financial Services must be informed of the nature of any
income generation activity that is approved to ensure that adequate
insurance cover exists.

Members of the Working Group:

Name Title
R Financial Accountant
i ] Accounts Receivables Manager

Engagement has taken place with:

Name

Title

Date Consulted

N/A
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Sheet1



		Household Income and Expenditure Statement



		INCOME:

		Household Monthly Income (NET)

		Bonus/Overtime

		Benefits

		Total		0







		EXPENDITURE:

		Mortgage/Rent

		Council Tax

		Phone/Broadband

		Mobile

		Utilities - Water/Gas/Electric

		TV Licence

		Insurance - Home/Car

		Travel Costs (I.E. Fuel)

		Food

		Child Care Costs

		Loan/Credit Card

		Sub Total		0





		Total:		0








