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GUIDANCE FOR TRUST STAFF
The Trust works closely with its suppliers to deliver high quality health care services.  A Supplier Access Policy operates to ensure that an effective partnership exists between all parties.
‘Golden Rules’ have been adopted.

1. All Suppliers/sales representatives are required to make an appointment with the member of staff they wish to meeting in advance of their visit.

2. Trust Staff have the right to refuse to meet suppliers/sales representatives who do not have an appointment.

3. All Supplier/sales representatives must wear a company identification badge at all times whilst on Trust premises, and return the badges at the end of the visit. Whilst on Trust property all supplier/sales representatives will conduct themselves in a businesslike manner at all times, and be aware of the Health and Safety at Work Act.

4. Leaflets and posters produced by suppliers must not be distributed or displayed in clinical areas without prior consent.

5. Whilst on Trust property, all Supplier/sales representatives will conduct themselves in a business like manner at all times, and be aware of the Health and Safety at Work Act.

6. Trust staff must treat all Supplier/sales representatives fairly and equitably.
7. Commercial negotiations must only be conducted by the Head of Procurement or designated officer.
8. Educational sponsorship for Trust staff to attend courses or conferences will only be allowed when the course or conference is part of an educational or training scheme.  Any hospitality/sponsorship offered as an inducement to purchase is strictly prohibited in line with the Bribery Act, July 2011.
9. Trust Staff are reminded that pricing information is confidential and deemed to be ‘Commercial in Confidence’.
10. Trust Staff are reminded that it is common practice for suppliers to submit prices/quotations that exclude VAT.

11. It is best practice to involve the Procurement Department in the evaluation of any quotations.
12. Business gifts, other than items of a very small intrinsic value, such as diaries or calendars, must not be offered and will not be accepted

13. No commercial agreement may be entered into unless it has been reviewed by the Procurement Department and Directorate Accountant, and signed by a Trust authorised signatory..
14. Trust staff should seek advice and support from the Procurement Department where there are issues/queries.

Contact details for new/potential suppliers

(: procurementhelpdesk@elht.nhs.uk
(: 01254 733173
Write to us enclosing product/service details at:

Procurement Department, East Lancashire Hospitals NHS Trust, Park View Offices, Haslingden Road, 

Blackburn, BB2 3HH
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