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aim
This policy details how Castleman Healthcare Ltd will meet its obligations regarding the organisation and corporate information.  The Corporate governance approach should also be viewed in conjunction with Castleman Healthcare Ltd.’s Clinical Governance Policy and this outlines the distinction in Clinical Governance for services provided directly by Castleman Healthcare Ltd and for those services indirectly provided by Castleman Healthcare Ltd, i.e.: by member practices. 
castleman healthcare ltd 

Castleman Healthcare Ltd is a Limited Company by shares initially financed by personal loans from the constituent GP principals. Castleman Healthcare Ltd is committed to reinvesting all net operating surplus back into patient care.

Our vision is:

· To ensure patients feel confident and secure in the care they receive out of hospital

· To improve access to GP services to include appropriate 7-day access, step-up beds and assisted hospital discharge

· To enable joint working between GPs, community and social care, hospitals and consultants, with early intervention and care in the right place at the right time

· To ensure patients with long-term conditions receive better care and bespoke personal packages of care coordinated by a local team

· To encourage patients to take more responsibility for their health and wellbeing, supporting our ambitions around prevention of ill health and reducing health inequalities.

The Board of Directors includes local GPs and Practice Managers from member practices with a wealth of experience in managing and delivering healthcare to the local community.

Governance Approach 

Castleman Healthcare Ltd has a robust approach to governance. Our Shareholder Members Agreement sets out the objectives of the Federation, the obligations of members, the composition of the Board, relationship between the Board and Members and how Members join and leave.

Castleman Healthcare’s approach to governance combines corporate, financial and clinical accountability and enables equality of input from clinical and non-clinical sources for the purposes of delivering recognisably high standards of care.  
Castleman Healthcare Ltd is at the early stages of its development and as such the Board Directors have a number of responsibilities and roles. At this stage all Governance decisions and business development opportunities are discussed and agreed at a Board level. 
The Board Governance Approach combines corporate, financial and clinical accountability domains including: 

1. Risk management

2. Finance

3. Quality Assurance 

4. Information Governance 

5. Patient Experience

6. Patient Safety 

7. Regulatory 

8. Workforce

9. Clinical Effectiveness 

The types of activities and actions reviewed by the Board at each level can be viewed in Appendix 1. 

The Board responsibilities and federation structure is illustrated in diagram 1. 
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Diagram 1: Castleman Healthcare Ltd Board structure and responsibilities 
Roles & responsibilities 

Castleman Healthcare Ltd Board 

The Board is ultimately responsible for all aspects of the GP Provider Company’s governance. The Directors on the Board are elected by Members (see the Shareholders Agreement). 

Specific duties of the Board include:

1. Ensure accountability for the Company’s performance and compliance with relevant legislations. 
2. Drive forward the business plan for Castleman Healthcare Ltd and monitor performance. 

3. Approve the GP Provider Company’s annual accounts. 

4. Report progress to the Shareholders at AGM.
5. Regularly review polices, audit findings, regulatory reports etc and propose actions to ensure compliance with all legislation and the CCG.
6. Make decisions on proposals and business development for the Company.
7. Manage a register of any conflicts of interest.
The Board will be convened and held every other month and the quorum for each meeting will be 3 Directors. 
Chair – Dr Dominic Hennessy
The Chair has overall responsibility for Castleman Healthcare Ltd. 

The Chair’s role is to lead meetings of the Board of Directors and follow the rules of procedure for meetings of the Board and the Company’s shareholders. The role will approve and monitor the Company’s strategies and polices, annual budgets, business plans and evaluate the performance of the Company and supervise its management. 
Vice Chair – Christina Hawkins 

The Vice-Chairs’ role is to assist the Chair in performing the duties laid out above. The Vice Chair has additional responsibilities including risk management, health and safety and the overall process for managing complaints. 

The Vice-Chair will take on the role as the acting Chair during absences. 

Director of Corporate & Clinical Governance – Dr Dominic Hennessy 
The role of the Director of Clinical and Corporate Governance is to maintain and implement the Clinical and Corporate Governance structure of the Company. 
Finance Director – Fiona Pickering 
The Director of Finance is responsible to the Board for finance and procurement policy, procedures and guidance. Castleman’s Finance Approach is set out in Appendix 3.
Director of HR – James Leyland 
The Director of HR is responsible to the Board for human resources policy, procedures and guidance.
Board Secretary – Fiona Pickering 
The Board Secretary is responsible to the Board for IT, Corporate Governance, claims management and related matters of policy, procedures and guidance.

Chief Executive Officer – Fiona Cleary
The CEO is responsible for the daily running of the business, ultimately responsible for taking managerial decisions as well as the overall communications strategy. 

Executive Assistant to the Board – Rebecca Green
This role also acts as the Board’s lead for monitoring trust policies and procedures. The Executive Assistant will:
1. Produce reports for the Audit Committee to provide assurance that policies, procedures and guidance are kept updated in accordance with the agreed timetable.

2. Maintain a system for policy archiving via the “TeamNet” system.
3. Maintain contents lists for each of the four policy categories (Corporate Governance, Health & Safety, Human Resources and Clinical).
4. Ensure that all policies meet the required formatting requirements before seeking final approval by the Board.

5. Act as a point of contact and advice for policy authors.
committees/working groups 
At this stage in Castleman Healthcare Ltd, all Governance decisions and business development opportunities are discussed and agreed at a Board level. 
Committees

Various matters can however be delegated to a number of committees and these will be set up as and when required. These committees will have a number of roles including
1. Governance committee – focus on audit, quality and maintenance of governance procedures in Castleman Healthcare Ltd 

2. Remuneration Committee 

3. Information governance committee
A committee will consist of at least one Director from the Board and will be made up of relevant people with the knowledge and the relevant skill sets in order to demonstrate checks and balances. 

These committees will be chaired by a Director from Castleman Healthcare Ltd. 

Working Groups

In addition, a number of working groups/projects can be established and the roles of these groups are to: 

1. Develops business proposals and bids and aligns with procurement guides and rules 
2. Makes recommendations to the Board regarding project proposals 
3. Manage projects at an operational level and ensures compliance

A working group/project will consist of at least one Director from the Board and will be made up of relevant people with the knowledge and the relevant skill sets in order to demonstrate checks and balances. 
These groups will be chaired by a Project Lead. 
These groups will also, where appropriate, involve working in partnership with a range of stakeholders including the local authority, other healthcare providers, the local community and patients. Terms of Reference will be agreed. 
policies 

Castleman Healthcare Ltd is in its early stages of development. We have robust mechanisms in place and have developed our governance processes and procedures in accordance with NHS requirements. The full list of these policies is in Appendix 2. 
Appendix 1 – Governance Domains and Activity for review at Board Level 
	Governance Domain
	Activity

	Patient Safety

· Safeguarding Children & Young People

· Safeguarding Vulnerable Adults

· Chaperoning & Advocacy

· HCAI Reduction Plan/Infection Control

	· Reviews patient safety metrics to ensure we provide a safe environment for the welfare of our patients, the public and staff

· Ensures our policies and procedures meet national and local requirements and are fit for purpose and that staff comply with them

· Reviews enquiries into breaches and agrees remedial action plans



	Regulatory Compliance

· CQC

· Commissioners


	· Ensures Castleman Healthcare Ltd. meets the requirements of its regulators including addressing policy changes
· Reviews the conclusions from self-assessments and inspections

· Monitors how well we meet contractual requirements



	Information Governance

· Confidentiality

· Data Protection

· Information Security

· Freedom of Information
· Quality of clinical record keeping
	· Ensures Castleman Healthcare Ltd. complies with the Law, NHS guidance via the IG Toolkit and local CCG’s
· Reviews investigations into breaches and agrees remedial action plans



	Risk Management

· Health & Safety

· Office Security

· Risk Assessment (including clinical risk and mitigation)

· Business Continuity Planning (BCP)

· Disaster Recovery Planning (DRP)
	· Ensure a ‘risk aware’ culture throughout the organisation and assessment of risk is part of all work activities through a top down and bottom up approach.

· Agrees risk and associated policies 

· Monitors compliance with all the statutory and non-statutory standards relating to the assessment and control of risk 

· Monitors Castleman Healthcare Ltd.'s BCP and DRPs


	Workforce

· Recruitment

· Induction

· Professional Registration

· Mandatory Training

· Continuing Professional Development

· Appraisals & 1:1’s

· Performance Management

· Management of conflicts/grievance

· Clinical Supervision

· Peer Support & Review

· Staff Surveys


	· Ensures we have a motivated and appropriately skilled workforce 

· Ensure we have appropriate HR systems and processes across the organisation and these reflect best practice, regulatory requirements and legislation

· Reviews the outputs from our HR systems 


	Patient Experience

· Patient Access
· Being Open
· Patient Involvement & Surveys

	· Review indicators of patient experience.

· Ensure patients understand what that they can expect from our services, how services are accessed and wait times

· Ensure we are open and transparent when mistakes are made

· Ensure we have systems so patients are involved with developing our services

· Monitor and act on patient feedback to ensure we can develop and improve our services



	Quality Assurance

· Performance Monitoring

· Complaints Handling

· Incident Reporting
	· Review quality indicators

· Ensure there are appropriate systems for collecting complaints and incidents/issues 

· Where appropriate, review complaints and incidents/issues, develop and disseminate learning



	Clinical Effectiveness

· NICE Guidance

· Research

· Clinical Audit

· Clinical Policies

· Referral Procedures & Pathways

· Prescribing


	· Ensure there are systems which assess the clinical effectiveness of services

· Review indicators of clinical effectiveness

 

	Finance

· Budgets

· Cash Flow

· Expenses

· Remuneration
	· Ensure Castleman Healthcare Ltd.'s financial resources are used effectively and responsibly e.g. ensure suitable financial controls are in place

· Review annual financial statements.

· Approve and regularly review budgets and cash flow forecasts

· Approve contractual bids valued at 5-20% of turnover.  This includes setting budgets for these services. (revenue and capital) to be used if the bid is successful.

· Contractual bids with no contribution should be escalated to the Board

· Agree policy changes which have a substantial impact on the Federation’s finances e.g. annual pay increases and pension arrangements

· Approve (capital or revenue) expenditure exceeding £15,000 which is either not ‘ordinary course of business’ or part of approved budgets (e.g. part of bids).

· All salary and pay rise policy changes should be escalated to the Board for approval

· Review the expenses of the Chair – this task is normally delegated to a non-executive director.

· Regularly review the delegated authority of the chair: -:

· Approving ‘ordinary course of business’ payments to staff and suppliers, other items up to £15,000 or when they are part of approved budgets (e.g. part of bids)

· Approving the replacement of like for like staff (minor contractual changes) and other operational changes  

· Approving Bids with a value of up to 5% of turnover


Appendix 2 – Castleman Healthcare Ltd Policies 
	Castleman Healthcare Policy
	Responsible Lead

	Acceptable Use Policy
	James Leyland

	Access to Health Records Application
	Dominic Hennessy

	Accountable Emergency Officer & Response Policy
	James Leyland

	Armed Forces Covenant Policy
	James Leyland

	Caldicott Policy 
	Fiona Pickering

	Child Sexual Abuse & Exploitation
	Fiona Pickering

	Clinical Governance Policy
	Dominic Hennessy

	Complaints Policy & Procedure
	Fiona Pickering

	Confidentiality Code of Practice
	Dominic Hennessy

	Conflict Of Interest Policy
	Sarah Faulkner

	Corporate Governance Policy
	Dominic Hennessy

	COVID-19 Testing Policy
	James Leyland

	Data Protection Policy
	Fiona Pickering

	Data Quality Policy 
	Fiona Pickering

	Death of a Service User Policy
	Dominic Hennessy

	Dignity at Work Policy
	James Leyland

	Disciplinary & Appeals Policy  
	James Leyland

	Document Approvals Policy
	Sarah Faulkner

	Duty of Candour Policy
	Dominic Hennessy

	Email & Internet Usage Policy
	Fiona Pickering

	Emergency Business Continuity Plan 
	Dominic Hennessy

	Equality & Diversity Policy
	James Leyland

	Fair Processing Notice Policy 
	Fiona Pickering

	Fire Policy 
	Sarah Faulkner

	Flexible Working Policy
	James Leyland

	Fraud Policy
	Dominic Hennessy

	Grievance Policy
	James Leyland

	Guidelines & Conditions for Travel Expenses Policy
	James Leyland

	Health & Safety Policy 
	Christina Hawkins


	Castleman Healthcare Policy
	Responsible Lead

	Incident Policy
	Christina Hawkins

	Induction Programme Outline
	James Leyland

	Infection Prevention & Control Policy
	Christina Hawkins

	Information Governance Policy 
	Fiona Pickering

	Information Sharing Policy 
	Fiona Pickering

	Life Cycle Policy
	Dominic Hennessy

	Lone Working Policy
	James Leyland

	Medicines Management Policy
	Dominic Hennessy

	Mental Capacity & Liberty Protection Policy
	Fiona Pickering

	Net Carbon Zero Policy
	James Leyland

	Patient Consent Policy 
	Dominic Hennessy

	Patient Restrictions Policy
	Dominic Hennessy

	People Development Policy
	James Leyland

	Personal Data Breach Policy 
	Dominic Hennessy

	Practice Policy – Staff Not Directly Employed
	James Leyland

	Prevent Strategy Policy
	Dominic Hennessy

	Records Management Policy
	Dominic Hennessy

	Recruitment & Selection Policy 
	James Leyland

	Risk Management Policy
	Christina Hawkins

	Safeguarding Adults at Risk Policy 
	Dominic Hennessy

	Safeguarding Children Policy
	Dominic Hennessy

	Sharing Protocols on Clinical Guidance Policy
	Dominic Hennessy

	Smartcard Policy
	James Leyland

	Staff Induction Procedure
	James Leyland

	Subject Access Request Policy
	Dominic Hennessy

	Transparency Policy
	James Leyland

	Violent & Aggressive Patients Policy 
	James Leyland

	Whistleblowing & Freedom to Speak Up Policy
	James Leyland


Appendix 3 – Castleman’s Finance approach 
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Castleman Finance Approach for Improved Governance and Financial Probity 



This document relates solely to the processing of invoices and payments related to Castleman Healthcare Ltd. It does not touch upon processing of the Dorset General Practice Alliance invoices of financial processes.



Responsibilities for Director and Admin Roles for Financial Management in Castleman 



Director of Finance:



1. Top level oversight and responsibility for finance in the Company – monthly meeting with CEO and quarterly update report to Board and shareholders as required. 

2. Monthly review of financial expenditure and checking WIP and invoices with Director of Operations for project delivery as required, CEO and Admin. 

3. Maintains relationship with the accountants to manage annual accounts, overviews potential VAT implications and corporation tax providing advice and guidance to the Board on these quarterly. 

4. Sets and agrees annual expenditure plan with CEO & Chair in first month of any financial year.

5. Reviews Castleman finance expenditure with Director of Operations and CEO – all three review Xero and off line costs plans. 

Responsibility for ensuring all invoices are paid on time and against budget, approves expenditures/invoices and approves the finance admin to action payments Pending decision on moving.





CEO:



1. Joint oversight of finance governance with Director of Finance and Director of Operations to ensure probity, financial management and governance is followed and in place.

2. Ensures all financial processes are robust and Director of Finance, Director of Operations, Finance Admin and Director of HR are aware of responsibilities in relation to finance management and carry out their roles appropriately. 

3. Manages the Alliance finance expenditure with the Alliance Board through Xero and off line costs plans.

4. Manages Castleman finance expenditure with Director of Finance and Director of Operations – all three review Xero and off line costs plans. 





Director of Operations:



1. Responsible for budget for all Castleman services excluding the Alliance. 

2. Tracks, approves, monitors and reviews the project service delivery against set budget and highlights risks, spend and profit margin to CEO & Director of Finance on monthly finance meetings. This includes responsibility for approving invoices and payments with the Finance Admin. 

3. Reviews salaries on annual basis against set budget and works with Director of Finance and Director of HR with requests for pay increases for all service staff.

4. Manages Castleman finance expenditure regarding projects/service delivery with Director of Finance and CEO – all three have access to review Xero and update off line costs plans. 



Director of HR:



1. Ensures the payroll system and pay slips for all Castleman staff is implemented and is in line with current legislation requirements, is regularly monitored and responsive to the team’s pay including pension, NI and tax. 

2. Ensures pay issues including pay rises, pension, tax etc are minimised as appropriate people processes are in place. 

3. Reviews salaries on annual basis and recommends to Director of Finance and Director of Operations requests for pay increases for all service staff.

4. Liaises with the Board Directors as appropriate to ensure the Company provides a robust and excellent service to all staff with regards their employment including payroll and benefits. 

5. Responsible for ensuring the NEST and pension process is in place and employees are provided with up to date information regarding their pensions.  



Finance Admin:



1. Reports to the Board Directors as required with regards all allocated finance admin tasks. 

2. Reports to the Director of Operations to track and monitor expenditure against set projects. 

3. Reports to the CEO and Director of Finance to reconcile payments against Xero.

4. Provides remittances to practices for payments. 

5. Tracks finance inbox as appropriate. 

6. Updates CEO and/or Director of Finance on financial payments to be made on weekly basis. 

7. Runs Castleman monthly payroll and NEST pension processes. 



Payment limits and approvals:



1. All payments approved by Director of Finance and/or CEO. 

2. All Directors, Chair and CEO must not approve any expenditure relating to their own practice/PCN or personal expense this must always be approved by another Director. 

3. Approval limits: 

· Up to £10,000 approval by 1 Director (namely Director of Finance or CEO).

· Over £10,000 to be approved by Chair and either Director of Finance or CEO.























		Payments etc Process 

(Escalation process is detailed in full Finance Policy)



		|



		All invoices/remittances to be sent to finance@castlemanhealthcare.co.uk



		|



		Director of Finance to approve invoices & move to ‘For reconciliation’ folder

At this point Director of Finance forwards them to herself and pays via NatWest online banking



		|



		Executive Assistant takes invoices from ‘For reconciliation’ folder and reconciles on Xero



		|



		Executive Assistant files paperwork appropriately
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