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GUIDANCE FOR SUPPLIERS
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. Before making contact with any member of Trust staff the Trust’s Procurement Department is the first point of contact both for current, new and potential suppliers.

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

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

4. 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.

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

6. Suppliers/sales representatives must not accept any instruction to deliver and provide goods and services unless a purchase order number is issued.

7. No commercial agreement may be entered into unless it has been approved by the Procurement Department and signed by a Trust authorised signatory.
8. 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

9. Samples of consumables and clinical products must not be left with wards/departments.  All samples must be sent to the Procurement Department for discussion and evaluation.  If medical related samples are intended for patient use, they must be clearly marked.

10. No trials of medical equipment or loans of medical equipment should be arranged without the involvement of the Procurement Department and EBME.

11. The Trust will not be liable for any supplier property mistakenly left on Trust premises.

12. All goods and/or services, donated or otherwise offered to the Trust will be procured against the standard NHS Terms and Conditions of contract.

13. Suppliers/sales representatives are expected to be fully aware of the Trust’s policy on Indemnities and loan /hire of equipment and the Trust’s Medical Devices Management Policy.  Completion of a Pre-purchase questionnaire form, Indemnity form A&B and a delivery note may be required before items are left on Trust premises.
14. Supplier/sales representatives are advised that all personnel who visit clinical areas have the potential to introduce and transmit micro-organisms.  The supplier must produce a decontamination notice for any medical device that has been previously used.
15. 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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