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GIFTS AND HOSPITALITY POLICY

Employees and Governors of the College must be above the suspicion of receiving gifts or
hospitality which might be construed as inducement, and contrary to the standards of conduct
expected. Thought needs to be given to the intent of the person offering the gift/hospitality, no
sense of obligation should be expected or created.

What is a qgift or hospitality?

A qift is any item or service that an individual receives free of charge. It also includes any
goods or services, which are offered to the individual at a discounted rate, or on terms
not available to the general public.

Hospitality is the offer of food, drink, accommodation or entertainment or the opportunity to
attend any cultural or sporting event on terms not available to the general public.

However, where it is not possible or desirable to decline offers, please refer to the following
guidance.

1. With regard to Gifts and Hospitality for members of staff and governors at the College, the
following should be politely refused and not accepted under any circumstances:

a) Gifts of money (this does not include corporate endowments/donations to the College
itself);

b) Free membership or subscriptions (eg sports or other clubs);

c) Foreign travel unless as a specific element of a College activity. ‘Holiday’ type offers
are unacceptable.

d) Free goods or services such as are normally provided by a supplier to the College at a
charge;

e) Other free equipment or goods or services such as cars, housing or electrical
equipment, etc.

f) Personal discounts by companies that offer services to the school.

2. Any offers falling into any of the above categories should be politely refused or returned
and notified immediately to the Clerk to the Corporation, who will take any action thought
necessary with the offerer.

3. The following one-off gifts with a value below £30 are acceptable.

a) Occasional lunches or dinners;
b) The receipt of seasonal or, for instance, end of contract expressions of gratitude from
suppliers and contractors by way of items such as boxes of chocolates or individual

bottles of drink;

¢) Incidental items such as calendars, diaries, pens, cheap calculators, usually carrying
advertising material;

d) Occasional corporate events such as local sporting fixtures, provided that these do not
involve excessive extra travelling at the College’s or the donor’s expense.

e) One-off small gifts of gratitude from students/parents below a value of £30



4. Any offer not falling in to any of the above should be notified to the Clerk to the Corporation
and recorded in the Register of Corporate Gifts and Hospitality.

5. If parents/carers form a collective in order to present a member of staff with a gift, that is
acceptable, provided that the individual contributions do not exceed the relevant token
amount of £30. Such gifts must be recorded in the Gifts & Hospitality Register and their
acceptance ratified by the relevant approver.

6. Individual or multiple gifts from an individual within any 12-month period that exceed the
threshold values should be referred to a member of CLT:

7. A declaration should be made as soon as possible after the offer or receipt of gifts or
hospitality over set values, even if it is not accepted. The declaration must include the
following information:

Staff Name

Name of Company or Person
Nature of Gift or Hospitality
Estimated value of Gift or Hospitality

Gifts and hospitality received, but lacking the necessary approval as detailed above,
should be placed in secure storage and used for the benefit of College or a local charity,
for example, as a prize in a charity raffle. Gift vouchers must be kept in the safe.

8. If there is any doubt or concern about the public perception that might be attached to
accepting any gift or hospitality please seek guidance first from the Director of Finance and
Funding who will refer the item to the Corporation.

9. It is noted that on occasion gifts may be purchased by the College. Any gifts purchased
and provided by College should be:

e Of a nominal value up to £30 only;

e Given to staff or governors only in relation to specific and relevant personal
circumstances (e.g. illness, bereavement, retirement), or upon leaving the
employment or service of College;

¢ Authorised by the Accounting Officer or by the Chair of the Corporation in respect
of any gifts given by the Accounting Officer.

e Purchased from College’s unrestricted funds, and not from Department for
Education (DfE) funding or any other funding provided for specific purposes;

e Recorded in the College’s Gift & Hospitality Register, which should be available for
review by the Corporation or external auditors upon request.

10. Alcohol should not be given as a gift in any circumstances.

11. The Audit and Risk Committee should review and sign off the register for the previous
finical year at the first meeting in the Autumn term.

12. Where an employee or governor becomes aware there has been a breach of policy they
must report it immediately to their line manager, Accounting Officer, or Chair to the
Corporation, who will investigate as necessary.

13. Fraud, Bribery & Corruption

The Fraud Act 2006 can be committed in three ways:

* Fraud by false representation

* Fraud by failing to disclose

* Fraud by abuse of a position of trust

All offences occur where the act or omission is committed dishonestly and with intent to
cause gain or loss. The gain or loss does not have to succeed, as long as there is intent.



The Bribery Act 2010 makes it a criminal offence to bribe or be bribed by another person by
offering or requesting a financial or other advantage as a reward or incentive to perform a
relevant function or activity improperly performed.

Further information, including how to raise concerns, is included within the Anti-Fraud, Anti-
Bribery and Anti-Corruption Policy.
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