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Introduction 
This guidance explains the meaning of, gives advice on and covers: 
• hospitality 
• gifts offered to employees 
• supplier special offer gifts 
 
Relationship to other guidance documents and school policies 
This policy takes into consideration Bush Hill Park’s ‘Whistle Blowing Policy’, and is guided 
by the ‘Nolan Committee Report’ May 1996, and the requirements under the UK Bribery Act 
2010, which came into effect 1 July 2011. The Ministry of Justice has published guidance 
which provides the basis for inclusion in this policy. This guidance is under section 9 of the 
Act. 
 
Policy aims 
The intention of the policy is to ensure the school can demonstrate that no undue influence 
has been applied, or could be said to have been applied, by any supplier or anyone else 
dealing with the school. The school should be able to show that all decisions are reached on 
the basis of the proper application of laid down procedure and for no other reason. 
 
The process and guidelines set out in this policy are designed to safeguard employees and 
governors from any misunderstanding or criticism. 
 
Roles and responsibilities of Headteachers, governors and staff 
Staff and governors of Bush Hill Park Primary School, should carry out their duties for the 
school with integrity and should not place themselves under an obligation that might 
influence, or be perceived to influence, the conduct of their duties. This means that the 
receipt of hospitality and gifts must be subject to clear restrictions and that any gifts over 
£30, whether they are accepted or not, must be declared and recorded in the ‘Record of 
Gifts and Hospitality’ form found in Teams online and submitted immediately.  
 
Staff and governors must not use their authority or office for personal gain and shall seek to 
uphold and enhance the standing of the school by: 
a. Maintaining an unimpeachable standard of honesty and integrity in all their business 
relationships;  
b. Complying with the letter and spirit of the law, and contractual obligations, rejecting any 
business practice that might be deemed improper; and 
c. Maintain the interests and good reputation of the school in their business relationships at 
all times.  
 
Reporting a breach of policy 
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Any staff or governor who becomes aware of a breach of policy must report the alleged 
breach immediately to their line manager, the Headteacher or Governing Body who will 
instigate as necessary. 
 
Any member of staff in any doubt of their duties or unsure of what to do in a situation 
where a gift or offer of hospitality of some description is being offered and is not covered in 
this policy should seek guidance from the Headteacher or School Business Manager. 
 
Hospitality 
Hospitality is the offer of food, drink functions such as cocktail parties, receptions, 
accommodation, vouchers with a monetary value, entertainment or the opportunity to 
attend any cultural or sporting event on terms not available to the general public. 
 
Hospitality worth £30 or less 
You can accept gifts and hospitality, which are small gestures and have a value of £30 or 
less, without the approval of the Headteacher. Gifts and hospitality of this nature do not 
need to be recorded on the school’s Record of Gifts and Hospitality. 
 
Hospitality worth £30 or more 
Any hospitality or facilities provided over £30 received during the normal course of business 
for the school should be recorded in the ‘Record of Gifts and Hospitality’ form’ and reported 
to the Governing Body annually. 
 
Other hospitality may be accepted where:  

• Staff are representing the school in the community or are imparting information 
about the school to the public.  

• The hospitality concerns attendance at a relevant conference or course where it is 
clear the hospitality is corporate rather than personal. 

 
Sporting and cultural events 
Staff attendance at sporting and cultural events at the invitation of suppliers, potential 
suppliers or consultants is not normally acceptable. Where it is considered that there is a 
benefit to the school in a member of staff attending a sponsored event, the attendance 
should be formally approved by the Headteacher and recorded as appropriate.  
 
If necessary, staff should pay their share of any costs and claim these in the usual way. 
 
Hospitality hosted by the school 
Where hospitality is to be provided by the school, it should be approved in advance by the 
Headteacher who should review the hospitality in light of the UK Bribery Act 2010. 
Hospitality is not prohibited by the Act but should be considered in light of it. Claims for 
reimbursement of expenses should be made on the relevant Expenses Claim Form and 
receipts and details should always be enclosed. 
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Gifts offered to employees 
A gift is any item, goods or services that you receive free of charge. It also includes any 
goods or services which you are personally offered at a discounted rate or on terms not 
available to the general public from suppliers, agencies or contractors. 
 
Staff and governors must not accept cash or personal gifts with a high value but are 
permitted to accept gifts, rewards or benefits of £30 or less, from members of the public or 
organisations with which the school has official contacts, where they are isolated gifts for 
the school of a trivial character, or inexpensive seasonal gifts such as diaries, pens, calendars 
or similar items.  
 
Gifts should not be accepted if they appear to be disproportionately generous or could be 
construed as an inducement to affect a financial or business decision.  
 
Gifts between staff or from parents, stakeholders and governors  
The School encourages and seeks cooperative relationships between staff, governors, 
stakeholders and external organisations. Accordingly, there can be occasions where it is 
appropriate for the school to provide and fund limited gifts, in particular hospitality, which 
will not exceed a value of £20 per head per occasion to a maximum of three in any one 
academic year.  
 
Contributions may be requested to assist with the cost of any such occasion. It may be 
appropriate for leaving gifts to be provided to staff leaving the employment of the school 
particularly after a long period of service. Such gifts are often supplemented with private 
contributions from continuing members of staff. 
 
Gifts received as ‘thank you’ tokens from students, parents or line managers, for example at 
Christmas or end of term, are an exception and can be accepted. 
 
Supplier Special Offer Gifts 
Supplier Special Offer Gifts are sometimes offered by suppliers with the purchase of items. 
All special offer gifts are the property of the school and must be handed in to the Finance 
Office for the sole use of the school.  
 

Arrangements for monitoring and evaluation 
The Resources Committee will monitor this policy by receiving on a yearly basis a report of 
any offers or accepted gifts as recorded in the ‘Record of Gifts and Hospitality’ form.  
 
Signed: ___________________________  Dated: _________________ 
Headteacher 
 
 
Signed: ___________________________  Dated: _________________ 
Chair of Governors 
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Easy to follow Dos and Don’ts 
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