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1. AIMS 
The Trust is committed to ensuring that the leadership and governance of the Trust, and the Schools within the 

Trust, is conducted in accordance with the highest standards of integrity, probity and transparency. 

This Policy applies to all the following, collectively “Employees” hereafter: 

• Direct employees;  

• Members;  

• Directors/Trustees; and/or  

• Contractors and consultants or other associated persons, agents or representatives acting in the name of, or 

on behalf of, or dealing with the Trust and its schools 

The policy outlines the Trust’s approach on the receipt of gifts and hospitality by the above and those associated 

with the Trust and its Schools from any third parties arising from duties undertaken on behalf of the Trust. 

The intention of this Policy is to ensure that the Trust 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 Trust. This will avoid the risk of 

any perceived or real conflict of interest or allegation of bribery or corruption. The Trust should be able to show that 

all decisions are reached on the basis of value for money and for no other reason. Any consideration of whether or 

not the principles of this Policy have been breached will be determined by reference to this provision. Any breach of 

this Policy could lead to disciplinary action and may constitute gross misconduct.  

2. PRINCIPLES OF THE POLICY  
Practices, such as obtaining goods and services which may include an element of private use for Employees should 

be avoided.  

Employees should avoid accepting excessive hospitality, entertainment or other services from existing or prospective 

suppliers.  

A Register of Gifts and Hospitably should be established at each School and for the Trust Central Services Team, 

which should be updated as soon as practicably possible where excessive hospitality, entertainment, gifts or other 

services are offered or received as a result of the position held within the Trust.   

The Registers of Gifts and Hospitality are open documents and must be made available for inspection by the Chief 

Executive Officer of the Trust and the Auditors.  

It is a mandatory requirement for the school/Trust to hold a Register of Gifts and Hospitality, even if there is a nil 

return. It is recommended that the Register of Gifts and Hospitality be held alongside the Register of Pecuniary and 

Business interests and is freely available in the Governance office. 

 

3. DEFINITIONS 

The expressions “gifts” and “hospitality” have wide meanings and no conclusive or exhaustive definition is possible. 

Gifts and hospitality can include:  

Free gift of any goods or services;  

The opportunity to acquire any goods or services at a discount or at terms not available to the general public;  

The opportunity to obtain goods or services not available to the general public ; and 

The offer of food, drink, accommodation or entertainment.  
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Common gifts include pens, diaries, calendars and other business stationery, articles of clothing, books, wine and 

flowers. Common hospitality includes lunches provided by external bodies.  

For the purpose of this Policy a “gift” is defined as any item, cash or goods or any service, which is offered for 

personal benefit at no cost, or at a cost that is less than its commercial value.  

“Hospitality” is defined in this policy as any generous or material welcome or reception that is more than an 

incidental beverage or light refreshment e.g. attendance as a non-paying guest at a cultural, sporting or other event.  

The real test is whether the acceptance of any gift and/or hospitality could be regarded by a third party as 

compromising or likely to compromise the impartiality and objectivity of an Employee. 

4. GENERAL RULES FOR EMPLOYEES 
 

As a general guideline, business gifts and hospitality should not be accepted by any Employee, particularly where the 

donor has (or appears to have) an ulterior motive. Be sensitive to the possibility that the donor may think that even 

small gifts or simple hospitality will elicit a more prompt service or preferential treatment. A gauge of what is 

acceptable in terms of hospitality is whether the Trust or School would offer a similar level of hospitality in similar 

circumstances.  

Except as provided for below, Employees shall not use their authority or office for personal gain and shall seek to 

uphold and enhance the standing of the Trust by:  

1. Maintaining an impeccable standard of honesty and integrity in all their business relationships.  

2. Complying with the letter and spirit of the law, and contractual obligations, rejecting any business practice that 

might be deemed improper.  

3. At all times in their business relationships acting to maintain the interests and good reputation of the Trust.  

4. Any employee who becomes aware of a breach of policy must report this immediately to his or her manager or 

line superior who will instigate investigations as necessary.  

5. Any personal interest that may impinge or might reasonably be deemed by others to impinge on an Employee’s 

impartiality or conflict with the duty owed to the Trust in any matter relevant to an Employee’s duties (such as 

conflicting business interests) should be declared in writing.  

6. Any member of staff who is aware of any business dealings conferring personal gain or involving relatives or 

associates of Employees must supply details of such transactions for entry into the Register of Business Interests.  

6. Employees are permitted to accept gifts, rewards or benefits from members of the public or organisations the 

Trust has official contacts with only where they are isolated gifts of a trivial character (such as seasonal chocolates or 

annual diaries or calendars). Gifts should not therefore be accepted if they appear to be disproportionately generous 

or could be construed as an inducement to affect a business decision.  

7. Where purchased items include a “free gift” from suppliers, such gifts should be either used for Trust business or 

handed to the Trust to be used at charity raffles.  

8. In relation to conventional hospitality (lunches, outings, tickets for events etc.) provided that it is normal and 

reasonable in the circumstances they may be accepted. Such invitations should not be accepted where there is no 

reasonable business justification for doing so, where an invitation is disproportionately generous, or where the 

invitation could be seen as an inducement to affect a business decision.  

9. Any hospitality other than of a nominal value (up to £50.00) or facilities provided during the normal course of 

business should be reported for an entry in the Register of Business Interests.  
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10. Acceptance of gifts or hospitality with a value exceeding £50 must always be subject to prior approval as per the 

table below and recorded and reported in the Gifts and Hospitality Register. 

Recipient Approver 

Chair of the Board A Member 
Chief Executive Officer and Board Trustees Chair of the Board 

School Executive Headteacher/Headteacher Chief Executive Officer 

All other school-based staff Executive Headteacher/Headteacher 

Chief Finance and Operations Officer Chief Executive Officer 
Central Team staff Chief Finance and Operations Officer 

5. GIFTS AND HOSPITALITY GIVEN 

Reasonable costs to entertain visitors on School or Trust business are acceptable. The cost of sandwiches, finger 

buffet and non-alcoholic beverages would be considered reasonable. Appropriate authorisation for expenditure 

should be secured prior to making any arrangements.    

It is acceptable to provide direct employees with refreshments at a reasonable cost to the School or Trust as part of 

training or development events. For this purpose, training and development is taken to cover not only training 

courses but also developmental meetings including for example departmental meetings, consultation meetings, 

recruitment activities and general staff developmental events.  

In line with guidance from the DfE, schools should use their allocated GAG funding for the full benefit of their current 

pupils. Schools and the Trust Central Services Team should carefully consider any use of these funds to purchase gifts 

and items such as flowers for members of staff and people outside the School or Trust. Any such item should be a 

justifiable and reasonable cost. 

6. POLICY REVIEW CYCLE 
 

This Policy will be reviewed by the Trust Board on a two-yearly cycle. The Trust Board may delegate the review of 

certain policies to its committees or the executive leadership team as appropriate.  
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