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	History of changes to this document


	Version No
	Location of change
	Description of change
	When


	5.0
	Throughout
	General review and rebranding 
	08/2020

	4.0
	Review and update throughout
	Addition of relevant legislation, offences and definition of bribery and corruption 
	03/2019


	3.0
	Throughout 
	Reference to the Financial Services Authority (FSA) updated to the Financial Conduct Authority (FCA)
	07/2013

	2.0
	Pg. 3 (Operation & implementation) - 15th bullet point
	New - Added a commitment to ensuring a fair and transparent selection process for external third parties.

	09/2011

	
	Pg. 3 (Operation & implementation) - 16th bullet point

	Formerly the 15th bullet point.  Also, the first use of ‘a requirement’ within the sentence has been deleted.
	09/2011

	
	Pg. 3 (Operation & implementation) - 17th bullet point

	New - Added a commitment to scrutinising third party remuneration.

	09/2011

	1.0
	New document released
	
	06/2011




	Guidance notes for using this document

This document can be used as a basis for developing ‘adequate procedures’, designed to assist the firm in defending itself against corruption and any potential legal action.  It should be tailored to reflect the firm’s own circumstances and can be adapted to include less or more information as the firm considers appropriate.  

This document is designed for use by firms that:
· Restrict their business operation to dealings within the UK
· Operate using standard market agreements and remuneration terms
· Do not typically deal with politically exposed persons or foreign nationals

Where this is not the case, firms should contact the Compliance Technical Helpline for further guidance.

The final page of this document provides notes to assist firms with developing a suitable policy.

When personalising this document, you should:
· Delete or adapt (as appropriate) text in square brackets and blue text
· Delete this guidance note (including the ‘History of changes to this document’ above) 
· Delete the ‘Additional Guidance Notes’ provided at the end of this document 

All staff must receive or have direct access to a copy of the firm’s Anti-bribery & Corruption Policy and receive training on the firm’s approach to identifying and handling corrupt practices.

Once implemented, on an ongoing basis, the effectiveness of the firm’s policy should be reviewed at board/partner/senior management level (as appropriate).  This review should consider and manage any actual or potential corrupt practices identified, and if necessary, should also recommend updating the policy to address any potential weaknesses.  
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	Introduction


Bribery and corruption harms society by inhibiting or preventing legitimate economic growth and development.  As part of a growing international effort to remove corrupt regimes, the UK has strengthened its legislation to assist the UK’s authorities with prosecuting offenders.
We are required to adhere to the following legislation, regulations, and guidance: 
· Bribery Act 2010. 
· FCA: FCG 6 (Bribery and Corruption)
· FCA Financial Crime: A Guide for Firms. 
· The Bribery Act 2010 – Guidance by Ministry of Justice
The above legislation outlines multiple Anti-Bribery offences, which we are committed to avoiding. The key offences under the applicable legislation are as follows:
· [bookmark: _Hlk499129166]Bribing another person (Subject to a maximum 10-year jail term and/or a fine)
· It is an offence to offer, promise or give a financial or other advantage to another person if the individual intends the advantage to bring about the improper function of another person or if the individual knows that the acceptance of the advantage offered itself constitutes the improper function. 
· [bookmark: _Hlk499129190]Accepting a bribe (Subject to a maximum 10-year jail term and/or a fine)
· It is an offence to request, agree to receive or accept a financial or other advantage in return for an intended or already completed improper performance of an individual’s function. 
· [bookmark: _Hlk499129276]Bribing a foreign public official (Subject to a maximum 10-year jail term and/or a fine)
· It is an offence to offer, promise or give financial or other advantages to a foreign public official with the intention of including the official in the performance of his or her official function. This is done in the hope of obtaining or retaining business or an advantage in the conduct of business. 
· Failure to prevent bribery (Subject to conviction and an unlimited fine) 
· It is an offence for an individual representing a firm to bribe another person to obtain and retain business or another advantage for the firm if the firm itself doesn’t have adequate procedures in place to prevent bribery from occurring. In this instance, the firm is liable for prosecution. 
Any involvement in corrupt practices by our firm will adversely affect our image and reputation; in some circumstances it may even result in prosecution of our firm and its employees.  
If anyone covered by the scope of this policy has any queries, these should be raised with [Insert name of senior manager responsible for this policy].
	Purpose and Scope


This policy aims to reduce our potential exposure to corrupt practices by formalising our commitment to maintaining business integrity and values that fulfill our social, regulatory and legal obligations. 
This policy has been adopted by the firm’s [Board of Directors / Senior Partners / etc] and applies to everyone involved in our business.  For the avoidance of doubt, this includes all officers and beneficial owners of the firm [i.e., Directors and Non-executive directors / Partners / Members / Shareholders / etc.] as well as all employees (i.e., permanent, contract and temporary staff). 
[bookmark: Noteone][This policy also applies to all our majority owned business operations and transactions in which we or our subsidiaries and associates operate.  Where we have a minority ownership interest, we will encourage the adoption of this policy amongst our business partners including (for example) contractors, suppliers, and joint venture partners.  In all our dealings with subsidiary business operations we will take appropriate action if we have reason to suspect that corrupt practices apply.] [Note1]
This policy is designed to work in conjunction with our Conflicts of interest Policy, our Gifts, Inducements & Hospitality Policy, and our Whistleblowing procedure. [Note 2] 
	What is Bribery? 


We take the view that bribery, as defined by the Bribery Act 2010, is: ‘giving or receiving a financial or other advantage in connection with the improper performance of a position of trust, or a function that is expected to be performed impartially or in good faith.’
Monetary incentives and actual payments exchanging hands are not the only methods that constitute bribery. Bribery can take many forms, including gifts, lavish treatments during a business trip, tickets and/or hospitality at an event and promising favours. 
There are many possible motives an individual or organisation may have for either accepting or offering a bribe. Some of the most common are as follows: 
· Paying a bribe to secure or keep a contract (either within the private sector or government). 
· Paying a bribe to secure an order. 
· Paying a bribe to secure an advantage over a competitor. 
· Accepting a bribe in return for facilitating an illegal activity (such as Money Laundering) for an individual.  
The Bribery Act 2010 applies to all companies, regardless of size or nature, established under UK law and non-UK companies that conduct business in the UK. We therefore recognise that we are subject to the provisions of the act and liable to prosecution if the firm fails to implement adequate procedures and process to prevent bribery. 
	[bookmark: _Toc499219286]What is Corruption? 


We take the view that corruption, as defined by Transparency International, is: ‘the abuse of entrusted power for private gain. It can be classified as grand, petty and political, depending on the amounts of money lost and the sector where it occurs’.
When it occurs within the private sector, corruption can distort competition, create cartels, enable regulated markets to be manipulated and illicitly influence the political decision-making process. This not only damages business and the sectors in which they operate but also the interests of taxpayers. In some cases, within the private sector, corruption and bribery go hand-in-hand, especially when business pay bribes in order to win lucrative public contracts. 
As a company that abides by the highest degree of ethical standards we are committed to the non-facilitation of corruption for the wrongful benefit of the business, any of its employees or representatives and any of our customers. 
	Our Policy 


We aim to conduct our business activities with honesty and integrity at all times and will not participate in initiatives designed to provide an ‘unfair’ advantage to our firm or any third parties.  For example, we do not offer or receive any form of unethical inducement or payment, including (but not limited to) ‘facilitation payments’ and ‘kickbacks.’  Specifically;
Our firm prohibits;
the offering, giving, solicitation or acceptance of any bribe, whether cash or other inducement
To or from;
any person, company, or other organisation, wherever they are situated, and whether or not they act in a public or private capacity
By;
any employee, officer, beneficial owner, agent or other person or body acting on the firms’ behalf
In order to;
gain any commercial, contractual or regulatory advantage for the firm in a manner which is unethical
Or in order to;
gain any personal advantage, financial or otherwise, for the individual or anyone connected with that individual
This policy is strictly enforced. 
	Operation and implementation


To achieve our policy, we are committed to:
· Communicating this policy to employees, officers and other affected parities
· Training the firm’s employees and officers to recognise and report any corrupt practices undertaken by themselves or others
· Providing effective reporting mechanisms which are simple to use and readily accessible 
· Protecting ‘whistleblowers’ by handling information received with sensitivity and confidentiality
· Rigorously investigating all allegations of fraud, bribery and other corrupt practices
· Immediately informing the police and relevant authorities where a crime may have been committed 
· Cooperating fully with officials during any investigations or legal proceedings
· Taking swift action against anyone confirmed as being involved in corrupt practices
· Implementing disciplinary procedures concerning anyone in breach of this policy
· Monitoring the effectiveness of this policy on an ongoing basis by regularly reviewing our systems and controls. 
· Periodically reviewing and updating this policy to ensure it keeps pace with best practice and to addresses any identified failings    
In implementing this policy, we:
[The following section gives examples of controls which firms may implement, it is essential this section is personalised to reflect the actual controls in place and that these can be evidenced in practice sections should be added/deleted as applicable]
	Conduct a periodic risk assessment
	to identify any evolving risks to the firm. This will be documented and utilised to inform our policies and procedures relations to Anti-Bribery and Corruption 

	Encourage vigilance
	in identifying and reporting corrupt practices.

	Uphold all relevant laws
	designed to counter bribery and corruption, particularly any laws relating to specific business practices.

	Establish specific standards
	to ensure that all employees, officers, or other persons acting on our behalf do not engage in corrupt practices.

	Ensure a fair and transparent selection
	process is applied prior to the appointment of any external service providers, partners or other third parties

	Include in agreements with third parties
	acting on our behalf, a requirement that they do not engage in any illegal, improper or questionable conduct.

	Scrutinise all remuneration paid to external third parties
	to ensure it is appropriate, justifiable, and paid through legitimate channels

	Ensure accurate records are properly maintained
	of all financial transactions; these records will be available for inspection where a legitimate request is received. 

	Require an ‘Annual declaration’
	to be completed by all employees and officers of the firm, confirming that they have received a copy of this policy and are fulfilling its requirements.

	Publicise our policy
	(where appropriate) to external parties, including (but not limited to) customers, suppliers, contractors, business partners and wider stakeholders.  

	We will not make contributions (directly or indirectly) to political persons, parties, or associated organisations.



	Responsibilities 


Preventing, detecting, and reporting of bribery is the responsibility of everyone working for, or on behalf of, the firm.  All such persons (including agency staff and external contractors) must therefore:
· Act with honestly and integrity at all times
· Safeguard our firm’s resources for which they are responsible
· Respect our customers, suppliers and any other parties with whom our firm interacts, in order to achieve our objective of conducting business in an ethical, lawful and professional manner.
· Comply with the ‘spirit and letter’ of laws and regulations of all countries in which our firm operates or hopes to operate, in respect of the lawful and responsible conduct of business.  
Our [Board of Directors / Partners / Members / etc.] attaches the utmost importance to this policy and will apply a ‘zero tolerance’ approach to acts of bribery and corruption.  Any breach of this policy will be regarded as a serious matter and is likely to result in disciplinary action which may ultimately result in dismissal.  Primary responsibility for implementing this policy and for reporting annually to our [Board of Directors / Partners / Members / etc.] rests with [insert name or job title].
Where it is confirmed or suspected that an external third party is guilty of bribing or attempting to bribe our employees, officers, suppliers, or customers they will be informed in writing that any business dealings with them will be ceased immediately, and the appropriate authorities will be informed. 
Raising concerns and seeking further guidance 
Everyone covered by the scope of this policy is encouraged to raise concerns about any suspicions or examples of corruption at the earliest possible stage.  All concerns must be reported using our Whistleblowing procedure.  
Where it is proving difficult to decide whether or not an activity is appropriate, or it is unclear if an action conforms with this policy, the matter should be referred to [insert name or job title].



	Additional Guidance Notes
This section provides guidance on tailoring this policy to reflect the firm’s own circumstances:

Note 1
This paragraph should be deleted where the firm has no ownership or control of separate legal entities. 
Back to policy

Note 2
We provide templates for these documents in Chapter A of the Compliance Manual as follows:

CORE11 - Whistleblowing procedure
CORE13 - Conflicts of interest Policy
CORE20 - Gifts, Inducements & Hospitality Policy

Back to policy
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