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	Guidance notes for using this document
This document can be used as a basis for developing a suitable policy for handling gifts, inducements and hospitality offered or received by your firm.  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 employees and officers of the firm must receive or have direct access to a copy of the firm’s Gifts, Inducements & Hospitality Policy and receive training on how to apply this policy.
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 issues or non-compliance identified, and if necessary, should also recommend updating the policy to address any potential weaknesses.  
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	Introduction


Employees and officers of the firm may occasionally be offered or receive gifts, inducements and/or hospitality during their dealings with customers, suppliers and other external third parties.  In many cases gifts are offered in recognition of receiving an exemplary standard of service; whilst hospitality may be the result of practical necessity or a cost-effective solution.
Whilst it may therefore be desirable and prudent to accept such offers, each must be considered carefully based on the particular circumstances of the individual case.  This is to ensure that the firm can defend itself against any suggestions of undue influence or improper practices, as well as demonstrate close monitoring and adequate control practices surrounding the giving and receiving of gifts and hospitality.
Our approach recognises that the best defence against abuse is awareness and common sense, and the best defence against allegations of unfair practices is our ability to demonstrate that any potential conflicts of interest have been properly considered and controlled.
If a person 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


Occasionally our employees and officers may personally benefit from dealings with potential or existing clients, suppliers, services providers etc. This policy aims to ensure that any such benefit is not excessive and does not create an obligation or debt on either the individual or our firm. 
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 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 or a similar 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 Whistleblowing procedure, Conflicts of interest Policy and our Anti-bribery & Corruption Policy. [Note 2]
	Our Policy 


Close co-operation, understanding and interaction with customers, suppliers and other external third parties is an important aspect of our business operation.  We want you to develop good working relationships and we therefore encourage events and opportunities that improve external contact which is positive for our firm.  
In developing these relationships, you may wish to offer or receive gifts or hospitality; however, the firm must operate in a way that is publicly defensible.  We therefore require you to be cautious about accepting any gifts and hospitality that may create a potential obligation or expectation, generate accusations of undue influence or otherwise lead to a potential conflict of interest.
If an offer is sufficiently large or lavish as to potentially compromise the best interests of our firm, the person making or receiving the offer, must obtain legitimate authorisation and also maintain a record in accordance with this policy.  Rather than detail every situation that may arise, this policy sets out requirements and guidance within the following sections:
· Financial limits
· General standards
· Authorising gifts & hospitality
· Recording gifts & hospitality
· Responsibilities and further guidance
· Appendix 1 - Guidance on offering & accepting gifts
· Appendix 2 - Guidance on offering & accepting hospitality
	Financial limits 


[bookmark: Notethree]As a general rule, you must not offer or accept gifts or hospitality, except of a token kind.  Specifically, all amounts exceeding the following limits (whether offered or received) must be authorised and recorded in accordance with this policy: [Note 3]  
· Gifts valued in excess of [£25]
· Hospitality valued in excess of [£25]
· Donations or sponsorship to charitable, public, or political organisations valued in excess of [£100]
[bookmark: Notefour]Note - Individuals receiving gifts may be liable to pay tax on the value of the gift.  [Note 4]  
	General standards


This policy applies only to gifts and hospitality offered to you in your role as an employee or officer of the firm, not to that offered to you on a personal basis unconnected with your employment.  
As a general rule, gifts and hospitality must:
· Be of an appropriate nature 
· Not be over-generous 
· Be proportionate to the purpose for which it is offered
· Be relevant to their stated purpose (e.g., developing relationships between appropriate individuals) 
· Provide clear benefits for our firm
Whether acting in a personal capacity or on our behalf, we do not permit employees, officers, or other persons, either directly or indirectly, to:
· Solicit any gift or hospitality in the course of their employment.
· Offer or receive any gift or hospitality which is in breach of relevant laws, regulations, or customs (e.g., gifts containing ivory). Where uncertainty exists, legal advice must be received before any gift or hospitality is offered, given, or received.
· Improperly influence/authorise payments or award contracts in return for anything of value (i.e., offer or receive a ‘bribe’ or ‘kickback’). 
· Make payments to others in order to secure prompt or proper performance of routine duties (e.g., ‘facilitating’ or ‘expediting’ payments).
· Use subcontracts, purchase orders, consulting agreements etc. either as a means of channelling payments, or otherwise improperly rewarding external persons, their relatives or business associates.
· Offer or receive any gift or hospitality which knowingly creates an unacceptable or unmanageable conflict of interest.
Where gifts or hospitality are offered to or accepted by family members, friends, etc. as a method of excluding you from the arrangement, this is never acceptable. 
For further information on how our policy should be applied in practice see:
[bookmark: AcceptingGifts]Appendix 1 - Guidance on offering & accepting gifts 
[bookmark: AcceptingHospitality]Appendix 2 - Guidance on offering & accepting hospitality 
	Authorising gifts & hospitality


In some circumstances, the firm may exercise its discretion in permitting gifts or hospitality that exceeds the financial limits specified above. For example:
· In the case of gifts, the offer may be accepted on behalf of the firm, on condition that the recipient does not personally benefit (e.g., where it is later used as a prize item, for charitable purposes or otherwise appropriately disposed of).
· In the case of hospitality, where it can be shown that accepting hospitality would increase your effectiveness in the role you perform for the firm or otherwise strengthen the firm’s legitimate commercial interests and social responsibilities.  
If, having considered all the relevant factors they consider it appropriate, authorisation must be provided by [insert name or job title of Senior individual(s), Director(s) and Non-executive director(s)/Partner(s) etc.]. 
	Recording gifts & hospitality


[bookmark: Notefive]Where required by this policy, all employees and officers of the firm must use our Gifts, Inducements & Hospitality Register to record details of relevant gifts and hospitality offered or received. The Register must also be used to record relevant gifts or hospitality that is offered but which is rejected, together with reasons for the rejection. [Note 5]    
Where required by the firm’s Conflicts of Interest Policy, you should also make a record in the firm’s Conflicts of Interests Register.
Both Registers are inspected regularly by the firm’s management team and by its auditors. 
	Operation & 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 on how to comply with this policy
· 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 proportionate action against anyone in breach of this policy, including where appropriate instigating disciplinary procedures 
· 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:
	Set specific standards
	to ensure that all employees, officers, or other persons acting on our behalf act in a consistent and appropriate manner when considering the acceptance of gifts and hospitality.

	Ensure accurate records are properly maintained
	of all gifts and hospitality covered by this policy; 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 accept contributions (directly or indirectly) from political persons, parties, or associated organisations.


This policy does not prohibit the following practices providing they are customary within a particular market, are proportionate, and are properly recorded within the firm’s Gifts, Inducements & Hospitality Register: 
· Offering or receiving a ceremonial gift during a festival or at another special time 
· Using any recognised ‘fast-track’ process which is available to everyone on payment of a legitimate and publicised fee 
· Taking up the offer of resources intended to assist efficient decision making, provided that the resources are supplied for that purpose only. 
	Responsibilities and further guidance 


Making a judgment about what is, and is not, acceptable is not always easy however both the ‘letter’ and the ‘spirit’ of this policy must be applied correctly. Where additional guidance is required, in the first instance, people should seek advice from their [line/local/senior] manager. However, where this fails to resolve the matter, further guidance can be obtained from [insert name or job title]. 
As a general rule, if uncertainty remains, but a decision is taken to accept the gift or hospitality, the matter (together with suitable justification) must always be recorded in the firm’s Gifts, Inducements & Hospitality Register. 
If any employee or officer is aware of any gift or hospitality which is, or may be, in breach of this policy, a report should be made to [specify the name and contact details of the person or team responsible, e.g., those responsible for corporate governance]. All information received will be handled with sensitivity and confidentiality.

[bookmark: Appendix1]
Appendix 1
Guidance on offering & accepting gifts
Whether or not it is appropriate to offer or accept a gift will be a matter of judgement but, as a general rule, the following approach applies.  
The following table confirms our approach towards different types of gift, however whenever a gift’s value exceeds limits specified elsewhere in this policy, the gift must be authorised and recorded in the firm’s Gifts, Inducements & Hospitality Register.
If a gift arrives unexpectedly and its value is estimated at more than the specified limit, but it would be impractical or offensive to return it, you must register it and seek authorisation or instructions on the most appropriate course of action.
	Type of gift
	Approval required?
	Generally Permitted?
	Recordable?

	A 'prize' received, following a prize draw or competition that was open to a reasonable number of participants, meets all legal requirements and was entered with the approval of the firm’s management.
	No
	Yes
	No

	Low value branded promotional items 
(e.g., diaries, calendars, pens, T shirts, hats etc)
	No
	Yes
	No

	Expensive branded promotional items 
(e.g., a desk set, briefcase, premium clothing)
	Yes
	Yes
	Yes

	Low value gifts offered as a ‘thank you’
(e.g., chocolates, flowers, etc)
	No
	Yes
	No

	Expensive gifts offered as a ‘thank you’
(e.g., watches, jewellery, electronic goods)
	Yes
	No
	Yes

	Cash, Cheques, Bank transfers, Vouchers, Credit notes, etc
	Yes
	No
	Yes

	Gifts that can be readily converted into cash
(e.g., Tickets for a major public event)
	Yes
	No
	Yes

	All services offered for free or at a significant discount 
(e.g., insurances, holidays, media services)
	Yes
	No
	Yes

	Gifts or services clearly offered as an inducement (or where someone could reasonably form this impression)
	Yes
	No
	Yes

	Solicited gifts (i.e., requested by the recipient)
	Yes
	No
	Yes


Back to policy






[bookmark: Appendix2]Appendix 2
Guidance on offering & accepting hospitality
Whether or not it is appropriate to offer or accept hospitality will be a matter of judgement but, as a general rule, the following approach applies.  
The following table confirms our approach towards different types of hospitality, however wherever the value of hospitality exceeds limits specified elsewhere in this policy, the gift must be authorised and recorded.
Where receiving hospitality is authorised, the firm may wish to make a reciprocal offer to help justify the decision.  Examples include:
· “Rather than split the bill, you pay this time and I’ll pay when we next meet”
· “In return for you taking us to the meeting, we’ll provide the transport next time”
· “As thanks for letting us use your training facilities we would like you to accept this hamper”
· “In return for you speaking at our conference we will meet your reasonable travel and accommodation expenses” 
Where a reciprocated offer is made it is generally appropriate to cross reference the hospitality offers when completing the Register entry.  
	Type of hospitality
	Qualifying criteria

	Approval required?
	Generally Permitted?
	Recordable?

	Free or heavily subsidised meals or refreshments directly supporting:
· Training
· Legitimate meetings
· Relationship management
· Team building
	Received at our offices or those of a customer, supplier, etc
	No
	Yes
	No

	
	Restaurant or other venue away from office premises

	No
	Yes
	Yes

	Free or subsidised place on a training course, seminar etc

	Little or no expense to the provider because the event is arranged in whole or in part by them (e.g., a place at the provider’s annual seminar)
	No
	Yes
	No

	
	Externally hosted event funded by the provider 
(e.g., a funded place at an industry conference) 
	Yes
	Yes
	Yes

	Free or heavily subsidised meals or refreshments unconnected with legitimate business activities.
	Any venue
	Yes
	No
	Yes

	Hospitality or entertainment of an ‘adult’ nature or which may otherwise breach usual standards of public decency or corporate social responsibility.
	Any venue
	Yes
	No
	Yes

	Hospitality which involves the recipient being unavailable during working hours. 
	Permitted only if it offers sufficient legitimate benefits to our firm.
	Yes
	No
	Yes

	Tickets to an event that the recipient would attend without meeting representatives of the firm funding the tickets.
	Any event
	Yes
	No
	Yes

	Exclusive or expensive hospitality (e.g., major sporting or cultural event)

	It will increase your effectiveness in your role, or otherwise strengthen our firm’s legitimate commercial interests or social responsibilities.  
	Yes
	Yes
	Yes

	
	Little or no benefit received by our firm.
	Yes
	No
	Yes

	Free or heavily subsidised accommodation or travel.
	Using facilities owned by the host (e.g., a company flat/vehicle)
	Yes
	Yes
	Yes

	
	Using facilities funded by the host (e.g., a hotel room, train tickets, etc)
	Yes
	No
	Yes

	Payment for providing a speech, lecture, etc  
	Payment to be received directly by the firm supplying the speaker.
Amounts to be in line with standard market rates for such public speaking.
	Yes
	Yes
	Yes

	Solicited hospitality or entertainment
	All
	Yes
	No
	Yes



Back to policy





	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
CORE19 - Anti-bribery & Corruption Policy
Back to policy
Note 3
You may wish to change the value thresholds, or create subcategories, for example:
· to reflect different regional costs
· for donations to different types of organisation 
· for different types of gift or hospitality (e.g., personal or corporate)
However, in all cases the values should be set at a level that is too low to hide an illicit payment.  Firms should also note that the more subcategories they introduce, the more complicated implementation and enforcement of the policy will become.
Back to policy
Note 4
Individuals in the UK incur a tax liability on the full amount if they receive gifts totalling more than HMRC’s specified limit from a single source in a single tax year.  In addition, any gifts made in recognition or anticipation of particular services will be taxable in full, irrespective of the amount.
Back to policy
Note 5
To assist senior management in monitoring the application and effectiveness of this policy, we recommend including a requirement to also record rejected offers.  This may assist with identifying customers, suppliers etc that are:
· are looking for a susceptible individual with which to develop their relationship 
· potentially making similar offers to other external third parties; indicating a propensity for bribery
Back to policy
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