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	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.
When personalising this document:
· Text in Blue should be personalised as appropriate (including headers/footers), 
· Text in Green Italics is for guidance only and should be deleted before use, along with this covering guidance note (including the ‘History of changes to this document’ above)
· Delete this guidance note (including the ‘History of changes to this document’ above
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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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1. Introduction 

1.1 This policy outlines [Insert Company Name] (‘we,’ ‘us,’ ‘our’ ‘company’) approach to preventing bribery and corruption in connection with our business activities. In developing this policy, we have considered our legislative and regulatory obligations as well as best practice guidance. We have taken into account the UK Bribery Act 2010, the Senior Management Arrangements, Systems and Controls (SYSC) sourcebook from the Financial Conduct Authority (FCA) handbook and the FCA Financial Crime Guide.
1.2 We understand that failure to prevent bribery is a corporate offence that could result in our company being prosecuted if a person associated with us is involved in offering, promising, or giving a bribe to obtain or retain business or an advantage in the conduct of business for our Company. We have therefore taken into account relevant guidance issued by the Ministry of Justice (MOJ) relating to proportionate, risk-based prevention measures when designing and implementing this policy. 
1.3	In addition to meeting our legal and regulatory obligations we recognise that sound anti-bribery and corruption controls benefit our business through building trust with our customers and the markets in which we trade, as well as improving confidence in the insurance sector as a whole. 
1.4 We recognise that our firm has a duty to avoid foreseeable harm which includes taking reasonable steps to prevent any of our customers falling victim to poor outcomes arising from bribery and corruption. Subsequently, we pledge to allocate sufficient resources to our internal controls, monitoring systems, human resources, and staff training to prevent bribery and corruption from occurring. 
2. Scope and Objectives 
2.1	This policy aims to reduce our potential exposure to corrupt practices by formalising our commitment to maintaining business integrity and values that fulfil our social, regulatory and legal obligations.
2.2 This policy has been adopted by our [Board of Directors/Senior Partners] and applies to everyone involved in our business and to all business activities undertaken by the company. 
2.3 For the avoidance of doubt, this includes all officers of the company [i.e., Directors/Non-Executive Directors/Partners/Members/Shareholders] as well as all employees including permanent, contract and temporary staff of the company. This policy also applies to all our majority owned business operations which we or our subsidiaries operate, and to any third-party acting on behalf of the company including appointed representatives and outsource service providers. 
2.4	Where we deal with third-party business partners including (for example) contractors, suppliers, and joint venture partners or where we have a minority ownership interest in a third-party firm, we will encourage the adoption of this or a similar policy. In all our dealings with third parties and subsidiary business operations we will take appropriate action if we have reason to suspect that corrupt practices are undertaken.
2.5	All employees and associated persons are required to familiarise themselves and comply with this policy including any future updates which may be issued from time to time.
2.6	Any breach of this policy is likely to constitute a disciplinary or contractual matter for the individual concerned and may cause serious damage to the reputation and standing of the company. We may also face liability for unlawful actions taken by our employees or associated persons. 
2.7	All elements of this Policy and associated Policies in Paragraph 2.9 of this Policy focus on the requirements of UK legislation and regulation.
2.8	The objectives of this Policy are to: 
· Outline our approach to preventing bribery and corruption, both from external and internal perpetrators. 
· Emphasise our commitment to allocating sufficient resources to preventing bribery and corruption. 
· Explain how we meet the anti-bribery and corruption requirements specified by our regulatory bodies and applicable government guidance.
· Clearly outline the responsibilities of our senior management and responsible officer for anti-bribery and corruption, and other key individuals in relation to our anti-bribery and corruption strategy. 
· Explain the most up-to-date anti-bribery and corruption risks that we are vulnerable to and how we intend to counteract these risks. 
· Elaborate how we will investigate and rectify instances of bribery and corruption when they occur. 
· Confirm that we will take steps to monitor compliance with this policy throughout the organisation. 
2.9	This policy is designed to work and be read in conjunction with the following documents:
· Overarching Financial Crime Policy 
· Gifts, Inducements & Hospitality Policy
· Anti-Money Laundering Policy
· Whistleblowing Policy
· Financial Sanctions and PEP’s Policy
· Company Code of Conduct 
· Sales and Administration Procedures 
· Third Party Outsourcing Policy 
· Procurement Policy
· Conflicts of Interest Policy
· [insert any other policies/procedures that may apply that have been referenced within this Policy]. 
3. Responsible Officer and Senior Management Oversight 
3.1 We have appointed [Insert Senior Manager name/role] as the Senior Management Function responsible for implementing, maintaining, and monitoring compliance with this Policy. This individual is judged to be adequately skilled to hold the role by the [Board/Senior Partners].

3.2 [Insert Senior Manager name/role] has the responsibility for investigating and reporting suspicious activity and is responsible for maintaining the company’s processes for investigating any suspected bribery or corruption, and where necessary reporting this to relevant authorities  This includes escalation of any bribery and corruption investigation to the [Board/Partners] in accordance with Section 13 of this Policy.

3.3 In addition to investigating and reporting any suspected instances of bribery and corruption , [Insert Senior Manager name/role] is responsible for:

· Implementing measures, procedures, and processes throughout the company to mitigate our exposure to corrupt practices and prevent bribery from occurring.  
· Maintaining this Policy, ensuring that it is updated where necessary in line with legislative, regulatory, and best practice advancement.
· Ensuring that the company’s Senior Management are kept appropriately informed of all matters relating to the suitability of its anti-bribery and corruption systems and controls and of any on-going investigations as appropriate. 
· Reporting at least annually to the company’s governing body on the operation and effectiveness of the firm’s anti-bribery systems and controls and the associated risks the firm is exposed to. 
· Ensuring that all employees are provided with appropriate levels of anti-bribery and corruption  training. 
· Ensuring that appropriate monitoring activity is undertaken to provide assurance of compliance with this Policy throughout the company. 
· Cooperating and liaising with regulators and law enforcement authorities with regards to bribery and corruption investigations involving the company.  
4. 	Regulatory and Legal Framework
4.1	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.
4.2	We are required to adhere to the following legislation, regulations, and guidance: 
· Bribery Act 2010. 
· FCA Financial Crime: A Guide for Firms. 
· The Bribery Act 2010 – and associated Ministry of Justice guidance
4.3	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. The above legislation outlines multiple anti-bribery offences, which we are committed to avoiding. The key offences under the applicable legislation are as follows:
	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. 

	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. 

	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. 

	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. 



5. 	Definition of Bribery 
5.1	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.
5.2	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. 
5.3	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.  
5.4	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. 
6. Definition of Corruption
6.1	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’.
6.2	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. 
6.3	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. 
6.4	We strictly prohibit political donations and facilitation payments, which are defined as unofficial payments made to secure or expedite routine government or administrative actions e.g. licencing acceleration payments. 
6.5	Any charitable donations and sponsorships must be legitimate, properly documented and approved by [the Board of Directors/Senior Partners]. 
6.6	Inappropriate behaviour and poor workplace culture heighten bribery and corruption risks, with financial and non-financial misconduct often connected. Bullying, harassment, intimidation, abuse of authority, retaliation, and improper influence are considered corrupt practices and will not be tolerated.
6.7	Any behaviour that seeks to pressure individuals to bypass controls, conceal concerns, improperly influence decisions or discourage escalations will be treated seriously and may result in disciplinary action.


7. Our Standards
7.1	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) ‘kickbacks’ or improper gifts or hospitality. We maintain a zero-tolerance approach to bribery and corrupt practices and 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

7.2 Not all gifts, hospitality or business incentives are improper or constitute a bribe and some may be acceptable when they are not excessive and provided for legitimate business purposes. However, the giving or receiving of gifts, hospitality or incentives are only acceptable where this is transparent, appropriately approved and does not improperly influence business decisions in accordance with our Conflicts of Interest Policy and Gifts and Hospitality Policy.
7.3	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.  
7.4	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.
8. Our Risk-Based Approach

8.1 We have reviewed the principal aspects of our business model, including our core customer base, products and services, and geographical scope and consider our exposure to bribery and corruption risk to be limited, as we primarily or exclusively operate within the UK general insurance market with counterparties who are subject to robust regulatory oversight. We do not participate in overseas business or public sector contracting and encounters with politically exposed persons (PEPs) or clients involved in high-risk industries are infrequent.  [Note: the sample statement provided assumed a low-risk exposure, firms should amend this statement to reflect their actual risk position.]

8.2 We acknowledge however, that as an intermediary that some aspects of our business model, including broker commission structures and the relationships between intermediaries and insurers, may present elevated risk factors. A lack of commitment to ethical standards or insufficient governance of our trading arrangements could further amplify these risks.
8.3	We ensure that the risks to our Company arising from anti-bribery and corruption are assessed periodically as part of the company’s business risk management process, this includes:
· Completion of regular risk assessment of the types of anti-bribery and corruption that the organisation may be exposed. These risk assessments record the key controls we have put in place to ensure effective mitigation of those risks and any further mitigating actions required.
· Consideration of contingency plans to ensure appropriate and timely action is taken if bribery and corruption is suspected or uncovered.
· Horizon scanning to ensure that any new or emerging forms of bribery and corruption or regulatory/legal updates are fully considered and that appropriate actions are taken to address these.
8.4 We take a proportionate approach to risk assessment focusing on assessing:
· the level of opportunity that may exist for bribery and corruption to occur due to for example a weak control environment or ineffective oversight,
· the motives that may drive bribery or corrupt behaviour both internally and externally; and 
· the rationalisation of the risk such as the ways in which bribery and corruption may occur in our  business sector and the cultural values and behaviours that we encourage in our organisation.
8.5 We maintain records of all risk assessments undertaken and any mitigating or remedial actions required are tracked through to completion with senior management oversight to ensure that actions are completed to an acceptable standard and in a timely manner, the status of these action plans are submitted as part of the company’s management information review as outlined in Paragraph 12.2 of this policy.
8.6 We manage our bribery and corruption risk by:
· 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 bribery and corruption, 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    
9. Anti-Bribery and Corruption Measures 
9.1	Employees and representatives should, at all times, abide by this Policy and other associated company Policies as listed in Paragraph 2.9 of this policy and take all steps to prevent bribery and corruption where permissible that are in their line of duty. 

9.2 We segregate duties throughout our organisation to avoid a single individual initiating, processing, and controlling transactions and maintain various approval and sign off procedures which support segregation of duties and allow for the early identification of any suspicious activity.
9.3 We require our employees to declare any conflicts of interest in terms of close relationships with customers, other staff and third-party firms with whom we deal or may deal. Employees are also required to declare any offers of gifts and hospitality under our Gifts and Hospitality Policy which enable us to ensure that staff remain objective in their dealings with others. 
9.4 As a minimum the company is committed to ensuring the following anti-bribery and corruption measures are in place:
· Effective HR policies are embedded including reference to the recruitment and screening of new staff (including appropriate checks of good repute for individuals involved in insurance distribution and enhanced fitness and propriety checks for Senior Management and high-risk roles). The policies include performance management via an effective appraisal system, disciplinary processes and exit interviews. 
· We include terms in employment contracts requiring employees and contractors not to engage in bribery or corrupt practices and to report any concerns immediately.
· We maintain a conflicts of interest policy and register which is reviewed by Senior Management [Insert review period], this includes our arrangements for identifying, managing and disclosing conflicts of interest where necessary and considers our arrangements in relation to insurer remuneration as well as other conflicts such as the disclosure of personal relationships. 
· We operate a Remuneration Policy which is based on a balanced score card approach to staff reward, including qualitative as well as quantitative measures and which strictly prohibits non-ethical behaviours in the pursuit of business targets, reward, or remuneration.
· We do not enter into any arrangements with third parties unless there is a valid commercial reason for doing so, this rationale is recorded and accompanied by appropriate due diligence and contractual arrangements in accordance with Section 10 of this Policy.
· to ensure it is appropriate, justifiable, and paid through legitimate channels of all financial transactions; these records will be available for inspection where a legitimate request is received.
· We undertake fair value assessments on the products that we distribute to ensure that any remuneration we receive is fair and proportionate and does not result in products becoming poor value for their intended target market.
· We regularly scrutinise management information relating to review remuneration payments received or given to detect any unexpected increases or anomalies. Scrutinise all remuneration paid to external third parties to ensure it is appropriate, justifiable, and paid through legitimate channels
· We provide all employees with our code of conduct outlining acceptable and non-acceptable behaviours in accordance with the FCA conduct rules supported by breach recording and disciplinary procedures.
· We provide a safe space for employees to raise concerns confidentially via our whistleblowing policy. 
· [Insert any other anti-bribery and corruption measures in place as identified in the firms’ risk assessment]
10. Third Party Arrangements - Due Diligence
10.1 Any third parties that we work with must be carefully selected, appointed, and monitored (subject to contractual controls). It is important that we only work with third parties where we are confident that they will not engage in corrupt practices. 
10.2 We apply a fair and transparent selection process before appointing any external service providers, partners, or third parties, and we document the reasons for our appointment decisions.

10.3 We will only consider the appointment of a third party to act as our agent, including outsource service providers or appointed representatives after having concluded an appropriate due diligence process and subject to appropriate contractual arrangements. Such arrangements are also subject to regulatory approval and notification processes.

10.4 The nature and extent of due diligence carried out will be determined by the level of risk posed by the relationship, however we set out our general approach to the appointment and due diligence standards required for most third party arrangements in our Third-Party Supplier / Procurement Policy /Agency Management Procedures/ Third Party Outsource Policy/ [insert any other policies relevant to the company’s due diligence processes].

10.5 If requested, third parties must confirm that they have similar policies on anti-bribery and corruption and we reserve the right to inspect them. 

10.6 We include termination clauses in all third-party contracts that which allow us to terminate the arrangement in the event of a significant breach which includes in the event that any corrupt practices are uncovered. 

10.7 All third-party appointments are subject to the approval of at least two Senior Managers Functions one of whom must be [insert name of Senior Manager/role] and only Senior Management Functions have the authorisation to commit the company to contract as authorised signatories. [Note that if the firm has delegated signatory responsibility to any other person this should be noted here.] 

10.8 We are committed not to recommend the services of others who do not have reasonable anti-bribery and corruption procedures in place. Not only because of the regulatory and legal implications for our company but because we believe this is vital to protect our customers, reputation, and business partner confidence.

10.9 We periodically monitor our third-party arrangements to ensure that they remain fit and proper. Higher risk third party arrangements including appointed representatives and outsource service providers will be reviewed annually. Those that are deemed as less of a risk will be reviewed not less than every [insert period] years. 

10.10 Any intention to enter into any transaction relating to the acquisition of or merger with another third party is strictly prohibited without the oversight and approval of the [Board/Senior Partners]. The company undertakes significant due diligence in such circumstances and must ensure that it meets is obligations to obtain regulatory approval, this may involve obtaining legal or other specialist advice before any such transaction completes.
11. Anti-Bribery and Corruption Awareness 
11.1 All staff are required to complete mandatory training relating to anti-bribery and corruption detection, prevention and response both during their induction period (when initially joining the business) and at least annually thereafter.
11.2 Staff training will be relevant to the role and responsibilities carried out and incorporate examples of how bribery and corruption can arise in day-to-day activities. 
11.3 Those employees responsible for setting anti-bribery and Corruption measures or monitoring of key anti-bribery and corruption controls may be required to undertake additional training which is specific and relevant to the nature of their individual role. Such training will be determined by line managers in accordance with the company’s Training and Competence Scheme and incorporated into individual training and development plans as appropriate. 
11.4 We openly encourage staff feedback and have clear escalation processes in place for staff to raise concerns, including via Section 10 of this policy and via our Whistleblowing Policy. 
11.5 We clearly set out our expectation of staff in relation to the behaviours expected of them in our Company Code of Conduct which outlines the individual conduct rules (and Senior Management Conduct Rules where appliable) under the COCON FCA Handbook, this includes setting out that dishonest or corrupt behaviour is not acceptable, will not be tolerated and may result in disciplinary action. 
11.6 We foster an anti-bribery and corruption aware culture by encouraging the sharing of related information with staff such as best practice case studies and other examples of how bribery and corruption can have a negative impact on colleagues, the business, the sector, and public trust. 
12. Monitoring and Approval

12.1 Our [compliance officer/team/function] undertake appropriate, periodic testing and monitoring of the prevention measures outlined in this policy in accordance with our Annual Compliance Plan which is designed to determine whether the activities and controls referred to in this policy are completed as expected. 

12.2 We review anti-bribery and corruption related management information at least [insert period] this includes as a minimum:
· The status of remedial/mitigating actions relating to anti-bribery and corruption measures.
· Compliance monitoring/audit reports and new risk assessments undertaken during the reporting period.
· Horizon scanning reports including legal and regulatory developments and new and emerging bribery and corruption risks.
· Staff expenses and gifts and hospitality registers to identify patterns involving specific third parties, teams or individuals and concentration around renewals/tenders. 
· Conflict of interest registers and disclosures 
· Commission levels and third-party payment arrangements 
· Training and competence reports.
· Breach and bribery and corruption investigation reporting. 
· Client money and financial reports
· Third Party Monitoring Reports
· [Insert any other specific MI which the company reviews in relation to anti-bribery and corruption prevention]
12.3 From time to time, and as deemed necessary by our [Board/Senior Partners], detailed audit assurance reports may be commissioned in relation to anti-bribery and corruption measures and other financial crime related matters, such reports will be completed by [insert roles/individuals within the company/third parties] who have the necessary skills and expertise to assess whether controls are adequate in relation to the bribery and corruption risks our company is exposed to and whether those controls are operating effectively.

12.4 The [Board/Senior Partners] will assess and approve the adequacy of this policy and the company’s anti-bribery and corruption risk assessment at least annually; approval and any associated actions deemed necessary by the [Board/Senior Partners] will be formally recorded within the minutes of the Board/Partner meeting. 

12.5 Any bribery and corruption issues which affect the company or its customers should be reported to the [Board/Senior Partners] immediately. 
13. Raising Concerns 
13.1 You are required to maintain an awareness of what may constitute bribery and corruption, and to report any suspicions you may have at the earliest possible stage.  If you are aware and fail to make a report without a reasonable excuse, you may be subject to disciplinary action. 
13.2 You are able to report concerns confidentially under our Whistleblowing Policy, if you are unsure whether or not an activity is appropriate, or it is unclear if an action conforms with this policy, the matter should be referred in confidence to [insert name or job title]. 
13.3 Once a suspicion has been reported [insert name of Senior Manager/role] will confirm to you in writing that they will investigate the matter further and you will have fulfilled your legal obligations.
13.4 You must not alert a member of staff to the fact you have knowledge of or are suspicious to Bribery and corruption nor disclose to anyone else that you have made a report.
13.5 A full and complete investigation will be made by [insert senior managers name/role] upon receiving an internal escalation/whistleblowing report. If after completing this investigation it is necessary that a regulator, the FCA/ MoJ/ Finance House/Insurers/Police be notified, notification will be made by [Insert Senior Manager name/role].
13.6 [Insert Senior Manager name/role] is responsible for reporting any serious bribery or corruption events which affect the company or its customers to the [Board of Directors/Senior Partners] immediately that they become aware. For the avoidance of doubt those events that may result in widespread customer harm, legal or regulatory investigation of the company or any of its employees, officers or third-party associates, significant financial loss for the company or reputational damage should be escalated to the [Board of Directors/Senior Partners] without delay.
14. Record Keeping 
[bookmark: _Hlk19282766]14.1	Records of reports, investigations and breach reporting concerning bribery or corruption  will be kept in a log and for a minimum of 6 years.
14.2	These records will contain all details of the incident so that we are able to provide evidence should we be required to by the relevant regulatory and legal authorities.
14.3	A copy of our financial crime risk assessment and any associated Board Minutes referencing this assessment will be retained for a period of 6 years from the date that the assessment was approved by the [Board/Senior Partners].
15. Policy Review
15.1	This document will be reviewed and revised (if necessary):
· In response to any changes to our operational guidance or framework,
· In response to any changes to applicable legislation and regulations,
· In response to any formal or informal FCA, government or trade association guidance, and/or
· Annually as a minimum.
15.2	Annual Review and ad-hoc changes of the policy will be signed off by the [Board/Senior Partners] prior to implementation. 



16. Compliance Obligations 
16.1	We all have a personal responsibility for working to the standards expected within this Policy. If you for any reason do not understand what is expected of you or feel that you are not able to comply with any part of the policy, please speak to your line manager. 
16.2 We encourage vigilance in identifying and reporting corrupt practices. If at any time you feel that you are being asked to do anything that compromises your ability to meet the standards outlined in this policy or if you know or suspect that anyone is acting in breach of this policy, you must report this. You can raise this with your line manager if you feel that this appropriate, alternatively you can discuss this with [insert Senior Manager name/role/compliance officer/team/function]. You are also able to make a protected disclosure under our Whistleblowing policy. When you report any concerns, these will always be handled sensitively and confidentially.

16.3 You must not engage in any activity that may lead to a breach of this policy or threaten or retaliate against another individual who has refused to commit an offence referred to in this policy or who has raised concerns under this policy.

16.4	This policy is strictly enforced. – Any deliberate engagement in corruption or bribery is unacceptable and a breach of our Company Code of Conduct which will result in disciplinary action and summary dismissal.
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