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1. Introduction and Purpose 

 
The academy trust should have a policy and register on the acceptance of gifts, hospitality, awards, 

prizes or any other benefit which might be seen to compromise their personal judgment or integrity. 

 

The Trust should ensure that all members of staff and Governors are made aware of this. When 

giving gifts, the trust must ensure that the value of the gift is reasonable, is within the trust’s scheme 

of delegation of financial powers, the decision is fully documented, and has due regard to propriety 

and regularity in the use of public funds. 

 

2. Scope 
This policy is applicable to all staff and Governors at Queen Elizabeth’s School. 

 

3. Legal Requirements.  
 

Fraud Act 2006 

Bribery Act 2010 

4. Policy Principles and Procedures 

 
4.1 Gifts, Hospitality and Benefits in Kind 

  

The Trust expects staff and members of the governing body to exercise the utmost discretion in 

giving and accepting gifts and hospitality when on school business. Particular care should be taken 

about a gift from a person or organisation that has, or is hoping to have, a contract with the school. 

 

This policy does not prohibit normal and appropriate hospitality (given and received) to or from third 

parties. However, staff and governors should be aware that the receipt of gifts or excessive 

hospitality may compromise you or more seriously lead to prosecutions for corruption. 

  

Staff and Governors must not accept gifts, hospitality or benefits of any kind from a third party 

where it might be perceived that their personal integrity is being compromised, or that the school 

might be placed under an obligation.  

 

Staff and Governors must not make use of their official position to further their private interests or 

those of others. 

 

4.2 What is Permissible 

 

Gifts of low intrinsic value such as promotional calendars or diaries, or small tokens of gratitude 

including gifts from pupils, parents and guardians can be accepted. If the value exceeds £20 approval 

of acceptance must be obtained from the individual’s line manager. 
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4.2 What is Permissible (cont’d) 

 

Where approval is granted, any gift or hospitality received with an equivalent value of £20 or over must 

be recorded in the Register of Gifts and Hospitality kept within the COO Office and managed by the 

Compliance and Assurance Officer.  Governors should declare any gifts or hospitality to the Clerk to the 

Governors. 

 

In cases where a staff member or Governor receives a gift on behalf of The Trust/Academy, the gift 

remains the property of The Trust/Academy. The gift may be required for departmental display or it 

may, with the line manager’s approval, remain in the care of the recipient. Unless otherwise agreed, the 

gift should be returned to the Department on or before the recipient’s last working day. 

 

Modest hospitality, provided it is reasonable in the circumstances, for example, lunches in the course of 

working visits, is acceptable.  

 

Staff attendance at sporting and cultural events when paid for by suppliers, potential suppliers or 

consultants is not normally acceptable. Where it is considered that there is a benefit to the Academy in a 

member of staff attending a sponsored event, the attendance should be formally approved by the 

relevant line manager. 

 

4.3 What is not acceptable? 

  

It is not acceptable for staff or Governors (or someone on their behalf) to:           

 give, promise to give, or offer, a payment, gift or hospitality to a government official, agent or 

representative to "facilitate" or expedite a routine procedure; 

 accept payment from a third party that the member of staff knows or suspects is offered with the 

expectation that it will obtain a business advantage for them; 

 accept a gift or hospitality from a third party if the member of staff knows or suspects that it is 

offered or provided with an expectation that a business advantage will be provided by The 

Trust/Academy in return; 

 threaten or retaliate against another member of staff who has refused to commit a bribery offence 

or who has raised concerns under this policy; or 

 engage in any activity that might lead to a breach of this policy. 

 

4.4  Gifts to and from students 

 

In the interests of safeguarding children, and to prevent staff and Governors from being open to 

accusation of exerting undue influence, no member of staff or member of the Governing Body is 

permitted to give a gift to a student at any time unless this “gift” relates to a pre-approved award 

scheme, approved by the Senior Leadership Team, as part of school policy.  

 

If a gift is received from a student or the parent/s of a student and the value is £20 or over this gift is to 

be registered in the Register of Gifts and Hospitality. See Section 4.6 below. 
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If a gift is received from a group of students (i.e. more than 3 students) and the value of the gift is £50 or 

over this gift is to be registered in the Register of Gifts and Hospitality. See Section 4.6 below. 

 

4.5 Your Responsibilities 

Staff and Governors must ensure that they read, understand and comply with this policy. 

The prevention, detection and reporting of fraud, bribery and other forms of corruption are the 

responsibility of all those working for or under the control of the School. All staff are required to avoid 

any activity that might lead to, or suggest, a breach of this policy. 

4.6 Register of Gifts & Hospitality 

 

In the interests of transparency, a Register of Gifts and Hospitality is kept in the COO Office and 

managed by the Compliance and Assurance Officer.  Governors should declare any gifts or hospitality to 

the Clerk to the Governors. 

 

Any member of staff or any Governor who accepts an offer of a gift or hospitality over the value of £20 

must ensure this is recorded in this register, specifying: 

(a)   Nature of gift/hospitality. In the case of a gift, it should be specified whether it is a personal gift for 

the recipient or a related party, such as a partner, or a corporate gift accepted by the recipient on behalf 

of the School 

(b)   Value of gift / hospitality. If the exact cost is not known an estimate should be provided. 

(c)   Name of firm / individual concerned.  

(d)   Date gift / hospitality accepted. 

(e)   Name of member(s) of staff involved. 

(f) Line Manager Approval 

  

The School must keep financial records and have appropriate internal controls in place which will 

evidence the business reason for making payments to third parties, and therefore all staff must report all 

hospitality or gifts offered to the Compliance & Assurance Officer.  Governors should declare any gifts or 

hospitality to the Clerk to the Governors. 

 

Staff and Governors must ensure all expenses claims relating to hospitality, gifts or expenses incurred to 

third parties are submitted in accordance with our expenses policy and specifically record the reason for 

the expenditure. 

 

5. Links and References 
 

Code of Conduct 

Fraud Policy & Response Plan 

Whistleblowing Policy 

 

 

 


