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Gifts and Hospitality Policy
Purpose 
This document outlines Holy Cross Catholic Primary Academy policy with regard to the receipt of gifts and hospitality by its staff from any third parties arising from duties undertaken on behalf of the Academy. 

Holy Cross is committed to ensuring that the governance of the Academy is conducted in accordance with the highest standards of integrity, probity and openness.
General Rules 
It is against the law for public servants to take bribes.  Staff need to take care that they do not accept any gift that might be construed as a bribe by others, or lead the giver to expect any preferential treatment. 

Academy staff, members, governors and volunteers must not receive gifts, hospitality or benefits of any kind from a third party which might be seen to compromise their personal judgement or integrity. Staff are asked to immediately report any offer or receipt of such gifts to the Business Manager to be recorded in the Register of Gifts and Hospitality. 

Acceptable Gifts/Hospitality

Members, Governors and staff may accept the following gifts/ hospitality without the need to seek the approval of the Academy or formally register receipt: 

· Courtesy hospitality at business lunches/dinners or attendance in an official capacity at a public function; 

· Provision/acceptance of sports hospitality following school fixtures, providing the cost of these is covered in pre-agreed budgets 

· Incidental promotional gifts such as calendars, diaries or pens; 

· Receipt of small items from suppliers or contractors as expressions of gratitude such as boxes of chocolate or individual bottles of drink (at a value of less than £35) 

NB:
Care must always be taken to ensure that whenever such gifts/hospitality are accepted no obligation to the person or organisation in question is accepted. In cases of doubt members should consult the Business Manager 

Gifts from/to Students and Parents

There are occasions when children or parents wish to pass small tokens of appreciation to staff, eg Christmas or as a thank you, and this is acceptable (up to a value of £35).
However, it is unacceptable to receive gifts on a regular basis of any significant value.
Similarly, it is inadvisable to give such personal gifts to students.  This could be misinterpreted as a gesture either to bribe, or single out the young person.  It might be perceived that a ‘favour’ of some kind is expected in return. 

Any reward given to a young person should be agreed practise within the establishment, consistent with the Academy’s behaviour policy, recorded and not based on favouritism.

Gifts from Students

Ensure that gifts received or given in situations which may be misconstrued are declared.
The Academy recommends that gifts from individual students to teachers should not be opened in front of groups of children. 

Staff should exercise care when selecting students for Academy teams, productions, trips and/or specific work tasks in order to avoid perceptions of favouritism or injustice.

This means that adults should; 

· Ensure that all selection processes are fair and within agreed criteria and that wherever practicable these are undertaken and agreed by more than one member of staff. 

· Similar care should be exercised when students are excluded from an activity.  Methods of selection and exclusion should always be subject to clear, agreed criteria

Gifts to Students
Generally, only give gifts to an individual young person as part of an agreed reward system.
Where giving gifts other than as above, ensure that these are of insignificant value and given to all children equally.
Gifts to Staff

It is recognised that gifts to staff are permissible to the value up to £35.00 for the following reasons: -

· Long term sickness

· Maternity (Birth of a baby)

· Gratitude for services to a specific project (Staff or governors who have accompanied a residential trip, organisation and administration of a whole school event)

· Retirement or resignation of a long term member of staff
Such gifts should also be entered on the Register of Gifts and Hospitality under the section of Giving Gifts.

Register of Gifts & Hospitality

The following examples of gifts/hospitality require approval and to be formally recorded by the Business Manager in the Register of Gifts and Hospitality: 

· Attendance as a non-paying guest of a commercial organisation or individual at a non-work related cultural or sporting event (at a value of more than £35).
· Promotional gifts worth in excess of £35.
· Other offers of gifts/ hospitality not falling into any of the above categories.
Refusing Gifts/Hospitality

The following are examples of offers of gifts/hospitality which should be refused by staff: 

· Gifts of money (not including donations to the Academy)

· Free membership or subscriptions (eg sports clubs)
· Foreign travel unless as a specific element of a business, academic or research activity approved by the Academy
· Free goods, services or equipment which are normally provided by a supplier to the Academy at a charge
· Any offers of gifts and hospitality falling into any of the above categories should be reported immediately to the Business Manager.

Role of the Business Manager in relation to the Gifts and Hospitality Policy 
The Business Manager is responsible for:

· Ensuring that any offer or receipt of gifts, hospitality or donations to staff is recorded in the Academy’s Register of Gifts and Hospitality.
· Reporting any possible conflict of interests arising from the offer or receipt of gifts and or hospitality.
Claire Selwood
Chair of governors
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