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and Hospitality), 

1. 
Introduction

1.1 
The culture of the Council is one of honesty and openness and all staff are therefore expected to observe exceptionally high standards of personal honesty and integrity.

1.2
You may at some stage in your career be offered hospitality such as a gift in the course of your work. While usually offered in good faith occasionally this could be an attempt to influence you. Establishing why you were offered such a gift can be difficult. The giver may have any number of motives, ranging from friendship, hospitality and gratitude, to bribery or extortion.

1.3 
To ensure that your duties are carried out with impartiality and integrity, you must familiarise yourself with the Employee’s Code of Conduct and the Council’s Anti Bribery Policy. A summary can be found in the Employee Handbook. Copies of the Code of Conduct, Anti Bribery Policy and Employee Handbook are available from the intranet or the Human Resources & Workforce Development team. In addition, the relevant section of the Officers’ Code of Conduct is included in the Policy as Appendix 2.
1.4 
Abuse of the procedure or negligence may result in disciplinary action being taken.

2. 
Scope

2.1 
This procedure applies to all Officers of the Council.

2.2 
Members should refer to the Anti Bribery Policy and the Code of Conduct within the Constitution when accepting gifts and hospitality. The elected Members register of gifts is maintained by the Service Head, Democratic Renewal and Engagement on behalf of the Monitoring Officer and is available for public inspection.

2.3 
You must not accept hospitality on behalf of partners, family members or personal friends.

2.4
If you are a manager, you must ensure that your risk management process identifies all services, including front line staff, that have daily contact or have routine dealings with contractors, suppliers, member’s of the public and other third parties that may have the potential to be offered gifts.

3. 
Defining the terms

3.1 
Hospitalities include drinks, meals, entertainment, sporting events, overnight accommodation, travel and holidays. They are offered to employees by corporate or public organisations, not by individuals. There are a number of terms that are used to define hospitality. These terms include: -

3.2 
Gifts

A tangible item of value, for example, money, vouchers, entertainment hospitality, travel, and property that one person presents to another. Gifts may be either offered as an expression of gratitude with no obligation to repay, or given to create a feeling of obligation.

3.3
Benefits

Similar to a gift in that it is of value to the recipient, but less tangible. For example, a new job or promotion, preferential treatment or access to confidential information.

3.4
Bribes

This is a gift given for the purpose of winning favours. In the context of government, a ‘bribe’ can be defined as an undue reward offered to someone in public office in order to influence their behaviour in that office, and to induce them to act in a way that is contrary to the known rules of honesty and integrity.

3.5 
Gifts and benefits amount to the same thing morally and legally, so for the purposes of this procedure, the word ‘gift’ will be used to cover both. 

3.6 
In a business context, gifts are rarely offered to an individual for purely charitable or hospitable reasons although this may be the case if the gift or benefit is of little or no commercial value, such as a corporate memento, pen, diary or stationary. However, in cases where the gift or benefit has more than a nominal value, it is possible that it was offered to create a sense of obligation and even an expectation that something will be given in return.

3.7
It is a serious criminal offence for employees of the Council to receive or give any gift, loan, fee, reward or other advantage to induce a person to improperly perform a function of a public nature or an activity connected with a business. The Anti Bribery Policy deals with this in more detail.

4. 
Justifying Acceptance

4.1 Gifts should generally be refused, particularly if there is any suspicion    that it may be an attempt to influence any decision or any service provided by the Council.

You may find yourself unintentionally involved in allegations of corruption by rationalising acceptance to a gift or benefit.

Rationalisations commonly used include: -

• Everybody else does it

• The motivation of the giver is purely one of generosity, kindness, friendship or thanks

   • The exchange of gifts and benefits harms no one

• Gifts and benefits are merely part of culture and practice of the giver’s    organisation and to refuse may cause offence

4.2 
To avoid any feelings of obligation, you should politely refuse to accept gifts and refer to the Council’s Hospitality Procedure. Feelings of obligation an undermine impartiality, which in the long run, could reflect badly on the Council and help to undermine confidence in public service in general.

4.3   
It may be considered reasonable for small token or low value gifts to be accepted e.g. those which a teacher may receive from pupils or home carers from a client. Further examples of acceptable gifts might be plaques, mugs, calendars, pens or pocket diaries bearing the donor’s name or insignia. These would not have to be declared on the register.

4.4 
In exceptional circumstances, for example within a Council establishment and as a result of Council support or excellent service delivery, the Service Head may agree to accept a gift of value on behalf of a service area. In such circumstances, the gift should be received collectively, registered and kept as the property of the Council.

4.5 
If refusing a gift is likely to offend e.g. a gift from a foreign delegation, you should consider accepting but donating the gift to a charity and inform the donor in writing that you have done so. Any gift dealt with in this way must still be recorded in the hospitality register. Your Service Head or HR &WD Business Partner or Manager can advise on an appropriate course of action.

5. 
Hospitality

5.1 
You should not normally accept outside hospitality as this may cause difficulties in avoiding a subsequent obligation to the host or bring into question your impartiality in carrying out official duties. Acceptance of hospitality whilst in attendance at relevant conferences, networking events and courses is acceptable where it is clear the hospitality is corporate rather than personal and there are benefits to the Council through networking with colleagues in other organisations. Other exceptions are where a line manager has given consent in advance and is satisfied that the hospitality is reasonable for the occasion and that any purchasing decisions are not compromised.

5.2 
Chief Officers must consider whether offers of hospitality provide a genuine opportunity to give or receive information or to represent the Council in. Offers to attend purely social or sporting functions should be accepted only when these are part of the life of the community or where the Council should be seen to be represented. It must be properly authorised by a Service Head and recorded.

5.3 
When hospitality has to be declined the person/company making the offer should be courteously but firmly informed of the procedures and standards operating within the Council.

5.4 
Examples of unacceptable forms of hospitality are:

(a) Invitations to major sporting events paid for by the client, e.g. Ascot, Test Matches, Wimbledon, FA Cup Final,

(b) Extravagant and/or frequent lunches,

(c) Theatre, concert and opera tickets.

5.5 
Service Heads should only consider giving permission for staff to attend modest working lunches or occasional receptions where it can be demonstrated that it facilitates the work of the authority. Any decisions taken should be recorded within the Hospitality Register.

5.6 
Where visits to inspect equipment/sites are required, you must ensure that the Council meets the cost of such visits to avoid jeopardising the integrity of subsequent purchasing decisions.

5.7 
You must not accept significant personal gifts from contractors and outside suppliers. When considering whether or not to accept hospitality you must be sensitive to the timing of decisions for letting contracts for which the provider may be bidding. You must never accept hospitality from a contractor during a tendering period.

5.8 
Where it is in the Council's interests to offer hospitality to organisations on Council premises, such arrangements must only be made with the expressed permission of the Service Head and be on a scale appropriate to the occasion.

5.9 
If you are in any doubt whatsoever as to whether you should accept an offer of hospitality you should contact your Service Head or HR Business Partners for advice.

6. 
Christmas Hospitality

6.1 
Offering gifts is common practice in the business world particularly at Christmas time and you should refuse them politely.

6.2 
Managers must remind staff of the relevant guidelines contained in the

Hospitality Procedure during this time and to point out that Christmas is not an exception.

7. 
Registering the receipt of hospitality

7.1 
The Register of Hospitality will be maintained by each Corporate Director’s Personal Assistant. Employees must have prior authorisation to accept gifts or hospitality unless they are minor things of a specified kind.  It is incumbent upon the employee to complete a Register of Interests Form and forward it to the Service Head within 3 working days of receipt of any hospitality, gift or benefit. The following information must be given on the form:

(a) Your name, job title and signature

(b) name of company or individual giving the hospitality/gift/benefit

(c) company’s or individual’s relationship with Council

(d) type of hospitality/gift/benefit received

(e) where the hospitality/gift/benefit was received

(f) date hospitality/gift/benefit was received

(g) The approval of a Service Head*

*Service Heads must obtain the approval of their line manager. Corporate Directors must obtain the approval of the Chief Executive. The Chief Executive must obtain the approval of the Leader of the Council, unless this authority has been delegated to the Monitoring Officer.

7.2 
Any hospitality/gift/benefit offered must be reported to your Service Head and recorded in the Register of Hospitality even if the offer has not been accepted.

7.3 
  Service heads and chief officers are required to complete the register 
but not to seek prior authority
7.4 
The usual civilities of a seasonal nature (for example Christmas greeting cards and small gifts) should not be recorded in the register. However, more substantial forms of hospitality (for example a working lunch) provided either by, or for, private sector companies or consultants should be recorded.

7.5 
Hospitality necessarily provided within the structure of a training course, demonstration or seminar should not be recorded. Likewise, hospitality (such as a modest working lunch) given in the course of normal business by one Council employee to a colleague should not be recorded.

7.6
If in doubt about whether an offer of hospitality can be accepted, consult your HR Business partners or your Service Head as appropriate. As general guidance, all gifts or hospitality costing £15 or more must be properly authorised and recorded on the register. This limit will be subject to review to ensure its appropriateness.

7.7 
The Register of hospitality is always open for inspection by senior Managers, Members, Internal Audit and Human Resources. It is a requirement of the Council’s financial procedures that the registers are periodically reviewed by the Corporate Director and the review is evidenced by a signature. Any attempt or support attempt of bribery must be reported immediately to the appropriate Service Head, who will advise their Corporate Director, Internal/External Auditors and/or the Police.

7.8
It will be considered an act of Gross Misconduct for any employee to   receive a gift, loan, fee, reward or advantage in return for taking action, failing to take action, or showing favour or disfavour to any person in their official capacity.

7.9 
Where any of the above forms of hospitality are received, it is for the employee to demonstrate that any such rewards have not been corruptly obtained.

7.10 
Attention is drawn to the fact that, under the Bribery Act 2010, it is an offence to:

· offer, promise or give a bribe
· request, agree to receive, or accept a bribe
· bribe a foreign public official 
· fail to prevent bribery 
The Police will be notified of any breaches of this legislation.

8. 
Offering Hospitality
8.1 
Offering Hospitality to External Organisations
Hospitality may be offered, in certain circumstances, to external organisations, representatives or individuals only with the express approval of Service Head or above. Any hospitality offered should be based on the principle that expenditure on official hospitality must be: 
· Justifiable. Official hospitality must not be offered unless there is a direct Council interest relating to and articulated in Council objectives.
· Moderate. It is important to ensure that the Council is not open to criticism for lack of restraint or moderation when planning and hosting any official hospitality. This is particularly relevant in the case of internal hospitality.
· Appropriate. The standard of hospitality to be provided and the number of hosts required should be carefully judged according to the nature of the occasion. No attempt is to be made to compete with or emulate the standards offered by outside organisations

Reciprocation for past hospitality is not in itself sufficient justification for the provision of official hospitality.

8.2 
Offering Hospitality to LBTH Employees

Hospitality will not be offered to LBTH employees other than in circumstances where not offering hospitality would have a  negative impact on the event, for example essential breakfast meetings or working lunches with external partners. Provision of such hospitality must be in line with the principle defined above.   

8.3 

Offering Hospitality – Other Circumstances

Function rooms may be hired for certain infrequent events if there is not suitable accommodation available within the Council premises or the nature of the event demands that the function should take place away from Council premises. The quality of the accommodation is to be appropriate to the nature of the event. Regular meetings and normal business/training should be held on Council premises.

More lavish hospitality- for example for a major public event – should still adhere to the principles detailed above but the nature of the hospitality and the level of expenditure should be formally agreed before the event takes place by a Service Head or above. 

9. 
Gifts

9.1 
You must not accept any gift, reward or benefit from any member of the public or organisation with whom you have been brought into contact with by reason of your duties. If you are aware of other employees being offered or accepting gifts, you must report this fact to your manager.

9.2 
Where a Service Head has indicated that they are satisfied that in no circumstances could the gift or gratuity be regarded as an inducement, then such gifts or gratuity must be sent to an appropriate Council establishment and a letter sent to the sender advising them accordingly.

9.3 
On no account must gratuities be solicited.

9.4 
The Council reserves the right to pass on all gifts to local charities and Trusts which it supports, should it wish to do so. This will be decided by the Director for each register.

9.5 
No cash gifts or gift vouchers can be accepted. Other gifts such as a bottle or case of wine, food hampers, discretionary goods and special discounts not available to other employees must not be accepted. If such a gift is delivered to work or at your home: -

(i) it must be returned immediately to the sender giving reasons and reminding the sender of the Council’s procedure.
(ii) 
Your Service Head should be advised of the gift and its return

(iii) 
where clients persist, Service Heads must contact Internal Audit for advice on further appropriate action

9.6 
If you are providing personal services, you may encounter difficulties in refusing gifts from clients, particularly where there is a sentimental attachment and where a personal service has been provided over a long period of time. You need to handle these situations tactfully. Where it is difficult to refuse a gift, the Service Head must be notified in writing of any items received and acceptance must be approved by the Service Head and recorded in the register.
10. 
Sponsorship - giving and receiving

10.1 
Where an outside organisation sponsors or is seeking to sponsor a local government activity, whether by invitation, tender, negotiation or voluntarily, any gifts or hospitality offered should only be received in connection with the sponsorship activity. Sponsorship can provide opportunities for other bodies to work in partnership with the Council and demonstrate support for its activities.

10.2 
Where the authority wishes to sponsor an event or service, neither an employee nor any partner, spouse or relative must benefit from such sponsorship in a direct way without there being full disclosure to a Service Head of any such interest.

10.3 
Similarly, where the Council, through sponsorship, grants aid, either financial or other means, gives support in the community, employees must ensure that impartial advice is given and that there is no conflict of interest involved. 
11. 
Legacies

11.1 
On occasions, members of the public or clients may wish to express their appreciation of Council officers or services of a particular employee by leaving money/gifts in their will. Members of the public should be discouraged from doing this.

11.2 
If you, your partner or family member receives notice that they are to be bequeathed money/gifts from a member of the public or client as a direct result of your employment with the Council, you must make your Service Head aware immediately.

11.3 
Details of the amount involved the reason for the legacy and the service provided must be forwarded to the Service Head before you accept the legacy.

12. Further Information

For further information or advice on any aspect of this procedure, you should contact your HR & WD Team. 


Appendix 1

	                      Staff Hospitality Register



	Date:


	

	Name of Employee:


	

	Designation:


	

	Nature of hospitality/gift/benefit:
	

	Value of Hospitality:

	

	Gift Accepted/Declined:


	

	Name of donor:


	

	Relationship of donor to

Service/Council:
	

	Employee’s signature:


	

	Name of Chief Officer:


	

	Decision of Chief Officer:


	

	Chief Officer’s signature:
	

	Date:
	

	All action taken:


	

	Name of Reviewing Officer:
	

	Reviewing Officer’s signature:
	

	Date of Review:
	

	Nature of hospitality/gift/benefit:
	


Appendix 2
EMPLOYEES’ CODE OF CONDUCT, SECTION 6
6. GIFTS AND HOSPITALITY 
6.1. All employees must read, understand and comply with the Council’s Anti Bribery Policy.

6.2. The acceptance of gifts and hospitality, even on a modest scale, may arouse suspicion and must be capable of public justification. A register of gifts and hospitality is therefore kept for each of the Council’s directorates containing the following information:
· The name of the person or body making an offer of a gift or hospitality. 

· The name of the employee to whom the offer was made. 

· The gift or hospitality offered. 

· The circumstances in which the offer was made. 

· The action taken by the member of staff concerned. 

· The action taken (if any) by the service head or chief officer.
6.3. Where it is in the Council’s interests to offer hospitality to organisations, on Council premises such arrangements must only be made with the express permission of the service head or relevant chief officer and be on a scale appropriate to the occasion.

6.4. You are strongly advised to refuse or return any gifts, hospitality or other favours from persons inside or outside the Council as any such acceptance could well put you in a compromising position and could render you liable to accusations by other parties who become aware of this. You should bear in mind how the acceptance of a gift or a free meal would look to a third party and how this could appear to compromise your professional judgement even if it is accepted in all innocence. When declining a gift or hospitality you should courteously but firmly inform those making the offer of the procedures and standards operating within the Council.

6.5. Under no circumstances should you ask for a reward, tip, gift, “Christmas box” or any other inducement. You should also not put yourself in debt to someone where this would be likely to influence your work.

6.6. It is a serious criminal offence for employees of the Council to corruptly receive or give any gift, loan, fee, reward or other advantage in order to induce a person to improperly perform a function of a public nature or an activity connected with a business influence official conduct.  The Anti Bribery Policy deals with this in more detail.  If an allegation is made, it is for the employee to demonstrate that any such rewards have not been corruptly obtained. It is also an offence to accept any gift or consideration in the knowledge or belief that it is intended as inducement or reward, whether the employee receiving it is influenced or not.
6.7. There may be occasions where refusal of personal hospitality or a small token gift (e.g. at Christmas or another notable religious occasion) would clearly cause offence or be impracticable for cost or other reasons. The dividing line between what is and what is not acceptable is not a clear one and you should always exercise extreme caution. If you are considering acceptance, you should discuss the matter with your line manager before doing so and seek approval from your service head or in their absence your chief officer.

6.8. Some of the issues relevant to whether, before accepting a gift or hospitality staff should consider are -:
· The timing of decisions for letting contracts for which a provider may be bidding (under no circumstances should gifts or hospitality be accepted from a contractor during a tendering period). 

· Whether the gift or hospitality is appropriate e.g. an inexpensive promotional pen or diary may be accepted but more expensive items, such as a bottle of whisky, must be declined. Similarly, lunch at on-site cafeterias or invitations to local cultural events as a representative of the Council may be appropriate whereas invitations to prestigious sporting events, theatre tickets or personal invitations where you are not attending in an official capacity are not appropriate. 

· Whether the invitation comes from a firm likely to benefit from the goodwill of the Council or from a charity or other organisation which may not have the same kind of vested interest in the outcome. 

· Whether the firm is seeking a contract or one has already been awarded. 

· Whether the visit is genuinely instructive or constitutes more of a social function. 

· The scale and location of hospitality, and whether it falls in working hours. 

· The frequency of the hospitality. 

· Whether it is directed just at you or to a group.
6.9. Where the refusal of an unsolicited gift may cause offence, the gift may be donated to the Chair of Council’s official charity and the donor informed accordingly in writing.

6.10. You should exercise discretion in offering and accepting hospitality. You should bear in mind how it might affect your relations with the party offering it and how it might be viewed by elected Members, other potential suppliers/contractors, the public and other officers. The criteria which determine whether you should accept hospitality from firms or other organisations include:
· Whether the invitation comes from a firm likely to benefit from the goodwill of the Council or from a charity or other organisation which may not have the same kind of vested interest in the outcome; 

· whether the firm is seeking a contract, or one has already been awarded; 

· Whether the visit is genuinely instructive or constitutes more of a social function; 

· The scale and location of hospitality, and whether it falls in working hours; 

· The frequency of the hospitality; 

· Whether it is directed just at you or to a group.
6.11. With the exception of minor gifts such as inexpensive calendars, pens or small stationery items, or hospitality such as refreshments during a site visit or an inexpensive working lunch, the acceptance of gifts and/or hospitality must be authorised in advance by a service head or chief officer and recorded in writing in the directorate register.  Offers that are declined must also be recorded in the register.  Service heads and Chief Officers are also required to complete the register although they are not required to seek prior authority for any action they decide to take.
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