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Introduction 
 
As a general rule, gifts or hospitality should not be accepted by Members, Trustees, or Local 
Governing Body (LGB) and staff members of Severn Bridges Multi Academy Trust unless 
they are of negligible value (e.g. diaries, calendars). 
 
This policy is designed to ensure transparency and integrity in all business dealings. Its 

purpose is to demonstrate that no undue influence has been, or could be perceived to have 
been, exerted by any supplier or external party in connection with Severn Bridges Multi 

Academy Trust operations. 
 

Statement and Procedure Overview  
 
All employees of Severn Bridges Multi-Academy Trust must ensure that decisions are made 
solely on the basis of value for money, without influence from external factors. Any breach 
of this policy may result in disciplinary action and could be considered gross misconduct. 
 

To safeguard individuals and uphold transparency: 
 

 Gifts or hospitality exceeding £25 must be reported to the Accounting Officer.  
 This is especially important for individuals who: 

o Influence purchasing decisions. 
o Regularly receive reimbursements from the school (excluding travel 

expenses). 
 Reported gifts are recorded in the Gifts and Hospitality Register.  

 
This policy aligns with the standards set out in the National Joint Council for Local 
Government Services ("Green Book"), Part 2, Paragraph 2.1, which states that employees 
must maintain the highest standards of conduct to sustain public confidence in their 
integrity. 
 

Legal Framework  

This policy has due regard to all relevant legislation and statutory guidance including, but 
not limited to, the following:  

 The Bribery Act 2010 
 ESFA ‘Academy Trust Handbook 2023’ 

This policy operates in conjunction with the following school policies and documents: 

 Gifts and Hospitality Register 
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 Whistleblowing Policy 
 

Consideration of the Bribery Act 2010 
 
Severn Bridges Multi-Academy Trust will act to uphold the principles of the Act and take 
steps to prevent bribery. This will include (but is not limited to): 
 

 Consideration of Proportionality-Severn Bridges Multi-Academy Trust is a UK 
based organisation operating in the field of education and is therefore not 

specifically high risk. A common-sense approach will therefore be adopted to 
ensure compliance. 

 Top-Level Commitment-Senior staff in Severn Bridges Multi-Academy Trust and its 
academies will actively demonstrate that bribery is unacceptable through 
communication (e.g. highlighting policy and personal conduct). 

 Risk Assessment-Any new venture, for example, a procurement, will be assessed 
and managed to avoid potential bribery. 

 Due Diligence-For example in understanding who Severn Bridges Multi-Academy 

Trust is working with and carrying out checks, if appropriate, to determine character 
 Monitoring and Review-Particularly if the nature of Severn Bridges Multi-Academy 

Trust and its relationship with other markets changes. 
 

Under the Bribery Act 2010, a ‘bribe’ is defined as a financial or other type of advantage 
offered with the intention of inducing or rewarding improper performance of a function or 

activity, or knowledge or belief that accepting such a reward would constitute the improper 
performance of such a function or activity.  
 
A criminal offence will be committed under the Bribery Act 2010 if: 
 

 An employee or associated person acting for, or on behalf of, the school:  
o Offers, promises, gives, requests, receives or agrees to receive bribes. 
o Offers, promises or gives a bribe to a public official with the intention of 

influencing that official in the performance of their duties.  
 

 And, in either case, the school does not have the defence that it has adequate 
procedures in place to prevent bribery. 
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Procedure Overview 
 

Stage Action Responsibility and Timescale 

Employee receives offer of 
hospitality or gift. 
 

(Whilst inexpensive diaries, pens 
and calendars need not be 
recorded, every other offer of 

hospitality or gifts must be 
recorded in the Register whether 
accepted or not. If in doubt, enter it 
on the Register.) 

Employee obtains entry slip for 
registering hospitality from the 
school office. 

 
Employee completes Section One 
and returns it to the Headteacher 

or CFO. 
 
 

Employee to action as soon as 
offer is received. 

↓ 

Headteacher or CFO to consider 

whether an offer should be agreed 
or declined. 
 

Headteacher or CFO to complete 

sections two and three. They will 
retain section two and return 
section three to employee or staff 

concerned within seven working 
days, indicating whether 

agreement to accepting the 
hospitality/gift is given and 
recorded. 

Headteacher or CFO to respond 

within seven working days. 
 

↓ 

Employee is notified of the 
decision. 

Acceptance of the hospitality/gift 
is agreed. 

 
Acceptance of the hospitality/gift 
is not authorised on this occasion. 

Employee should proceed as is 
appropriate. 

 
Employee should make 
immediate arrangements to 

ensure that the gift/hospitality is 
declined or returned if the gift has 
already changed hands as soon 

as possible. 

↓ 

Employee disagrees with the 

decision of the Headteacher or 
CFO. 
 

Employee to arrange to discuss 

decision with the Headteacher or 
CFO. 
 

If Headteacher or CFO upholds 
their original decision the 
employee has no right of appeal. 

 
If Headteacher or CFO changes 
their original decision.  This will be 
confirmed to the employee in 
writing. 

Employee to arrange as soon as 

practicable. 
 
 

 
Headteacher or CFO to respond as 
soon as practicable. 
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Scope  
 
Any offer, gift, favour or hospitality directed at an employee personally should be treated 
with extreme caution as the person or organisation making the offer may be doing or 
hoping to do business with the school.  
 
Under no circumstances should employees allow themselves to be put in a position, which 

gives the impression that improper influence has been present in the school dealings.  
 

This includes the acceptance of any item/offers that might be regarded as an inducement 
from clients or contractors of the school. Minor items, such as pens, diaries or calendars, 

which are of nominal value, can be accepted.  
 
If an employee is of the opinion that an offer of gift has been made or hospitality offered, in 
order to seek some advantage with the school or Severn Bridges Multi Academy Trust then 
this should be brought immediately to the attention of the Headteacher and Chief Finance 
Officer who will inform the schools Central Team on 05603 876716. 

 
All employees should adhere to this policy. If an employee breaches the policy, this could 

lead to disciplinary action and potential dismissal. 
 

Roles and Responsibilities  
 

Employees are expected to complete section one of the Entry Slip (Appendix A) for 
registering offers of hospitality or gifts as soon as an offer is received and send it to the 
Headteacher or CFO.   
 
A named member of staff in each school will be responsible for maintaining the Register for 
the school and will arrange for the Headteacher or CFO to complete sections two and three 
of the Entry Slip.   
 

Headteacher or CFO to complete sections two and three. They will retain section two and 
return section three to the employee within seven days, indicating whether agreement to 

accept the hospitality/gift is given and recorded.  
 
Procedure for Hospitality and Gifts Register  
 
The following procedure should be adopted where hospitality or gifts are offered to you by 
an external organisation. Whilst inexpensive diaries, pens and calendars need not be 
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recorded every other offer of hospitality or gifts must be recorded in the Register, whether it 
is accepted or not.  If in doubt, enter it on the register.  
 
The Register is maintained by the school. Each Entry Slip has a unique number and 
comprises three sections. You should complete section one (the person being offered the 
hospitality/gift) and send it to the person responsible for maintaining the Register.  
 

The Headteacher or CFO will complete sections two and three.  They will retain section two 
and return section three to the employee within seven days, indicating whether agreement 

to accept the hospitality/gift is given and recorded.  
 

If the acceptance of the hospitality/gift is agreed, the employee should proceed as 
appropriate.  Acceptance of the hospitality/gift is not authorised on this occasion the 
employee should make immediate arrangements to ensure the hospitality/gift is declined 
or returned if the gift has already exchanged hands.   
 
Employee disagrees with the decision of the Headteacher or CFO; the employee should 

discuss it with him/her.   
 

Headteacher/CFO upholds their original decision, after discussion with the employee, there 
is no appeal against this and the employee must therefore abide by that decision.   

 
Headteacher or CFO changes their original decision after discussing the matter with the 

employee, this will be confirmed to the employee in writing.  For more information, please 
contact the Severn Bridges Multi-Academy Trust Central Team on 05603 876716. 
 
Maintaining the Register  
 
As stated above, it is important for information regarding hospitality and gifts to be 
recorded consistently.  Those responsible for the Register should ensure that they keep all 
completed Hospitality/Gift Entry Slips in a ring binder.   

 
Record relevant information on a spreadsheet using the following headings in each column:  

 
 Hospitality/Gift Form Number 
 Date Form Sent  
 Name Of Person Issued To  
 Gift/Hospitality Offered 
 Company/Body Making Offer  
 Date Completed (Part 1) Form Sent To Headteacher/CFO  
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 Date Authorised Form Received  
 Outcome (Authorised/Not Authorised/Shared) 
 Date Receipt Sent To Employee. 

 
Gifts and Hospitality 
 
Employees shall not use their authority or office for personal gain and shall seek to uphold 

and enhance the standing of Severn Bridges Multi-Academy Trust by: 
 

• Maintaining an unimpeachable standard of honesty and integrity in all their 
business relationships. 

• Complying with the letter and spirit of the law, and contractual obligations rejecting 
any business practice that might be deemed improper. 

• At all times in their business relationships acting to maintain the interests and good 
reputation of Severn Bridges Multi-Academy Trust. 

 
Any employee who becomes aware of a breach of policy must either report this 

immediately to his or her manager who will instigate investigations as necessary or refer to 
the Severn Bridges Multi-Academy Trust Whistle Blowing Policy. 

 
Any personal interest that may impinge or might reasonably be deemed by others to 

impinge on an employee’s impartiality or conflict with the duty owed to Severn Bridges 
Multi-Academy Trust or a Severn Bridges Academy in any matter relevant to an employee’s 

duties (such as conflicting business interests) should be declared in writing. 
 
Any member of staff who is aware of any business dealings conferring personal gain, or 
involving relatives or associates of members of staff must supply details of such 
transactions for entry into the Register of Business Interests. 
 
Employees are permitted to accept gifts, rewards or benefits from members of the public 
or organisations which Severn Bridges Multi-Academy Trust or a Severn Bridges Academy 

has official contacts with only where they are isolated gifts of a trivial nature, or inexpensive 
seasonal gifts (such as diaries or calendars).  

 
Gifts should not therefore be accepted if they appear to be disproportionately generous or 
could be construed as an inducement to effect a business decision.  
 
Where purchased items include a “free gift” such a gift should be either used for academy 
business or handed to Severn Bridges Multi-Academy Trust to be used at charity raffles etc. 
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In relation to conventional hospitality (lunches, outings, tickets for events etc.) may be 
accepted provided that it is normal and reasonable in the circumstances. Such invitations 
should not be accepted: 
 

• Where there is no reasonable business justification for doing so. 
• Where an invitation is disproportionately generous. 
• Where the invitation could be seen as an inducement to affect a business decision.  

 
Any hospitality other than of a nominal value (up to £25) or facilities provided during the 

normal course of business should be reported to the TBFC for entry into the Gifts Register. 
 

Gifts in Kind 
 
Gifts of cash are clearly the easiest to value. However, it is recognised that a proportion of 
contributions may be in the form of gifts in kind (i.e. assets).  Gifts in kind should be included 
in Severn Bridges Multi Academy Trust accounts in the accounting period in which they are 
receivable. 

 
The value placed on gifts in kind should be either a reasonable estimate of their gross value 

to the Trust or (less likely) the amount actually realised as in the case of second-hand 
goods donated for resale.  

The key valuation test is “What would Severn Bridges Multi Academy Trust be prepared to 
pay to purchase the asset?”  

 
For example: 
 

 If the school wants a mid-range PC and is given a high-spec PC, then the valuation 
of that gift should be based on that of a mid-range PC 

 
 If the school needs a minibus and is given a 48-seater coach then the valuation 

should be that of the minibus. 

 
Donated Services and Facilities 

 
Severn Bridges Multi Academy Trust and its schools may also receive assistance in the form 
of donated services (e.g. ‘time’) or facilities.   Such incoming resources should be included 
in the Statement of Financial Activities where the benefit to Severn Bridges Multi Academy 
Trust or schools is reasonably quantifiable and measurable.    
This would usually be limited to donations by an individual or entity as part of their trade or 
profession. For example, if a local accountancy firm agreed to supply an accountant free 
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of charge to assist the Severn Bridges Multi Academy Trust finance team for a couple of 
hours a month, this should be included in the accounts.  However, a police officer talking to 
a group of pupils as part of his/her community liaison role would not be classified as a 
donation, as this service would always be provided free as part of normal police activities.  
 
In contrast to donations as part of a trade or profession, the contributions of volunteers 
should be excluded from the Statement of Financial Activities as the value of their 

contribution cannot be reasonably quantified in financial terms. For example, parents or 
other volunteers assisting with reading in the classroom would be excluded.  

 
However, the exclusion of these contributions should be disclosed in the Trustees’ Annual 

Report if this information is necessary for the reader to gain a better understanding of any 
Academy’s activities. The value placed on those donations which are included in the 
Statement of Financial Activities should be the price the school estimates it would pay in 
the open market for the services or facilities.  
 
For example: 

 
 If the school requires a bookkeeper and is given the services of a chartered 

accountant for doing the work of the bookkeeper, then the valuation of time should 
represent what it would have cost to obtain the services of a bookkeeper.  

 
 If the gift is classroom assistance irrespective of who is providing the time the 

appropriate rate from the relevant pay scale (i.e. unqualified or qualified) should be 
used. 

 
Other Considerations on Valuation 
 
The valuation of gifts in kind and donations under the above rules may be different from the 
value placed on the asset, service or facility made by the donor. However, it is the CEO, the 
CFO and the TBFC responsibility to account for the gift at a valuation which they can justify 

to their auditors. 
 

In many instances obtaining a valuation will be relatively straightforward or the Trust Board 
will be able to satisfy itself that the donor’s own valuation of the gift is fair and reasonable. 
However, it is recognised that in some instances it will be more difficult to obtain a 
comparable valuation. The CFO will need to consider what evidence is required to enable 
them to form a view on the valuation of gifts. Listed below are a number of sources of 
evidence of valuation: 
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• Comparable quotations from alternative suppliers. 
• What Severn Bridges Multi Academy Trust or a school already pays for that 

service/asset. 
• Cash realised if the gift were to be sold. 
• Experience of the CFO or members of the TBFC in purchasing similar services or 

assets. 
• What would the CFO and/or members of the TBFC be prepared to pay for that gift 

out of an academy’s budget the auditors will wish to see evidence of the valuation 
of gifts and therefore evidence obtained as above should be retained and 

discussions on valuation at the TBFC meetings should be minuted fully.  
• Time spent by members in attending the TBFC meetings is part of their responsibility 

in undertaking their governance role and therefore should not be included as a 
business contribution. 

 
However, if an TBFC member gives additional free time to Severn Bridges Multi Academy 
Trust providing professional advice, outside their role as a member, this may be accounted 
for as a donation. Severn Bridges Multi-Academy Trust should ensure it is clear about what 

constitutes the work and role of members of the TBFC before determining whether 
additional assistance from a member is classified as a donation. 

 
“Free Gifts” i.e. non-solicited gifts will only have a value to Severn Bridges Multi Academy 

Trust if the gift assists in achieving its objectives as set out in the Severn Bridges Multi 
Academy Trust Development Plan.   

However, the auditors will expect annual accounts to show the full details of all schools 
transactions, whether they are monetary or notional. 
 
Schools will therefore be expected to account for unsolicited gifts where applicable. The 
general rule relating to discounts is that they are not acceptable as “gifts” should not be 
recorded as income.  
This is because under generally accepted accounting principles, discounts are not 
accounted for as income but as a reduction in expenditure.   As the Trust Board is required 

to obtain value for money, the offer of discounts should be taken into account in making 
purchasing decisions.  Full records of receipt of business contributions should be retained, 

as the auditors will require evidence of receipt. 
 
Gifts  
 
Minor promotional items that are widely distributed and not uniquely given to an 
individual—such as pens, calendars, diaries, charts, or measuring tools typically offered at 
Christmas for office use—do not need to be recorded in the Gifts and Hospitality Register.  
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However, employees must refuse any gift offered to them or their family members by any 
person or organisation that has or seeks business dealings with the school. This ensures 
impartiality and protects the integrity of decision-making within Severn Bridges Multi 
Academy Trust. 
 
Gifts and Hospitality to Staff from Pupils and Parents 
 

It will be permissible for staff to accept gifts from pupils and parents in the appropriate 
circumstances; for example, at Christmas and at the end of the term or academic year.   

 
Staff will be permitted to accept gifts up to a value of £25.00 from individual pupils or 

parents without approval from the Headteacher, provided that these gifts do not satisfy the 
conditions outlined below.  
 

• Cash or monetary gifts, including tokens and gift vouchers. 
• Gifts or hospitality offered to their spouse, partner, family member or friend.  
• Gifts or hospitality from a potential supplier or tenderer.  

• Lavish, extravagant or excessive gifts or hospitality. 
• Gifts or hospitality that they believe to be more than a token of gratitude given at an 

appropriate time, e.g. at the end of the year. 
 

These gifts do not need to be recorded in the Gifts and Hospitality Register.  
 

Gifts and Hospitality to Staff from the School 
 
Severn Bridges Multi-Academy Trust or the school may, at the discretion of the 
Headteacher, provide staff with token gifts to reward efforts beyond their duties, e.g. 
significant contributions towards extracurricular activities.   
 
These gifts will be non-monetary, non-alcoholic and cost up to the value of £25.00.  
 

Long services awards can be provided to staff in line with HR policy.  However, gifts for staff, 
for example when somebody is leaving, must be purchased from employees’ contributions 

into a collection and not using school funds. 
 
When giving gifts to staff, Severn Bridges Multi Academy Trust will ensure: 
 

• The value of the gift is reasonable. 
• The gift is within its scheme of delegation. 
• The decision to give the gift is documented. 
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• The gift achieves propriety and regularity in the use of public funds.  
 
The purchasing of excessive or alcoholic gifts is regarded as irregular expenditure; as such, 
the school will not provide staff with gifts meeting these conditions. 
 
Hospitality  
 

Where an employee is invited to lunch or some other function by a person or organisation, 
which has, or seeks, dealings with the school, the propriety of accepting the invitation 

should be considered carefully.  
 

The principal criterion in assessing whether or not to accept hospitality is whether if the 
matter became known, it would suggest the presence of improper influence or would affect 
public confidence in the employee or the school.  
 
The level of any hospitality which following consideration, is accepted should always be of 
a modest nature. 

 
Refusal of Hospitality and Gifts 

 
It is not possible to provide an exhaustive list of situations in which gifts or hospitality should 

be declined. However, the following examples illustrate circumstances where refusal is 
appropriate. 

 
The following offers of gifts and hospitality should be refused:   
 

• Money   
• Holiday or Hotel Accommodation   
• Use of a Company Flat or Car   
• Frequent Hospitality from one source   
• Extravagant meals at expensive restaurants   

• Concessionary rates which are not, as a matter of practice, available equally to 
other organisations/individuals   

• Invitations to 'events' where the employee is not attending in an official capacity or 
the function is clearly not relevant to the school e.g. Wimbledon, Golfing 
Tournaments, Horse Racing etc.   

 
The guiding principle is: if in doubt, seek advice. Employees should consult the internal 
auditors for guidance whenever they are uncertain about the appropriateness of accepting 
a gift or hospitality. 
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Further Information 
 
For any queries regarding this policy, please contact the Severn Bridges Multi-Academy 
Trust Central Team at 05603 876716. 
The Headteacher of each school is responsible for maintaining the Gifts and Hospitality 
Register and ensuring compliance with this policy. 
 

Monitoring and Review  
 

This policy is reviewed at least annually and will be updated as needed to ensure it is up-
to-date with such issues as they emerge and evolve, including any lessons learnt.  

 
Any changes made to this policy will be communicated to all members of staff.   All 
members of staff are required to familiarise themselves with all processes and procedures 
outlined in this policy as part of their induction programme. 


