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1. Introduction 
 
In the event that any member of staff, whether employed by a school or the Primary First Trust, is 
offered a gift and/or hospitality during the course of their official duties, the following policy shall 
apply.  
   

Please note that it is an offence under the Bribery Act 2010 for any employee to accept any gift 
or consideration as an inducement or reward for their action or inaction, or for showing favour 
or disfavour to any person   

 

2. Gifts 
 
You must not, either directly or indirectly, accept any gift, reward or benefit from any member 
of the public or organisation with whom you have been brought into contact by reason of your 
official duties. If you receive, or are offered a gift, it should be declined or returned and the matter 
reported to the Chief Finance Officer.  
  

The only exception to this rule is isolated items of a wholly trivial character and which have no 
further resale value (e.g. Stationery, confectionery, bottles of alcohol and floristry).  The value of 
the gift must not exceed £25 per pupil.  

 
3. Hospitality – Events and Entertainment 

 
An event is defined as a social or sporting occasion.  
  

Entertainment is defined as meals or drinks.   
  

Generally, you should not accept invitations to events unless you have first obtained approval.  
Before obtaining permission, you must obtain an equivalency value.  In cases where events are 
mixed with a work occasion, you should seek approval although a value is not required.  As a 
guide, any event that has a value of £75 or greater will be declined.   
  

These rules are in place to protect you and the Trust as acceptance may make it difficult to avoid 
some obligations to the party offering it, and may later be interpreted as having affected your 
impartiality in dealing with official matters.  
   

It will not always be possible to reject offers of hospitality from those who either have or might 
wish to have contractual relationships with the Primary First Trust. The decision whether to 
accept it or not must depend on the circumstances in each case, bearing in mind the need to act 
cautiously always.   
  

Invitations involving attendance outside normal working hours may be accepted only on the 
authority of the Chief Finance Officer. In which case, it must be recorded in the Register of Gifts  

In exceptional circumstances, where it is not possible to seek prior approval, you must inform the 
Chief Finance Officer immediately afterwards.   
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It is understood that there are occasions that Primary First Trust employees will accept or arrange 
lunch or after work dinner/drinks with parties that either work with, supply or wish to join the 
Primary First Trust.  The Policy doesn’t wish to prevent our officers from conducting their day to 
day business but we do impose a limit of £75 per person where we are meeting the costs or 
where you are the recipient.    

  

Where any gift or benefit is accepted and the recipient is part of the decision making body that 
can agree to purchase services or goods from the donor they must exclude themselves from the 
decision or record their gift against the decision made as well as in the Register of Gifts for future 
scrutiny.  

 

4. Gifts to Other Employees /Associates 

In the normal course of business, there can be a very good reason to buy an PFT employee or 
associate a gift.  As an example, this could be as a consequence of a birth of new child, work 
undertaken to support an Ofsted Inspection an illness/operation or a bereavement.  This is 
allowable within the policy but should not exceed £30 in any one academic year.  
 
 

5. Register of Gifts  

1 The Register is maintained by the School Office.  

2 The Register is available to be viewed by any member of staff.   

3 The following information must be forwarded to the Chief Finance Officer and Business 

within 5 working days of an offer being made;  

▪ Name of the person offered the gift or hospitality  

▪ Name of the company and/or person who was offering the gift or hospitality  

▪ A description of the gift or hospitality that was offered.   

 

If there is any doubt regarding the acceptance or recording of a gift or hospitality, the Chief 
Finance Officer should be consulted. Failure to comply with the Gift and Hospitality Policy is a 
breach of the terms of employment and may result in disciplinary action. 


