
 

 

1. STATEMENT 
The College expects its staff and governors to demonstrate the honesty and integrity of the institution 

in all their dealings. These regulations describe how staff should respond to offers of gifts and 

hospitality, ensuring that their conduct upholds both their own and the College’s reputation for ethical 

and transparent practice. 

 

2. SCOPE AND PURPOSE 
The College’s good reputation together with that of its staff, both individually and collectively, depends 

on the conduct of its governing body and its employees. These regulations set out the College’s 

expectations if staff should be offered gifts, favours or hospitality in their role as a College employee or 

governor. This policy applies to all staff, governors, agency staff, contractors, and any other individuals 

acting on behalf of the College. It covers both the giving and receiving of gifts, hospitality, and other 

benefits. 

 

3. GENERAL PRINCIPLES 

3.1. The College has adopted the Nolan Principles of Public Life: selflessness, integrity, objectivity, 

accountability, openness, honesty and leadership, which underpin the expectations of those 

involved in college governance. A breach of these principles, including any conduct that gives 

undue or preferential treatment to particular individuals or groups, would compromise the 

integrity and good standing of the College.  

 

3.2. The College is mindful of key legislation including the Fraud Act 2006, Bribery Act 2010, Proceeds 

of Crime Act 2002, and the Criminal Finances Act 2017, alongside subsequent amendments 

introduced through more recent economic-crime legislation. These Acts should be read in 

conjunction with the College’s Anti-Fraud, Bribery and Corruption Policy, Financial Manual, Staff 

Code of Professional Conduct, Governors Code of Conduct, and Conflict of Interest Policy, 

together with any other relevant policies that set out expected standards of behaviour. 

 

3.3. The College’s Financial Manual advises members of staff that they should not accept any gift, 

reward or hospitality that may cause others to suspect their independence or impartiality. 

Similarly, College employees and governors must not act in such a way that may create any 
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suspicion of conflict between their official duties and their personal interests. 

 

3.4. The policy of the College is that gifts and favours should be politely but firmly refused and, if 

necessary, returned to the donor. The only exceptions to this are: 

 

a) Low value gifts (less than £40) from individuals (including from students and parents), or 

received from an organisation. These may be retained subject to line manager or SLT 

approval. The £40 limit applies to the estimated value of a single gift. However, if multiple 

gifts are received from the same source within a 12-month period, the cumulative value 

should also not exceed £40 without prior approval and declaration. This requirement 

prevents “split-gifting” and aligns with recognised anti-bribery guidance. 

b) Low value gifts from suppliers, actual or potential, of goods or services to the College where 

similar gifts are available to representatives of other Colleges or organisations, for example, 

promotional materials handed out at exhibitions or received through mail shots. These may 

be retained by the member of staff. 

c) Other gifts which the Principal considers should not be refused in order to maintain an 

effective working relationship with the donor. If the Principal is the recipient, then the Chair 

of the Corporation and the Head of Governance and Data Protection should be consulted in 

such instances. 

 

3.5. If a gift is accepted then, wherever possible, it should be made available for general use, for 

example, boxes of sweets placed in departmental offices or hampers or bottles of spirits kept for 

charity raffles. 

 

3.6. The Head of Governance and Data Protection maintains a “Register of Gifts and Hospitality” to 

record all gifts and hospitality accepted, or offers made, which are judged to have an intrinsic 

value in excess of £40. Whenever a gift or hospitality is offered or accepted and its value is judged 

by the recipient to exceed £40, then a declaration should be made in that Register. Offers of gifts 

should also be declared in the Register, even when subsequently declined, if in the opinion of the 

employee, the value of the offer exceeds £40. A Register of Gifts and Hospitality Form (Appendix 

A) must also be completed and returned to the Head of Governance and Data Protection.   

 

3.7. Items that are given from work colleagues or fellow governors such as leaving or birthday presents 

are not included within the definition of “gifts” in these regulations.  However, gifts from students 

or parents to members of staff or governors are included. These should be declared to the Head 

of Faculty/Department who should consult with the Head of Governance and Data Protection to 

determine whether these should be accepted and declared.   

 

3.8. “Hospitality” includes meals, refreshments, invitations to cultural, sporting, or social events, and 

any offer of travel or accommodation not directly related to official College business. Offers of 

hospitality should be politely but firmly declined. The only exceptions to this are: 

 

a) Modest hospitality received during conferences, seminars, workshops, exhibitions, user group 

meetings or customer days which the recipient is attending as a representative of the College. 

b) Modest hospitality received during discussions or negotiations with suppliers, actual or 



potential, of goods or services to the College. 

c) Hospitality which the Principal considers should not be refused to maintain an effective working 

relationship with the inviter. If the Principal is the recipient, then the Chair of the Corporation 

and the Head of Governance and Data Protection should be consulted in such instances. 

 

3.9. All acceptances of gifts or hospitality must be on the clear understanding that the recipient is 

acting as an employee or governor of the College, and not for personal gain.  The Register of 

Gifts and Hospitality is available for inspection by the Principal, the Chair of the Audit 

Committee, the Chair of the Corporation and the internal and external auditors of the College.  

In accordance with the Freedom of Information Act 2000, the Register of Gifts and Hospitality 

will be made available to a member of the public upon request. The College also publishes the 

Register on its website to support transparency and public accountability. 

 
3.10. If clarification is required on any aspect of these regulations, staff and governors should speak 

with the Head of Governance and Data Protection.  

 

4. Breach of Policy 

Failure to declare gifts or hospitality in accordance with this policy may be treated as a disciplinary matter 

under the College’s Disciplinary Procedures and could, in serious cases, constitute gross misconduct. 

Governors failing to comply may be subject to consideration by the Corporation under its governance 

procedures. 

  



Appendix A 

RECEIPT OF GIFTS AND HOSPITALITY FORM 

 

Recipient of Gift/Hospitality:           ____________________________________________________________ 

 

Gift/Hospitality from:        ___________________________________________________________________ 

 

Date Gift/Hospitality Offered/Declined:     _____________________________________________________ 

 

Cost of Gift/Hospitality (or estimation):       £ ___________________________________________________ 

 

Details of Gift/Hospitality:     ________________________________________________________________ 

 

________________________________________________________________________________________ 

 

________________________________________________________________________________________ 

 

________________________________________________________________________________________ 

 

________________________________________________________________________________________ 

 

Signed:  ______________________________________                        Date: ___________________________ 

 

 
Authorised by: __________________________________                   Date: ___________________________ 
 
 
 
Name and Position:          ___________________________________________________________________ 
 
 
 

 
PLEASE RETURN THIS FORM TO LOUISE BARDEN (HEAD OF GOVERNANCE AND DATA PROTECTION) 

LQB@LutonSFC.ac.uk  

mailto:LQB@LutonSFC.ac.uk

