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1. Policy statement 

1.1 This policy applies equally to the staff and Board Members of Colchester 
Borough Homes (CBH), and to contractors employed by CBH. 

1.2 CBH requires contractors to comply with this policy through their staff 
protocols or codes of conduct. 

1.3 As a public sector organisation, CBH has a duty to ensure that its resources 
are utilised effectively. It must be impartial and honest in the conduct of its 
business, and employees and Board Members must be above suspicion. 

1.4 All decisions by CBH staff or Board Members on the provision or acceptance 
of gifts and hospitality must be able to withstand both internal and external 
scrutiny. They must be defensible as being in the direct interest of the 
organisation, as being proportionate to that interest and within limits that are 
acceptable to the Company’s Board. 

1.5 As a general rule, staff and Board Members should not accept offers of 
hospitality or gifts. Hospitality or gifts may only be accepted by staff or Board 
Members when: 

• The offer has been made for a proper purpose 

• Acceptance is consistent with the purposes of the Company 

• It is appropriate and its value is reasonable and proportionate to the 
circumstances 

• Acceptance accords with all Company policies and behaviours 

1.6 All offers of hospitality or gifts received by staff or Board Members must be 
recorded on Hospitality & Gifts Form A (see Appendix 2), irrespective of 
whether they are accepted, declined, returned or given to charity1. 

1.7 Hospitality and gifts may only be offered by staff or Board Members when: 

• The offer is consistent with the purposes of the Company 

• The purpose is not to influence improperly 

• It is appropriate and its value reasonable and proportionate to the 
circumstances 

                                            

1 It is recognised that senior members of staff may receive a high volume of unsolicited offers of 
hospitality made to a large group of people (for example, an email or mailshot to multiple recipients); it 
is not usually necessary to record refusals of  these offers where they have been deleted or disposed 
of without a response. However, where a personal refusal is expected or given, the refusal of the offer 
should be recorded. 
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• Provision accords with all applicable Company policies 

1.8 All hospitality given by staff or Board Members must be recorded on 
Hospitality & Gifts Form B (see Appendix 3). 

1.9 Failure to declare any hospitality or gift received, refused or offered may be 
treated as a disciplinary offence. 

2. The legal position 

2.1  The Bribery Act 2010 makes it an offence to offer, promise or give a bribe. 
The Act also makes it an offence to request, agree to receive or accept a 
bribe. Bribery is an attempt to dishonestly persuade someone to act in one's 
favour by a gift of money or other inducement. 

2.2 The Act also creates a separate offence of bribing a foreign public official with 
the intention of obtaining or retaining business or an advantage in the conduct 
of business. A corporate offence is committed where a commercial 
organisation fails to prevent bribery that is intended to obtain or retain 
business, or an advantage in the conduct of business, for the organisation. 

2.3 Board members are bound by the Companies Act 2006, which requires them 
not to accept benefits from third parties arising from their position as a 
director. 

3. References  

The following documents were consulted in the preparation of this policy: 

• Companies Act 2006 – Government Legislation (2006) 

• Bribery Act 2010 – Government Legislation (2010) 

• Chartered Institute of Public Finance & Accountancy (CIPFA) Standard of 
Professional Practice on Ethics 

• Colchester Borough Council gifts and hospitality protocol 

4. Related documents 

• Anti-fraud & corruption policy 

• Board Member code of conduct 

• Staff code of conduct 

• Drugs & alcohol policy 

• Hospitality & gifts form (recipient) 



Building Trust • Delivering Tenant Led Services • Commitment to our Communities 
 Delivering Professional Services • Providing Value for Money 

CBH Hospitality & gifts policy – July 2017   5 

• Hospitality & gifts form (provider). 

These documents are available from the Board Assurance Officer on request. 
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Appendix 1 – Application of the Policy 

1. Introduction 

1.1 These guidelines are here to help you decide whether you should accept 
offers of hospitality and gifts and when it is permissible to offer hospitality. You 
need to be very careful to ensure that the public confidence in your own 
integrity and the integrity of Colchester Borough Homes cannot be damaged 
in any way by your actions. 

1.2 If you have any doubts about an offer of hospitality or gift, you should refuse 
and seek the advice of your manager or a member of the Directors 
Management Team. 

1.3 If Board Members or employees have concerns about whether to accept or 
give a gift or hospitality, they should ask the advice of the Board Assurance 
Officer or Head of HR & Governance. If doubt remains, then the hospitality or 
gift should not be accepted/given. 

1.4 Employees and Board Members are reminded that the highest standards of 
honesty and integrity are expected of those in the public sector. 

2.  General advice 

2.1   All offers of gifts and hospitality must be recorded on Form A (see Appendix 
2), irrespective of whether they are accepted, declined, returned or given to 
charity  (see note 1 – Policy Statement). The recording of 'offers' is important 
because it identifies any individuals or organisations that are making 
inappropriate or repeated offers and protects the person receiving the offer 
from false accusations of inappropriate behaviour. 

2.2  Employees and Board Members are advised to treat with extreme caution any 
offer or gift, favour or hospitality that is made personally to them. The person 
or organisation making the offer may be doing business or seeking to do 
business with the Company or may be applying to the Company for some sort 
of decision in respect of which it is imperative that the employee’s or Board 
Member’s independence should not be compromised.  

2.3   If there is any doubt about the intention behind hospitality or a gift as an 
inducement, or the possibility of its being perceived as influencing an outcome 
such as the award of a contract, it must be declined. 

2.4   Where gifts or hospitality are offered that a reasonable and informed third 
party, weighing all the specific facts and circumstances, would consider trivial 
and inconsequential, these may be accepted. 

2.5  Board Members are reminded that any gift or hospitality received should be 
declared by that Member at any meeting where the matter under decision 
relates to the provider of the gift or hospitality concerned. 
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3.  Hospitality received 

3.1  You must use your judgement when accepting an offer of hospitality. You 
should ask yourself whether members of the public, knowing the facts of the 
situation, could reasonably think that you might be influenced by the 
hospitality offered. If the answer is yes, the hospitality should be declined. You 
should consider: 

• The person or organisation offering the hospitality. 

• The scale and nature of the hospitality. 

• The timing of the hospitality in relation to decisions to be made by CBH 
(eg, is a contract with the company offering hospitality due for renewal? Is 
the company offering hospitality tendering for work with CBH?). 

3.2  The following are examples of situations and circumstances where hospitality 
might be acceptable: 

• Routine meals at establishments used by the local business community, to 
discuss business or prior to or following such a discussion. A useful test 
will often be whether you would provide similar hospitality if the situation 
was reversed. 

• Customary lunches and dinners given at conferences, where invitations 
are formally received and accepted in advance of the conference. 

• Courtesy invitations by major companies providing services to CBH, eg, 
bankers, insurers, etc. 

• Invitations to join other company guests at sponsored cultural, sporting 
events or other public performances and openings or other special 
occasions. 

• An invitation to attend a dinner or function of a society, institute or other 
non-commercial body with whom the company has contact.  

• Invitations to attend functions where the employee or Board Member 
represents the company (opening ceremonies, public speaking events, 
conferences). 

However, the acceptability of hospitality depends greatly on the particular 
circumstances, for example who is providing the hospitality, why the 
employee or board member is there and the nature of the dealings between 
the company and the provider of the hospitality offered. 

3.3  Some examples of situations and circumstances where hospitality is 
unacceptable are: 

• Paid or concessionary holidays or travel. 
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• Other concessionary rates that are not openly and, as a matter of practice, 
available equally to other organisations. 

• Offers of hotel and/or theatre tickets (except in circumstances described in 
3.2 above). 

• The use of company flats or hotel suites. 

• Extravagant meals at exclusive venues. 

• Frequent hospitality from one source. 

3.4 In general, it is usually more acceptable for you to accept hospitality when it is 
offered to a group rather than something that is unique to yourself. You should 
take greater care if you are offered hospitality when the person or 
organisation has current dealings with CBH or such dealings are in prospect. 

4. Gifts received 

4.1  The general rule is to politely and tactfully refuse offers of gifts from people or 
organisations that do or might provide work, goods or services to CBH. On the 
basis of CBH policy, refusals must be registered using Form A (see Appendix 
2). 

4.2  Gifts of the following type may be accepted: 

• A modest gift of a promotional character such as a calendar, diary, or 
article for use in the office. There is no need to register these gifts. 

• A small gift on the conclusion of a courtesy visit to a factory or firm, or gifts 
that are presented at civic or ceremonial occasions. These gifts should be 
registered. 

• A small gift of nominal or sentimental value only where refusal would 
cause needless offence and the giver is not seeking a decision or 
business from the company. These gifts should be registered. 

4.3  These exceptions apply only to modest gifts and an expensive gift must not 
be accepted. No gift should be accepted that could lead a reasonable person 
to call into question your integrity or the integrity of the company. Again, if you 
are in doubt, politely refuse the gift and seek advice from your manager or a 
member of the Directors Management Team.  

4.4  While it may be acceptable to accept a token or small gift on one occasion, 
employees and Board Members should refuse repeated gifts, even if these 
are individually not of a significant value. 

4.5  Employees and Board Members should not ask for any reward, tip, gift, 
Christmas box or other inducement and should not put themselves in debt to 
someone where this could influence their work.  
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4.6  It is recognised that some tenants and contractors wish to express their 
appreciation of service provided or a good working relationship and therefore 
give a small gift, especially at Christmas time. If possible, this gift should be 
shared with colleagues (eg, a box of chocolates). If it is not possible to share 
the gift with colleagues (eg, a bottle of alcohol), the gift should be given to 
your manager who will decide on the appropriate course of action; for 
example, the gift should be given to the Mayor’s charity or included in staff 
conference prizes. The manager must not keep the gift for himself or herself. 

4.7  Gifts intended for CBH as a corporate body or intended for a service area can 
be accepted but you must not retain these. Such gifts must be registered and 
then given to your manager or the Chief Executive of CBH, who will decide 
how to use the gift for the benefit of the company. 

4.8 Due consideration must be given to the CBH Drugs and Alcohol Policy before 
accepting any gift or hospitality involving alcohol. 

4.9  Cash or monetary gifts should always be refused without exception. These 
refusals must be recorded on Form A (see Appendix 2). 

5.  Hospitality or gifts given by CBH 

5.1 Hospitality may be offered to organisations on behalf of the company, but only 
with the express permission of a member of the Directors Management Team 
or the Chair of the Board and on a scale appropriate to the occasion. This 
must be recorded on Form B (see Appendix 3) and given to the Board 
Assurance Officer. 

5.2 Appropriately authorised provision of refreshments for a group of Board 
Members, tenants or other visitors to CBH as part of an event or training 
session does not need to be recorded on Form B. However, care should be 
taken that the scale of the provision cannot be seen as lavish or excessive. 

5.3 There may be occasions when CBH wishes to mark the leaving of a board or 
staff member by purchasing a gift for them on behalf of the company. This 
may be done only with the express permission of a member of the Directors 
Management Team or the Chair of the Board and on a scale appropriate to 
the occasion. This must be recorded on Form B (see Appendix 3) and given 
to the Board Assurance Officer. 

5.4 This policy does not cover instances where a manager wishes to reward a 
member of their team for performance above and beyond their normal duties. 
Advice should be sought from Human Resources before any action is taken. 

6.  Recording hospitality and gifts 

6.1  All hospitality and/or gifts received, refused or offered, other than those 
specified in 4.2 and 5.2, should be recorded on the forms (see Appendices 2 
and 3). The form should be signed and returned to the Board Assurance 
Officer within 28 days for inclusion in the Hospitality & Gifts file. These records 
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are inspected and countersigned by the Director of Resources or the Head of 
HR & Governance on at least a quarterly basis. 

6.2 Failure to declare any hospitality or gift received, refused or offered may be 
treated as a disciplinary offence. It is your personal responsibility to 
ensure that your acceptance of hospitality and/or gifts is entered in the 
record. 
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