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 Introduction 

As a general guideline, gifts, awards, prizes, hospitality and other benefits should 
not be accepted by any member of staff, except as provided for below, in order to 
demonstrate propriety and regularity in the use of public funds. 

 Aims of the Policy 

The intention of the policy is to ensure that the Trust and its schools can 
demonstrate that no undue influence has been applied or could be said to have 
been applied by any supplier or anyone else dealing with the Trust and its 
schools. Trust must be able to show that all decisions are reached based on 
value for money and for no other reason. Any consideration of whether the 
principles of this policy have been breached will be determined by reference to 
this provision.  The policy also aims to comply with the Academies Trust  
Handbook, which contains guidance around the giving and acceptance of gifts. 

 Policy Requirements 

The Trust will ensure that staff are aware of this policy by reference to it in staff 
induction and by inclusion in its staff handbook. When making gifts, the Trust 
must ensure the value is reasonable, is within its scheme of delegation, the 
decision is documented, and achieves propriety and regularity in the use of public 
funds. 

Particular care must be taken regarding gifts from parents to staff as tokens of 
gratitude. Whilst the Trust recognises that parents and carers may wish to say 
thank you to certain members of staff who have gone above and beyond in their 
duty of care or assistance to a pupil the principle of proportionality should be 
followed. 

Employees shall not use their authority or office for personal gain and shall seek 
to uphold and enhance the standing of the Trust by: 

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

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

3. At all times in their business relationships acting to maintain the 
interests and good reputation of the Trust and its schools. 

4. Any employee who becomes aware of a breach of policy must report 
this immediately to his or her line manager who will report the breach 
to the Chief Financial Officer (CFO) who will arrange for investigations 
as necessary. 

5. Any personal interest that may impinge or might reasonably be 
deemed by others to impinge on an employee’s impartiality or conflict 
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with the duty owed to the Trust 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 to HR via 
emailing hr@k-t.org. HR will take action as necessary, including 
involving the CFO and CEO.  

6. Employees are permitted to accept gifts, rewards or benefits from 
members of the public or organisations the Trust has official contacts 
with only where they are isolated gifts of a trivial character (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 affect a business decision. 

7. Where purchased items include a “free gift”, such gifts should be either 
used for Trust business or handed to the Trust to be used at charity 
raffles etc. 

8. In relation to conventional hospitality (lunches, outings, tickets for 
events etc.) provided that it is normal and reasonable in the 
circumstances they may be accepted. Such invitations should not be 
accepted where there is no reasonable justification for doing so, where 
an invitation is disproportionately generous, or where the invitation 
could be seen as an inducement to affect a business decision. 

9. Where gifts from parents are received with a value of less than £50 
then these can be accepted. When gifts are received above this value 
then the member of staff should disclose the gift in writing by emailing  
the headteacher or the CFO, who will discuss whether the gift is 
proportional to the support offered. Headteachers and the CFO should 
keep a record of these emails..  On no account can gifts be accepted 
for any decision relating to admissions process or disciplinary process 
or in circumstances that might be perceived to be buying favour for a 
particular pupil. 

Any hospitality other than of a nominal value (up to £50) or facilities 
provided during the normal course of business should be reported to 
the headteacher or the CFO, as set out in clause 9. . Any breach of this 
policy could lead to disciplinary action and may constitute gross 
misconduct. 

10. The Trust or its Schools may from time to time make gifts to staff 
members and volunteers in recognition of some life event or in 
recognition of a particular contribution. Gifts should not exceed a value 
of £50, unless authorised by the CEO. Examples of where we would 
make a gift are birth of a child, condolences, wedding, marking the 
attainment of a qualification or thanking someone for work that goes 
beyond normal expectations. Appropriate gifts are flowers, baby 
clothes/items, food or gift tokens. Being able to give gifts appropriately 
is part of our approach to building a team and increasing the morale 
and sense of wellbeing of our staff. 

mailto:hr@k-t.org
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 Review of this Policy 

This policy should be reviewed every two years. 
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