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Gifts & Hospitality Policy 

 
 
Guidance on the receipt of gifts, benefits and hospitality 
 
Staff are expressly prohibited from soliciting benefits or rewards in return for providing 
services whether those services should be provided as part of their usual role or are 
provided because a gift or inducement has been offered. Such behaviour may, in certain 
circumstances, result in gross misconduct and dismissal from the business 
 
Employees must not accept directly or indirectly any payment or any other benefit or thing of 
value of more than nominal value from any supplier or customer or from anyone else with 
any actual or prospective business relationship with the Employer. 
 
Friendships may develop between customers and employees. However, any relationship 
between a customer and an employee which is likely to jeopardise business relations in the 
employer is not acceptable.  
 
Employees must use their common sense to avoid any actual relationships. 
 
Acceptance of gifts, benefits and hospitality 
 
Staff may, in certain circumstances and subject to strict rules, accept offers of gifts, benefits 
and hospitality. However staff must at all times, be and be seen to be, fair, impartial and 
unbiased. The receipt of gifts, benefits and hospitality can create conflicts of interest and 
may give rise to an adverse inference as to the integrity of either the donor or the staff 
member. At the same time STM recognises that a refusal may cause embarrassment or 
offence.  
 
Staff receiving offers of gifts or hospitality should at all times be aware of the wider situation 
in which the offer is made. For example staff should consider whether the donor is in, or may 
be seeking to enter into, a business relationship with STM or may be applying to the 
organisation in relation to the exercise of the Company’s functions. Staff must also consider 
whether acceptance conforms to the requirements of the law.  
 
Members of staff must not accept gifts, benefits or hospitality that might in any 
circumstances be thought to influence their judgement or where to do so could bring 
discredit upon STM.  
 
Before accepting ANY offers of gifts, benefits and hospitality of £25 or over in value staff 
members should whenever possible seek the approval of their Director. If approval is given, 
the receipt of the gift, benefit or hospitality must be advised to the Commercial Director 
within 28 days of the date of receipt.  
 
Directors should whenever possible seek the approval of the Managing Director before 
accepting any gifts, benefits and hospitality; and declarations made by them should be 
presented to the Managing Director for confirmation of acceptance. 
 
There are situations in which the receipt of a gift, benefit or of hospitality is unacceptable. 
Registration of the receipt in such circumstances does not make it acceptable. Before 
accepting any gift, benefit or hospitality regardless of value, consideration should be given to 
whether it is appropriate in the particular circumstances of the offer to accept it and if it is 
whether those circumstances merit registration in any event. For example gifts, benefits 
and/or hospitality regardless of value should not usually be accepted in ANY situation where  
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STM is potentially entering into a contractual arrangement or is in dispute with the provider. 
If a decision is taken to accept an offer in such circumstances the receipt should be declared 
to the Commercial Director/Managing Director with the reasons for it clearly set out.  
 
Gifts and other benefits  
 
Members of Staff of STM must not: 
 
a) Solicit any gift or benefit; 
b) accept any gift of money or other benefit; or 
c) accept any personal gift or benefit other than as permitted under this code. 
 
STM Staff must notify the Commercial Director of the existence and nature of the following 
where the value is £25 or over:  
 
a) any tangible gifts or benefits (such as books, glassware etc); and 
b) any other benefits (such as tickets to sporting and cultural events, relief from debt, loan 
concessions, provision of services etc.), which they have received in connection with their 
employment by STM. 
 
For gifts of £25 or over in value, staff must declare the following to the Commercial Director  
within 28 days of receipt emailing the appropriate information that may include the following: 
 
a) the precise details of the gift or benefit ; 
b) the estimated value; 
c) the date the gift/benefit was made;  
d) details of the person making the gift/benefit;  
e) details of the recipient of the gift/benefit; 
f) the reason for acceptance (eg ceremonial presentation or circumstances in which  
it would be impolite to refuse). 
 
 
Hospitality 
 
The general procedure for hospitality is similar to that for gifts but there is a potential for a  
wider range of implications which need to be considered in the context of STM’s relationship 
with external third parties.  
 
STM Staff should not: 
 
a) solicit any hospitality; or,  
b) accept any hospitality, other than permitted under this Policy. 
 
Members of staff should carefully consider whether to accept any invitation, taking into  
account: 
 
a) the perceived value rather than the actual cost to the provider (host); 
b) The frequency of the hospitality 
c) The potential for embarrassment and / or any conflicts of interests; 
d) The context of the hospitality e.g. was the member of staff invited to a function  
as the representative of STM; 
e) The nature of the relationship between the STM and the provider host. In broad terms, 
any contact which is promotional, representational or relates to information gathering is less 
likely to be perceived as creating an obligation than contacts which relate to a contractual 
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relationship. Information gathering includes such activities as meeting with representatives of 
other organisations, for the purposes of comparing good practice or information sharing.  
 
Staff must declare in respect of hospitality received of £25 or over in value the following to  
the Commercial Director within 28 days of receipt emailing the appropriate information that 
may include the following: 
 
a) the precise details of the hospitality; 
b) the estimated value;  
c) the date the hospitality was offered and received 
d) details of the person providing the hospitality  
e) details of the recipient of the hospitality  
f) the reason for acceptance (eg ceremonial presentation or circumstances in which it would 
be impolite to refuse) 
 
Members of staff need not declare the acceptance of the following: 
 
a) Working meals including meals taken in the course of meetings or training schemes and 
meals provided by other organisations during fact finding or information sharing events  
b) Attendance at formal functions as a representative of STM; a formal function is an event 
promoted by an organisation, usually ceremonial in nature, for which an official invitation is 
issued to and accepted on behalf of the STM. 
c) Attendance at formal social functions in relation to which invitations have been issued to 
all members of staff; 
d) Attendance at information gathering or sharing events such as meetings with 
representatives of other organisations for the purposes of sharing good practice,  
e) Hospitality which is wholly unrelated to the recipient’s status as a member of staff of STM 
 
 
References 
 
There are also other policies that also may relate to this policy such as the Anti-Bribery 
Policy. 

 
Perry Simpson 

Managing Director 
 


