RECORD OF GIFTS, HOSPITALITY & ENTERTAINMENT 
OFFERED and/or RECEIVED
HEAVERS FARM PRIMARY SCHOOL

Name of Officer: Susan Papas                          Job Title: Headteacher

	Name of staff/governor

	[bookmark: _GoBack]

	Position held

	

	Name of Business/Person Offering Gift/Hospitality/Entertainment

	

	Date of offer

	

	Gift / Hospitality offered

	

	Estimated value (£)

	

	Accepted/Declined

	

	If accepted, has the gift been retained for personal use or school use?

	

	If accepted, reason for accepting



	If declined, reason for refusal





Signed ……………………………………………………………….  Date ………………
(Signature of staff member receiving gift)

Approved by: ………………………………..……………..…..…  Date ………………
	
PLEASE RETURN COMPLETED FORM TO THE SCHOOL OFFICE FOR RETENTION ON THE GIFTS & HOSPITALITY REGISTER



(Signature of Headteacher or Chair of Governors)


GUIDANCE REGARDING GIFTS, HOSPITALITY 
AND ENTERTAINMENT

The Code of Conduct (the Code) for School staff sets out detailed guidance regarding gifts, hospitality and entertainment.  

All offers of gifts, hospitality or entertainment over a value of £1 and below £10 must be recorded on the hospitality register whether accepted or declined. 

Gifts over the value of £10 must be given to the Headteacher who will arrange for it to be passed on the PTA and used for fundraising for the school. These gifts will be recorded on the hospitality register. 

Staff must report all offers of gifts, hospitality or entertainment made to them so that they can be included on the Register.

In order to record the item within the register, staff should complete the ‘Record of Gifts, Hospitality & Entertainment Offered and/or Received’ and submit this to the Headteacher. Copies of this pro-forma will be kept with the class registers.

The Headteacher will maintain the Hospitality Register. In order to ensure compliance with the data protection regulations and to protect the identities of officers making declarations the Register is required to be securely held.

The Gifts and Hospitality Register will be reviewed by the finance committee of the Governing Body, at least every term.  This review will be evidenced by an entry in the minutes. 

The Register will be available for inspection by auditors and authorised officers of the local authority.

Where staff are aware of instances where gifts, hospitality or entertainment have been accepted, which they feel should not have been, or do not think have been, appropriately declared, they have a responsibility to notify these concerns via their line manager or using the School’s Whistle Blowing Policy. 

Failure to follow the guidance set out above may result in action being taken under the School’s Disciplinary Code.
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