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Equality Impact Assessment – Policy and Procedure for the Acceptance of Gifts and 
Hospitality / Commercial Sponsorship 
 

 

 

Yes/No 

Comments 

1. 

Does the policy/guidance affect one group 

 

 

less or more favourably than another on the 
basis of: 

 

 

•  Race, Ethnic origins (including gypsies 

no 

and travellers) and Nationality 

 

 

• Gender 

no 

 

 

• Age 

no 

 

 

 

•  Religion, Belief or Culture 

no 

 

 

•  Disability – mental and physical 

no 

disabilities 

 

 

•  Sexual orientation including lesbian, gay 

no 

and bisexual people 

2. 

Is there any evidence that some groups are 

 

 

affected differently? 

no 

3. 

Is there a need for external or user 

no  

consultation? 

4. 

If you have identified potential 

n/a  

discrimination, are any exceptions valid, 
legal and/or justifiable? 

5. 

Is the impact of the policy/guidance likely to 

n/a  

be negative? 

6. 

If so can the impact be avoided? 

n/a  

 

7. 

What alternatives are there to achieving the 

n/a  

policy/guidance without the impact? 

8. 

Can we reduce the impact by taking 

n/a  

different action? 
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POLICY AND PROCEDURE FOR THE ACCEPTANCE OF GIFTS AND 

HOSPITALITY / COMMERCIAL SPONSORSHIP 

 
1. Introduction 
 
The Code of Practice for NHS Boards states that Trusts should have an explicit 
procedure for the declaration of hospitality and sponsorship.  This policy and 
procedure gives details of how to declare or gain approval for receipt of gifts and 
hospitality and guidance on what is and is not acceptable.  The policy should be 
read in conjunction with LCRPCT Standing Orders and Standing Financial 
Instructions.  It also covers the provision of hospitality by members and officers of 
the PCT (in paragraph [7]). 
 
2. Legislation 
 
Officers and members of Local Authorities and other public bodies such as NHS 
Trusts are subject to the provision of special legislation designed to protect the 
public interest and public confidence. 
 
This particular legislation is contained in: 
 

•  The Public Bodies Corrupt Practices Act 1889 

•  The Prevention of Corruption Act 1906 

•  The Prevention of Corruption Act 1916  

 
The legislation lays down that anyone who inappropriately gives promises or offers 
any gift, loan, fee, reward or advantage to any person as an inducement to or a 
reward for any member officer or servant of a public body for doing or forbearing to 
do anything in respect of any matter of transaction is guilty of a criminal offence.  
Similarly, a criminal offence is committed by anyone who corruptly solicits, receives 
or agrees to receive for themselves or any other person such an inducement or 
reward. 
 
3. 

Guidance on Acceptability 

 
Any member or officer should treat with extreme caution any offer or gift, favour or 
hospitality that is made to him/her personally.  This includes offers of intangible gifts 
such as offers to receive indirect services, for example, house or garden 
maintenance.   
 
A list, which is not exhaustive, is attached and identifies items which are deemed as 
potentially acceptable and those which are specifically unacceptable. 
 
The question of what is and what is not acceptable cannot be precisely defined and 
each case should be taken in context.  Acceptance of hospitality should as a 
principle be limited in both frequency and in the value of the hospitality extended.  It 
is appropriate to consider whether either the hospitality or the scale of it would cause 
embarrassment to either the giver or receiver if it were to become public knowledge. 
 
A member or officer is personally responsible for all decisions connected with the 
acceptance or offers of gifts or hospitality and for avoiding the risk to public 
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[bookmark: 5]confidence.  Openness in declaring and recording these matters is a safeguard for 
staff who might otherwise be perceived to be receiving a personal and direct benefit 
in contravention of the LCRPCT Standing Orders and Standing Financial 
Instructions.  Any failure to comply with this policy and procedure may result in 
disciplinary action being taken against the individual concerned. 
 
4. 

Procedure for Registering the Acceptance of a Gift or Hospitality 

 
If a member or officer has any doubts about the advisability of accepting any gift or 
hospitality or sponsorship, this should be discussed with the Chief Executive or 
relevant Director. 
 
Any member or officer who is offered or receives a gift, hospitality or sponsorship 
must fill in the attached form (also found on the LCRPCT Intranet under “templates & 
masters, corporate forms”) and return it to the Board Secretary, Corporate Services 
for the record.  Approval must be given in the first instance by the line manager for 
any gift/hospitality/sponsorship to be accepted and counter-signed by the Director of 
Finance, or if appropriate another PCT Director.  Because of timing of receipt of 
forms, if there is any doubt surrounding the appropriateness of any hospitality, then 
the appropriate Director should be contacted immediately in each circumstance 
before acceptance. 
 
5. Financial 

irregularities 

 
If, under any circumstances, financial irregularities are suspected, the PCT Counter 
Fraud Policy should be followed.  
 
6. Commercial 

Sponsorship 

 
As a general principle, all offers of hospitality received from commercial third parties 
should be refused.  Attendance at relevant commercially sponsored conferences 
and courses is acceptable, but only where acceptance will not, and cannot be seen 
as compromising purchasing decisions or other commercial decisions in any way.  
Receipt or provision of such sponsorship should be recorded in the Register. 
 
Employees should pay particular attention to the circumstances in which hospitality 
is offered.  The provision of hospitality by an individual or organisation during a 
tendering process or where a contract is shortly to end, or where performance of the 
contract is in question, or in any other circumstances where acceptance might 
compromise the position of the employee or of the PCT, is not acceptable. 
 
7. 

Provision of Hospitality 

 
The provision of hospitality by employees of the PCT to officers of other 
organisations should be modest and appropriate in the circumstances. 
 
Provision of hospitality by the PCT to employees of the PCT or others would not 
normally be appropriate except in the case of working breakfasts or lunches in the 
course of meetings or workshops.  Provision of working lunches should be by 
exception rather than the rule and only offered if the duration of the meeting is such 
that people are unable to purchase their own refreshments.  Each booking must be 
accompanied by a signed and cost coded catering request form. 
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[bookmark: 6]The use of NHS monies for hospitality and entertainment at conferences and 
seminars should be carefully considered.  The PCT needs to be able to demonstrate 
good value in incurring public expenditure. 
 
As regards meetings, hospitality must be secondary to the purpose of the meeting 
and the level must be appropriate and in proportion to the event.  The costs involved 
must not exceed the level which the recipients would normally adopt when paying for 
themselves at such an event, or that which could be reciprocated by the NHS. 
 
8. Outside 

Organisations 

 
Where individuals have accepted hospitality from another organisation, for example 
in order to fulfil a speaking engagement, the value of this should be no more than 
equivalent to that normally provided by the PCT and there is no entitlement to claim 
further expenses. Any honorarium offered should be payable to the PCT. 
 
9. 

Paid Employment – Consultancy with other Organisations  

 
In this section of the policy there is no intention to cover areas of employment where 
staff may hold more than one position, either within the PCT or with the PCT and 
another organisation.  These rules are covered within normal human resources 
policy.  However where an officer of the PCT undertakes either personally or in the 
name of the PCT, consultancy work and receives an offer of financial reward, receipt 
of this payment must be approved by the Chief Executive.  It would normally be 
considered an infrequent event for any full time senior manager or director to 
undertake ad hoc consultancy work and full disclosure to the Board must be made in 
conjunction with the Declarations of Interest Policy. 
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Register of Gifts, Hospitality and Commercial Sponsorship 

Please Complete in Black Ink and Block Capitals 

 
Please declare all gifts, hospitality and commercial sponsorship offered.  Staff should be aware of the 
need to follow the PCT’s policy on Gifts and Hospitality.  This includes guidance on what is or is not 
acceptable.   
 

SECTION 1 PERSONAL DETAILS 

 

 

Title 

Forename 

 

Surname 

Directorate/Service 

 

Location 

 

 

Ward/Area 

 

 

Job Title 

 

Telephone 

 

SECTION 2 DETAILS OF DONATION 

 

Name of Donor/Company 

Address 

 

Details of Donor/Companies 

 

Business (related to the PCT) 

Description of Gift/Hospitality/ 

 

Sponsorship Offered 

Value of Gift/Hospitality/ 

 

Sponsorship 

 

Signed 

 

Date 

 
SECTION 3  AUTHORISATION (For Completion by Line Manager/Supervisor) 
 

 

Title 

Surname 

 

Forename 

 

 

Post 

 
I consider that the above gift / hospitality / commercial sponsorship is / is not acceptable (delete as appropriate) 
 
Signed 

 

 

Date 

 
(For Completion by Director/Deputy Director of Finance) 
 

 

Title 

Surname 

 

Forename 

 

 

Post 

 
Approved / Not Approved (delete as appropriate) 
 
Signed 

 

 

Date 
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GIFT/HOSPITALITY Accept-

Potentially 

Unaccept-

Declarable Non-

able 

Acceptable 

able 

Declarable 

Prior approval 

& Declaration 

required 

Low value promotional 

 

 

 

 

 

gifts such as: 

X 

 

Diaries/calendars 
Token gifts given at 

X  

 

 

 

courtesy visit 

 

Gifts of low value 

 

 

 

 

 

(chocolates, biscuits, 

 

 

wine – not money) from 

X 

 

patients/relatives/ 

 

 

friend of patients – 

 

Individual 

although acceptable, 

 

value of up 

persons offering such 

If in 

to £15.00 

gifts should be advised of 

doubt, 

the existence of 

seek 

Charitable Funds as an 

approval 

alternative. 
Infrequent working 

X  

 

 

 

breakfast 

 

Infrequent working 

X  

 

 

 

lunch 

 

Formal 

 X 

 

 

 

dinners/evenings 

 

Visits to view 

 

 

 

 

 

equipment paid for by 

X 

 

outside companies 
Other forms of 

 

 

 

 

 

commercial 

X 

 

sponsorship including 
drug company 
sponsorship 
Gifts which would 

 

 

 

 

 

cause offence to return 

X 

 

Gifts to relatives/friends    

X 

 

 

 

Holiday 

  

X 

 

 

accommodation 

 

Casual gifts offered by 

  

X 

 

 

contractors 

 

Promotional offers ie – 

 

 

 

 

If offered 

personal discounts/ 

X 

 

discount vouchers 
Other promotional gifts 

  

X 

 

 

 

Attendance at sporting 

  

X 

 

 

events 

 

Invitation to cultural 

  

X 

 

 

events 
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