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All Trustees, staff and volunteers are expected to follow this guidance when in receipt of any service, item or donation relevant to their connection with the charity and given by service users, customers, suppliers or beneficiaries.  
This guidance identifies what may be accepted, and when, and details the recording process to provide transparency about the decision-making process.

Hospitality
We understand that hospitality may be offered as part of normal business circumstances (such as lunch or refreshments during a meeting, a networking event or a conference) or given by a service user or customer as part of the process of providing our services.  This hospitality does not need to be recorded.

Small non-cash gifts
Small gifts may be accepted as described below IF the gift is unsolicited and the gift giver knows it is not expected in return for the service.
Small non-cash gifts up to a value of £25 may be accepted – examples include flowers, chocolates, diaries etc.
All gifts and tips received in the course of employment are potentially taxable by HMRC (although very small gifts such as a shared box of chocolates will not be of concern).  It is the responsibility of the recipient to notify HMRC of any gifts and tips received.

Recording gifts received
1. All non-cash gifts must be logged by the recipient via the Gifts Received Online Form found in the Oracle
2. Details should include the date, the donor, the item and how the gift has been used.  This information allows the charity to provide accurate information on how the gift benefitted the charity for audit purposes
3. Line managers will send a letter of thanks for the donation

4. Line managers will review the online form periodically to monitor the type and frequency of gifts given (and may investigate further if they appear to be excessive or frequent to guard against the possibility of abuse and/or the development of an unhealthy relationship between the staff member and gift giver


Cash gifts or gifts in excess of £25
Gifts in any amount of cash or gifts with a value in excess of £25 must NOT be personally accepted (whether given in person or delivered to the staff member or volunteer).  If offered, the gift giver must be informed that the gift:
· will be donated to the charity, or
· used as a raffle prize for fundraising, or
· used for some other legitimate purpose like staff welfare (for example)
Should the gift giver not want any of these options to be used then the gift must be politely declined.  
Cash must be banked in accordance with procedures outlined in the Financial Management Procedures and a letter of thanks must be sent to recognise the donation.
Under NO circumstances should cash intended for the charity be banked through the personal accounts of staff or volunteers.  Cash donations must be taken to one of the charity’s buildings as soon as possible.  Line managers and finance MUST be informed about the cash donations as soon as possible.

Recording refusal of gifts
If you need to refuse a gift according to the Policy, please record the refusal in the Gifts Received Online Form.  Complete the form as normal until you get to section 4 then clearly mark the donation as REFUSED and add the reason for the refusal.
Please talk to your line manager if you are in any doubt.
This will allow us to track the potential donation and why we refused it from a single document location.
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