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1. Introduction 

This policy has been introduced to provide all staff and volunteers with clear 
guidelines, standards and protocols to follow in respect of their business conduct.  

As a member of staff or volunteer by reading and adhering to this policy you should 
be clear on how to: 

 make sure that you are not placed in a position to risk conflict between your 
NHS and private position; 
 

 act impartially in all your NHS work; 
 

 be aware of what would constitute an act of bribery or corruption and of the 
Trust’s commitment to preventing bribery and corruption; 
 

 refuse gifts, benefits, hospitality or sponsorship of any kind which might 
reasonably be seen to compromise your personal judgement or integrity and 
seek to obtain preferential consideration; 
 

 declare and register any gifts (over £25 in value), benefits, hospitality and 
sponsorship whether accepted or declined; 
 

 beware of bias generated through sponsorship where this might impinge on 
your professional judgement and impartiality; 
 

 declare and record financial or personal interests in any organisation with 
which you have to deal, and be prepared to withdraw from those dealings if 
required, thereby ensuring that your professional judgement is not influenced 
by such considerations; 
 

 fulfil your contractual obligations to the Trust before embarking on any extra 
work, paid or otherwise. If you do take on extra work, you must obtain formal 
permission from your manager. You must also not work elsewhere whilst you 
are off sick from the Trust; 
 

 not abuse your position to obtain preferential rates for private dealings with 
organisations with which you have official dealings; 
 

 not give unfair advantage to one competitor over another, if your duties 
involve tendering or contracting for the supply of goods and/or services to the 
Trust. You must also be careful that your action, or inaction, does not create 
an impression that you might give such an advantage; 
 

 not misuse your official position or information acquired in the course of your 
official duties to further your private interests or those of others; and 
 

 not make use of, or make known publicly, confidential information that you 
have gained during the course of your work. 
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2. Purpose 

 It should also be read in conjunction with the Trust documents outlined in 
section 11. 

NHS employees are expected to: 

 Ensure that the interests of patients and service users remains paramount at 
all times; 
 

 Be impartial and honest in the conduct of their official business; 
 

 Demonstrate probity when dealing with the assets of the Trust; 
 

 Use integrity in all decisions affecting patients and service users, staff and 
suppliers and in the use of information acquired in the course of their duties; 
 

 Use the public funds entrusted to them to the best advantage of the service, 
always ensuring value for money; and 
 

 Accept responsibility for the actions that they have taken, ensuring that the 
appropriate person within the Trust is notified should problems occur. 

It is also the responsibility of employees to ensure that they do not: 

 Abuse their official position for personal gain or to benefit their family or 
friends; and 
 

 Seek to advantage or further private business or other interests, in the course 
of their official duties. 

3. Scope 

This policy applies in all areas of the Trust. It is aimed at all employees of the Trust, 
regardless of position held, be they permanent or temporary and all secondees and 
contracted out staff working within the Trust. It also applies to volunteers acting on 
behalf of the Trust, trainees, apprentices and those on work experience. 

 

For the purpose of this Policy the following definitions have been adopted: 

 Hospitality and Gifts – for the purposes of this policy is defined as the 
receipt of entertainment (including meals and drinks), gifts or cash (or 
equivalent, i.e. cheques, vouchers, gift cards, lottery tickets or betting slips) for 
personal use or benefit which has no direct benefit to patient care or the 
business of the Trust. This policy covers general hospitality (e.g. when a Trust 
employee is bought a meal or a snack either during or outside normal working 
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hours) and management hospitality (the entertainment and hospitality of 
Directors and employees). 
 

 Commercial Sponsorship – is defined as NHS funding from an external 
source, including funding of all or part of the costs of a member of staff, NHS 
research, staff, training, pharmaceuticals, equipment, meeting rooms, costs 
associated with meetings, meals, gifts, hospitality, hotel and transport costs 
(including trips abroad), provision of free services (speakers), equipment, 
buildings or premises. 
 

 Conflict of Interest – this occurs where an individual’s ability to exercise 
judgement or act in one role is or could be impaired or otherwise influenced by 
his or her involvement in another role or relationship. The individual does not 
need to exploit his or her position or obtain an actual benefit, financial or 
otherwise. A potential for competing interests and/or a perception of impaired 
judgement or undue influence can also be a conflict of interest. 
 

 Secondary Employment – this will include the following: 

 any paid employment outside the Trust 

 self-employment 

 bank/locum agency work outside of the Trust 

 voluntary work (whether paid or not) 

4. Duties - Roles & Responsibilities 

Individual Key Responsibilities  

Chief Executive   As the ‘Accounting Officer’ is ultimately responsible for 
ensuring there is an effective system in place for 
employees to declare hospitality, gifts, sponsorship, 
outside income and any other interests. 

Trust Secretary  Ensuring a fit for purpose policy is in place and made 
available to staff. 

 Monitor and ensure compliance with this policy. 

 Advising staff on the contents of this policy. 

 Providing guidance for staff on refusal or acceptance for 
hospitality or gifts. 

 Maintaining a central register of hospitality and gifts and 
ensuring that this is available for inspection. 

 Receive declarations for inclusion in the Hospitality and 
Gifts Register. 

 Maintaining a register of interests and making this 
available for inspection. 

 Ensure that this policy is compliance with legislation and 
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Individual Key Responsibilities  

guidance. 

All Managers  Ensuring that their staff are aware of, and adhere to, this 
policy. 

 Make declarations of receipts of hospitality or gifts where 
required. 

 Processing staff declarations of interest and requests for 
secondary employment in line with this policy. 

 Provide advice and guidance to staff on the receipt of 
hospitality and gifts in the first instance, and  

 Consult with the Trust Secretary where additional 
guidance is required. 

All Staff  Ensuring they are aware of, and follow this policy. 

 Make declarations of receipt of hospitality and gifts where 
required in consultation with their line manager. 

 Refuse gifts, inducements or hospitality other than items 
of modest value. 

 Staff with authority to commit expenditure must declare 
any relevant and material interests. 

 Do not use your official position for private gain.  

 Respect confidentiality of business information.  

 Act in accordance with the seven Nolan principles on 
standards in public life: selflessness, integrity, objectivity, 
accountability, openness, honesty and leadership. 

 Ensure that they are not placed in a position which risks, 
or appears to risk, conflict between their private interests 
and their NHS duties, whether this is direct or indirect. 

Local Counter Fraud 
Specialist  

 The LCFS’s role is to ensure that all cases of actual or 
suspected fraud and bribery are notified to the Director of 
Finance and Resources and reported accordingly. 

 Investigation of the majority cases of alleged fraud within 
NEAS. 

 The LCFS will regularly report to the Director of Finance 
& Resources on progress of investigations and when/if 
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Individual Key Responsibilities  

referral to the police is required. 

 The LCFS and the Director of Finance & Resources, in 
conjunction with NHS Protect, will decide who will 
conduct investigations and when/if referral to the police is 
required.  

5. Glossary of Terms 

This policy uses the following terms: 

Term Description 

Gifts Tokens or offerings from a third party of a material nature 
that have an intrinsic financial value. 

Hospitality Food, drink, accommodation, entertainment, travel or 
attendance as a corporate guest at events. 

Sponsorship For the purposes of this policy, sponsorship is defined as 
external payment (in part or full) to individual staff members 
or departments in relation to training, events, equipment or 
posts (e.g. training posts). 

Interest  Is considered to be a right, claim, legal share, or participation 
in another organisation or involvement with another person. 
Note that this extends to the interests of a close relative or 
associate.  

Conflicting Interest Occurs when a member of staff or an organisation has an 
interest in another organisation or person, which could 
possibly corrupt or influence the motivation in an act 
connected to the Trust.  

Corruption Accepting any gifts or consideration as an inducement or 
reward for: doing, or refraining from doing, anything in their 
official capacity; or showing favour or disfavour to any 
person in their official capacity. 

Bribery Promising or giving a financial or other advantage to another 
person, and intending the advantage to induce a person to 
perform improperly a relevant function or activity, or to 
reward a person for the improper performance of such a 
function or activity. 

The scope of the Bribery Act 2010 extends to bribery taking 
place overseas, conniving or turning a blind eye to bribery; 
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Term Description 

and failure to take reasonable steps to prevent bribery. 

6. Policy Content 

 Legislation and Guidance  6.1

The Trust Board is committed to the prevention of bribery and demonstrating the 
importance of transparency and openness at all times.   

It is an offence under the Bribery Act 2010 both for anyone to receive, be offered or 
to offer any financial or other advantage to another person in order to induce a 
person to perform improperly or reward any person for improper performance of a 
function or activity.  This includes breaches in expected performance.  

It is also an offence under section 3 of the Fraud Act 2006 for an employee to fail to 
disclose information to an employer to make a gain for themselves or another or to 
cause a loss or expose the Trust to the risk of loss.  

Additionally, section 4 of the Fraud Act 2006 provides that it is also an offence for an 
employee who occupies a position in which they are expected to safeguard or not 
act against the financial interests of the Trust, to abuse that position to cause a loss 
or expose the Trust to the risk of loss.   

The Human Medical Regulations 2012 clearly state that a ‘person may not, in 
connection with the promotion of medicinal products to persons qualified to prescribe 
or supply them, supply, offer, or promise any gift, pecuniary advantage or benefit” 
unless it is cheap and relevant to medicinal practice’. Convictions under these laws 
can result in a two year jail term. Acts of bribery or fraud are covered by the Bribery 
Act 2010 and the Fraud Act 2006. Convictions under the Bribery Act can lead to up 
to ten years imprisonment and an unlimited fine. 

All purchasing decisions must demonstrably stand the value for money test and be 
conducted in line with the Trust’s Constitution and Standing Financial Instructions.   

In support of this transparent process, the Trust has a ‘Hospitality and Gifts’ Register 
which publicly details items or gifts received by, or offered to, employees.  This 
document is available for inspection by the public at any time and will be used to 
respond to Freedom of Information (FoI) requests on this subject as appropriate.  It 
is also subject to audit inspection at any time.   

In accordance with the Trust’s Constitution, the Directors are required to declare any 
pecuniary (financial) interest in contracts or other matters under consideration by the 
Trust and potentially withdraw from those dealings if required.  Such declarations are 
formally recorded. This is in place to protect both the Directors and the Trust from 
any suggestion of improper influence. In order to protect against the possibility of 
such suggestions against the Trust’s employees, this register of interests is extended 
to all employees. The Trust therefore has an ‘Employees Register of Interests’ in 
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which all NEAS employees and persons affiliated with the Trust register their interest 
with other organisations. The register is also subject to audit inspection at any time.   

 Fraud and Probity 6.2

In accordance with the details set out in this policy, the Trust expects all employees 
to act with honesty and probity. Failure to comply with the policy could be considered 
as a breach of duty which may result in disciplinary action being taken in accordance 
with the Trust’s general disciplinary policy and may also lead to criminal prosecution.   

Where the allegation is serious the matter should be referred to the Local Counter 
Fraud Specialist or Director of Finance & Resources. The contact details are 
contained within  the  Trust’s Anti-Fraud, Bribery and Corruption Policy. Staff can 
alternatively report fraud by calling the confidential NHS Fraud & Corruption 
Reporting Line on: 0800 028 40 60 or at www.reportnhsfraud.nhs.uk 

 Hospitality, Gifts and Sponsorship - General Principles 6.3

The Trust maintains a Register of Hospitality and Gifts.  Any gift that is accepted, or 
offered and exceeds a real or theoretical value in excess of £25.00 must be declined 
and declared.  In addition, regular small gifts below this threshold which are received 
or given to the same individual over a twelve month period of time and collectively 
amount to more than £50.00 must also be declined and declared.  All offers of gifts, 
whether accepted or declined, should be declared within 28 days of the offer being 
made.   

For the avoidance of doubt, if an employee is unsure as to the appropriateness or 
acceptability of a gift then it should be politely declined.  Similarly it is better for an 
employee to declare an entry in the Register of Hospitality and Gifts if in doubt as to 
whether or not they are required to do so.  Gifts offered from a commercial 
organisation, irrespective of their real or intrinsic value, must be declared.  

It is particularly important that gifts and hospitality offered by pharmaceutical 
companies are declared in detail in order to comply with the ‘sunshine rule’ which 
seeks to ensure that NHS organisations are not inappropriately lobbied in order to 
use specific drugs. This is in accordance with the Human Medical Regulations 2012. 

Accepted gifts and hospitality which are deemed to be declarable must be authorized 
by the line manager of the staff member. 

If any member of staff is unclear whether any offers of gifts or hospitality should be 
declined or submitted to the register they should contact the Trust Secretary for 
advice.  

 Gifts – of money from patients, relatives or carers  6.4

For the avoidance of doubt, this includes money or gifts of a cash equivalent, such 
as vouchers, of any value offered to individual employees must always be politely 
but firmly, declined.  Instead the patient, relative or carer should be made aware of 
the NEAS Charitable Fund which can receive cash donations.   

http://www.reportnhsfraud.nhs.uk/
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 Gifts – of money or of a cash equivalent (e.g., vouchers) from contracts or 6.5
suppliers 

Such gifts must always be firmly refused and details should be notified to the Trust 
Secretary. 

 Gifts – of low intrinsic value or informal gifts 6.6

Items such as pens, calendars, diaries, biscuits, flowers etc., may be accepted but 
wherever possible should be shared to the benefit of a team rather than solely by the 
individual. Any gift from a contactor or supplier must be declared, irrespective of 
value. Gifts of low intrinsic value from patients, relatives or carers do not need to be 
declared, but should wherever possible be shared to the benefit of a team rather 
than solely by the individual. Any gift that exceeds a real or intrinsic value over £25 
must be declined and declared.   

 Gifts from contactors or suppliers 6.7

Gifts from contractors or suppliers that are connected to the performance of their 
duties must be firmly declined. To accept a gift under such circumstances may 
amount to an offence under Section 2 of the Bribery Act, or at the very least the 
perception that a member of staff may have been influenced by such a gift.  

 Hospitality received from/offered to external agencies 6.8

Hospitality if moderate in nature and provided to an individual or small group of staff 
is permitted if there is a clear and genuine business justification. Hospitality accepted 
must be no more in size or value than would be offered by the NHS as an employer.  
Hospitality received, or offered and declined, must also be submitted to the Register 
of Hospitality and gifts.   

It not necessary for small, simple, low cost hospitality received, e.g., tea, coffee and 
buffet lunches to be recorded in the register, nor is it necessary to record items of an 
advertising nature received at training courses, conferences or seminars, etc., or part 
of a promotional exercise, e.g. pens, books, folders, etc. 

 Hospitality from patients 6.9

This may jeopardise professional boundaries.  All staff, where it is reasonable to do 
so, should therefore politely decline such hospitality. 

 Equipment donations/gifts 6.10

Where a company offers free medical or educational goods which will enhance 
patient care or benefit the NHS while maintaining patient care, such gifts can be 
accepted so long as the gift does not constitute an incentive or a bribe to award a 
contract and does not affect the Trust’s impartiality towards the contractor. 

Advice can be sought from the Trust Secretary about the acceptability of offers of 
equipment or gifts, particularly where there are concerns about acceptability of a gift 
from a particular contractor (i.e., the nature of the contractor’s business may conflict 
with the Trust’s aims and objectives).  
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 Commercial Sponsorship 6.11

Where the Trust organises seminars, conferences, etc., for which sponsorship is 
received from any non-NHS source, the organiser of the event must record details of 
the sponsorship (including the date and title of the event, the name of the sponsoring 
organisation and the nature and extent of the sponsorship received) in the Register 
of Hospitality and Gifts.   

Offers of significant sponsorship in excess of £1,500 must be reviewed and formally 
approved by the Director of Finance & Resources before the offer is accepted to 
ensure that there is no possibility of decisions regarding subsequent purchasing or 
contracting decisions of the Trust being compromised.  For this reason the Trust will 
on no account accept linked deals where sponsorship is connected to a future 
purchase of specific products or from specific suppliers.  

 Employee Declarations of Interests 6.12

The Trust has a legal duty to prevent bribery, corruption and fraud and all employees 
are required to demonstrate the highest standards of probity and transparency, in 
line with the Trust’s contracts of employment. 

All employees, and potential employees, must declare all instances where they, a 
close relative or associate, has a controlling and/or significant interest in any 
business (including a private company, public sector organisation, other NHS 
employer or voluntary organisation), or any other activity or pursuit, which may 
compete for an NHS contract to supply either goods or services to the Trust.   

Additionally, the Trust expects employees, and potential employees, to similarly 
declare personal interests (including directorship or other appointments) in any 
business venture or activity that could be perceived to have a connection to 
healthcare provision or in any way be linked to their main employment with the Trust. 

The Trust also expects employees, and potential employees, to declare any potential 
conflict of interest arising from access to confidential and/or commercial information 
arising from their other employment or via spouse/partner e.g., employment by a 
competitor like another NHS Trust.      

All employees therefore have to declare such interests to the Trust, either on 
commencing their employment with the Trust or subsequently on acquisition of the 
interest.  For all current employees (with the exception of the Trust’s Board of 
Directors including Non-Executive Directors and Governors), any such interests must 
be declared on the attached ‘Declaration of Interest’ form at Appendix F.   The 
completed original form should be sent to the Trust Secretary for recording in the 
Trust’s Register of Interests.    

 Board Member Declaration of Interests 6.13

The procedure for the Board of Directors including Non-Executive Directors and 
Governors to declare interests is described in the Trust’s Constitution and Standing 
Orders.  This process must be completed on appointment and on an annual basis for 
all Board Members. 



Standards of Business Conduct Policy 

Version No. 02  Page 14 of 30 
 

At the time Board members’ interests are declared, they should be recorded in the 
Board minutes.  Any changes in interests should be declared at the next Board 
meeting following the change occurring. 

Directorships of companies likely or possibly seeking to do business with the NHS 
should be published in the Trust’s Annual Report.  The information should be kept up 
to date for inclusion in succeeding annual reports. 

During the course of a Board meeting, if a conflict of interest is established, the 
Board member concerned should withdraw from the meeting and play no part in the 
relevant discussion (unless the Board decides otherwise) or decision. 

The interests of Board members’ spouses or cohabiting partners should be regarded 
as relevant and should be disclosed. 

Influence rather than the immediacy of the relationship is more important in 
assessing the relevance of an interest. The interests of partners in professional 
partnerships including general practitioners should also be considered. 

Directors have a duty not to accept benefits from a third party by virtue of their being 
a Director or for doing or not doing anything in their capacity as a Director. 

The Trust Secretary will retain a register of Board Members’ interests. The Register 
will be available for inspection by the public free of charge.  The Secretary will take 
reasonable steps to bring the existence of the Register to the attention of the local 
population and to publicise arrangements for viewing it 

Copies or extracts of the Register will be provided to members of the NHS 
Foundation Trust free of charge and within a reasonable time period of the request.  
A reasonable charge may be imposed on non-members for copies or extracts of the 
Register. 

Further detail can be found in section 6 of the Standing Orders and section 9.14 of 
the Constitution. 

 Secondary Employment  6.14

It is a condition of employment that Trust staff do not undertake any other 
employment, - paid or unpaid - which conflicts with the requirements of the post.  In 
the event of staff wishing to take up any employment, they must seek prior, written, 
authority from their Executive Director.  When written approval is given to a member 
of staff to undertake other employment, the relevant Director will ensure that this is 
recorded in the Register of Other Employment held by the HR Manager. 

Staff should be aware that undertaking other employment whilst claiming sick pay 
from the Trust may lead to a referral being made to the Trust’s Local Counter Fraud 
Specialist for investigation.  This may lead to disciplinary action (including dismissal) 
and/or criminal prosecution.  The employee would also have to repay any sick pay.  

 Employment of Relatives 6.15

For the purposes of this Policy, the term relation/relative/relationship applies to blood 
(or adoptive) relations e.g., husband, wife, parent, child, brother, sister, aunt etc., 
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and also to people who are living together as partners, regardless of gender of 
sexuality. 

The Trust permits the employment of relatives. Potential members of staff must 
declare any current or previous relationship to employees of the Trust, as the 
employment of relatives may constitute a conflict of interest and must be declared.  
Failure to declare leading to a conflict of interest may result in disciplinary action. 

It may not be acceptable for staff members in relationships to work within the same 
department and in each case, advice must be sought from the Human Resources 
(HR) Department.   

It may not be acceptable for members of staff in relationships to act as supervisor or 
manager, whether in a direct or indirect sense, to one another and in each case, 
advice must be sought from the HR Department.  Where this is the case, a 
declaration of interest must be made. 

An employee must not shortlist, interview, appoint, promote, review performance or 
terminate employment of a person related to them. 

Staff members entering into a relationship which may be considered to lead to a 
conflict of interest must make their line manager aware of this as soon as possible.  
The member will be required to act in the best interests of the patients and of their 
Department, if such a declaration is received.  The longer serving party will be given 
the preference of remaining in the department or choosing to seek an alternative 
post. 

 Contracts 6.16

All staff that are in contact with suppliers, contractors or external consultants, are 
expected to adhere to the professional standards set out in the Trust’s Standing 
Orders and Standing Financial Instructions and in the Code of Ethics of the 
Chartered Institute of Purchasing and Supply (CIPS). This is particularly important 
for staff who are authorised to sign Purchase Orders or place contracts for goods, 
materials or services. 
 
Directors, managers and members of staff, including external consultants need to 
ensure that they show no special favour to contractors, friends, current or former 
employees, close relatives or associates when awarding contracts or orders.  
 
Directors, Managers and members of staff, including external consultants must not 
seek or accept preferential treatment, rates or benefits in kind, for private 
transactions carried out with companies with which they have had, or may have 
official dealings on behalf of the Trust. This excludes agreements which have been 
negotiated by NHS management for the benefit of all staff, (e.g., staff benefit 
schemes). 

 Raising Concerns Regarding Business Conduct 6.17

An important element of the Trust’s Standards of Business Conduct is the 
commitment to an open culture where people feel secure in seeking advice and 
raising concerns.   
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The Trust’s Whistle-blowing and Raising Concerns Policy is the appropriate route for 
staff to raise concerns about conflicts of interest and other financial integrity or business 
conduct issues that cannot be dealt with satisfactorily through line-management in the 
first instance.  

Staff witnessing any perceived bribery or corruption are encouraged to report their 
concerns about conduct that could potentially breach the Act to the Local Counter Fraud 
Specialist. Further details can be found in the Anti-Fraud, Bribery and Corruption Policy. 

The Trust works closely with the media to help service users and the general public 
understand the challenges faced by the Trust and celebrate the successes within the 
organisation. As an essential emergency service and health provider, it is important 
that public confidence is not undermined.  

Any employee considering disclosure to the media is advised to first seek further 
specialist guidance from professional or other representative bodies and to discuss 
matters with their colleagues and where appropriate, line and professional 
managers.  An employee considering contacting the media should also, as a first 
point, contact the Trust Communications Department. 

It is expected that staff concerns can be addressed and dealt with without reference 
to the media and dealt with through other policies and procedures in the Trust. 
Disclosing issues of concern to the media, if entered into unjustifiably, will result in 
disciplinary action if it unreasonably undermines public confidence in the Trust. 

The Trust acknowledges that Branch Secretaries (or formerly designated deputies) 
of recognised Trades Unions have the right to approach the Media without reference 
to the Trust Communications Department. 

The Trust recognises that all staff are entitled to use social media for social 
networking in a personal capacity but that individual comments and postings relating 
to work or professional issues can impact on the reputation of the NEAS or the NHS.  
A Social Networking Policy exists to provide guidance to staff on conducting their 
legitimate activities on social media while avoiding potential problems for themselves 
or the NHS.  The Trust’s Communications & Engagement team should be consulted 
by any team or department who is thinking of using social media to promote their 
work.  Any online posting associated with the Trust’s business also needs to be 
approved by the individual’s line manager. 

7. Equality and Diversity 

The Trust is committed to ensuring that, as far as is reasonably practicable, the way 
we provide services to the public and the way we treat our staff reflects their 
individual needs and does not discriminate against individuals or groups on the 
grounds of any protected characteristic (Equality Act 2010).   

An equality analysis has been undertaken for this policy, in accordance with the 
internal Equality Policy and the Equality Act (2010). 

Details of this assessment are stored within the central register for Equality Analysis 
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Assessments maintained within the Equality and Diversity team within the 
Communications and Engagement department.  

8. Monitoring Compliance with and Effectiveness of 
this Policy 

 Compliance and Effectiveness Monitoring 8.1

Arrangements for the monitoring of compliance with this policy and of the 
effectiveness of the policy are detailed in the table below.  
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 Compliance and Effectiveness Monitoring Table for this policy 8.2

Process in the 
policy 

Monitoring and audit 

Key Performance 
Indicators (KPI)/ 

Criteria  

Method Who By Committee  Frequency Learning/ Action Plan 

Register of 
Interests  
 

Audited on an annual 
basis. 
 
Public Document – can 
be examined on request.  
 
Reported within the 
Trust’s Annual Report. 
 

Review of completed 
forms within the 
register to determine 
compliance with this 
policy  

Trust Secretary Audit  Annual  Provide feedback to 
individuals on the 
appropriateness of their 
declarations if any 
weaknesses are identified. 

Register of 
Hospitality & Gifts 

Audited on an annual 
basis. 
 
Public Document – can 
be examined on request. 

Review of completed 
forms within the 
register to determine 
compliance with this 
policy 

Trust Secretary Audit  Annual  Provide feedback to 
individuals on the 
appropriateness of their 
declarations if any 
weaknesses are identified. 
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9. Consultation and Review of this Policy 

This policy has been reviewed in consultation with the Trust Secretary, Audit Committee and 
Board of Directors together with comments from staff who have recently been involved in 
updating policies.  

This Policy will be reviewed by the Trust Secretary every three years or when otherwise 
appropriate to reflect changes in legislation or guidance.  The Audit Committee and Board of 
Directors will consider the materiality of any revision made to the document and, subject to 
its view, approve for dissemination throughout the Trust. 

This policy will be circulated by the Quality Assurance Assistant/Manager. 

10. References 

This document refers to the following guidance, including national and international 
standards: 

 The Nolan Committee’s Seven Principles of Public Life  

 The Bribery Act 2010 

 NHS Code of Accountability  

 The Fraud Act 2006 

 Code of Ethics of the Chartered Institute of Purchasing and Supply (CIPS) 

11. Associated Documentation 

This policy does not directly impact upon other Trust policies and procedures, although the 
standards of professional and business conducts outlined within the Trust’s codes of conduct 
apply to all circumstances outlined in this policy. 

 Trust Protocols i.e., Standing Financial Instructions, Standing Orders 

 Whistleblowing and Raising Concerns Policy  

 Anti Fraud, Bribery and Corruption Policy  

 Staff Terms and Conditions of Employment  

 Disciplinary Policy and Procedures 

 Social Networking Policy 
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12. Appendices 

 Appendix A: Practical Guidelines for Staff on Gifts and Hospitality 12.1

Genuine: Is the offer made for reasons of genuine appreciation for something I have done, 

without any encouragement from me? 

Independent: If I accept it, would a reasonable member of the public be confident that I 

could be independent in doing my job? 

Free: Would it be clear to a reasonable member of the public that the donor does not expect 

any favourable treatment from the Trust in return? 

Transparent: Would I be comfortable if the gift was transparent to my organisation, 

colleagues and to the public? 

If the answer to any of the above questions is ‘no’ then the offer of a gift, gratuity, hospitality 
or sponsorship must be declined. 

Do: 

 Make sure you understand the guidelines on the hospitality and gifts and consult your 
line manager if you are not sure 

 Make sure you are not in a position where your private interests and duties to the 
Trust may conflict 

 Declare to the Trust any interests which may be relevant  

If in doubt, ask yourself:  

 Am I or might I be in a position where I (or my family/friends) could gain from the 
connection between my private interests and my employment? 

 Do I have access to information which could influence purchasing or contracting 
decisions? 

 Could my outside interest be in any way detrimental to the Trust or to clients’ 
interests? 

 Do I have any other reason to think I may be risking a conflict of interest? 

Do not:  

 Accept any gifts, inducements or hospitality unless you are sure that acceptance will 
not constitute a conflict of interest 

 Abuse your past or present official position to obtain preferential rates for private 
deals or to affect the employment conditions of a relative 

 Unfairly advantage one competitor over another or show favoritism in awarding 
contracts or making business decisions  

 Misuse to make available official ‘commercial in confidence’ information  
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 Appendix B : Examples of Interests that need to be declared by staff 12.2

The following table provides some practical examples of interest that should be disclosed for 
inclusion in the Register of Interests. 

Type of Interest  Specific Examples  

Commercial interest A personal or family connection with a private, limited or 
public company e.g. work of family member connected 
with the organisation, supplier/personal acquaintance of 
company employee. Connection to a company invited to 
tender to supply goods or services to the Trust 
 

Shareholdings  Shares in a private hospital or supplier or potential 
supplier of the Trust 

Partnerships Links and contracts with both the public and private 
sectors 

Consultants  Private practice 

Education  
 

School Governor  

Other NHS 
 

Trustee/Non-Executive Director of another Trust 

Outside Employment  Employment with any external organisation or company 
 

Directorships  
 

Director of a company 

Political  
 

County Councillor  

Land 
 

Owner of land under negotiation or owner of rental 
accommodation 
 

Charities Active involvement in a charity. 

The above list is not intended to be exhaustive.  Further advice can be obtained from the 
Trust Secretary.  
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 Appendix C – Nolan Principles  12.3

The Seven Principles of Public Life  

1. Selflessness 

Holders of public office should take decisions solely in terms of the public interest.  They 
should not do so in order to gain financial or other material materials for themselves, their 
family, or their friends. 

2. Integrity 

Holders of public office should not place themselves under any financial or other obligation to 
outside individuals or organisations that might influence them in the performance of their 
official duties. 

3. Objectivity 

In carrying out public business, including making public appointments, awarding contracts, or 
recommending individuals for rewards and benefits, holders of public office should make 
choices on merit. 

4. Accountability 

Holders of public office are accountable for their decisions and actions to the public and must 
submit themselves to whatever scrutiny is appropriate to their office. 

5. Openness  

Holders of public office should be as open as possible about all the decisions and actions 
that they take.  They should give reasons for their decisions and restrict information only 
when the wider public interest clearly demands.   

6.  Honesty 

Holders of public office have a duty to declare any private interests relating to their public 
duties and to take steps to resolve any conflicts arising in a way that protects the public 
interest.  

7. Leadership 

Holders of public office should promote and support these principles by leadership and 
example.  
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 Appendix D: Guidance of the acceptance of Hospitality, Gifts and Sponsorship 12.4

Hospitality or Gift  Acceptable Declarable 

Low value gifts from suppliers such as:   
diaries/calendars under £25.00 

Yes* Yes 

Low value gifts from others such as:   
diaries/calendars under £25.00 

Yes* No (unless cumulatively 
they reach a total of 

over 

Token gifts given at a courtesy visit/VIP visit Yes* Yes 

Infrequent working breakfast  Yes* Only if considered greater 
than £25.00 in value 

Infrequent working lunch  Yes* Only if considered greater 
than £25.00 in value 

Biscuits, chocolates, flowers, alcohol from patients/    
relatives / friends of patients  

Yes* Only if considered greater 
than £25.00 in value 

Formal dinners/evenings Yes* Yes 

Visits to view equipment paid for by outside companies Yes* Yes 

Other forms of commercial sponsorship  Yes* Yes 

Holiday accommodation  No - to be 
declined** 

Yes 

Services offered to staff by Trust contractors or 
suppliers at discounted rates 

No Yes 

Casual gifts offered by contractors/potential suppliers 
under £25.00 

Yes  - so long as 

it does not create 
a sense of 
obligation  

Yes 

Gifts/equipment offered by contactors/potential 
suppliers over £25.00 (such as invitations to 
concert/sporting event tickets) 

No  - to be 

declined** 
Yes 

Other promotional gifts No  - to be 

declined** 
Yes, regardless of value 

Gifts of cash or vouchers (any amounts) – persons 
offering cash should be advised of the existence of the 
Charitable Funds as an alternative 

No  - to be 
declined** 

Yes, regardless of value 

*   Acceptable where the hospitality/gift does not create a sense of obligation or constitute an incentive or bribe. 

** Where it is felt that declining the gift will cause offence, approval should be sought on how best to handle 
receipt of the gift – for example by submitting it to a team fund/raffling the gift etc. under such 
circumstances, the fear of  causing offense should not create a conflict of interest for the recipient.    
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 Appendix E: Declaration of Gifts, Hospitality and Sponsorship Form 12.5

This form must be completed in advance of sponsorship being accepted, and 
wherever possible in advance of accepting gifts and hospitality which is declarable. 

Details of the gift / hospitality / sponsorship  to be completed by the recipient 

Name of recipient:  
 

Post held:  
 

Service line / division / directorate:  
 

Date of offer:  
 

Nature of gift / hospitality / sponsorship 
offered: 

 
 

Estimated value of gift / hospitality / 
sponsorship offered: 

 
 

Name of the person / company making the 
offer: 

 
 

What products / services does the person or 
organisation provide to the Trust? 

 
 
 
 
 
 
 

Are those products / services used or 
ordered by the recipient? 

 
 
 
 
 
 
 

Details of other gifts / hospitality / 
sponsorship received / offered to the 
recipient by the person / company within the 
last 12 months: 

 
 
 
 
 
 

Other comments:  
 
 
 
 
 
 

Was the offer accepted or declined (delete 
as appropriate) 

Accepted / declined 
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I declare that the gift / hospitality / sponsorship offered / received was entirely 
consistent with the requirements of the Trust’s Standards of Business Conduct Policy 
and that no business decisions will be improperly influenced by gifts or 
advancements, nor personal gain obtained. 

Signature of recipient:  
 
 

Date:  
 

Authorisation / acknowledgment of line manager. Note for sponsorship this should be 
the Director of Finance and Resources. 

Reason for authorising the acceptance of the 
hospitality / gift / sponsorship: 

 
 
 
 
 
 
 
 

Name:  
 

Signed:  
 
 

Post held:  
 

Service line / division / directorate:  
 

Date:  
 

 

For office use only: 

Date of entry into the register:  

Name:  

Signed:  

 

Please return forms to the Trust Secretary via email or post: Trust Secretary, Bernicia 
House, Goldcrest Way, Newburn Riverside, Newcastle-upon-Tyne NE15 8NY. 
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 Appendix F: Declaration of Interests and Identification of Related Party 12.6
Transactions 

All employees, and potential employees, must declare all instances where they, a close 
relative or associate, has a controlling and/or significant interest in any business (including a 
private company, public sector organisation, other NHS employer or voluntary organisation), 
or any other activity or pursuit, which may compete for an NHS contract to supply either 
goods or services to the Trust.   

Please use this form to make your declaration in line with the requirements of the Standards 
of Business Conduct Policy. It is your responsibility to submit a revised form if your 
interests change. 

 Declaration of Interest 

Name of Employee making 

declaration:   

 
Post Title: 

 

Service line / division / directorate: 
 

Area of where conflicting exist 
may exist 

Declaration 

Please list personal or specific 
interest to a contract or other 
employment whether paid or 
non-paid voluntary or other 
non-paid work. 

Financial Transactions/ 
salary or Benefits in Kind- 
(Please estimate if not yet 
known) 

 
SECONDARY EMPLOYMENT 

List public or private employment 
including consultancies and self-
employment. Please also include 
employment or voluntary 
appointments at other NHS 
employers/organisations. 

NOTE that secondary 
employment is NOT permitted 
without express prior approval 
of an Executive Director. 

  

 
DIRECTORSHIPS  
 
List public or private 
appointments, employment or 
consultancies. Company 
directorships in private or limited 
companies 
 
 
 

 
 

You You 

 
 
 
 
 

 

 

Close relative / associate Close relative / associate 
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INTEREST IN COMPANIES AND 
SECURITIES  

List Substantial interest is 
ownership or part ownership of 
private companies, businesses or 
consultancies that undertake or 
maybe seeking to undertake  

 

 

 

 

 

business with the NHS.  

You You 

 
 
 
 
 
 
 
 
 

 

Close relative / associate Close relative / associate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
PERSONAL OR 
DEPARTMENTAL 
SPONSORSHIP  

List a personal or departmental 
interest in any part of the 
pharmaceutical industry or 
Sponsorship or funding from a 
known NHS supplier or associated 
company/subsidiary, e.g. funding 
research, staff or equipment  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You You 

 

 

Close relative / associate Close relative / associate 

 

 

 
POSITION IN CHARITY OR 
VOLUNTARY ORGANISATION  
 
Please list the position and 
interest whether or not the charity 
is relevant to the NHS  
 
 
 
 

You You 

 

 

 

 

 

 

 

 

Close relative / associate Close relative / associate 

  

 
ANY OTHER INTEREST  
 
List any other connection with a 
voluntary, statutory, charitable or 
private body that could create a 
potential opportunity for conflicting 
interests. This may include land or 
buildings that you may seek to 
sell, rent or lease to the NHS. 
 
 
 
 
 
 

You You 

  

Close relative / associate Close relative / associate 
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I declare that the information I have given on this form is correct and complete and that I will 
not create a conflict of interest between my NHS employment and an external 
body/organisation or my personal business interests. I understand that if I knowingly provide 
false information or fail to disclose relevant information this may result in disciplinary action 
and I may be liable to prosecution and/ or civil proceedings. I consent to the disclosure of 
information on this form to review by the Trust’s auditors and understand the form may be 
reviewed for the purpose of fraud prevention and detection by NHS Counter Fraud Specialists. I 
agree to submit further notices in order to bring up to date information given in this notice and 
will declare any interest I acquire after the date of this notice. 

Signed: Date: 
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 Appendix G: Secondary Employment Form 12.7

DECLARATION OF OTHER EMPLOYMENT – PAID / UNPAID / VOLUNTARY / 
SELF-EMPLOYMEMT / DIRECTORSHIP 

 
Name:             
 
Job Title:       Location/Base:      
 
Immediate Manager:           
 
 
1. SECONDARY EMPLOYER/SELF EMPLOYMENT 
 

Name:            

Address:             

            

 

Type of Business:          

            

 

*Details of your role with Other Employer:           

            

 

Hours Per Week:           

            

 

Date to Commence:           

            

 

Misc. Info:           

            

 

*NB: If the nature of your Secondary Employment conflicts with the interests of the Trust, your 
Executive Director may decline to authorize.  To assist in determining what constitutes a 
possible interest, below is a number of questions for you to consider: 
 

 Am I, or might I be, in a position where I or my family or associates gain from the 
connection between my other employment and my employment with the Trust? 

 Could my other employment be in any way detrimental to the Trust or to patients’ 
interests? 

 Do I have access to information which could influence purchasing decisions? 
 Do I have any other reason to think I may be risking a conflict of interest? 

 
Declaration by Employee 
 
I have read and understood procedure GEN 237, QSSD 161 and other Policies/Procedures 
referenced in this document. 
 
I have derogated from the Working Time Regulations  
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I can confirm that the interests I have outside of work will have no detrimental effect on my attendance 
at work and employment with North East Ambulance Service NHS Foundation Trust. 
 
I can confirm that my secondary employment is not with any organization that is or may be in the 
future competing for business with North East Ambulance Service NHS Foundation Trust. 
 
I can confirm that my secondary employment does not conflict with the business interests of North 
East Ambulance Service NHS Foundation Trust  
 
 
Signed by employee             Date:    
 
Designation ___________________________________ 
 
 
 
 

Authorised by the relevant Senior Manager   YES / NO (Please mark) 
 
Signed:         Date:    
 
Designation _________________________________________ 
 
Reasons for not authorizing  
 
 
 
 

Authorised by the relevant Executive Director:      YES / NO (Please mark) 
 
Signed:         Date:    
 
Designation _________________________________________ 
 
Reasons for not authorizing 
 
 
 
 
 
 
 
----------------------------------------------------------------------------------------------------------------------------- ---------- 
Please complete and forward to the HR Department for action and filing: 

1.   Immediate Manager notified:  YES / NO  (Please Circle). 
   
2.   Details inputted onto Personnel Computer System and Filed:    YES / NO  (Please Circle). 
 
 
 
Signed:          Date:    

 

 


