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1 Overview

This guidance was previously included as part of the SIB Finance Manual. It has
been updated and developed as a standalone document.

This guidance relates to the offer and acceptance of gifts and hospitality both to
and from SIB staff. It is issued in accordance with, and should be read alongside,
the guidance detailed below. This guidance is designed to protect both individual
members of staff and SIB in general. External people acting for or incurring costs
on behalf of SIB (e.g. consultants, contracted staff etc.) must also adhere by the
principles of guidance and should be notified of this requirement before
commencing work in SIB. If it is believed that an external person may have
breached the policy, the matter should be reported to the Director of Finance,
who will take the matter forward with the individual or his/her company.

The following guidance is also available:

e Dear Accounting Officer Letter, DAO (DFP) 10/06 — Acceptance and Provision
of Gifts and Hospitality.

e DoF 2024-0064 - Guidance on the Acceptance and Provision of Gifts and
Hospitality

e The SIB Staff Handbook.

e SIB's Guidance on Conflicts of Interest

o Dear Accounting Officer Letter, DAO (DFP) 09/11 - Bribery Act 2010. Staff
should be aware of this guidance, DAO (DFP) 09/11, in the context of the
provision and receipt of gifts and hospitality.

o Dear Accounting Officer Letter, DAO (DoF) 07/21 - Conflicts of interest
guidance: DAO (DoF) 07/21.

e SIB's Policy and Procedures on Fraud.

e Fraud Act 2006.

2 Purpose

The purpose of this document is to outline:

e the guidelines and fundamental principles to be followed when receiving,
and considering the acceptance of, offers of gifts and hospitality from others;

e the guidelines and fundamental principles to be followed when offering
gifts and hospitality to others;

e the procedures for authorising, reporting and monitoring offers of gifts and
hospitality; and

e the roles and responsibilities of all staff in relation to gifts and hospitality.
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https://www.finance-ni.gov.uk/sites/default/files/publications/dfp/daodfp1006-sept09.pdf
https://www.finance-ni.gov.uk/sites/default/files/publications/dfp/DoF%202024-0064%20-%20DoF%20Guidance%20on%20the%20Acceptance%20and%20Provision%20of%20Gifts%20and%20Hospitality%20-%20Annex%20F.PDF
https://www.finance-ni.gov.uk/sites/default/files/publications/dfp/daodfp0911-2.pdf
https://www.finance-ni.gov.uk/sites/default/files/publications/dfp/daodof0721.pdf

3 Scope

This guidance applies to gifts and hospitality offered to or by all SIB staff. It should
also be taken to apply to gifts and hospitality offered to spouses, partners or other
associates of a staff member if it could be perceived that the offers are in fact
designed for the benefit of the staff member. Examples of other associates may
include close relatives, business colleagues or a person with whom a member of
staff has social contact.

This guidance does not supply an exhaustive list of the types of gifts and
hospitality which can be accepted or provided in all situations. Rather, it provides
an ethical framework for decision making and outlines the approvals required
and reporting processes which should be followed by all staff.

4 Fundamental Principles

The SIB Staff Handbook indicates that staff should conduct themselves with
honesty and impartiality in the exercise of their duties. Staff should never receive
benefits of any kind from a third party which might reasonably be thought to
compromise their personal judgement, integrity or impartiality. In this field,
perception is as important as reality.

The fundamental principle is that no member of staff should do anything that
may give the impression to their colleagues, members of the public, or people
with whom they have to deal in an official capacity, that they have been, or may
have been, influenced by a gift or hospitality or other consideration to show bias
either for or against any person or organisation while carrying out their official
duties. A useful test when considering whether any course of action, including
the acceptance or provision of a gift or hospitality, meets the requirements of
propriety is to ask: ‘could this course of action be satisfactorily defended in
public?’

5 Situations Not Covered by the Hospitality
Guidelines

It is recognised that there may be exceptional cases where, in the interest of SIB,
flexibility in interpretation of the strict rules on the acceptance or provision of
hospitality or gifts may be necessary. In such instances, approval must be
obtained in writing from the Finance Director or the CEO (depending on
circumstances), which clearly details:

o Why the request falls outside the boundaries of what is normally allowable;

e Why it is considered necessary to provide or receive such hospitality (or a
gift);

o How it will directly benefit SIB; and
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e The expected consequences of the request being refused.

In the case of the Chief Executive being the recipient or provider of the
hospitality/gift excepted under the above, he must obtain written approval from
the Chairman of the SIB Board.

In all cases, the Executive Office (TEO) must also be informed by way of a copy of
the written approval.

The written approval must be passed to Finance and saved together with any
related invoice or receipts.

The Gifts and Hospitality Register must also be updated to reflect the details and
approvals.

6 Legal Obligations

Under the Prevention of Corruption Acts of 1906 and 1916 it is an offence for an
officer in their official capacity to:

e corruptly accept any gift or consideration as an inducement or reward for
doing, or refraining from doing, anything in that capacity; or

e show favour or disfavour to any person; or

e receive money, gifts or consideration from a person or organisation holding
or seeking to obtain a Government contract.

All of these are deemed by the Courts to have been received corruptly unless it is
proven otherwise.

The UK Bribery Act 2010 permits the provision and receipt of gifts and hospitality
provided they are proportionate and reasonable. Gifts or hospitality which are
demonstrably disproportionate or unreasonable may be construed as bribes and
thus unlawful. The offer or receipt of payments or goods to speed up an existing
task or duty which would otherwise be carried out anyway, referred to as
‘facilitation payments' under the Act, is also considered bribery and is thus
unlawful.

Therefore, a breach of the rules of conduct on gifts and hospitality can not only
lead to disciplinary action, but can also be a criminal offence.
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- Gifts and Hospitality Offered to SIB Staff

7.1 INTRODUCTION

Guidance (applicable to SIB) on the acceptance of gifts and hospitality is
contained in DAO (DoF) 10/06. This guidance outlines:

o the kinds of instances when gifts and hospitality can and cannot be
reasonably accepted,;

e the processes which should be followed to gain approval to accept gifts and
hospitality; and

e the processes which should be followed to report gifts and hospitality offers
(both accepted and refused) on Gifts and Hospitality Registers.

SIB recognises that contractors and other customers of our services may extend
from time to time offers of gifts and hospitality to staff. SIB also recognises that its
employees have a responsibility, in the interests of public confidence, to exhibit
high standards of propriety, and carry out their role with dedication and a
commitment to the organisation and its core values: integrity, honesty, objectivity
and impartiality.

The SIB handbook indicates that staff members should conduct themselves with
honesty and impartiality in the exercise of their duties. As a consequence, they
should never receive benefits of any kind from a third party which might
reasonably be thought to compromise their personal judgement or integrity. In
this field, perception is as important as reality.

The fundamental principle is that no member of staff should do anything which
might give rise to the impression that he or she has been or might be influenced
by a gift or hospitality or other consideration to show bias for or against any
person or organisation while carrying out official duties.

External people acting on behalf of the SIB (for example, consultants, contracted
staff etc.) must also abide by the policy. If it is believed that an external person
may have breached the policy, the matter should be reported to the Chief
Executive Officer, who will take the matter forward with the individual or his/her
company. This requirement should be notified to external staff before they start
work within SIB.

This guidance should also be seen as applying to spouses, partners or other
associates if it can be argued or perceived that the gift or hospitality is in fact for
the benefit of the official.

Any breach of the rules of conduct can lead to disciplinary action and in some
circumstances can be a criminal offence. This Guidance focuses on the key issues
and the specific rules applicable to SIB staff.

A quick reference guide for offers of Gifts/Hospitality made to SIB staff can be
found in Annex E.
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7.2 GIFTS AND HOSPITALITY REGISTER

Whether accepted or rejected, all gifts and invitations for hospitality, other than
infrequent working lunches must be recorded in the Gifts and Hospitality
Register.

This Register is maintained by the Information and Compliance Manager. And
entry must be made on Gifts and Hospitality Register on all occasions when an
offer of a gift or hospitality is made by an external individual or organisation. They
should contain details of gifts and hospitality declined as well as accepted.

These Registers must include, for each entry:

o the date the gift or hospitality was offered,;

e the date of the event;

e who it was offered to;

e the ultimate recipient (if different);

e the organisation or individual making the offer;

e adescription of the offer;

e the reason for the offer;

o details of contracts — current or potential;

e details of any relationship with the offerer;

e the estimated or actual value of the offer;

e action taken (accepted, refused, etc.) and the reason;
e who made the entry on the Register;

e the date the entry was made; and

e where necessary, a CM ref to the completed approval form.

New offers of gifts and hospitality should, where necessary, be reported on the
Registers as soon as possible after decisions have been made regarding their
acceptance or refusal, whether they fall into that reporting period or not. For
instance if staff receive offers in 2025-26 to attend events in 2026-27, those offers
should be recorded in the 2025-26 register. The registers should provide a
complete picture of all offers made during that financial year. All Registers and
accompanying approval forms should be maintained in CM.

It is the responsibility of all staff to ensure they follow the approval and reporting
procedures outlined in this policy.

Individuals and/or teams should report all offers of gifts and hospitality on the
pro-forma attached at Annex A to ensure information is recorded across SIB in a
consistent manner and to provide an adequate audit trail. If an offer requires
approval, please complete the form (Annex B) and submit to Finance. Copies of
completed approvals should be retained by Finance and will form part of the
Register.

It is recognised that in some cases the value of hospitality received is not readily
apparent. Staff are expected to exercise careful judgement when determining
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approximate values for reporting purposes, informed where necessary by market
research to establish the price of similar items/hospitality. The following
estimated values should be used to ensure consistency across SIB, where no
readily available market price can be determined:

Description Value (£)
Dinners (including formal black-tie dinners) * 60
Formal Lunch (e.g. Professional Institute) 40
Casual Working Lunch 25
Breakfast / Buffet / Refreshment / Drinks Reception 20

*The £60 value is intended to cover the black-tie dinner only. If hospitality is
provided at an event where specific entertainment is provided alongside the
meal, consideration should be given to attributing a higher value to this form
of hospitality.

The following types of gifts and hospitality are the only types which do not
normally need to be reported on Registers:

e seasonal, promotional or trivial gifts (such as calendars, diaries, pens, etc.),
which bear Company names and/or logos of the provider of the gift and
have a value of less than £50; and

e conventional hospitality, unless it is deemed to be unduly frequent or
inappropriate in some other way.

The registers are subject to Freedom of Information disclosures and therefore
need to be complete and up to date at all times.

The SIB Gifts and Hospitality Register will be published on the SIB website on an
annual basis.

7.3 ACCEPTANCE OF GIFTS

The general principle is that all gifts offered should be refused. However
seasonal, promotional or trivial gifts (such as calendars, diaries, pens etc), which
bear Company names and/or logos of the provider of the gift and have a value of
less than £50, may be accepted by individuals without the need for these to be
approved in advance or reported in the gifts and hospitality register. Acceptance
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of any other gift must have been approved by the Chief Executive in advance and
must be declared by the member of staff in the register.

All other gifts, including token gifts which are under £50 but which do not bear
the company logo, must be reported on the register whether accepted or
declined. If the gift is accepted, the register should note why it was not
possible/practical to follow the general principle of refusing/returning all gifts.

More expensive or substantial items, valued at £50 or more and gifts of lottery
tickets, cash, gift vouchers, gift cheques, alcohol, cigarettes and cigars cannot on
any account be accepted and retained by the individual.

All gifts offered (apart from those which are trivial or inexpensive as noted above),
even if they are declined/returned, need to be recorded in the gifts and hospitality
register. Approval to accept gifts is required from the Chief Executive Officer or
Director level. In each case the approver must indicate in writing, with reasons
whether the gift is to be:

e retained by the recipient;

e returned to the donor with a suitably worded letter explaining why the gift
cannot be accepted,;

e used, if possible, in the organisation or;

e donated to a nominated charity.

The approver should ensure that the item is included within the hospitality
register and the written decision should be retained and referenced in the
register as back up to the summary hospitality register.

7.4 TRADE, LOYALTY OR DISCOUNT CARDS

Trade, loyalty or discount cards by which a staff member might personally benefit
from the purchase of goods or services at a reduced price are classified as gifts
and should be refused or returned to sender.

7.5 STAFF INVOLVED IN THE PROCUREMENT OR MONITORING OF A CONTRACT

Apart from trivial/inexpensive seasonal gifts, such as diaries or calendars, no gifts
or hospitality of any kind from any source directly or indirectly associated with a
contract should be accepted by anyone involved in the procurement or
monitoring of that contract. This will ensure that no criticism can be made
regarding bias to a particular company or supplier.

7.6 GIFTS RECEIVED IN RECOGNITION OF WORK DONE

On no account should a gift or gratuity be solicited or requested. Where gifts by
way of gratuities, vouchers or book tokens etc for lectures, broadcasts or similar
occurrences are offered, then acceptance should be based on how much of the
preparatory work for the event was done in the officer's own time, how much in
official time and the extent to which SIB resources, other than, for example, use of
an officially issued laptop at home, were used in the preparation.
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The following guidelines should be applied:

If the preparation was carried out entirely in the individual’'s own time and the event took
place outside normal working hours at no expense to SIB, it would be acceptable for the
individual officer to retain the whole fee, token or other gift;

If, however, the preparation was done wholly in SIB time with use of SIB resources, no
gifts or fee should be accepted unless the event is carried out outside of normal working
hours when a gift or token to the value of up to £50 is acceptable; and

If the preparation was carried out and the lecture etc, delivered in a staff members own
time but SIB facilities were used for typing, preparation of PowerPoint / overheads etc,
then a gift or token to the value of not more than £75 is acceptable.

In the case of either “0", or 0", SIB can, if they so choose, charge the organisation
or body a fee based on the salary costs of the individual and/or the use of
resources. If a series of gifts from the same source exceed the monetary limits set
out above the same rules apply.

Staff should also be aware of SIB's Guidance on Conflicts of Interest, in this
context.

7.7 REPORTING GIFTS AND APPROVAL PROCESS

If gifts (apart from those trivial or inexpensive gifts for which approval is not
required) are received, the approval of the Finance Director or Finance Manager
should be sought using the form that is attached at Annex B.

In each case submitted, the approving officer will decide in writing or email,
whether to:

o Allow the recipient to keep the gift;

e Return the gift to the donor with a suitably worded letter explaining why the
gift cannot be accepted (see Annex C for suggested text to use to decline a
gift or offer of hospitality);

o Use or dispose of it, if possible, in or by SIB; or

e Donate the gift to a nominated Charity.

The approving officer will ensure that the details of the case and their decision is
recorded in the Gifts and Hospitality Register.

In exceptional circumstances, where refusal of a gift would offend the donor,
cause embarrassment or appear discourteous, details of the gift and the
circumstances should be provided to the Director of Finance or the CEO who will
make a recommendation as to whether the gift should be accepted, and any
conditions that should be applied (for example, whether the gift should be used
within SIB, a reciprocal gesture made etc.). If a gift is received from abroad,
liability to import duty and VAT should be resolved with HMRC.
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7.8 OFFERS OF HOSPITALITY

The handling of offers of hospitality is an area in which staff must exercise
careful judgement. In all instances, offers should only be accepted when
acceptance can be demonstrated to be in the public interest. In deciding
whether hospitality can be accepted, staff should consider if acceptance of
hospitality:

o islikely to help business effectiveness;

e places no obligation or perceived obligation on the recipient;

e is not frequent, lavish or prolonged,;

e isunconnected with any decision affecting the organisation or the individual
offering it;

e can be justified; and

e provides benefits to SIB which outweigh the risk of possible
misrepresentation of the hospitality.

The main point is that in accepting hospitality staff need to be aware of, and
guard against, the dangers of misrepresentation or perception of favouritism by a
competitor of the host. To this end, distinctions should also be drawn between
“conventional” and “unconventional” hospitality.

DAO (DoF) 10/06 recognises that in exercising this judgement there can be
difficulty in distinguishing between a “gift” and “hospitality”. The DAO also
recognises that it can be as embarrassing to refuse hospitality as it can be to
refuse a gift.

Conventional hospitality is modest hospitality provided in the normal course of
business, often during morning or afternoon meetings. It can include tea/coffee,
biscuits/scones, and modest working lunches. It can normally be accepted by
staff provided it is limited to isolated occasions and its acceptance can be
demonstrated to be in the interests of SIB.

DAO (DoF) 10/06 notes that it can be argued that if officials are to achieve the
best value for money in dealing with suppliers or consultants then they need to
build up contacts and it is legitimate for officials to have a close working
relationship with organisations or individuals, which may involve a degree of
hospitality. There may also be instances where staff receive invitations to events
such as Annual Conferences or Dinners run by the private sector, the voluntary
and community sector and by professional institutes and other such
organisations. Attendance at such events is considered an integral element in
building and maintaining relationships with these sectors and such invitations
can normally be accepted provided there is a clear link to official business and the
hospitality received is likely to be reasonable and proportionate. Types of
hospitality which should not normally be accepted include:

o offers of conventional hospitality which are made on an unduly frequent or
recurrent basis (e.g. a weekly working lunch);
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e invitations to more expensive social functions where there is no direct link to
official business (e.g. sporting events, the theatre, ballet, etc.); and

e invitations to events or social functions where the hospitality offered is
expected to be extravagant (in such instances officials may consider
attending the functions but refusing the hospitality).

Acceptance of tickets to public sporting, cultural or social events, including meals
at such events, may be accepted very occasionally and in exceptional
circumstances, if attendance is justified as being in the interest of SIB’s business.
It will be for the staff member to demonstrate clearly that this is the case in the
approval forms. Approval must be gained in advance from the Finance Director.

7.9 REPORTING HOSPITALITY AND APPROVAL PROCESS TO BE FOLLOWED

When in doubt about accepting hospitality or an invitation the Director of
Finance or the Finance Manager should be consulted.

The written approval of the Finance Director or Finance Manager must be sought
in advance using the form which is attached at Annex B before any staff accept
hospitality or invitations over £50. The only exceptions to the requirement for
prior approval are light refreshments, working lunches on the contact’s premises
and hospitality worth £50 or less. In all cases, trivial or not, the Gifts and
Hospitality Register must be completed.

The CEO and Board members may accept hospitality valued up to £100 without
prior approval. For offers above £100, prior approval should be sought from the
Chairman of the Board.

In each case submitted to them, the approver should decide whether or not to
approve the acceptance of the gift or hospitality, clearly indicating the decision
and stating the reasons on the approval form. In the case of gifts which have
already been received but cannot be accepted in line with this guidance, the
approver should indicate whether they are to be returned, disposed of or donated
to a nominated charity. The approver must also ensure that the details of the case
and their decision are recorded on the approval form.

Approval is not required to refuse the offer of a gift or hospitality. However, staff
should be sensitive to the potential for refusals to cause offence and/or harm
working relationships. When it is deemed necessary to refuse or return gifts and
hospitality offered, it should be done so in a cordial manner and the reasons in
relation to Gifts and Hospitality policy should be clearly explained.

If the recipient has rejected, or intends to reject, the offer of hospitality, they only
need to include the details in the Gifts and Hospitality Register as the approvals
process will not be required.

Finally, it should be emphasized that this guidance is designed to protect both
individual members of staff and SIB in general. As the guidance cannot cover
every eventuality, the advice of the Finance Director should be sought
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immediately in case where the propriety of accepting a particular gift or offer of
hospitality is in doubt.

It is particularly important to ensure that SIB is not over-represented at an event
or function and care should be taken to ensure that this does not happen, for
example, by enquiring from the host as to other staff who have received similar
invitations. To guard against the multiple acceptances of invitations to the same
event, SIB should make arrangements to ensure that corporate consideration is
given to all invitations.

7.10 AWARDS OR PRIZES

Staff should consult with the Finance Director if they are offered an award or prize
with a monetary value in connection with their official duties. They will normally
be allowed to keep it provided:

e There is no risk of public criticism;

e Itis offered strictly in accordance with personal achievement;

e Itis notin the nature of a gift nor can be construed as a gift, inducement or
payment for a publication or invention to which other rules apply.

Where there is any risk of ambiguity, or the potential for public criticism, as to
whether or not an award or prize has been offered in respect of official duties or
personal achievement, all decisions regarding whether or not the award or prize
was offered in respect of official duties should be documented and retained for
audit purposes.

The Gifts and Hospitality approval form must be completed and the details noted
in the Gifts and Hospitality Register.

8 Provision of Gifts and Hospitality by SIB

8.1 GENERAL

As with all public expenditure, expenditure on gifts and hospitality should
represent value for money and be incurred in accordance with the principles of
regularity and propriety including Nolan’s seven principles of public life. Any gifts
provided or hospitality offered should be in SIB’s direct interest and should
give no grounds for anyone to reasonably suspect that personal judgement or
integrity has been compromised. To this end and bearing in mind the varied
nature of SIB's activities and working patterns, it is recognised that such
expenditure may arise more frequently in some areas of SIB than in others. The
scale of the hospitality should be proportionate to the needs of the occasion and
the status and number of guests. Particular caution should be exercised when
considering hospitality for the following:

e Visitors for whose time and services SIB is paying (e.g. consultants);
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o SIB officials, except when they are attending a meeting or function primarily
for non-SIB staff; and
e spouses and partners of SIB staff.

The provision of hospitality should be, and should be seen to be, non-contentious,
unostentatious and on a modest scale. It should be limited to food and drink and
should not provoke adverse public comment about officials wining and dining at
the taxpayers’ expense. A quick reference guide for offers of Gifts/Hospitality
made by SIB staff can be found in Annex F.

The Gifts and Hospitality policy does not apply to refreshments provided as part
of an SIB organised event. All expenditure in relation to events, including event
hire and refreshments, must be justified and approved in advance of booking any
event.

Hospitality should not be offered for the sole or main purpose of reciprocating
hospitality received.

No spouses, partners or guests of SIB staff are eligible to receive hospitality other
than in exceptional circumstances and with the specific written agreement of the
Chief Executive. In the case where the offer of hospitality has been extended to
the spouse, partner or guest of the Chief Executive and Board members, written
approval should be obtained from the Chairman of the Board.

8.2 APPROVAL OF EXPENDITURE

If you wish to offer hospitality at a function, you must complete the “Authorisation
of Official Hospitality Expenditure” form (Annex D). Full details specifying the
purpose of each function, the number of guests and SIB officials attending,
together with the itemised costs of food, refreshments, room hire, etc should be
shown on the form. Approval must normally be obtained on this form prior to the
event taking place. This information must be held with the original invoice in
Finance.

The following staff may authorise expenditure on hospitality in advance, as noted
below:

e The CEG;

e The Finance Director or Manager up to £1,500;

e Another member of staff delegated by CEO (in writing); and

e Where the CEO is on leave or otherwise away from the office for three days
or more, he has delegated the Legal Director authority to authorise on his
behalf.

Where prior approval is not required by SIB policy staff must still provide full
details and justification for the expenditure to SIB Finance. In particular the
details should include numbers and names of participants to enable post-event
auditing to determine that the SIB policy guidelines were followed.
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Official hospitality should be limited within approved budgets.

The following guidelines cover the range of circumstances in which expenditure
on hospitality might be expected to arise within SIB.

8.3 OFFICIAL CORPORATE GIFTS

The regulations governing expenditure on official gifts are contained in Annex
4.12 “Gifts” of Managing Public Money Northern Ireland (MPMNI). Official gifts
should not be regarded as part of the normal conduct of SIB business and should
involve only modest expense.

SIB has a delegated limit from TEO of £100 (inclusive of VAT) in all but exceptional
circumstances where the expenditure could be deemed to be novel or
contentious. The Chief Executive may therefore approve the purchase of
corporate gifts up to the value of £100. For gifts over £100, a case should be made
to TEO who will consider the proposal and pursue clearance with DoF Supply.

8.4 HOSPITALITY OFFERED TO VISITORS FROM OUTSIDE SIB

SIB will normally meet expenditure for the provision of lunch/dinner to visitors
(including those from other NI and GB Departments) or for a working lunch
where a benefit will accrue to SIB or where such an occasion allows for the
conduct of urgent business. In such circumstances, expenditure may be incurred
without prior approval if kept within the following guidelines:

e Approval should not normally be granted when only NI Civil Servants are in
attendance. In cases where those NI Civil Servants attending outnumber
external (i.e., non-NI Civil Service) guests, the approval of the Chief Executive
Officer should be obtained.

e The number of people invited should be kept to a minimum;

e Any hotels or restaurants used should be appropriate to the purpose.
Government establishments should be used wherever possible;

e Any meal should be on a modest scale, with the total cost per head not
exceeding £60 and the element for beverages must not exceed 33% of the
total bill; prior approval should be obtained for any parties of five or more;

e Where no service charge is included, a tip of 10% is considered reasonable;

e Receipts to cover expenditure must be obtained,

e No spouses or guests of SIB staff are eligible to receive official hospitality
other than in exceptional circumstances and with the specific agreement of
the Chief Executive; and

o Except where such hospitality constitutes SIB business, SIB funds are not
available for visits to theatres or to other forms of public entertainment.
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8.5 SIB BOARD AND COMMITTEE MEETINGS

Working lunches, including non-alcoholic refreshments, may be provided for SIB
Board meetings and Board Committee meetings under these guidelines. The
majority of Board Members attending will not be NI Civil Servants.

8.6 WORKING LUNCHES AND REFRESHMENTS FOR OFFICIAL COMMITTEES AND
OTHER AD HOC MEETINGS

The provision of lunch at public expense will be acceptable only where it is
impossible to accommodate urgent meetings other than at lunch time and:

e There is a need to make provision for non-NI Civil Service guests;

e Itis necessary for participants to remain together during lunch; or

e Pressure of work is likely to be such as to make it impractical to allow a
break long enough to give participants reasonable time to obtain lunch
elsewhere (although such cases are likely to be rare).

The nature of the lunch should be appropriate to the purpose, with costs kept to
a minimum.

If morning or afternoon breaks are warranted, light refreshments
tea/coffee/bottled water/biscuits/scones) may be provided, at public expense, at
the discretion of the Finance Manager.

8.7 LIGHT REFRESHMENTS

In the course of their work SIB officials may host meetings with civil servants,
NDPBs and Cross Border Bodies; other departments; other public bodies; civil
servants representing NIPSA and/or other trade unions; and the private and
voluntary sectors. Apart from the provision of tea/coffee for one-to-one meetings
there should not normally be a charge on public funds unless two or more
attendees are not SIB employees.

The Chair of any such meeting should consider whether the circumstances
warrant the provision of refreshments. For example, such provision may not be
appropriate if a meeting is not expected to last long or if the number of SIB
officials far outweighs the number of visitors (although common courtesy may
dictate that hospitality is provided in the latter case).

Hospitality will not normally be provided for meetings consisting solely of SIB staff
with the following exceptions:

e staff training courses where it is not convenient to allow a break for
participants to use the in-house catering facility (where an in-house catering
facility is available and convenient, participants should pay for their own
refreshments);

e Recruitment, promotion boards or selection panels.
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e Meetings which are required to take place during lunchtime or are expected
to last a considerable length of time where failure to provide modest
refreshments would give rise to unnecessary disruption and inefficiencies. In
all cases costs should be kept to a minimum.

e A measure of modest hospitality may be offered to those participating in
training courses, both residential and non-residential. This facility may also
be extended to cover conferences, seminars, approved team building
sessions and workshops. The following guidelines apply:

a. Residential (where at least one night’'s accommodation is being
provided and paid for as an integral part of the course).

b. Non -

Whilst it is normal practice to meet the cost of meals and light
refreshments i.e. bottled water/biscuits/scones, this facility should
not be extended to include payments for alcoholic refreshments.

Expensive hotels should be avoided.

The total cost of food and refreshment per person should be
appropriate to the purpose and costs should be kept to a
mMinimum.

residential

Depending on the duration of the course/event, hospitality
should be restricted to the provision of morning and afternoon
tea/coffee (or bottled water) with biscuits/scones. The provision of
snacks or a buffet-type meal at lunch time should be the
exception and will be at the discretion of the Finance Director
who should take into account factors such as background and
number of attendees, the availability of alternative facilities and
the benefits (if any) which such provision might offer in terms of
the running of the course/event. Where lunch and light
refreshments are provided, subsistence expenses will not be
payable.

Where appropriate the in-house catering facility should be
considered as the first option.

Refreshments provided should normally be limited to tea and coffee, scones or
biscuits (in the case of recruitment and promotion boards, a light lunch may also

be appropriate).

However, reasonable provision should be made for staff who

have a food intolerance and alternatives should be explored, e.g. the provision of
gluten free biscuits, etc.

8.8 DRINKING AND DRIVING

Staff will recognise the need to set an example in terms of preventing drinking
and driving. To this end, and bearing in mind the possibility that SIB might be
perceived as being at fault if an attendee at an event was found to be driving with
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an alcohol level in excess of the legal limit, the following guidelines should be
followed at relevant functions/events:

« Consideration should be given to providing low/no alcohol alternatives to
alcoholic drinks; and

e An adequate selection and supply of soft drinks should always be made
available.

Official funds are not available for expenditure on casual alcoholic drinks outside
SIB's Office or NICS premises.

8.9 INWARD VISITS/OVERSEAS TRIPS

There may be occasions where visitors are taken to sporting and/or cultural
events as part of an inward visit. These tend to be social occasions, but they may
form an important part of networking for SIB.

Expenditure on all such hospitality should be within reasonable limits and should
have the prior approval of the Finance Director.

Where SIB staff find themselves in the position of offering hospitality when
abroad on business, all of the principles set out above will apply, although the
expenditure limits may be varied to reflect local market conditions.

On any occasion where the limits outlined in this document are likely to be
breached, the rationale for this should be set out and prior approval should be
obtained from the Finance Director.

8.10 PARTIAL HOSPITALITY

There may be occasions when SIB staff are away on business and attend
lunches/dinners with clients and the total bill is split rather than SIB staff
providing full hospitality to others. Whilst not formally hosting the meal, SIB staff
may be seen in a host-type role.

In these circumstances, it can be embarrassing for SIB if staff, mindful of the
subsistence rules, were to ask for the bill to be split on an actual basis per head.
However, on an even split, it is possible that the cost to SIB will include an
element relating to the food/drink of external guests, which may include alcohol.

The aim of this guidance is to acknowledge these situations and allow staff to
network with clients at a lower overall cost to SIB than if full hospitality had been
provided and will be referred to in this policy as ‘partial hospitality'.

Partial hospitality is intended to cover attendance at meals with stakeholders.
Shared meals with other individuals e.g. industry body representatives,
employees of other public sector bodies etc. will continue to be considered under
the normal subsistence rules.
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Like all other forms of hospitality, the provision of partial hospitality should be,
and should be seen to be, non-contentious, unostentatious and on a modest
scale.

Where a claim is made for partial hospitality, subsistence expenses will not be
payable. Staff should however bear in mind the current subsistence rates in place
and ensure that any expenditure on partial hospitality is not excessive.

Where the partial hospitality takes the form of an evening meal, the element for
refreshments, including alcohol and soft beverages, should not normally exceed a
third of the total bill.

Full details specifying the purpose of the function, the number of guests and SIB
officials attending, together with the itemised costs of food, drink, service etc.
should be shown on the ‘Authorization of Expenditure on the Hospitality Budget’
form when claiming the expense.

Normal expenses rules regarding retaining receipts will apply. As other attendees
may also require a copy of the receipt for their own expense claim, it will be
acceptable to provide a copy of the receipt (e.g. a photograph taken on a mobile
phone) rather than the original document.

9 Monitoring Arrangements — Gifts and
Hospitality Register

The SIB Gifts and Hospitality Register will be subject to the following monitoring
arrangements.

o The Finance Director and Chief Executive Officer will be responsible for
monitoring the Register on a quarterly basis.
e The SIB Audit Committee will review the Register on an annual basis.

10 Data Protection

As per DAO (DFP) 10/06, the maintenance of gifts and hospitality registers
includes some processing of personal data. This includes: the names of individual
staff members receiving offers of gifts and hospitality; and the names of external
individuals making offers to SIB staff. A privacy notice is published on the SIB
website to make individuals aware that making offers to SIB may result in the
processing of their personal data (names) in the published SIB Gifts and
Hospitality Register.

At the point of receiving any offer from an external individual, staff should also
alert them to the fact that they may need to record their name and the nature of
the offer on the SIB Gifts and Hospitality Register.
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Annex A — How to Report an Offer of a Gift
or Hospitality for the Register

SIB maintains a Gift and Hospitality Register. It is saved in CM (DF1/07/110098). A
copy is also included on the website.

SIB's Gift and Hospitality Register includes these details:

o the date the gift or hospitality was offered,;

e the date of the event;

e who it was offered to;

e the organisation or individual making the offer;

e a description of the offer;

e the reason for the offer;

o details of contracts — current or potential;

e the estimated or actual value of the offer;

e action taken (accepted, refused, etc.) and the reason;

The form to complete an entry has been created on MS Forms and can be located
here https://forms.office.com/e/PX39XwC748. The link will be available on the
Intranet and SIB's App. The Information and Compliance Manager will send
quarterly reminders to all staff to ensure they report all offers of gifts and
hospitality.

CM Ref: SIB1/25/5222 18


https://forms.office.com/e/PX39XwC748

Annex B — Approval Process to Receive a
Gift or Hospitality if Over £50

If an offer of either a gift or hospitality is valued above £50, approval must be
received prior to accepting it.

When completing your entry for the Gifts and Hospitality Register
(https://forms.office.com/e/PX39XwC748), you are requested to complete
Section 2 if the value is above £50. The additional questions include:

e What is the Estimated / Actual Value of the offer?
e Reason you wish to accept
e If you wish to accept, will you:

- Retain and use yourself
- Donate

e Isthere any other information you would like to provide regarding this offer?

The request will be sent to either your Line Manager or the CEO by the
Information and Compliance Manager for review and a decision.

The decision and supporting documentation will be saved in CM by the
Information and Compliance Manager. She will also update the Register
accordingly.
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Annex C - Suggested Text to Use to Decline
a Gift or Offer of Hospitality

SIB operates a Gift and Hospitality Policy to ensure high standards of propriety in

the conduct of its business.

On account of public confidence, perception is as important as reality and
because of this | am obliged to return your offer of INSERT: Name of
gift/hospitality.

This is not in any way meant to offend or to imply that your (gift/hospitality) was
offered in anything but the utmost good faith but is designed to protect both
individual members of staff and SIB. | hope you will accept our response in that

spirit and that we can look forward to continued effective working relationships.
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Annex D — Pre-authorisation of Official
Hospitality Expenditure

If an employee requires either hospitality to be provided at a meeting or event or
if the venue has a cost, they are required to get authorization in advance from
the Finance Manager or Finance Director.

The process will be as follows:

1. The employee seeks quotes for the event based on estimated numbers,
requirements and venue cost (if applicable)

The employee completes this form: https://forms.office.com/e/i5tt3w5ul.g
(see below for content of form)

The Finance Manager is automatically notified when a request is submitted
. He opens the request and either approves or refuses the request

N

He copies the Finance Officer into the decision

NG REN

She generates a pdf of the request, generates a purchase order if required

and sends those to the requestor

The requestor places the order with the supplier/venue

. The Finance Officer updates the spreadsheet with the details of the request,
decision and PO (SIB1/25/6268)

9. The Finance Officer saves all the emails in the appropriate CM container

(SIB1-25-220)
10.After the event takes place, the invoice should be forwarded to the Finance
Officer to facilitate payment

®

The form requests the following information:

e Person making request

e Date of Event

e Venue of Event (Kelvin, external free, external with cost)

e Business Purpose of the Event

e Planned Number of Attendees

e Names of Attendees (if known)

o Type of Hospitality (refreshments at a meeting, ie tea, coffee, scones;
Breakfast, Lunch, Dinner, Other)

o Estimated Expenditure (quotes should be sent to the Finance Manager
separately)

e Cost of food and non-alcoholic beverages

e Cost of Alcoholic beverages

o Total cost of hospitality

e Cost per Head

e Are there Additional Room Hire Costs? (yes/no)

o Ifyes, Cost + 20% VAT = Venue Cost

e Grand Total
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When making a request for hospitality, the following guidelines should be
followed:

o The hospitality is required to further the government or taxpayer's interests.

e The hospitality expenditure will deliver value for money.

e No more than half of the attendees will be Public Sector employees or, if this
is not the case, that the event is covered by the specific exceptions in the SIB
Financial Policies & Procedures Manual.

o That only expenditure of less than £30 per head, of which no more than 33%
may be for alcoholic drinks, will be provided.
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Annex E — Quick Reference Guide for Offers
Made to SIB Staff

This list is not exhaustive as it is not possible to anticipate every situation.
Furthermore, judgement will be required on a case by case basis.

conferences

required from
Finance Director or
Chief Executive.

Type of hospitality / Normally appropriate | Approval Reporting
reference to section of to accept? required required?
policy
1. Modest conventional Yes No No but working
hospitality (e.g. tea/coffee, lunches other than
biscuits/scones, sandwich sandwich lunches do
lunches) need to be reported
to ensure they do not
become frequent or
repetitive.
2. More formal lunch or Yes Prior approval Yes - record in Gifts
dinner, by prior invitation required from and Hospitality
Director and above | Register whether
or Chief Executive. accepted or refused.
3. Commemorative or similar | Yes Prior approval Yes - record in Gifts
occasion organised by required from and Hospitality
contractor, consultant or Director and above | Register whether
supplier (e.g. to celebrate or Chief Executive. | accepted or refused.
an anniversary, opening or
handover
4. Trade promotion on Yes Prior approval Yes - record in Gifts
company’s premises with required from and Hospitality
meals or drinks Director and above | Register whether
or Chief Executive. | accepted or refused.
5. Annual dinner of Yes Prior approval Yes - record in Gifts
Professional Institute or required from and Hospitality
Association: Director and above | Register whether
e Wwhere the officer is a guest or Chief Executive. | accepted or refused.
of the Institution or
Association
e where the officer is a guest
of a particular consultant,
contractor or supplier
6. Overseas visits for Yes Prior approval Yes - record in Gifts

and Hospitality
Register whether
accepted or refused.

7. Leisure events,
complementary tickets,
sporting events and
weekend breaks or
holidays

This is not a prescriptive list

No — these are examples
of hospitality which may
not be accepted other
than in exceptional
circumstances when
acceptance can be
demonstrated to be in
the best interests of SIB

N/A

In those
exceptional
circumstances,
approval must be
gained from CEO.

Yes - record offer and
reason for refusal in
Gifts and Hospitality
Register
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trivial gifts (such as
calendars, diaries, pens, etc.)
which bear Company names
and/or logos of the provider
of the gift and have a value
of less than £50

Type of gift Normally Approval required Reporting
appropriate to required?
accept?

1. Seasonal, promotional or Yes No No

2. Other token gifts under the
value of £50

Can be accepted

Yes - if accepted

Finance Manager or
Finance Director

Yes - record in Gifts
and Hospitality
Register whether
accepted or refused If
accepted note why
not practical /
possible to follow
general principal of
refusal

3. Expensive gifts (£50 or
more)

Can be accepted

Yes - if accepted

Finance Manager or
Finance Director

Yes - record offer and
reason for decision in
Gifts and Hospitality
Register

trivial gifts mentioned in
point no. 1) from a supplier /
contractor offered to staff
involved in procurement or
monitoring of a contract

4. Lottery tickets, cash, gift No N/A Yes - record offer and
vouchers, gift cheques, reason for refusal in
alcohol and cigarettes / Gifts and Hospitality
cigars Register

5. Trade or Discount Cards No N/A Yes - record offer and
through which an individual reason for refusal in
Officer might personally Gifts and Hospitality
benefit from the purchase of Register
goods or services at a
reduced rate

6. Gifts of any kind (other than No N/A Yes - record offer and

reason for refusal in
Gifts and Hospitality
Register

Gifts and Hospitality Authorisation Form and Gifts and Hospitality Register must
be completed on all occasions.
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Annex F — Quick Reference Guide for Offers
Made By Staff

This list is not exhaustive as it is not possible to anticipate every situation.

provided as part
of an SIB event

approved in advance as part of the event
arrangements

Type of Detail Approval required
hospitality /
Gift
1. Hospitality Not covered by this policy — must be justified and | Contained within the business

case and approved within
delegated approval levels

2. Light
refreshments
for meetings

Consider the length of the meeting, number of
visitors as compared to SIB staff. Provide full
details on Hospitality prior approval form.

Prior approval from Finance
Manager or Finance Director
required

3. Provision of
external dining

Consider internal catering in the first instance.
Guest numbers should exceed SIB staff, or, in
exceptional cases, if SIB staff exceed then
Director approval will be required.

Hotel or restaurant used should be appropriate
to the purpose and meal should be modest - not
exceeding £60 for dinners including black tie,
£40 for formal lunches, £25 for casual working
lunches and £20 for breakfast / buffet.

Beverages must not exceed one third of the bill
and a director approval is required in advance if
alcohol is to be included

Prior approval from Finance
Manager or Finance Director
required

4. Working
lunches within
SIB

Should not be the norm and only when

- impossible to accommodate meeting other
than lunch time and

- need to make provision for non-SIB staff.

Costs should be kept to a minimum.

Prior approval from Finance
Manager or Finance Director
required

5. Inward visits

Hospitality for external dining as set out at 3
above.

Prior approval from Finance
Manager or Finance Director
required

6. Overseas trips

When offering hospitality abroad, all of the above
rules apply though limits may be varied to reflect
local market

Please contact Finance Director
for advice

7. Partial
hospitality

Aim is to allow staff to network with stakeholder
at a lower overall cost to SIB than if full hospitality
had been provided.

Designed to cover occasions where while
travelling on business and attending lunches/
dinners with others, the bill is split evenly
possibly resulting in the SIB staff member share
including an element relating to food or alcohol
of other attendees.

Prior approval fromm CEO or
Finance Director required
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