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HOSPITALITY AND GIFTS REGISTER FOR THE PERIOD ………………………………..
SCHOOL / DIVISION ……………………………………………

NAME OF HEAD OF SCHOOL / PROFESSIONAL SERVICE DIRECTOR………………………………………

Guidance (please see Anti-Bribery Policy for full details)

In line with the University’s Anti-Bribery Policy (updated in March 2018), all offers of hospitality and gifts, given or received, even if declined, with a value over £100 must be recorded by Schools / Professional Services Divisions, and submitted annually to the Governance Office on request. If accepted, written permission must be obtained as follows:

· In the case of all staff, from a Head of School or Director of Professional Service. 

· In the case of Heads of Schools and Directors of Professional Services Divisions, written permission must be obtained from the Chief Operating Officer. 

· In the case of the University’s Executive Group, written permission is required from the Vice-Chancellor, except in the case of the Chief Operating Officer (who should seek written permission from the Director of Human Resources) and the Vice-Chancellor (who should seek written permission from the Chair of Council)

	Hospitality and Gifts with a value over £100 Offered & Received (even if not accepted)

	Date
	Name of Recipient (either third party, or UoS Staff if offering Gift/Hospitality)
* If UoS staff, please include full job-title
	Name of Individual or Organisation Providing Gift/Hospitality By (either third party or UoS Staff)
*If UoS staff, please include full job-title
	Nature of Gift/Hospitality
	Total cost  of hospitality or gift > £100.00 *estimated if not known
	Action Taken (Accepted, Declined, Donated etc)
	Authorisation

(please see Anti-Bribery Policy for guidance)

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


