STANDING ORDER 11 - CODE OF PRACTICE ON GIFTS AND HOSPITALITY

Introduction

1. The Nolan Committee on Standards in Public Life recommended that all public bodies
should keep a central or local record of invitations and offers of hospitality and that there
should be clear rules specifying the circumstances in which employees should seek
management advice about the advisability of accepting invitations and offers of hospitality.
This Code has been developed in compliance with these recommendations.

Scope of the Code

2. This Code of Practice applies to all members, observers and specialist advisers of the
Board and its subordinate bodies (members) and the Chief Executive, Group Directors and
all officers and employees of the Agency, including temporary staff and secondees.

General Principles

3.  Members and employees should treat with extreme caution any offer or gift, favour or
hospitality that is made to them personally. The person or organisation making the offer
may be doing, or seeking to do business with the LDA, or may be applying to the LDA in
relation to the exercise of one of its functions.

4.  The general principle is that Members and employees must be and must be seen to be
fair, impartial and unbiased at all times but at the same time receptive to the needs of the
‘London Community’ and the bodies that represent them. The receipt of any gift and
hospitality can create conflicts of interest but at the same time refusal could cause
embarrassment or unintentional offence.

5.  Members and employees are personally responsible for all decisions connected with the
acceptance of gifts or hospitality and for avoiding the risk of damage to public confidence
in the LDA. The acceptance of all gifts or invitations must be reported to the Secretary on
the appropriate form.

Gifts

6. Members and employees must not:

a) Solicit any gift,
b)  Accept any gift of money,

c) Accept any personal gift,

d) Offer gifts or favours (other than advertising matter or of modest value) to business
contacts or their close families.
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The following items will not be considered gifts:

a) Any item that is insignificant in nature (e.g. calendars, diaries, office equipment of
modest value) and having a value of no more than £50,

b) Any item that bears the donor's name or insignia or can be regarded as advertising

material.

8.  When accepting an official gift, a member or employee must always make it clear to the
donor that the acceptance of any gift is on behalf of the LDA and that the recipient is
gaining no personal benefit.

9. Acceptance of a gift should only take place where a refusal would clearly cause
misunderstanding or offence, for example acceptance of a commemorative ornament. In
all cases the gift becomes the property of the LDA and should be used or displayed, if
more appropriate, for office use only.

10. In situations where a gift or hospitality has been refused, the refusal should be
accompanied by a polite letter explaining the LDA’s rules and policy.

11. In situations where the gift needs to be returned it should also be accompanied with a
polite letter explaining the LDA’s rules and policy. In the special case of perishable goods,
a practical suggestion may be to share them immediately amongst colleagues.

Hospitality

12. The general, procedures for hospitality are the same as gifts, only there is a wider range of
implications, which need to be considered in the context of the LDA’s relationship with
external third parties.

13. Members and employees should not solicit any hospitality.

14. Members and employees should carefully consider whether to accept any invitation, taking

into account:

a) The perceived value rather than the actual cost to the provider (host),
b) The frequency of the hospitality,

c) The potential for embarrassment and or any conflicts of interests,

d) The context of the hospitality e.g. was the member invited to a function as the
representative of the LDA?,

e) The nature of the relationship between the LDA and the provider (host). In broad
terms any contact, which is promotional, representational or relates to information
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