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At Kircubbin Integrated Primary School, we are committed to fostering an
environment of integrity, fairness, and respect in all aspects of school life. Guided
by our vision, “Learn to love, love to learn,” we believe that relationships built on
trust and transparency are essential to nurturing a community where every child
and adult feels valued. This policy ensures that any gifts or hospitality offered or
received are managed responsibly, in a way that upholds our integrated ethos and
promotes equality, honesty, and accountability. By doing so, we safeguard the
reputation of our school and maintain the highest standards of professional
conduct.

Under the advice of the Department of Education (DE), this policy also outlines the
guidelines on allowable expenses and occasions. Such expenditure must be
necessary, appropriate to the occasion, represent an effective use of school funds
and be of reasonable amount.

Giving Gifts and Hospitality

Expenditure on hospitality and related areas must be clearly linked to the active
conduct of official school business. Any use of public funds for hospitality should
deliver a demonstrable benefit to the school and its stakeholders. For example,
when Governors are conducting interviews for staff appointments and the process
extends over meal times or beyond normal working hours, it may be appropriate, at
the Principal’s discretion and with due regard for economy, to provide modest food
and refreshments. However, it is not appropriate for individuals to claim personal
meals at the school’s expense. Hospitality should not be offered to close colleagues
working together on a routine basis.

The Principal may, at their discretion and with consideration for economy, provide a
gift of nominal value to a member of staff, governor, or individual who has
supported the school in a voluntary capacity. Such gestures should be funded from
the school’s private fund and may include, for example, flowers in recognition of
voluntary support for an extra-curricular programme or a small gift card.

A supply of basic refreshments, such as tea, coffee, milk, sugar, and light snacks,
for visitors and governors is permitted and may be purchased through the school’'s
private fund. Similarly, a small pool of snacks for pupils who forget their break may
be maintained using the private fund. The Principal’s discretion and commitment to
economy will guide these provisions. However, the regular provision of
refreshments for staff consumption is not permitted.

Expenditure on hospitality and related areas must be directly related to, or
associated with, the active conduct of official school business. When the school
spends Local Management of Schools budget on hospitality or related areas, the
occasion must, in the best judgement of the Governors, produce a clear benefit for
the school with no personal benefit for staff or Governors. For example, the



Principal will evaluate the importance of the event in terms of the costs involved,
the availability of funds and any alternatives that would effectively serve the same
purpose.

It is not acceptable to receive hospitality in the form of holidays or weekends away,
tickets to theatres or other entertainment events or the use of company flats, hotel
suites or hospitality boxes at sporting or other events, unless it is clearly linked to
the active conduct of official school business.

It may be reasonable to provide refreshments and a light meal for staff training days
or as part of a development activity. Food for such occasions is usually provided via
the school kitchen but should this be unavailable alternative arrangements can be
made but will require the Principal’s approval.

Receiving Gifts and Hospitality

Staff and governors must not accept cash or personal gifts of significant value, as
doing so could compromise impartiality or create a perception of undue influence
within the school.

Staff should treat with caution any offer of a gift or hospitality made to them
personally outside of the ‘traditional’ times for gifts; ie Christmas and the end of the
academic year. Gifts that may be seen as much more than a token of thanks should
be politely and courteously declined. If there are any concerns or doubts about the
public perception that might be attached to accepting the gift or hospitality, then you
must refer it to the Principal.

A trivial or modest gift of a promotional nature given to a wide range of people and
not uniquely to one individual is deemed as acceptable. Such gifts may include:
pens, pencils, calendars, diaries etc...

Any gift with a estimated value of more than £50.00 from one household, individual
or company, should be recorded in the school’s Gifts and Hospitality Register.

Gifts which are intended for the school can be accepted and recorded in the Gifts
and Hospitality Register. Donations of money can be accepted into the school’s
private fund and managed under the EA’s Private School Funds policy — December
2025.

Governance

High ethical standards, along with open and transparent arrangements are
essential to ensure integrity of all staff employed by the school. Accordingly, all
staff should be aware of the school’s policy in respect of gifts and hospitality. A
Gifts and Hospitality Register should be maintained and held in the school office



and should be freely available for inspection by the Principal, governors, staff,
parents and anybody within the Department of Education. The Register will record
the staff member receiving the gift/hospitality, date and time and its nature and
approximate value (if this is gift is deemed to be in excess of £50.00 in value from
one household, individual or company). As with all financial records, the school will
continue to record all expenditure as directed by the EA Private School Funds
Financial Guidance document.

The policy will be reviewed every three years.

The policy was updated and adopted by the Board of Governors at a meeting held
on
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