SCCE 4 – Declaration of offers of hospitality or gifts

	Name
	
	Payroll number
	

	Job title
	

	Team
	

	Service
	

	
In accordance with the school’s Code of Conduct, I hereby:


	☐	declare having been offered the following hospitality or gifts and request approval to accept.

	☐	declare having been offered the following hospitality or gifts and request approval to accept and donate to charity.

	☐	request approval to provide the following hospitality or gifts.

	

	Details of gift or hospitality

	Date offer of gift or hospitality made
	

	
Nature of gift of hospitality
	


	Date gift or hospitality received
	

	Venue
	

	Date of event
	

	Approximate value (£)
	

	
Name and address of person/organisation making offer
	


	

	Employee signature (electronic if possible)
	

	Please send the form to your headteacher for approval. If you are the headteacher, you should send it to your Chair of Governors.

	Authorisation

	Date form received
	

	Request approved?
	☐	Yes
	☐	No
	Decision should be made in consultation with HR

	
Detail the reasons for approval or rejection
	


	[bookmark: _GoBack]Confirmation of decision letter sent to employee
	Date
	

	Copy of form and letter placed on employee’s personal file
	Date
	

	Headteacher name
	

	Headteacher signature
(electronic if possible)
	





