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Policy Statement 

Summary West Yorkshire Police (WYP) has a duty to protect the integrity and 
reputation of the Force and anyone who works for the Force and has 
developed a policy to ensure that in all activities we are seen to be, open, 
honest, transparent and impartial. 

The reputation of the Force is at risk if unethical and inappropriate 
relationships are fostered with individuals, businesses or organisations. 

This policy explains what is acceptable and unacceptable as gifts to be 
received, as well as refreshments and discounts that can be claimed. Also 
covering exceptional circumstances and the role the Police and Crime 
Commissioner (PCC) has in relation to gifts and hospitality for the Force. 

Scope This policy applies to all police officers and police staff. 

Principles 

General • Officers and staff must not accept gifts, hospitality or other benefits or
services from anyone that would, or might appear to, place them under an
obligation to compromise their judgement and integrity. Corruption is a
criminal offence.

• The same principles also applies to family and friends of officers and staff.
• When considering gifts and hospitality, all officers and staff of the Force

must ensure it is for genuine appreciation, independent, free of obligation
and transparent to the Force.

• When hospitality is provided or accepted, or gifts are offered and accepted,
it is essential to remember that the Force is an accountable body and care
must be taken to ensure that:
o Expenditure is justifiable and is maintained at a reasonable and

acceptable level; and
o Inappropriate use of public funds is avoided at all times.

• The Chief Constable has the ultimate right to determine whether or not a
gift, gratuity or hospitality can be accepted and/or retained by an
individual.

• All occasions must be recorded on a Notification of Offer – Fin 27 form or a
Notification of Provision – Fin 27a form.

• All offers of gifts, gratuities and hospitality that are both accepted or
declined and the total value is over £10, must be recorded in the District or
Departmental gifts and hospitality register.

• All offers of gifts, gratuities and hospitality that are both accepted or
declined and the total value is less than £10, it is down the individuals
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discretion, however it as advised for transparency they are recorded. 
• The register and Fin 27 forms and Fin 27a forms must be retained locally for

three full fiscal years plus the current financial year.
• All gifts above £10 and below £50 must be surrendered and approval

granted from the individuals Head of District / Directorate before they can
be kept. The only exception to this is for perishable goods which would
spoil prior to approval being granted. In this case, approval can be granted
by the duty inspector and further approved retrospectively by the Head of
District / Department.

• All gifts above £50 must be surrendered and approval requested from the
PCC, via a Fin 27 form, before they can be kept. If approved, it is then for
the Force’s Authorising Officer to then determine what will then happen
regarding the gift.

• Individuals must raise with a Senior Officer or Line Manager any suspicion
of improper activity on the part of a colleague, the confidential reporting
line can be used for referrals.

• Individuals must disclose in writing any financial or other interest they may
have in any contact with the Office of the Police and Crime Commissioner
(OPCC) in accordance with the Financial Regulations.

• Gifts can be given by the Force as a gesture of appreciation or good will, at
the discretion of the Head of District / Directorate.

• The use of warrant cards and Force issue identity cards for securing
discounts offered to emergency staff is permitted, if required.

• Any use of a warrant card or Force identity card in order to secure a
discount must be completed in accordance with the ‘GIFT principle’. The
discount must be Genuine and not done with any expectation of any
preferential treatment in return. It must be Independent and a reasonable
person would not expect anything in return for offering the discount. You
should be Free of any obligation to do anything in return for the discount
and it should be Transparent. If the discount were to be made public would
you be comfortable in explaining why you accepted the discount.

• Any additional benefits that cannot be avoided as they come packaged with
a product must be reported to Line Managers for if they are acceptable or
should be surrendered.
• The collection of points on store loyalty cards when purchasing goods for

police business is discouraged. Any monetary gain must be recorded in
accordance with this policy, failure to do so may be regarded as unethical.

Prohibited 
Actions 

• Officers and staff must never:
o Accept gifts or hospitality which could bring discredit to the Force;
o Place themselves in a position of owing favours;
o Accept hospitality which constitutes more of a social function, is

excessive in terms of frequency or luxury meals;
o Allow private or personal interests in any matter influence on how they

act on behalf of the Force;
o Allow their conduct to give suspicion on favour and/or favouring any

particular third party over another; or
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o Commit, ignore or be involved in any fraudulent or corrupt act.

Offers 

Acceptable • There are situations where the receipt of gifts, gratuities and hospitality are
considered acceptable (subject to the value of £10), these include:
o Refreshments when dealing with victims of crime or similar;
oMinor office items that are used for police business;
o Free or reduced price tickets to events when representing the Force in an

official capacity;
o Where there are customary exchanges of gifts between professional

organisations; and 
o A conventional meal that is organised by an external body and in

accordance with the recipient’s duties and can be demonstrated to be in
the interest of the Force.

Unacceptable • There are situations where the receipt of gifts, gratuities and hospitality 
must not be accepted, these include: 
o Meals, trips, flights, accommodation etc., which is anyway connected to

the supply or potential supply of goods or services to the Force; 
o Free or reduced price tickets for functions or events, where attendance is

mainly for leisure; or
o Any offer which includes a degree of luxury that is outside the industry

norm or is beyond common courtesy. This is particularly relevant to any
more than minimal consumption of alcohol in a casual or informal
setting.

Provision of Gifts 

Principles • There is no provision for the cost of meals, refreshments or gifts other than
retirement gift awards granted under specific circumstances to individuals
in accordance with conditions of service, when anyone leaves the force.

• There is no financial provision for the purchase of floral bouquets, gifts or
cards as messaged of congratulations, bereavement etc. such expenses
must be personally funded.

• The Force Benevolent fund can offer support to officers and staff, further
guidance can be obtained through the Police Federation. Unison and GMB
offer similar schemes and can be contacted directly.

• Some police sports and social clubs and the Police Federation,
Superintendents Association and the Trade Unions may provide gifts
through their own funding for appropriate circumstances, this is their
discretion. This policy and other policies owned individually must be taken
into consideration when a decision is made.
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Exceptional 
Services 

• There may be occasions where the level of administrative or other support
provided to the force by external sources during an investigation of a crime
or court hearing may be considered by the Senior Investigating Officer (SIO)
to warrant recognition in the form of gifts or hospitality. There is no specific
financial provision and the SIO must be supported by the District
Commander or Departmental Head and a written application may be made
for consideration of special dispensation.

• There are exceptional circumstances where it is considered acceptable for
the cost of flowers or gifts to be provided from the police hospitality budget
such as royal or VIP guest visits, family members of murder victims, funerals
of WYP employees, official meetings and ceremonies held by the Chief
Constable.

Hospitality, Working Lunches and Refreshments 

Principles • Authorisation must be obtained in writing before any event from an
authorising officer to be able to provide hospitality or a working lunch on
behalf of WYP. The Police Federation, Superintendents Association and
Trade Unions have their own rules but must take into account this policy
when wanting to provide.

• Police organised functions such as medal presentations and award
ceremonies must be registered by the organiser as hospitality provided, but
do not have to be registered by the attendees as hospitality received.

• On occasions it may be appropriate to bring a partner, this must be
approved by the authorising officer and recorded on the hospitality
register.

• Only at evening hospitality functions starting outside normal office hours,
and where considered appropriate, may the reasonable cost of half a bottle
of wine or equivalent per person be provided.

• Normally 10% of the total cost may be claimed as a tip or service charge,
where hospitality is provided by the Force at an external establishment, at
the establishments rates.

Expenditure • The cost of hospitality must be funded from the District or Departmental
hospitality allocations and must be within the budget provision. The
clarification of the budget provision must be obtained prior to seeking
authorisation.

• Costs of working lunches, and light refreshments must be coded to the
District or Departmental subsistence budget. All costs must be reasonable
and in accordance with the current rates.

• Light refreshments provided through tea funds can be reimbursed via local
business accounts, by 10p per cup of coffee, and 8p per cup of tea.
• Where cash has been paid in respect of hospitality or a working lunch
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provided at an establishment, approved claims supported by a VAT receipt 
(VISA/ MasterCard or similar receipts are not acceptable) must be 
submitted through Proactis to enable reimbursement. If necessary a cash 
advance may be obtained prior to the function from local business 
accounts subject to signed authorisation. If the establishment is in 
agreement, payments due can be processed via Proactis. 

Group Discount 

Information • There are group discount schemes that are offered by companies to benefit
all officers and staff on the basis that they are Force employees and are not
in return for preferential treatment and may be extended to family and
friends. They are acceptable if:
o It’s a Force wide discount scheme and open to all officers and staff;
o Been formally negotiated by sports or social clubs, Police Federation,

Superintendents Association and Trade Unions; and
o The competitive rates for goods or services are advertised in local or

national publications.
• Less transparent, informal arrangements operated by individual or small

groups are not acceptable.
• If night clubs or other licenced premises hold events for Emergency

Services staff, District Commanders and Departmental Heads must ensure
they are subject to recorded licencing visits, these events must not impact
on the integrity of officers and staff who attend.

Travel Arrangements 

Bus Travel • To travel free a warrant/identity card must be shown. This offer only
applies to the individual and not friends or family.

• The free travel only applies to police officers and special constables that are
in uniform and on duty, or plain clothes and off duty. PCSOs who are in
uniform and on duty can also use buses for free travel. There is no
agreement for police staff.

• The arrangement has been agreed that where the offer of free travel has
been taken up, officers, PCSOs and special constables will respond to any
call for assistance if required. All officers, PCSOs and special constables
must be in a fit state and suitable to respond before seeking free travel, this
also applies when off duty.
• It has been agreed with all local bus operators via the West Yorkshire

Passenger Transport Executive (WYPTE) and is subject to regular review,
any misuse or failure to respond will be reported to the Force.
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Train Travel • Only officers and Special constables are able to travel for free on Arriva Rail
North services. This is not applicable to staff members travelling with an
officer, PCSOs, or family and friends.

• There are conditions officers must meet in order to be able to travel free,
these are:
o Be travelling to or from the place of work, or in connection with police

duties;
oMaking themselves known to the conductor before starting the journey,

where possible;
o Producing warrant cards to the Arriva Rail North staff when requested;

and
oOffer support if requested or intervene if there is any anti-social

behaviour or suspected criminal activity.
• If other train companies are offering concessionary travel, the

memorandum of understanding between the company and the Force must
be adhered to.

• Specific local agreements are in place for PCSOs to travel when on duty, this
is acceptable still, but does not apply when travelling to and from work.
• Any misuse will be reported to the Force by the British Transport Police.

Responsibilities 

Line Managers Line Managers are responsible for: 
• Assessing the service providers impartially and professionally to determine

the outcome of competitive situations, also ensuring that different staff
members are ordering items and certifying receipts;

• Choosing the option when gifts in the form of goods are surrendered
complying with the wishes of a donor if they wish the donation is to be
given to a specific police charity; and

• Ensuring the donor has a receipt and the cash paid into the district
administration in accordance with the financial instructions if a gift in the
form of cash is surrendered.

Professional 
Standards 
Directorate 
(PSD) 

The Professional Standards Directorate is responsible for: 
• Monitoring the integrity of all individuals, dealing with any reported

complaints of misconduct or misuse in relation to this policy; and
• Auditing and reviewing periodically the hospitality register, any formal

discount schemes and discounts offered to the Force.
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Additional Information 

Compliance This policy complies with the following legislation and guidance: 
• Bribery Act 2010
• Police (Complaints and Misconduct Regulations) 2012
• College of Policing – Code of Ethics
• Home Office Guidelines
• Police Regulations 2003
• Standards of Professional Behaviour

Supporting 
Information 

The supporting information for this policy can be accessed. 

Further 
Information 

Further guidance in relation to this policy can be sought from: 
• The Professional Standards Directorate intranet page accessed. 
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