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1. POLICY AIM & SCOPE 
 
This policy aims to demonstrate how BVT maintains Accountability, Probity and 
Openness in our activities.  The reputation of BVT depends on compliance with the 
laws, regulations, policies and procedures that BVT is required to abide by. The 
integrity of those involved with BVT needs to be beyond doubt and be seen so to be 
so by BVT’s stakeholders.  This policy should be read in conjunction with BVT’s Anti-
Fraud, Bribery and Corruption Policy. 
 
This policy aims to provide a framework to enable individuals to make decisions which 
uphold BVT’s standards of probity. 
 
This policy applies to BVT as a group and persons working for BVT or on our behalf 
in any capacity, including employees at all levels, governance members who serve on 
BVT group boards or committees and associated persons, including but not limited to 
agency workers, seconded workers, volunteers, interns, contractors, external 
consultants, third-party representatives and partner organisations, sponsors or any 
other person associated with us, wherever they are located. 
 
This policy also applies to any former Governance Members, or employees who have 
left the organisation during the last twelve months. 
 
This policy also relates to: 
 

 Close Relatives of anyone who falls into one of the categories listed above; 

 Any organisation which anyone listed above has been an owner, partner or 
significant shareholder (5% shareholding or above). 

 
2. RELATED DOCUMENTATION 
 

 Group Standing Orders and Financial Regulations 

 Criminal Finance Policy 

 Anti-Fraud, Bribery and Corruption Policy 

 Anti-Money Laundering Policy 

 Fit and Proper Persons Policy 

 Whistleblowing Policy 

 Code of Conduct 

 Disciplinary Policy 

 Governance Conduct and Grievance Policy 

 
3. POLICY DETAIL 
 

3.1 Definitions 
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Colleagues 
This includes employees at all levels, governance members who serve on BVT group 
boards or committees and associated persons, including but not limited to agency 
workers, seconded workers, volunteers, interns, contractors, external consultants, 
third-party representatives and partner organisations, sponsors or any other person 
associated with us. 
 
Closely connected person 
Any person who has a close relationship with a Colleague, which means there is a risk 
that judgements or decisions taken by the Colleague in relation to BVT could be 
influenced.  This includes: 
 

 Husband, wife, civil partner or partner 

 Parents and grandparents 

 Children and grandchildren 

 Brothers and sisters 

 Other close relationships which might reasonably be regarded as similar to 
family members even where there is no relationship by birth or in law, such as 
close friendships. 

 
Accountability   
We must be able to explain what we do and why we do it and be accountable for our 
actions. We should do the right thing and be mindful of our chosen code of conduct.  
 
Probity 
We must demonstrate honesty and integrity and adopt the highest ethical standards 
of personal and professional conduct in all we do. Our decisions must be fair and open. 
We should not treat, or appear to treat, Colleagues (or a closely connected person) 
more favourably than anyone else.  
 
Openness  
We must be clear, honest and transparent about our activities so our customers, 
partners and stakeholders can have confidence in us. 
 
3.2 BVT’s adopted Code of Conduct 
 
BVT has adopted the National Housing Federation Code of Conduct 2022, and all 
colleagues are required to abide by its principles and requirements.  The Code of 
Conduct can be found at Appendix 1. 
 
3.3 Conflicts of interest 
 
Colleagues should act impartially and should not be influenced by personal or 
business relationships. They should not use their role at BVT to further their own 
interests. 
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The reporting and recording of employee conflicts will be handled by the Human 
Resources team.  Governance Member conflicts will be handled by the Company 
Secretary. 
 
Colleagues must inform the relevant team about any directorships or other significant 
positions of responsibility they have outside their role at BVT. This includes positions 
held elsewhere in BVT sectors or connections they might have with organisations who 
have contracts with BVT.  
 
Where a colleague’s private interest conflicts (or could potentially conflict) with the 
work they do at BVT, the colleague should declare it immediately. All Colleagues will 
be asked to make an annual declaration of interest, but Colleagues should also 
declare new interests as they arise, in the case of employees to their to their manager, 
or in the case of Governance Members the Company Secretary.  The Declaration of 
Interests form can be found at Appendix 2. 
 
Any employee closely connected to a BVT tenant must not be involved in the 
management of services to their connected person, for example: 

 An officer in the income team must not be involved in the management of the 
rent account of a closely connected person. 

 Employees with responsibility for agreeing the kitchen renewal programme 
must not be involved in the decision if it includes a closely connected person to 
them.  

 An employee must not be responsible for investigating a complaint made by a 
closely connected person. 

 
Declarations of Interest are addressed as a standard agenda item at all board and 
committee meetings within BVT’s governance structure and any conflicts declared at 
meetings will be reported to the Company Secretary by the Board or Committee 
secretary. 
 
All conflicts (or potential conflicts) will be recorded in a register held by the relevant 
team. Where a conflict has the potential to materially impact a colleague’s role at BVT 
their line manager and/or the Company Secretary will be informed so the conflict can 
be managed.  
 
HR and the Company Secretary will annually provide the Director of Finance with a 
list of organisations/individuals that have been identified as a potential source of 
conflict via the declarations of interest procedures.  If any of the 
organisations/individuals listed are engaged by BVT in a paid capacity, the Finance 
Team will investigate the procurement process in conjunction with the Company 
Secretary to check that no one involved in the procurement was the source of the 
conflict of interest or could have influenced the source of procurement.  If there are 
any concerns, the contract/arrangement with the organisation/individual will be 
cancelled. 
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3.4 Gifts and hospitality 
 
Colleagues must not seek or accept gifts, hospitality or other benefits from individuals 
or organisations that might reasonably be seen to compromise their judgement or 
integrity, or place them under an obligation to those individuals or organisations. 
 
BVT does not tolerate bribery or corruption in any form and has adopted a zero 
tolerance approach.  We make sure our business partners understand our stance by 
including clauses in our contracts to make this clear. 
 
Colleagues must never offer, accept or demand a bribe (including excessive gifts and 
hospitality) in order to attract or keep business or gain any other inappropriate 
advantage.  Further information on bribery can be found in BVT’s Anti-Fraud, Bribery 
and Corruption Policy. 
 
Colleagues should consider the potential impact on BVT’s reputation before accepting 
or giving any gifts or hospitality. 
 
If a Colleague has any doubt about what constitutes a normal or reasonable level of 
gifts or hospitality, guidance should be sought from the Company Secretary or Head 
of HR. 
 
3.4.1 Gifts or hospitality offered by customers 
 
Colleagues should not normally accept gifts or hospitality from tenants, residents or 
wider customers of BVT.  However, BVT recognises that customers often wish to thank 
individual colleagues for providing excellent services and may be offended if gifts 
cannot be accepted under any circumstance.   
 
In these circumstances, reasonable gifts and hospitality up to a maximum value of £20 
can be accepted under the following conditions: 
 

 The gift is not cash or a loan (which must never be accepted) 

 Any gift must be shared with colleagues where possible 

 The gift or hospitality must be declared by email to the colleague’s line manager 
and Head of Service 

 The gift or hospitality (whether accepted or declined) must also be declared to 
the Company Secretary by emailing governance@bvt.org.uk where it will be 
recorded on BVT’s probity register. 

 
Reasonable gifts offered to BVT (rather than individual colleagues) from customers, 
for example, boxes of cupcakes, or a donation towards a service or specific activity 
may be accepted under the following conditions: 
 

 The gift is reasonable and is valued at under £100 

 The gift must be approved by a Head of Service or Executive team member 
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 Any gift offered which is valued at £100 or more must be approved by the Chief 
Executive before the gift is accepted 

 The gift (whether accepted or declined) must also be declared to the Company 
Secretary by emailing governance@bvt.org.uk where it will be recorded on 
BVT’s probity register. 

 
Any gifts that cannot be retained shall be donated to charity. 
 
Colleagues must never invite or influence a tenant, resident or other customer (unless 
they are a person they are closely connected to), to make a will or trust under which 
they are named as executor, trustee or beneficiary. 
 
3.4.2 Gifts or hospitality offered by suppliers, contractors or external 
organisations 
 
Colleagues must not accept personal gifts from suppliers, contractors or external 
organisations with the exception of items of nominal value such as free promotional 
pens, calendars or similar items. 
 
Reasonable gifts to BVT (rather than individual colleagues) from suppliers, contractors 
or external organisations, for example, a hamper to include in a BVT raffle, boxes of 
cupcakes or discount cards for all BVT employees may be accepted under the 
following conditions: 
 

 The gift is reasonable and is valued at under £100 

 The gift must be approved by a Head of Service or Executive team member 

 Any gift offered which is valued at £100 or more must be approved by the Chief 
Executive before the gift is accepted 

 The gift (whether accepted or declined) must also be declared to the Company 
Secretary by emailing governance@bvt.org.uk where it will be recorded on 
BVT’s probity register. 

 
Colleagues may accept reasonable hospitality from suppliers, contractors or external 
organisations under the following conditions: 
 

 The hospitality is reasonable and in no way extravagant 

 The hospitality must be declared by email to the colleague’s line manager and 
Head of Service 

 The hospitality (whether accepted or declined) must also be declared to the 
Company Secretary by emailing governance@bvt.org.uk where it will be 
recorded on BVT’s probity register. 

 
3.4.3 Gifts and hospitality provided by BVT 
 
BVT’s reputation could be damaged if gifts and hospitality are given for reasons that 
are inappropriate or unnecessary.   
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Reasonable gifts up to a maximum value of £20 can be provided to customers or 
external organisations under the following conditions: 
 

 The gift is not cash or a loan (which must never be given) 

 The gift must be approved by the colleague’s line manager and Head of Service 

 The gift (whether accepted or declined) must also be declared by email to the 
Company Secretary by emailing governance@bvt.org.uk as the gift will be 
recorded on BVT’s probity register. 

 
Any hospitality provided to customers or external organisations must be reasonable 
and justifiable. 
 
All events provided for Colleagues, such as staff conferences, away days and social 
events should be reasonable and justifiable. 
 
3.5 Payments and benefits 
 
3.5.1  Non-contractual payments to employees 

 
Non-contractual payments may, by exception, be granted to employees.  However, 
any such payment will only be granted after carefully considering the particular 
circumstances.  

  
Non-contractual payments can include enhanced redundancy or severance payments 
and full and final settlement of an employment related dispute. 

 
The Chief Executive, in consultation with the Director of Finance and Company 
Secretary will be responsible for considering and approving any non-contractual 
payments granted to non-Executive employees and will, in consultation with the Chair 
of the Board of Trustees, be responsible for considering and approving any non-
contractual payments granted to Executive employees.  
 
3.5.2  Payments to governance members 

 
BVT’s governance members not remunerated.  Payments to governance members 
will only be made as permitted in the Deed of Foundation and Governance Expenses 
and Support Policy.   
 
These payments will be for reimbursement of reasonable expenses incurred during 
their duties as a governance member of the organisation in accordance with Charity 
law. 
 
3.5.3 Payments to shareholders 

 
Under section 122 of the Housing & Regeneration Act 2008, current or recent 
shareholders of BVT’s subsidiary, Bournville Works Housing Society (BWHS) Limited 
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cannot be paid a gift, dividend or bonus. In addition, they should not receive a better 
service than any other BWHS tenant. 
 
This includes any BVT governance member who is also appointed as a shareholder 
of BWHS. 
 
3.6  Contracts for employment, goods or services 
 
3.6.1 Governance members and their closely connected persons  

 
Only in exceptional circumstances will a contract of employment or a contract for the 
supply of goods or services be given to a Governance Member, a former Governance 
Member or a closely connected person.  

 
A contract may only be given with the approval of the Audit & Assurance Committee, 
who will consider the circumstances in light of: 
 

 statutory and regulatory requirements;  

 principles of charity law and guidance;  

 the Deed of Foundation;  

 public perception. 
 
All contracts for employment, goods or services offered to governance members or 
their closely connected persons must be recorded on the Probity register by the 
Company Secretary. 
 
3.6.2 Employees and their closely connected persons 

 
A contract for goods or services may, by exception, be granted to an employee, a 
previous employee or their closely connected persons. 

 
However, any such contract will only be granted after carefully considering the 
particular circumstances surrounding the contract, including how others may perceive 
the granting of such a contract. 

 
Before proceeding, all statutory and regulatory requirements, the overriding principles 
of charity law and relevant guidance will be taken into account including compliance 
with the Procurement Strategy. 

 
The Chief Executive, in consultation with the Director of Finance and Company 
Secretary will be responsible for considering any contracts granted to Colleagues or 
their Close Relatives. 
 
All contracts for employment, goods or services offered to employees or their closely 
connected persons must be recorded on the Probity register by the Company 
Secretary. 
 
 



 

Page 9 of 14 
If printed, this copy will not be amended in the event the document changes. 

Please ensure you have the latest version. 

3.6.3 Granting a tenancy to a Colleague or their closely connected 
persons  

 
A tenancy may be granted to a Colleague or their closely connected person in 
accordance with our Lettings Policy.  No advantage will be given to any colleague or 
their connected persons. 
 
Before proceeding, all statutory and regulatory requirements, the overriding principles 
of charity law and relevant guidance will be taken into account. 
 
Approval must be sought from the Chair of the Board of Trustees before proceeding 
with the granting of a tenancy. 
 
All tenancies offered to Colleagues or their closely connected persons must be 
recorded on the Probity register by the Company Secretary. 
 
3.7  BVT property sales to Colleagues 

 
If a Colleague is a tenant, BVT may sell the property to them under the Right to 
Acquire, or other relevant statutory schemes in accordance with the relevant policies 
and procedures. 
 
A request from a Colleague to purchase a shared ownership property, staircase in 
shared ownership, or extend a lease with BVT must be processed in accordance with 
the relevant policies and procedures. 
 
Before proceeding, all statutory and regulatory requirements, the Rules, the overriding 
principles of charity law and relevant guidance will be taken into account. 
 
The Chief Executive, in consultation with the Director of Finance and Company 
Secretary will be responsible for approving any property sales, shared ownership sales 
or staircasing or lease extensions to a Colleague. 
 
All properties sold, shared ownership sales or staircasing, or lease extensions to 
Colleagues or their closely connected persons, must be recorded on the Probity 
register by the Company Secretary. 
 
3.8  Colleague use of BVT contractors and suppliers 

 
Any colleagues who are involved in the procurement or management of contracts, 
goods and services at BVT should not commission personal works or purchases 
through these contractors or suppliers where possible.  If this cannot be avoided, the 
Colleague must make clear to the contractor or supplier that the relationship is in no 
way connected to BVT and no benefits as a result of the Colleague’s connection to 
BVT must be received. 
 
Any use of BVT contractors by Colleagues involved in the procurement or 
management of contracts, goods and services must be declared to the Company 
Secretary who will record this on the Probity register. 
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3.9  Competitions & Incentives 

 
To protect our reputation, Colleagues and members of their household should not 
enter into competitions provided by BVT or connected contractors and service 
providers. 

 
No competitions should be entered where there could be accusations of Colleagues 
having greater knowledge or an unfair advantage. 

 
Examples of competitions include winning a gift voucher for completing and returning 
a satisfaction survey, or entering a competition being run by a BVT contractor to win 
merchandise. 

 
Colleagues are encouraged to take part in activities to give their feedback, such as 
completing questionnaires, but should clearly state that they are unable to enter any 
competition.  If a Colleague is drawn as a winner, the competition will be re-drawn. 

 
Colleagues can only receive incentives for attending tenant or service user activities 
such as receiving a gift card for attending a focus group etc. if they take part as a 
tenant or service user.  Colleagues attending in their capacity as a Governance 
Member, shareholder or employee are not eligible to receive incentives. 
 
3.10 Political activity and campaigning 
 
BVT is committed to working with all political parties and candidates to influence 
decisions that support our mission and aims, whilst remaining independent. We make 
sure that:  
 

 Political figures that we engage with do not promote party political messages at 
our events or premises. 

 We seek to engage all major political parties to ensure that we are politically 
neutral.* 

 We meet with MPs / political figures and ask MPs or local councillors to speak 
at the launch of new projects (as relevant), for example.  

 We never provide money or other resources to anyone who is standing as a 
candidate. 

 We never promote a particular candidate or political party. 

 We never publish materials that appear to be designed to influence public 
support for or against a political party.  

 We are especially careful when carrying out political activity in the period 
between an election being announced and held. There is information about this 
on the Gov.uk website - Charities, Elections and Referendums. 

 
*This does not mean that all parties have to be represented every time we do any work 
which engages with political parties. We should decide this based on whether such 
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engagement would further or hinder our interests. For example, we may need to work 
more closely with elected members, or an event may be more manageable and more 
focused if all minority parties are excluded. If we are advised (for example by the 
police) that the presence of a particular candidate at an event will create a risk of 
disorder, that would also be a good reason for not inviting them. We can also decide 
not to invite a representative from a political party which advocates policies which are 
in contravention of our mission and aims, or whose presence or views are likely to 
alienate our customers. But we would have to have very strong reasons for deciding 
not to invite a mainstream political party. 
 
3.11 Reporting suspected breaches of this policy 
 
It is important that all employees and governance members are aware of how to deal 
with a suspected breach of this policy.  BVT recognises that it is never easy to report 
a concern, particularly where it may relate to the actions of colleagues or a line 
manager. Nevertheless, all colleagues are expected to have their first loyalty with BVT 
and therefore, there is a duty to report any suspicions in accordance with this policy. 
 
Employees and governance members should report any concerns to the Company 
Secretary, or in their absence or potential involvement, to the Chief Executive or 
Director of Finance. 
 
3.12 Investigating allegations of breaches of this policy 
 
The Company Secretary (or person acting in their absence) must record the allegation 
and take possession of any evidence provided by the person who has reported it.  
They should then consider the most appropriate person to investigate the matter and 
appoint them as the Investigating Manager.  Without delay, all records and evidence 
must be passed to the Investigating Manager. 
 
In the normal course of events, it is anticipated that the Investigation Manager would 
be a member of the Joint Leadership Team or a senior employee of BVT’s internal 
auditors. 
 
It is essential that evidence is protected where possible and the value of any loss is 
uncovered and recorded for use in any legal proceedings or regulatory reporting. 
 
The Investigating Manager must provide a report on their findings to the Company 
Secretary. 
 
3.13 Post investigation action 
 
Once the investigation is complete, the Company Secretary will ensure any relevant 
follow up activity is completed. 
 
Where there is evidence to support instances of employee or governance member 
fraud, bribery or corruption, this may result in disciplinary action which will be overseen 
by the Head of HR. In the case of employees, the Company Secretary should be kept 
informed of disciplinary action taken and relevant outcomes. In the case of governance 
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members, the Company Secretary will lead on any action in accordance with the 
Governance Conduct and Grievance Policy. 
 
The Audit and Assurance Committee will receive reports of policy compliance at least 
annually, or sooner in the case of any material breaches of this policy. 
 
4. REASONABLE ADJUSTMENTS 
 
Reasonable adjustments will be considered and agreed on a case by case basis. 
 
5. RESPONSIBILITIES 
 
The Company Secretary has overall responsibility for the development and 
implementation of this policy, ensuring governance members declare conflicts of 
interests, maintaining the Probity register and reporting on Probity matters to the Audit 
and Assurance Committee. 
 
The Board of Trustees and the Executive team have responsibility for establishing and 
overseeing a framework for upholding the highest standards of Probity and ensuring 
there are adequate systems of internal control. 
 
The Head of HR is responsible for ensuring all employees complete declaration of 
interests forms annually and any employment contracts offered to colleagues, or their 
connected persons are managed in accordance with this policy. 
 
Heads of Service and line managers are responsible for ensuring employees declare 
any gifts, hospitality, conflicts of interest or any probity matters in compliance with this 
policy. 
 
All employees are responsible for ensuring compliance with this policy, for declaring 
any probity matters to the Company Secretary and for reporting or raising concerns 
about the conduct of others in relation this policy. 
 
6. MONITORING & REVIEW  
 
The requirement for governance members to complete annual declaration of interest 
forms will be monitored by the Company Secretary through the corporate compliance 
calendar.  The Head of HR will monitor the completion of annual declaration of interest 
forms from employees. 
 
This policy will be reviewed every three years unless there are any material changes 
that require a review sooner. 
 
7. DATA PROTECTION STATEMENT 
 

Bournville Village Trust manages the data referred to in this policy in accordance with 
the Data Protection Act 2018 and General Data Protection Regulations. For more 
information on how we handle information, please see the Data Protection Policy and 
all other related documents. 
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INFORMATION FOR APPROVING BODY 
 
8. LEGISLATIVE & REGULATORY IMPACT 
 

This policy complies with the following legislation and regulation: 
 

 s.122 of the Housing & Regeneration Act 2008 – Sets out the legal 
requirements around standards of conduct, including probity, and includes 
restrictions on gifts and hospitality. 

 Bribery Act 2010 - which requires BVT to have adequate procedures in place 
to prevent bribery (gifts or rewards given, offered or received to gain any 
business, commercial or personal advantage) 

 Charities Act 2011 – Sets legal duties for trustees and the use of charitable 
assets, in particular acting in the Charity’s best interests, avoiding conflicts of 
interest and the misuse of resources. 

 Regulator of Social Housing – Governance and Financial Viability Standard 
– which expects Registered Providers to adhere to all relevant law and have an 
effective risk management and internal controls assurance framework in place 
to protect social housing assets. 

 Criminal activity may need to be reported to the police.  
 
9. PEER GROUP ANALYSIS 
 
Policy samples were obtained from the National Housing Federation Company 
Secretary Forum (CoSec Forum). 
 
10. RISK & ASSURANCE IMPACT 
 
There are a number of risks associated with probity, gifts and hospitality: 
 
Accepting gifts or hospitality could create a real or perceived obligation, potentially 
influencing decisions or creating bias in procurement, partnerships or with services 
provided to customers.  This policy sets out a clear and proportionate framework that 
colleagues can follow to reduce this risk. 
 
Without clear guidance for colleagues, inappropriate use of charitable funds could 
occur if extravagant hospitality is offered.  This policy sets out clear requirements for 
any hospitality to be reasonable. 
 
BVT could face legal or regulatory engagement if adequate systems of internal control 
relating to probity, gifts and hospitality are not in place. 
 
BVT’s reputation may be damaged if a breach of the policy occurred and was made 
public.  BVT’s policy approach to clearly setting out the required standards and 
process for colleagues as well as ensuring an open and transparent culture will reduce 
this risk.   
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11. VALUE FOR MONEY IMPACT 
 
This policy has been drafted to take a proportionate and risk-based approach to 
ensuring BVT has appropriate probity arrangements in place which will achieve value 
for money. 
 
12. TRAINING & CHANGE MANAGEMENT PLAN 
 
All employees and governance members are required to complete anti-fraud and anti-
bribery training at least every three years which includes gifts and hospitality. 
 
On induction, all colleagues should be made aware of their responsibilities under this 
policy.  
 
The policy will be launched to employees and governance members through briefings 
and the staff bulletin.   
 
13.  CUSTOMER INSIGHT SUMMARY 
 

No impacts on customers has been identified for this policy.  Customers have 
expressed their wish to be able to give employees a thank you gift to recognise the 
work they do.  The policy has been drafted to enable customers to give reasonable 
gifts but builds in protections for BVT to ensure high standards of probity remain in 
place. 
 
The policy is designed to encourage openness and transparency to enable all 
colleagues to report concerns. 
 
14. EQUALITY IMPACT SUMMARY 
 
The main impact identified is on the potential reluctance of colleagues from a number 
of groups to report concerns due to a fear of reprisal or victimisation if they raised a 
concern.  BVT aims to have an inclusive culture, a new Equality, Equity, Diversity and 
Inclusion Policy is being developed which will be rolled out and staff satisfaction 
surveys show that employees are happy that BVT listens to their views, therefore no 
further mitigation measures have been included within this policy. 
 


