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Anti-bribery policy

With reference to

Bribery Act, 2010
Introduction 

The Montessori Place values its reputation for ethical behaviour, integrity and probity. We recognise that over and above committing a crime, any involvement in bribery would reflect badly on our image and reputation. 

In the UK the Bribery Act 2010 not only makes bribery and corruption illegal, but also holds UK companies liable for failing to prevent such acts by those working for or on its behalf, no matter where the act takes place. The Bribery Act 2010 came into force on 1st July 2011 and imposes criminal penalties for individuals and organisations.

Definition
Bribery is the accepting, offering or soliciting of gifts, money, hospitality or other favours in return for providing something of value or advantage to the briber. The purpose of this policy is to set out the rules that must be followed at The Montessori Place to ensure that no bribery occurs.

Associates of The Montessori Place
If the Montessori Place fails to prevent bribery by a person associated with it then the Montessori Place is liable even if it was unaware of the bribe. A person will be associated with The Montessori Place if they perform services on its behalf that will include employees, Directors and agents purporting to act on our behalf. 

Unacceptable behaviour
The following behaviour is unacceptable, and must not occur:

· Accepting any financial or other reward from any person in return for providing some favour that is not authorised by the company or is illegal.

· Requesting a financial or other reward from any person in return for providing some favour that is not authorised by the company or is illegal. 

· Offering any financial or other reward to any person in return for providing some favour that is not authorised by the company or is illegal.

Responsibilities of staff
All staff should be aware of this policy and should understand the implications. 

Examples of areas, which may attract a bribery risk, are:

· Accepting a payment or donations in return for securing a place for a particular child or student without following The Montessori Place’s usual admissions procedures

· A member of staff accepting an invitation from the Montessori Place’s suppliers, parents or students to attend events as their guest where the supplier or individual intends to secure an improper advantage

· Acceptance by a member of staff of a lavish gift

· Accepting a charitable donation from a business tendering for a contract with the Montessori Place or favouring donors when choosing suppliers.
If staff are concerned about anything they see or hear about, they should contact the Head of School for advice.

In addition, all staff are to be made aware of the policy and their responsibilities during their induction training when they join the Montessori Place. 

Expenses 
A Director must authorise all expense claims from their staff. They are expected to check and sign all expense claims against receipts.

If there is any concern about any item(s) of expenditure there should be full investigation of the expense.

Receiving hospitality

Customers, suppliers or others may invite staff to a hospitality event. A Director must be informed about the invitation and give permission before the invitation is accepted.

Offering gifts and hospitality

The Montessori Place does not offer gifts or hospitality.
This policy is not meant to prohibit the following practices providing they are customary, proportionate and are properly recorded:

· normal and appropriate hospitality for guests and visitors
· the giving of a ceremonial gift on retirement, or completion of event such as a speech at a conference

Business gifts
A reasonable rule is that gifts can be accepted only if they can be consumed (by a reasonable person) within 24 hours, or are of an equivalent value to such a thing. A bottle of wine is acceptable; a case of wine must be returned. Gifts valued at more than £100 should only be accepted where refusal would cause embarrassment or offence. Where possible, these should be returned with a note explaining the Montessori Place’s policy. Where gifts over £100 are accepted from individuals or Montessori Places, they should be reported to a Director and they will be recorded in a register. Such gifts will become the property of The Montessori Place and they will be disposed of at the discretion of a Director by, for example, a raffle. If high value gifts are given to a Director, the other Directors will be advised. 

Donations to organisations 
Donations should not be made with company money or resources to a charity without the prior approval of a Director.

No donations should be made to charities, political parties or other organisations with the intention of gaining a business advantage.

Attempts to bribe
If, for whatever reason, you are concerned that you are potentially being bribed, you should report this immediately to a Director.

Disciplinary action
Any employee found to have offered, accepted or solicited a bribe would face disciplinary action that could include dismissal.
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