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FINAL REPORT GIFTS AND HOSPITAUTY

EXECUTIVE SUMMARY

1. INTRODUCTION

1.1 This audit was carried out as part of the 2006/2007 internal audit pian. Gifts and 
Hospitaiity was previously reviewed in 2001.

1.2 The Human Resources Poiicy Deveiopment Unit is responsibie for setting the 
poiicy and procedures in respect of offers of gifts and hospitaiity.

2. OBJECTIVES

2.1 The objectives of the audit were to evaiuate the adequacy and effectiveness of
systems estabiished by management for offers of gifts and hospitaiity. In particular - 
we set out to provide assurance that controls exist and are operating effectively to ■ 
ensure that:

5:i_an approved policy and clearly defined procedures for managing the receipt of - -( F orm a tted : su iie ts and Numbering | 

gifts and hospitality are in place; , '  ., '

guidance is issued to MPS officers and staff in line with policy and clearly Fbrm a tted ! su iie ts and Numbering ), 

defines what forms of gifte-and-hospitality aro acceptable and the procedures ■' , ' '
are to be followed when gifts or hospitality are offered or made: , ^ ;  '

^ a  system for recording the offer of gifts and hospitality is in place and operating — r  t  -( Form a tted ; su iie ts and Numbering ] 

effectively: '

monitoring system is in place to ensure adherence to the gifts and hospitality •»->!- -( F orm atted ; suiiets and Numbering ] 
policy. . . -

3. AUDIT OPINION

3.1 Our overall opinion is that the control framework is adequate but a number of 
controls are not operating effectively. We identified a number of areas where the 
controls in place could be improved.

3.2 An approved policy and clearly defined procedures are in place for managing gifts 
and hospitality.

3.3 Although guidance is available to all staff awareness of the gifts and hospitality 
policy varies amongst MPS staff.

3.4 The systems in place for recording gifts and hospitality are not operating 
effectively.

3.5 There are no systems in place for monitoring adherence with the gifts and 
hospitality policy.
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FINAL REPORT GIFTS AND HOSPITAUTY

EXECUTIVE SUMMARY

4. SCOPE

4.1 We reviewed the systems in operation for the management of offers of gifts and 
hospitaiity. During the course of the review the procedures were renewed for 6 
Management Board members, 6 B/OCUS and 2 Directorates.

5. KEY RECOMMENDATIONS

5.1 We have made recommendations throughout the report aimed at introducing
I effective controis or improving those aiready in place. To mitigate risks or where . 

controls need to be improved before system objectives can be achieved, w e: 
recommend:

5.2 A list of vulnerable posts is established for all B/OCUs and Directorates and 
officers in these posts are required to make periodic returns to the gifts and 
hospitality register keeper. {Para 7.2 refers)

5.3 Ail officers decline offers of hospitality from organisations the MPS has a 
contractual relationship with or provides policing services to unless attendance is 
as an official MPS representative. (Para 7.4 refers)

5.4 A review process of the adherence with the gifts and hospitality policy is introduced 
for all B/OCUs, Directorates and Management Board Members. (Para 8.1 refers)
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FINAL REPORT G IR S  AND HOSPITAUTY

MAIN FINDINGS AND RECOMMENDATIONS

6. POLICY AND GUIDANCE

6.1 A comprehensive policy and standard operating procedures are in piece for the 
management of gifts and hospitality. The policy clearly states the ethical 
standards staff are required to maintain. The poiicy is due for review in 2007.

6.2 Although the policy and standard operating procedures are avaiiabie via the 
intranet not all staff are aware of their existence. There is a risk that officers may 
accept inappropriate gifts and hospitaiity. We recommend that the gifts and 
hospitaiity standard operating procedures are circulated to all staff and 
included as part of the staff induction pack for new empioyees.

7. THE RECORDiNG OF GIFTS AND HOSPITALITY

7.1 The quality of the systems used to record gifts and hospitaiity varied amongst the
iocations visited. During testing the foiiowing control weaknesses were identifled-

- The gifts and hospitaiity register is not aiways heid secureiy;

- The register is not always recorded in a bound book. Two offices used a 
spreadsheet where changes could not tracked whilst two others used loose 
leaf pages;

- The quality of information recorded in the registers reviewed varied. In 
particular the relationship between the party offering the gift or hospitality and 
the MPS is not always recorded;

- Line management approval for the acceptance of gifts and hospitality is not 
always recorded;

- The register is not always retained for seven years.

There is a risk that gifts and hospitality records may be amended or lost. We
recommend that:

7.1.1 Holders of the gifts and hospitality register are reminded of the need 
to store the register in a secure location;

7.1.2 Gifts and hospitality registers are held in a bound book;

7.1.3 Gifts and hospitality registers are retained for seven years;

7.1.4 A model gifts and hospitality register is published in the standard 
operating procedure. The model register needs to include the 
following information -

- Serial/index number;
INTERNAL AUDIT DIRECTORATE PAGE 3 OF 13
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FINAL REPORT GIFTS AND HOSPITALITY

MAIN FINDINGS AND RECOMMENDATIONS

- Date recorded;
- Date nature and location of gift/hospitality offered;
- Officer(s)/ staff involved;
- Name and details of the person making the offer;
- Relationship of the person/company with the MPS;
- Approximate value of the gift/hospitality;
- Whether accepted or refused;
- Reasons for acceptance or refusal;
- Authorising officers signature (OCU Commander/Head of Branch

 ̂ or above).

7.2 No controls are in place for the identification of vuinerabie posts. None of the 
offices visited had identified staff who are invoived in awarding/managing 
contracts, iicensing and iiaising with sports dubs, hoteis and businesses, in order 
to ensure that officers in vuinerabie posts are protected from allegations of 
impropriety we recommend that:

7.2.1 A list of vulnerable posts is established for all B/OCUs and 
Directorates by the relevant Business Managers;

7.2.2 All officers in vulnerable posts are required to make periodic returns 
(including nil returns) on gifts and hospitality to the gifts and 
hospitality register keeper.

7.3 it is unclear whether all items of gifts and hospitality are being recorded including 
items that have been declined. There is a lack of understanding of the need to 
record all items including those declined. During testing the following was 
identified;

- One BOCU recorded six items between the 1 January 2006 and the 5 March 
2007;

- One BOCU recorded seven items between the 6 July 2005 and the 1 March 
2007;

- One BOCU recorded five items between the 22 May 2005 and 29 March 2007;

- One Directorate recorded twelve items between April 2006 and December 
2006.

it is not clear as to whether all items either accepted or declined have been 
recorded in the registers. There is a risk that items accepted or declined are not 
being recorded in the register. We recommend that all officers are reminded of 
the requirement to record all items of gifts and hospitality accepted and 
declined.
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FINAL REPORT GIFTS AND HOSPITALITY

MAIN FINDINGS AND RECOMMENDATIONS

7.4 Under the 1916 Prevention of Corruption Act any money, gift or consideration 
inciuding hospitality received by an empioyee in pubiic service from a person or 
organisation hoiding or seeking to obtain a contract wiii be deemed by the courts 
to have been received conuptly uniess the empioyee proves to the contrary. 
During the review of the registers the acceptance of gifts and hospitality which 
could be contrary to the MPS policy and may be in contravention of the Prevention 
of Corruption Acts 1906 and 1916 were identified­

- Tickets for sporting events and hospitality were accepted from organisations 
the MPA/MPS has a contractual relationship with; • •

- Tickets to sporting events and hospitality were accepted from organisations the 
MPA/MPS provides policing services to;

- Some gifts of alcohol were retained by the officer who received them;

- Records were not always retained of the donation of items to charity for the
raising of funds by raffling the item. .

At present the gifts and hospitality policy states that offers of hospitality of any kind 
should normally be declined especially on those occasions when the MPS is 
involved in policing an event and particular care should be taken where the MPS 
has a contractual relationship with the giver of the hospitality. This leads to 
uncertainty as to whether the acceptance of an offer is appropriate. In order to 
ensure that officers are not vulnerable to possible accusations of impropriety we 
recommend that:

7.4.1 All officers decline offers of hospitality from organisations the MPS 
has a contractual relationship with or provides policing services to 
unless attendance is as an official MPS representative. The officer 
must justify how the acceptance of the hospitality benefits the MPS 
and these reasons must be recorded in the gifts and hospitality 
register;

7.4.2 All officers decline offers of hospitality with potential contractors 
during contract negotiations;

7.4.3 All officers are required to decline offers of alcohol. If it is not possible 
to decline the gift it is donated to charity and a record is maintained of 
the donation.

8. REVIEW OF ADHERENCE TO POLICY

8.1 Controls in place for the review of adherence to the gifts and hospitality policy are 
not operating effectively. During testing the following was identified-
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FINAL REPORT GIFTS AND HOSPITALITY

MAIN FINDINGS AND RECOMMENDATIONS

- No systems are in place for the quality assurance review of gifts and 
hospitality registers;

- Quarterly reports on gifts and hospitality are not being sent to Deputy Assistant 
Commissioners and Directors for review;

- No procedures are in place for the reporting and review of Management Board 
members’ gifts and hospitality registers.

There is a risk that breaches of the gifts and hospitality policy are not identified. 
W e recom m end that:

8.1.1 G ifts and hospitality registers are reviewed by the local Quality 
Assurance Unite on a regular basis;

8.1.2 Quarterly reports of gifts and hospitality are sent to the relevant 
Deputy Assistant Com missioner and Directors fo r review and a record  
is maintained of the review;

8.1.3 The following half yearly reviews o f senior officer’s gifts and 
hospitality registers are introduced and recorded:

- The Com missioner and Deputy Com missioner’s register is 
reviewed by the MPA Chief Executive;

- The Deputy Com missioner reviews other Management Board 
members’ registers;

- The Deputy Assistant Com m issioners’ and Directors’ registers are 
reviewed by the appropriate M anagem ent Board Member.

8.1.4 The results o f the half yearly review o f Management Board m em bers’ 
gifts and hospitality registers are reported to the MPA Remuneration  
Sub Committee.

8.1.5 The Human Resources Evaluation Unit review gifts and hospitality 
registers as part o f their evaiuation of local HR procedures..

..r  "l .L

INTERNAL AUDIT DIRECTORATE PAGE 6 OF 13

MOD200012968



For Distribution to CPs

FINAL REPORT GIFTS AND HOSPITALITY

ACTION PLAN

CATEGORY OF RISK

Our recommendations in the Action Plan attached are categorised as follows:

High Recommendations which arise from major weaknesses in controls
that expose the business to high risk of loss or exposure in terms 
of fraud, impropriety, poor value for money or failure to achieve 
MPS objectives. Remedial action should be taken urgently.

Medium  Recommendations which, although not fundamental, relate to 
shortcomings in control which expose the individual systems to a 
high risk of exposure or loss.

Low Recommendations which, although not critical to the system,
address areas where management would benefit from improved 
control.

FOLLOW  UP

W e have categorised this system as medium risk and we will carry out a Follow Up Audit 
within twelve months to measure the implementation of the recommendations.

INTERNAL AUDIT DIRECTORATE PAGE 7 OF 13

MOD200012969



For Distribution to CPs

_I11LIL

FINAL REPORT GIFTS AND HOSPITALITY

A C T IO N  P LA N

R ef. R e c o m m e n d a tio n R is k A g re e d M a n a g e m e n t R e s p o n s e R e s p o n s ib ility T a rg e t D a te  1

6 .2 T h e  gifts and hospitality standard  
o p era tin g  procedures are circulated to all 
staff and included as part of the staff 
Induction pack for new  em ployees.

M edium Y e s T h e  S O P s  will be published In Notices and  
circulated to H R  M a n ag ers  following the 20 0 7  
review  of th e  G ifts and Hospitality policy. T h e  
C a re e r M a n ag em en t U nit w ill be asked to  include  
them  In th e  corporate induction package and  
H R M s will be asked  to include them  in local 
Induction.

Gill N ew bery, H R  
Policy

31 D ece m b er  
2 0 0 7

7.1 1 . H o ld ers  of the gifts and hospitality  
reg is ter are rem inded of the need to  
sto re  the register in a  secure  location;

M edium Y e s M em b ers o f th e  H R  Evaluation U nit will rem ind  
holders during th e  m onthly evaluation visits.

D aw n Lucas, H R  
E valuation Unit

Im plem ented

2 . G ifts and hospitality registers are  
held  in a bound book;

M edium Y e s T h e  current policy a lread y  allows for registers to  
be held in a bound book. T h e  revised policy will 
advise th a t electronic Gifts and Hospitality  
registers (spread sheets) should not to be used  
becau se of the possibility o f later da te  alteration.

Gill N ew b ery , H R  
Policy

31 D ecem b er  
2 0 0 7

3 . G ifts and hospitality registers are  
re ta ined  for seven years;

M edium Y e s This is a lready M P S  policy. Gill N ew b ery , H R  
Policy

N ot A pplicable
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FINAL REPORT GIFTS AND HOSPITALITY

ACTION PLAN

7.1
contd

R ecom m endation

4. A model gifts and hospitality register
Is published in the standard operating
procedu re . T h e  m odel register needs
to  Include the following inform ation -

-  S eria l/in d ex  num ber;
-  D a te  recorded:
-  D a te  nature and location o f

gift/hospitality offered;
-  O fficer(s ) staff involved;
-  N a m e  and details of the person  

m aking the offer;
-  R elationship  of the

person/com pany with the M R S;
-  A pproxim ate  va lu e  of the

gift/hospltality;
-  W h e th e r accep ted  or refused;
-  R eason s  for accep tan ce or

refusal:
-  Authorising officers signature

(O C U  C o m m a n d er/H e ad  of
B ranch or ab ove). .

M edium

A g re e d  M a n a g e m e n t R e s p o n s e

Y e s  I A  longer-term  solution w ill also be explored, 
utilising an electronic da tab ase  (possibly sim ilar 
to G O R IN ) which w ould not allow  la ter changes to  
be m ade, and w ould require sign off by 
m anagers .

R e s p o n s ib ility

Gill N ew b ery , H R  
Policy

T a rg e t D a te

for

31 D ece m b er  
2 0 0 7 .
N o date  
possible  
electronic  
solution.
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FINAL REPORT GIFTS AND HOSPITALITY

ACTION PLAN

R ef. R e c o m m e n d a tio n R is k A g re e d M a n a g e m e n t R e s p o n s e R e s p o n s ib ility T a rg e t D a te

7 .2 1. A  list o f vu lnerab le  posts is 
estab lished for all B /O C U s and  
D irectorates by the relevant Business  
M anagers;

M edium Y e s H ead  of H R  Policy will liaise w ith  Business  
M anag ers  to identify vu lnerab le  posts and include  
a list as an A n n ex  to th e  G ifts and Hospitality  
policy.

Gill N ew b ery , H R  
Policy

31 D ece m b er  
20 07

2. All officers in vu lnerab le posts are  
required to m ake periodic returns  
(including nil returns) on gifts and  
hospitality to the gifts and hospitality  
register keeper.

M edium Y e s This is a lready M P S  policy. T h e  H R  Policy Unit 
will ask  Business G roup Business M anag ers  to 
ensure  th a t th ese  returns are being m ade .

Gill N ew b ery , H R  
Policy

31 D ece m b er  
20 0 7

7 .3 All officers a re  rem inded of the  
req u irem en t to record all item s of gifts and  
hospita lity  accepted  and declined.

M edium Y e s T h e  Gifts and Hospitality policy is to b e  re-issued  
la ter this year.

O C U  C o m m an d ers  will be rem inded by the H R  
E valuation Unit.

Gill N ew b ery , H R  
Policy

D aw n Lucas, H R  
E valuation Unit

31 D e c e m b e r  
2 0 0 7

3 0  S e p te m b e r  
2 0 0 7
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FINAL REPORT GIFTS AND HOSPITALITY

ACTION PLAN

R e f. R e c o m m e n d a tio n R is k A g re e d M a n a g e m e n t R e s p o n s e R e s p o n s ib ility T a rg e t D a te

7 .4 1. A ll officers decline offers of hospitality  
fro m  organisations th e  M R S  has a 
contractual relationship w ith or 
provides policing services to unless  
atten d an ce  Is as an official M R S  
representa tive . T h e  officer m ust justify  
h o w  the ac cep tan ce of the hospitality  
benefits  the M R S  and these reasons  
m u st be recorded in the gifts and  
hospitality register;

M edium Y e s C urren t policy states th a t an y hospitality that Is 
accep ted  m ust be fully justified in term s of benefit 
to th e  S erv ice . Rarticular care should be taken  
w h ere  the M R S  has a contractual relationship with  
th e  g iver o f hospitality. A lso  the offer o f hospitality  
of an y kind m ust be treated  w ith the utmost 
caution and should norm ally be declined, 
especially  on those occasions w h e re  the M R S  Is 
involved with policing the event.

GIN N ew b ery , H R  
Rolicy

31 D ece m b er  
2 0 0 7

2. A ll officers decline offers o f hospitality  
with potential contractors during  
contract negotiations:

M edium Y es Gill N ew b ery . H R  
Rolicy

31 D ece m b er  
2 0 0 7

3 . All officers are required to decline  
offers of alcohol. If it is not possible to  
decline the gift it is donated to charity  
and a record is m aintained of the  
donation.

M edium Y es

I

Gill N ew b ery , H R  
Rolicy

31 D ece m b er  
2 0 0 7
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FINAL REPORT GIFTS AND HOSPITALITY

ACTION PLAN

R e f. R e c o m m e n d a tio n R is k A g re e d M a n a g e m e n t R e s p o n s e R e s p o n s ib ility T a rg e t D ate

8.1 1. G ifts  and hospitality registers are  
rev iew ed  by the local Q uality  
A ssu rance Units on a regu lar basis;

M edium Y e s T h e  G ifts and H ospitality policy a lready includes  
this as the responsibility o f local Q A  units. A  
rem inder w a s  issued to all Q A  officers on 23  M ay  
2 0 0 7  by their H ead  of Profession to rem ind them  
of the need to rev iew  registers. Th is  included  
re ference to N otices 2 0 /2 0 0 4  Item  3 and a link to 
the policy.

O onagh V yse , 
S M & P D

D aw n Lucas, H R  
E valuation  U nit

Action ongoing. 
R em ind er Issued  
and H R  
E valuation Unit 
now include a 
ch eck as part of 
their monitoring  
activity.

2 . Q u arterly  reports of gifts and  
hospitality are sen t to th e  re levant 
D eputy A ssistan t C om m issioner and  
Directors for rev iew  and a record is 
m aintained of the review;

M edium Y es This is a lready a policy requirem ent. T h e  H R  
Evaluation U nit will rem ind keepers  of local 
registers and D A C s/D irectors  as part o f their 
m onitoring activity.

D aw n Lucas, H R  
E valuation U nit

3 0  S ep tem b er  
2 0 0 7
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FINAL REPORT GIFTS AND HOSPITALITY

ACTION PLAN

8.1
contd

R e c o m m e n d a tio n R isk A g re e d M a n a g e m e n t R e s p o n s e R e s p o n s ib ility T a rg e t D a te

3 . T h e  follow ing half yearly  review s of 
s e n io r  officer’s  gifts and hospitality  
reg is ters  are introduced and  
recorded:

-  T h e  C om m issioner and D eputy  
C om m issioner's  register is 
rev iew ed by the M P A  C h ie f 
Executive;

M edium Y es T h e  M P A  C h ie f E xecutive  will rev iew  the 
C om m issioner and D ep uty  C om m issioners gifts 
and hospitality register on a ha lf yearly  basis.

M P A  C h ie f E xecutive

C om m issioner's
Office

8 N o vem b er  
20 07

31 O cto b er 2 0 0 7

-  T h e  D eputy C om m issioner  
review s other M a n ag em en t Board  
m em b ers ' registers;

-  T h e  D ep uty  Assistant 
C om m issioners ' and D irectors' 
registers are  review ed by the 
appropria te M a n ag em en t B oard  
M em b er.

4 . T h e  results of th e  half yearly  rev iew  
o f M a n ag em en t Board m em b ers ’ gifts 
an d  hospitality registers are  reported  
to the M P A  R em uneration S ub  
C om m ittee;

M edium Y e s T h e  results of the rev iew  of M a n ag em en t Board  
m em ber's  gifts and hospitality registers will be  
reported to th e  M P A  R em uneration S ub  
C om m ittee  on a ha lf yearly  basis.

M P A  C h ie f Executive 8 N ovem b er  
2 0 0 7

5 . T h e  H um an R esources Evaluation  
U nit rev iew  gifts and hospitality  
registers as part of their evaluation of 
local H R  procedures.

M edium Y e s T h e  H R  Evaluation U nit will review  registers  
throughout the 12 -m o nth  period Ju ly 2 0 0 7  -  
Ju ne 2 0 0 8 . Th is will co ver ev ery  O C U  in the  
M P S .

D aw n Lucas, H ead  of 
H R  E valuation

Im plem ented
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