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[bookmark: _Toc221648481]Fraud, Theft and Bribery Policy
1. [bookmark: _Toc221648482]Statement 
1.1 [Insert your organisation's name]’s aim is to promote a zero-tolerance culture against fraud, theft, bribery, and all other forms of financial misconduct or impropriety. In doing so, we encourage a culture of honesty, openness, integrity, and vigilance and advocate transparency and a clear ethical working environment. 
1.2 Our values are intended to foster honesty and integrity and are underpinned by seven principles of behaviour: selflessness, integrity, objectivity, accountability, openness, honesty and leadership. Trustees, staff and volunteers are expected to adhere to policies, procedures and practices by example. Equally, members of the public, and external organisations (such as VCFSE Sector organisations, suppliers and contractors) are expected to act with integrity and without intent to commit fraud against [Insert your organisation's name] in any dealings they may have with the charity.
1.3 [Insert your organisation's name] will seek to comply with all applicable legislation, including the Fraud Act 2006 and the Bribery Act 2010, and with other regulatory requirements. Our trustees are required by charity law to safeguard [Insert your organisation's name]’s assets.
2. [bookmark: _Toc221648483]Purpose
2.1 The policy's purpose is to ensure that we continue to have high standards and clear guidance on [Insert your organisation's name] organisational approach to addressing the risks of fraud, bribery, and theft and to set out our responsibilities for its prevention.
3. [bookmark: _Toc221648484]Scope 
3.1 This policy applies to all employees, volunteers and trustees. It also applies to temporary workers, consultants, contractors, agents and subsidiaries acting for or on behalf of the organisation.
3.2 Every employee is responsible for maintaining the highest standards of business conduct. Any breach of this Policy is likely to constitute a serious disciplinary matter and could result in dismissal on the grounds of gross misconduct. It could also result in additional civil action or even criminal proceedings.
4. [bookmark: _Toc221648485]Related Documents
4.1 This policy should be read alongside the following [Insert Organisation's Name] policies and relevant legislation:	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
· Bribery Act 2010
· Code of Conduct
· Data Protection and Retention Policy
· Declaration of Interests Policy
· Disciplinary Policy and Procedure
· Expenses Policy 
· Financial Procedures
· Grievance Policy and Procedure
· Whistleblowing Policy

5. [bookmark: _Toc221648486]Key Principles
5.1 [Insert your organisation's name] does not tolerate fraud, theft, bribery or any form of financial impropriety and will take appropriate action where concerns are identified.
5.2 Strong internal controls, clear procedures, and awareness among trustees, staff and volunteers are central to preventing fraud, theft and bribery.
5.3 Everyone working for or on behalf of [Insert your organisation's name] has a responsibility to act honestly, safeguard the organisation’s assets, and remain alert to potential risks.
5.4 Concerns or suspicions must be reported promptly through the appropriate channels, without fear of retaliation, in line with the Whistleblowing Policy.
5.5 All concerns will be investigated thoroughly, objectively and confidentially, with appropriate support for those involved.
5.6 [Insert your organisation's name] will support and protect individuals who raise concerns in good faith from any form of detriment or victimisation.
5.7 All action taken under this policy will comply with relevant legislation, regulatory requirements, and Charity Commission guidance.
5.8 Where fraud, theft or bribery is proven, [Insert your organisation's name] will take appropriate action, which may include disciplinary action, termination of contracts, recovery of losses, and reporting to regulatory or law enforcement bodies.
6. [bookmark: _Toc221648487]Definitions
6.1 Theft is defined as the dishonest appropriation of property belonging to another with the intention of permanently depriving the other of it.
6.2 Under English law, a person is guilty of fraud if they make a gain for themselves or another, cause loss to another or expose another to a risk of loss through a false representation. A representation is false if it is misleading and the person making it knows it is, or might be, untrue or misleading. For this policy, fraud may be defined as the use of deception to obtain an advantage or gain, avoid an obligation, or cause loss to another party.
6.3 Bribery involves the offering, promising, giving, asking or receipt of an advantage in return or as a reward for someone acting illegally, unethically, in breach of trust, in breach of confidence, in breach of a contract (including their employment contract) or otherwise improperly. An ‘advantage’ may not necessarily be in the form of money and may include -although not exclusively, other gifts, payment of fees, rewards, jobs, internships, examination grades and/or favours. The advantage being provided need not be of direct benefit to the person performing improperly for an offence to have been committed.
6.4 A conflict of interest occurs when an individual has private interests that may or may not influence their decisions as an employee or representative of an organisation.


7. [bookmark: _Toc221648488]Anti- Bribery
7.1 [bookmark: _Toc221648489]What is Prohibited
7.1.1 [Insert your organisation's name] prohibits employees from offering, promising, giving, soliciting, or accepting any bribe, whether cash, a gift, or other inducement to or from any person or Organisation.
7.1.2 The bribe might be made as an attempt to gain a commercial, contractual or regulatory advantage, to obtain or maintain business, or to gain a personal advantage, financial or otherwise, for the individual or anyone connected with the individual.
7.2 [bookmark: _Toc221648490]Corporate Hospitality and Promotional Expenditure
7.2.1 We will consider the charity's best overall interest when deciding whether to accept or decline a donation or gift. It will not accept donations from donors whose activities contradict our charitable aims and objectives.
7.2.2 No employee, freelancer or volunteer should solicit or accept money, gifts, hospitality or anything else that could influence or reasonably give the appearance of influencing the relationship with that organisation or individual.
7.2.3 Unless you have been informed otherwise, you may accept a gift to a nominal value of £50, such as a box of chocolates or biscuits, advertising novelty or a small seasonal gift when it is customarily offered to others having a similar relationship with that individual or organisation. 
7.2.4 [Insert your organisation's name] will not take gifts from organisations or individuals who participate in activities which:
· could cause detriment to our reputation
· will disproportionately decrease the amount of donations to further our work
· undermine our vision and values
· are associated with unsuitable products, corporations and individuals, e.g. arms dealings and tobacco
· are from individuals, groups or organisations which are known to take advantage of vulnerable people

7.2.5 Any proposed expenditure over £50 must be reported immediately to your Line Manager or the [CEO, director, senior manager, or equivalent]. Employees may be required to set out in writing:
· the objective of the proposed client entertainment or expenditure;
· the identity of those who will be attending;
· the organisation that they represent; and
· details and rationale of the proposed activity.

8. [bookmark: _Toc221648491]Record Keeping
8.1 We must keep financial records and have appropriate internal controls in place that will evidence the business reason for making payments to third parties.
8.2 Employees must declare and keep a written record of all hospitality or gifts accepted or offered, which will be subject to managerial authorisation. These will be recorded in [Insert the name of the platform data will be stored in].
8.3 Employees must ensure all expense claims relating to hospitality, gifts or expenses incurred to third parties are submitted following our financial procedures and specifically record the reason for the expenditure.
8.4 All accounts, invoices, memoranda and other documents and records relating to dealings with third parties, such as clients, suppliers and business contacts, should be prepared and maintained with strict accuracy and completeness. No accounts must be kept "off-book" to facilitate or conceal improper payments.
9. [bookmark: _Toc221648492]Reporting and Investigating
9.1 [bookmark: _Toc221648493]How to Raise a Concern
9.1.1 [Insert your organisation's name] depends on its employees and associated persons to ensure that the highest standards of ethical conduct are maintained in all its business dealings. Employees and associated persons are requested to assist [Insert your organisation's name] and remain vigilant in preventing, detecting, and reporting bribery, theft, or fraud.
9.1.2 You are encouraged to raise concerns with your line manager about any issue or suspicion of malpractice at the earliest possible stage. If unsure whether a particular act constitutes bribery, theft, or fraud, or if they have other queries or concerns, they should still raise them with the line manager. If it is in relation to the [CEO, director, senior manager, or equivalent] you should raise this with a Trustee.
9.1.3 Your line manager will investigate any such reports thoroughly and promptly in the strictest confidence. Employees and associated personnel will be required to assist in any investigation into possible or suspected bribery.
9.1.4 [Insert your organisation's name] will support employees or associated persons who report instances of bribery in good faith. We will ensure that the individual is not subjected to detrimental treatment due to their report. 
9.1.5 Any detrimental treatment by a fellow employee because an employee has made a report will be treated as a disciplinary offence. An instruction to cover up wrongdoing is itself a disciplinary offence. 
9.1.6 If told not to raise or pursue any concern, even by someone in authority, such as a manager, employees, and associated persons, should not agree to remain silent. They should immediately report the matter to their line manager, or a more senior manager, or a member of the Trustee Board.
9.1.7 We will thoroughly investigate any alleged or suspected bribery, theft or fraud. Employees suspected of this may be suspended from their duties while the investigation is being carried out. 
9.1.8 We will invoke our disciplinary procedures where any employee is suspected of bribery, theft or fraud and proven allegations may result in a finding of gross misconduct and immediate dismissal. 
9.1.9 We may also terminate the contracts of any associate persons, including consultants or other workers who act for, or on behalf of, [Insert your organisation's name] and are found to have breached the policy.
9.1.10 [Insert your organisation's name] may also report any matter to the relevant authorities, including the Director of Public Prosecutions, Serious Fraud Office, Revenue and Customs Prosecution Office and the Police. The organisation will provide all necessary assistance to the relevant authorities in any subsequent prosecution.
9.2 [bookmark: _Toc221648494]What to do if you are a victim of bribery, theft or fraud
9.2.1 It is essential that you tell your line manager as soon as possible if you are offered a bribe by a third party, are asked to make one, suspect that this may happen in the future, or believe that they are the victim of another form of unlawful activity.
9.2.2 Employees who refuse to accept a bribe offer raise concerns or report another's wrongdoing are sometimes worried about possible repercussions. We aim to encourage openness and will support anyone who raises genuine concerns in good faith under this policy, even if they turn out to be mistaken.
9.2.3 We are committed to ensuring no one suffers any detrimental treatment due to refusing to take part in bribery or corruption or because of reporting in good faith their suspicion that an actual or potential bribery or other corruption offence has taken place or may take place in the future. Detrimental treatment includes dismissal, disciplinary action, threats or other unfavourable treatment connected with raising a concern. If employees believe they have suffered such treatment, they should immediately inform their line manager. If the matter is not remedied, the employee should raise it formally using the Grievance Procedure.
10. [bookmark: _Toc221648495]Responsibilities
10.1 [bookmark: _Toc221648496]Trustees
· Trustees are responsible for establishing and maintaining a sound internal control system. The board oversees this as a collective. 
· The internal control system is designed to respond to and manage the whole range of risks that [Insert your organisation's name] faces.
· The internal control system should operate continuously and be designed to identify the principal risks, evaluate their nature and manage them effectively. The system may be most effective if integrated into wider organisational risk management.
· The trustee board will promptly, firmly, and fairly address suspicions and allegations of fraud, theft, and bribery.
10.2 [bookmark: _Toc221648497]Chief Executive or Director
· Undertaking a regular review of the fraud risks associated with each key organisational objective per the organisation’s strategic plan, in conjunction with the trustee board.
· The design of an effective control environment to prevent fraud.
· Establishing appropriate mechanisms for reporting fraud risk issues and reporting significant incidents of fraud or attempted fraud to the trustee board
· Liaising with [Insert your organisation's name]’s auditor or Independent Examiner.
· Ensuring all staff and volunteers know this fraud, theft and bribery policy and their responsibilities in combating fraud.
· Ensuring that appropriate anti-fraud training is made available to trustees, staff and volunteers as required.
· Ensuring that an adequate internal control system exists within their areas of 
responsibility and that controls operate effectively.
· Preventing and detecting fraud as far as possible.
· Assessing the types of risk involved in the operations for which they are responsible. Reviewing the control systems for which they are responsible regularly.
· Ensuring that controls are complied with and their systems operate effectively.
· Implementing new controls to reduce the risk of similar fraud occurring where frauds have taken place.
10.3 [bookmark: _Toc221648498]Employees and Volunteers
· Acting with propriety in using [Insert your organisation's name] resources and handling and using funds whether they are involved with cash, receipts, payments or dealing with suppliers.
· Conducting themselves per [Insert your organisation's name] values and principles at all times.
· Being alert to unusual events or transactions could indicate fraud, theft and bribery.
· Alert their manager when they believe there is an opportunity for fraudulent activity, e.g., because of poor procedures or lack of effective oversight.
· Reporting details immediately if they suspect fraud has been committed or see any suspicious acts or events.
· Cooperating fully with whoever conducts internal checks, reviews, or fraud investigations.
11. [bookmark: _Toc221648499]Monitoring, Review and Reporting
11.1 [Insert your organisation's name] will monitor compliance with this policy through effective financial controls, regular management oversight, internal checks, and the review of fraud risks as part of the organisation’s wider risk management arrangements. The [CEO, director, senior manager, or equivalent], in conjunction with the Trustee Board, is responsible for ensuring appropriate systems are in place to prevent, detect and respond to fraud, theft and bribery.
11.2 All suspected or actual incidents of fraud, theft or bribery must be reported promptly in line with this policy and the Whistleblowing Policy. Serious incidents will be escalated to the Chief Executive and Trustee Board and, where appropriate, reported to external bodies including the Charity Commission, auditors, funders, and law enforcement agencies.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
11.3 This policy will be reviewed at least every 18 months, or sooner where required due to changes in legislation, regulatory guidance, organisational activity, or following a significant incident or learning review. Any updates will be approved by the Trustee Board and communicated to all relevant individuals.
11.4 This policy does not form part of any employee's employment contract and may be amended at any time. The relevant staff member will notify you of any changes to this policy, and the most up-to-date version will always be on [Insert the name of the file sharing system or software you use, e.g. SharePoint]. 
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