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ANTI-BRIBERY AND CORRUPTION POLICY - PROCEDURAL GUIDANCE
Scope

All business activities carried out in the name of CMC Partnership Consultancy Ltd
(‘CMC’) are governed by the company’s Anti-Bribery and Corruption Policy
statement and this procedural document. This procedure and associated policy
are made available to all staff, contractors, business partners and other interested
third parties via the company website, staff noticeboard, induction and
contractual documents.

Objective

This document supplements CMC’s Anti-Bribery and Corruption Policy, providing
further guidance to all parties working on behalf of the organisation to ensure they
understand company policy and comply with current international anticorruption
laws, including the UK Bribery Act. This Act introduced the offences of offering or
receiving a bribe, bribery of foreign public officials and of a failure to prevent a
bribe being paid on an organisation’s behalf.

What is bribery?

e A bribe is a financial or other type of inducement, or reward offered,
promised or provided in order to gain a commercial, contractual, regulatory
or personal advantage.

e The bribe might be cash, a gift or other inducement to, or from, any person
or company, whether a public or government official, official of a state
controlled industry, political party or a private person or company.

e It includes both direct and indirect contributions, payments or gifts made
in any manner, for example through consultants, contractors, or sub-
contractors, agents or sub agents, sponsors or sub sponsors, joint venture
partners, advisors, customers, suppliers, or other third parties. This is the
case whether you are situated in the UK or overseas.

What is likely not to be considered to be a bribe?

Everyday genuine hospitality or similar business expenditure that is reasonable
and proportionate - where you are looking to cement good relationships, or get
to know your clients and potential customers better. This an important part of
doing business and is not likely to be considered bribery, as long as the value is
reasonable and proportionate to company business.

Facilitation payments and fast track fees

e Facilitation payments, which are payments to induce officials to perform
routine functions they are otherwise obligated to perform, are bribes.
e Legally required administrative fees or fast-track services are not bribes.
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CMC’s position

(Please read the company Anti-Bribery and Corruption Policy with this statement)

As a representative of the company you must not engage in any activity
that might lead to a breach of CMC’s Anti-Bribery and Corruption Policy.
CMC permits corporate entertainment, gifts, hospitality and promotional
expenditure provided that:

o They are arranged in good faith and demonstrate a clear business
objective; and

o That the expenditure is reasonable, appropriate and proportionate,
according to the nature of the business relationship.

CMC will not approve business entertainment where it considers that a

conflict of interest may arise, or where it could be perceived that undue

influence or a particular business benefit was being sought (for example,
prior to a tendering exercise).

As a representative of CMC you must not offer, promise, or give:

o A payment, gift, entertainment or hospitality with the expectation or
hope that a business advantage will be received, or to reward a business
advantage already given; and/or

o A payment, gift, entertainment or hospitality to a government official,
agent or representative to facilitate or expedite a routine procedure.

As a representative of CMC you must not accept:

o Payment from a third party that you know or suspect is offered with the
expectation that the third party will obtain a business advantage; and/or

o A gift or hospitality from a third party if you know or suspect is offered
or provided with an expectation that a business advantage will be
provided by CMC in return.

Record Keeping

CMC representatives are expected to apply sound business practices at all times
by maintaining accurate records of all accounts, invoices, payment transactions
and other documents and records relating to dealings with third parties, contracts
or other business activities involving clients, suppliers, public officials or other
business contacts.

Accounts should not be kept off the record to facilitate or conceal improper
payments.

It is particularly important to record all due diligence activities undertaken
prior to entering into any contract, arrangement or relationship with a
potential supplier of services.
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Reporting Procedure
Receipt of Gifts

e As a representative of the company you are required to report all gifts,
hospitality, entertainment and expenses over the value of £300.00 whether
given or received, or indeed refused all within 10 working days to your CMC
line or business account manager, and to CMC’s Company Secretary.

e |If this action takes place outwith the UK, all gifts, hospitality and expenses
whether given or received, or indeed refused, should be reported
immediately to your CMC line or business account manager, and to CMC’s
Company Secretary.

¢ In certain circumstances, you may be asked to return gifts to the sender or
refuse the entertainment where it could lead to a breach of this Policy. As a
general rule, small tokens of appreciation, such as flowers or a bottle of
wine, may be retained by workers.

Gift received or refused - reporting procedure

Non UK Gift of any

UK Gift over £300 S L.
value/denomination

|

Report formally to
your manager and
the Company
Secretary

l

Company Secretary
reports to the Board
of Directors.
Details included in
formal Board
minutes

Giving of gifts, hospitality and promotional activity

¢ If you wish to provide gifts to suppliers, clients or other business contacts,
prior written approval is required from a CMC Company Director for gifts
with a value greater value than £70.
o Details of the intended recipients, reasons for the gift, and the business
objective must be supplied.
Donations
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CMC makes charitable donations that are legal and ethical. No donation must be
offered or made without prior approval from a CMC Director. CMC may also
support fundraising events involving employees.

Reporting bribery or suspected bribery

e If you are offered a bribe by a third party, are asked to make a bribe, suspect
that this may happen in the future, or believe that you are a victim of
another form of unlawful activity, this should be reported to your line
manager or account manager as soon as possible.

¢ You must notify your line or account manager if you believe or suspect that
a breach of this policy has occurred, or may occur in the future.

e You are encouraged to raise concerns about any issues or suspicions under
the Bribery Policy at the earliest possible stage. If you are uncertain as to
whether a particular act breaches the Anti-Bribery and Corruption Policy,
or if you have any other queries, these should be raised with your line
manager, or account manager, or the Company Secretary.

Examples of issues that should be reported include:

e Any suspected actual attempts at bribery

e Concerns that other workers may be being bribed, or

e Concerns that other workers may be bribing other parties, such as clients
and government officials.

On receiving notification of any of the above, CMC line managers and business
account managers are required to report issues directly to the Company Secretary
who will escalate to the most appropriate CMC director.

Whistle Blowing

CMC will not tolerate any form of bribery, unlawful persuasion, threats or
retaliation.

CMC promotes openness and trust and encourages and supports representatives
to reveal unethical acts. It also expects its representatives to be professional at all
times, never threatening or retaliating in their dealings with third parties and other
company representatives who have refused to commit a bribery offence or who
have raised concerns under this policy.

Investigation & Security of Evidence

e Where a report of bribery or corruption has been made, the Company
Secretary will work with the Executive Board and business assurance
function to determine whether an investigation is warranted.

¢ If an investigation is required, this will be carried out by selected CMC
representatives who are independent of the concern reported.

e As a result of the investigation, any disciplinary action to be taken will be
established, documented and a report prepared and delivered to the
executive team.

4
© CMC Partnership Consultancy Ltd



Anti-Bribery & Corruption Procedural Guidance
Version: 01.00

Date: 01.10.2018

Owner: Board of Directors

e Evidence, physical assets and records which may be used in subsequent
investigations will be secured at an early stage of the investigation.

Bribery Definitions:

Bribing another Person
Offering, promising or giving of a reward to make a person perform a relevant
function or activity improperly.

Being Bribed

Accepting, agreeing to accept or requesting a reward in return for performing a
function or activity improperly. A person being bribed is normally someone who
can obtain, retain or direct business.

Bribes
Bribes can take on many different shapes and forms. Both parties will usually
benefit from a bribe but this is not required for a bribe to have taken place.

A bribe could be:

= the direct or indirect promise, offering, or authorisation, of anything of
value; and/or

= the offer or receipt of any loan, fee, reward or other benefit aimed at
motivating improper behaviour.

To be found guilty of bribery, an actual bribe does not need to be proven. An offer
of a bribe or indication that a bribe would be accepted is enough.

Further guidance information can be found within the company’s documented
procedures:

° Contract Management;
o Purchasing; and
o External Communications and Incident Management Procedure.

CMC'’s Whistle Blowing Policy also supports the Anti-Bribery and Corruption
Policy and Procedure.
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