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ANTI-CORRUPTION AND BRIBERY POLICY
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1 Aim of this policy

The aim of this policy is to make it clear that we do not tolerate any form of bribery or corruption. We

aim to conduct all of our business in an honest and ethical manner.

The policy also sets out a mechanism for raising any concerns you may have about bribery and

corruption.
2 Who does this policy apply to?

This policy applies to all individuals working for us and any other person associated with or providing
services to us or any of our subsidiaries or their employees, wherever located. This includes all
employees, directors, officers, agency workers, seconded workers, volunteers, interns, agents,

contractors, external consultants, third-party representatives and business partners.
3 Does this policy form part of my contract?

This policy does not form part of your contract of employment except to the extent that it imposes
obligations on you. We may amend this policy at any time and may vary it as appropriate to a particular

case.
4 What is bribery?

A bribe is a financial or other inducement or reward for action that is illegal, unethical, a breach of trust,
or otherwise improper. Bribes can take the form of money, gifts, loans, fees, hospitality, services,

discounts, the award of a contract or any other advantage or benefit.
Bribery includes offering, promising, giving, accepting or seeking a bribe.

All forms of bribery are strictly prohibited. If you are unsure about whether a particular act constitutes
bribery, raise it with one of the following Board Members: Alan Dewar KC (ad@snjo.co.uk) or Campbell

Normand (cn@snjo.co.uk).
In particular, you must not:

o Give or offer any payment, gift, hospitality or other benefit in the expectation that a business
advantage will be received in return, or to reward any business received (e.g. offering a
potential client tickets to a major musical or sporting event, but only if they agree to do business

with us);

e Accept any offer from a third party that you know or suspect is made with the expectation that

we will provide a business advantage for them or anyone else (e.g. a supplier offers your
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nephew a job but makes it clear that in return they expect you to use your influence to ensure

we continue to do business with them);

Give or offer any payment to a government official in any country to facilitate or speed up a

routine or necessary procedure (e.g. making a payment to clear goods through customs);

5 Gifts and hospitality

This policy does not prohibit giving or accepting reasonable and appropriate hospitality to or from third

parties.

It might be appropriate to give or receive a gift or hospitality where it is for the purpose of
building relationships, maintaining our image or reputation, or marketing our products and

services.

A gift or hospitality will not be appropriate if it is unduly extravagant or could be seen as an
inducement or reward for any preferential treatment (e.g. during contractual negotiations or a

tender process).

Gifts must be of an appropriate type and value depending on the circumstances and taking

account of the reason for the gift.

Gifts must not include cash or cash equivalent (such as vouchers), or be given in secret.

Gifts must be given in our name, not your name.

If you are in any doubt as to what constitutes reasonable and appropriate hospitality, you should discuss

this with either Alan Dewar KC or Campbell Normand (details in Section 4).

6 How can | raise a concern about bribery?

If you believe or suspect that a breach of this policy has occurred, or may occur in the future, you should

either contact Alan Dewar KC or Campbell Normand (details in Section 4), or follow the procedure set

out in our Whistleblowing Policy. For example,

a third party requests an unexpected additional fee or commission;

a third party refuses to put agreed terms in writing;

you learn that a third party has a reputation for paying bribes;

you are offered an unusually generous gift or hospitality by a third party.
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If you are unsure whether a particular act constitutes bribery or corruption, or if you have any other

queries, these should be raised with Alan Dewar KC or Campbell Normand (details in Section 4).

We will support anyone who raises genuine concerns in good faith under this policy, even if they turn

out to be mistaken.
7 Keeping records

You must declare and keep a written record of all hospitality or gifts accepted or offered.

You must ensure all expenses or claims relating to hospitality, gifts, or expenses incurred to third parties
are submitted in accordance with our policy on expenses. Specifically record the reason for the

expenditure.

All accounts, invoices, memoranda and other documents and records relating to dealings with third

parties, such as clients, suppliers and business contacts must be completed punctually and accurately.
8 Breaches of this policy

Any employee who breaches this policy will be disciplined in terms of our Disciplinary Policy and, in

serious cases, may be summarily dismissed for gross misconduct.

Any non-employee who breaches this policy may have their contract or other relationship with the
SNJO/SNYJO terminated with immediate effect.
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