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Revision History 

 
Disclaimer 
This document is provided for employees of BJF Connections Ltd and the wider BJF Group, including its partners and 
contractors. 
 
BJF Connections Ltd (Company No. 06056699) operates as the legal entity under the control of BJF Group Ltd 
(Company No. 09687256), the parent company within the group structure. 
 
If printed, this is an uncontrolled copy. The only controlled version of this document is maintained in the BJF Group 
SharePoint system. 
 
Documents issued under the BJF Group name are applicable across its subsidiaries and are revised, when necessary, 
through the release of new versions. 
 
Employees should ensure they are referring to the latest edition by checking the issue number and should discard any 
obsolete copies. 

 

 
Document Classifications 

Issue Issue Date Amendments Author Approver 

8.0 20/07/2024 Added whistleblowing@ email Julia Rutledge  Leigh Galloway 

9.0 12/11/2025 Rebranded Julia Rutledge  Leigh Galloway 

     

     

     

     

     

     

     

Information Class Summary Handling 

Public Public-facing information that contains no restricted or 
confidential data. 

• May be published or shared 
externally with no restrictions 

Internal Use Only 

Operational information that is not classified as 
sensitive but is still proprietary to BJF. 
Any document that has no classification, is classed as 
internal use only. 

• Share internally only, do not post on 
public platforms 

• May be Provide externally with 
senior management approval 

Restricted 
Personal or sensitive information that must be 
protected but may be shared internally on a need-to-
know basis. 

• Access limited to authorised roles 
• Not to be emailed externally 

Confidential 
Information that, if disclosed or misused, could result in 
serious harm, legal breach, or reputational damage. 

• Encrypted storage 
• Restricted access 
• No external sharing without 

Permission 
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1. Purpose of the policy  
 

This policy sets out information and guidance on how employees can recognise and deal with bribery and corruption 
issues. 
 
It is a criminal offence to offer, promise, give, request or accept a bribe under the Bribery Act 2010. BJF Group has a duty 
to prevent bribery and corruption.  
 
The Company prohibits any form of bribery and we require compliance, from everyone connected with our business, 
with the highest ethical standards and anti-bribery laws applicable.  
 
Integrity and transparency are of utmost importance to us and we have a zero-tolerance attitude towards corrupt 
activities of any kind, whether committed by employees or by third parties acting for or on behalf of the Company.  
 
This policy should be read alongside the company gifts and hospitality policy, which can be found on the IMS and Cezanne 
HR portal.  

 

2. Scope and applicability  
 
This policy applies to all: 

 
• all individuals working for or on behalf of the company at all levels and grades, whether permanent, fixed-term 

or temporary, and wherever located. 
 

• consultants, contractors, seconded staff, casual staff, agency staff, volunteers, agents, sponsors and any 
other person who performs services for or on behalf of the company. 

 
In this policy, third party means any individual or organisation that individuals come into contact with during the course of 
work and the running of company business, and includes actual and potential clients, intermediaries, referrers of work, 
suppliers, distributors, business contacts, agents, advisers, government and public bodies (including their advisers, 
representatives and officials), politicians and political parties. 

 

3. Role and responsibilities 
 

• senior managers have overall responsibility for this policy  

• the Associate Director of People & Talent has day-to-day responsibility for this policy  

• employees are responsible for following this policy  

• the Associate Director of People & Talent and Directors are responsible for reviewing this policy once a year 
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4. Definition of bribery  
 
A bribe is an inducement or reward offered, promised or provided in order to improperly gain any commercial, 
contractual, regulatory or personal advantage, which may constitute an offence under the Act, namely: 
 

• giving or offering a bribe; 

• receiving or requesting a bribe; or 

• bribing a foreign public official. 

 
In this context: 

 
• ‘advantage’ includes money, gifts, loans, hospitality, services, discounts, the award of a contract, etc. 

• a person acts improperly where they act illegally, unethically, impartially or contrary to what is expected, or 
where they abuse trust 

 
Examples of bribes include: 

 
• offering a potential client tickets to a major sporting event, but only if they agree to work with the company. 

• a supplier gives an employee’s family member a job but makes it clear that in return they expect preferential 
treatment from the company. 

• paying an official money to speed up an administrative process. This is sometimes known as a facilitation 
payment or a kickback. 

5. Definition of corruption 
 
Corruption is the abuse of power or position for personal gain. For example: 

 
• siphoning company money into a personal account 
• awarding a contract to family or friends  

 

6. Expectations of employees 
 
It is not acceptable for employees to: 

 
• Offer, give, receive, or promise a bribe as defined in this policy. 
• engage in any activity that could be defined as corrupt. 
• engage in any activity that is in breach of this policy. 
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If an employee is offered a bribe or learns of any activity that would breach this policy, they must report it immediately to 
the Associate Director of People & Talent.  
 
If an employee suspects bribery or corruption but is not sure, they must seek advice from their line manager or the People 
& Talent immediately.  
 
Any reports will be treated confidentially.  
 
Employees will not suffer a detriment for refusing a bribe or refusing to engage in corruption. 

 
 

7. Red flags  
 
Employees must report any red flags they come across to Julia Rutledge, Associate Director of People & Talent: 07827 
098 321 / juliarutledge@bjfgroup.co.uk.  A red flag is something that is a cause for concern under this policy.  
 
Below are examples of reportable red flags.  

 
• becoming aware a third party has engaged in, or has been accused of engaging in, improper business practices. 

• learning a third party has a reputation for paying bribes or asking for them. 

• a third party insists on receiving a commission or fee payment before committing to signing a contract. 

• a third party requests: 

o to be paid in cash. 

o an additional fee to facilitate a service. 

o a job or other advantage for their family member, friend, or contact. 

o a payment is made to a country or location different from where they live or carry out business. 

o to use an agent or intermediary not known to the company. 

• a third-party refuses to: 

o sign a formal agreement or put terms in writing. 

o provide an invoice or receipt. 

• receiving a non-standard or customised invoice or receipt from a third party. 

• receiving an invoice or a commission or fee that appears large given the service provided. 

• being offered a generous gift or lavish hospitality by a third party. 

mailto:juliarutledge@bjfgroup.co.uk
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Please note this list is not exhaustive. 
 

8. Donations 
 
BJF Group does not systematically donate to any charities or political parties. Any ad-hoc charitable donations are not 
made to influence decisions or gain commercial advantage.  

 

9. Record keeping and internal controls 
 

• We keep records of reasons for payments, gifts and hospitality received and offered.  
 

• Our financial systems are set up so that unusual payments or expense claims are flagged.  
 

• All receipts and invoices are properly logged so all financial transactions can be traced.  

 

10. Training and communication 
Training on this policy is provided for all and our zero-tolerance approach to bribery and corruption will, where 
appropriate, be communicated to clients, suppliers, contractors and business partners. 

 

11. Policy Breaches 
 
If we or our clients suspect that you have committed an act of bribery/corruption or attempted bribery/corruption, an 
investigation will be carried out and, in line with our disciplinary procedure where appropriate, action may be taken 
against you, under the company disciplinary procedure. This procedure can be found in the employee handbook and 
policy guide on the IMS and Cezanne HR portal.   
 
If a contractor, agent or other third party is suspected of or is proven to breach this policy their contract may be 
terminated or their contract may not be renewed, after full investigation. 
 
Please be aware that any allegations of bribery and corruption have serious consequences and may where appropriate 
may be reported to the National Crime Agency and the Serious Fraud Office.   
 
Not only is there reputational damage to consider, but other consequences are also financial, and you can even find 
yourself with a custodial sentence, depending on the level of crime committed; if you are found guilty of bribery in a court 
of law you could face up to 10 years in prison, or an unlimited fine based on the level of the crime.  
 
As the law is constantly changing, this policy is subject to review and the Company reserves the right to amend this policy 
without prior notice. 

 

12.  Associated Policies: 
 

• Gifts & Hospitality Policy 
• Whistleblowing Policy 

 


