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1. Context 

 1.1 Local Enterprise Partnerships (LEPs) are private sector led voluntary partnerships 
between local authorities and businesses set up in 2010 by the Department of Business 
Innovation and Skills to help determine local economic priorities and lead economic 
growth and job creation within the local area.  

 1.2 The Sheffield City Region (SCR) LEP comprises: 

• Private sector LEP Board Non-Executive Directors (NED) - a non-remunerated 
appointment made through a fair and competitive process 

• Leaders of the member SCR Local Authorities 

• Co-opted specialists, a maximum of five, at the discretion of the Chair 

 1.3 The purpose of the Sheffield City Region (SCR) LEP is:  

• to originate economic policy, author and maintain a Strategic Economic Plan 
(SEP) for the SCR and determine key funding priorities 

• to support the SCR Mayor in developing the Local Industrial Strategy 

• to ensure the SCR bids for public funding made available by government for LEPs 
in support of economic growth 

• to ensure SCR policy and decisions receive the input and views of key business 
leaders and take account of the views of the wider business community 

• to engage with local businesses to understand the needs of different sectors and 
markets  

• to engage business, opinion formers and policy makers at a national and 
international level in promoting economic growth in the region 

2. Purpose 

 2.1 
 
This Code of Conduct applies to ALL members of the Sheffield City Region Local 
Enterprise Partnership (“the LEP”). The Code sets out the standards which are required 
of Board Members of the LEP in carrying out their duties, and in their relationships with 
the Sheffield City Region Mayoral Combined Authority (“the Authority”) and its Officers. 

 2.2 
 
Board members and LEP Officers are required to ‘sign up’ to this Code prior to 
commencing their role 

 2.3 
 
This Code recognises the public accountability of the LEP, the challenges of private and 
public sector partnership working and the need for good governance and transparency. 
This Codes mirrors the Code of Conduct contained within the SCR Mayoral Combined 
Authority Constitution, enforcing the expectation that the LEP will adhere to the same 
standards in respect of Members’ conduct. 

3. 
 
Interpretation 
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 3.1 
 
In this Code – 
 

(a) ‘SCR’ means the Sheffield City Region 
 
(b) ‘LEP’ means the Sheffield City Region Local Enterprise Partnership 
 
(c)  ‘Authority’ means the Sheffield City Region Mayoral Combined Authority 
 
(d) ‘Meeting’ means any meeting of the LEP, its committees, sub-committees, 

joint committees or joint sub-committees, either under the direct 
commission, or of joint commission with the Authority (whether or not the 
press and public are excluded from the meeting in question by virtue of a 
resolution of members); 

 
(e) ‘Member’ means a member of the LEP Board; either private sector Non-

Executive Director. SCR member Local Authority Leaders or Co-opted 
Member. 

 
(f) ‘Non-pecuniary interest’ means an interest which affects your personal 

well-being but not your financial position; 
 

(g) ‘Pecuniary interest’ means any interest which affects your financial 
position whether favourably or adversely. 

 
 

 3.2 
 
An interest is also a Pecuniary Interest or Non-pecuniary interest of yours if to the best of 
your knowledge it affects the financial position or well-being of:- 
 

(a) Any body of which you are a member or in a position of general control or 
management; or 

 
(b) Your spouse or civil partner, or a person with whom you are living with as a 

spouse or a person with as if you are civil partners or any person or body who 
employs or has appointed you or such persons, or any firm in which you or 
they are a partner, or any company of which you or they are a director; or 

 
(c) Any person or body in whom you or such persons have a beneficial interest in 

a class of securities exceeding the nominal value of £25,000 or one hundredth 
of the total issued share capital of that body 

 

4. 
 
General Obligations 
 

 4.1 
 
As a Member you must have regard to the following principles - selflessness, integrity, 
objectivity, accountability, openness, honesty and leadership (often referred to as the 
Nolan Principles or the Seven Principles of Public Life) and, in addition, the Cabinet Office 
Code of Practice for Board Members of Public Bodies. 
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 4.2 
 
Accordingly when acting your capacity as a Board member of the Sheffield City Region 
Local Enterprise Partnership: 
 

(a) You must, and conduct yourself and promote by leadership and example in a 
manner which is consistent with the LEP Boards duty to promote and maintain 
high standards of conduct of members; 

(b) You must act in a manner consistent with the LEP’s Diversity Policy and treat 
your fellow Board Members, Officers of the LEP and others you come into 
contact with when working in their role, with respect and courtesy at all times. 

(c) You must not do anything which compromises or is likely to compromise the 
impartiality of those who work for, or on behalf of the LEP Board; 

(d) You must act solely in the public interest and should never improperly confer 
an advantage or disadvantage on any person or act to gain financial or other 
material benefits for yourself, your family, a friend or close associate; 

(e) You must not place yourself under a financial or other obligation to outside 
individuals or organisations that might seek to influence you in the 
performance of your official duties; 

(f) When carrying out duties which directly or indirectly affect the public you must 
make all choices, such as making appointments, awarding contracts or 
recommending individuals for rewards or benefits, on merit; 

(g)  You must when using, or authorising the use by others, the resources of the 
LEP, ensure that such resources are not used improperly, for political or 
personal purposes (including party political purposes) 

(h) For all decisions that involve the use of public money you are accountable to 
the public and you must co-operate fully with whatever scrutiny or audit is 
appropriate to your position.  

(i) You must be as open as possible about your decisions and actions and the 
decisions and actions of the LEP Board and should be prepared to give 
reasons for those decisions and actions; 

(j) When reaching decisions on any matter you must have regard to the relevant 
advice provided to you by the Accountable Bodies Statutory Officers: 

 
(i) The SCR Executive Managing Director (also known as the Head of Paid 

Service) 
 
(ii)  The Statutory Finance Officer (or his/her nominee) of the Accountable 

Body 
 
(iii) The Statutory Monitoring Officer (or his/her nominee) of the Accountable 

Body 
 

(k) You must declare any private interests, both pecuniary and non–pecuniary, 
including any membership of any Trade Union, political party or local authority 
that relates to your LEP duties and must take steps to resolve any conflicts 
arising in a way that protects the public interest, including registering and 
declaring interests in a manner conforming to the procedures set out in the 
LEP Board Declarations of Interest Policy. 
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(l) You should not disclose information given to you in confidence, or information 
which you reasonably believe or ought reasonably to be aware is of a 
confidential nature, to anyone: 

 
UNLESS you have the specific consent of the person authorised to give it or 
you are required by law to do so or the disclosure is reasonable in the public 
interest; 
 
AND you have consulted the SCR Executive Managing Director prior to its 
release. 
 

            (m)   You must comply with LEP Policies and Procedures which include: 
Declarations of Interest Policy, Expenses Policy, Gifts and Hospitality 
Policy, Diversity Policy 

5. 
 
Internal Audit Provisions 

 5.1 
 
The appointed Internal Auditor of the Authority will periodically undertake compliance 
reviews regarding the provisions of this Code. As a Member you will be required to 
provide Internal Audit with all reasonable information, including documents, as required in 
the undertaking of audit review work. 

6. 
 
Compliance 

 6.1 
 
Failure to comply with this Code of Conduct and any related policies and procedures 
will be grounds for termination of appointment. 

7. 
 
Review 

 7.1 
 
Any feedback or comments on this policy should be directed to the SCR LEP’s 
Responsible Officer. This policy will be reviewed annually and approved by the LEP 
Board. 

8. 
 
SCR Executive Managing Director 

 8.1 
 
The SCR Executive Managing Director is Dr Dave Smith 
 

Contact details: 
Email: Dave.Smith@sheffieldcityregion.org.uk  
Address: 11 Broad Street West, Sheffield, South Yorkshire S1 2BQ 
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1. Context 

 1.1 Local Enterprise Partnerships (LEPs) are private sector led voluntary partnerships 
between local authorities and businesses set up in 2010 by the Department of Business 
Innovation and Skills to help determine local economic priorities and lead economic 
growth and job creation within the local area.  

 1.2 The Sheffield City Region (SCR) LEP is comprised of: 

• Private sector LEP Board Non-Executive Director (NED) - a non-remunerated 
appointment made through a fair and competitive process 

• Leaders of the constituent and non-constituent SCR Local Authorities 

• Co-opted specialists, a maximum of five, at the discretion of the Chair 

 1.3 The purpose of the Sheffield City Region (SCR) LEP is  

• to originate economic policy, author and maintain a Strategic Economic Plan 
(SEP) for the SCR and determine key funding priorities 

• to support the SCR Mayor in developing the Local Industrial Strategy 

• to ensure the SCR bids for public funding made available by government for LEPs 
in support of economic growth 

• to ensure SCR policy and decisions receive the input and views of key business 
leaders and take account of the views of the wider business community 

• to engage with local businesses to understand the needs of different sectors and 
markets  

• to engage business, opinion formers and policy makers at a national and 
international level in promoting economic growth in the region 

2. Purpose 

 2.1 
 
This Policy applies to any/all involvement with the work of the LEP and applies to all 
members of the Sheffield City Region Local Enterprise Partnership (“the LEP”). Members 
have a responsibility to comply with the provisions of this Policy. 

 2.2 
 
The purpose of this Policy is to ensure compliance with standards of good governance, 
transparency and stewardship. 

 2.3 
 
This Policy aims to provide clarity on how conflicts of interest should be registered, 
recorded and managed. It recognises that consideration of conflicts of interest is not 
reserved for formal decision-making meetings and is applicable to any activity or 
involvement of a member in the work of the LEP. 

 2.4 
 
LEP Board members have a personal responsibility for declaring their interests and 
avoiding perceptions of bias. 
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3. 
 
Interpretation 

 3.1 
 
In this Policy – 
 

(a) ‘SCR’ means the Sheffield City Region 
 
(b) ‘LEP’ means the Sheffield City Region Local Enterprise Partnership 
 
(c)  ‘Authority’ means the Sheffield City Region Mayoral Combined Authority 
 
(d) ‘Meeting’ means any meeting of the LEP, its committees, sub-committees, 

joint committees or joint sub-committees, either under the direct commission, 
or of joint commission with the Authority (whether or not the press and public 
are excluded from the meeting in question by virtue of a resolution of 
members); 

 
(e) ‘Member’ means a member of the LEP; either private sector or SCR districts’ 

Leaders. 
 
(f) ‘Non-pecuniary interest’ means an interest which affects your personal 

well-being but not your financial position; 
 

(g) ‘Pecuniary interest’ means any interest which affects your financial position 
whether favourably or adversely. 

 

 3.2 
 
An interest, which can be actual or potentialis also a Pecuniary Interest or Non-pecuniary 

interest of yours if to the best of your knowledge it affects the financial position or 
well-being of: 

 
(a) Any body of which you are a member or in a position of general control or 

management; or 
 
(b) Your spouse or civil partner, or a person with whom you are living with as a 

spouse or a person who you are living with as if you are civil partners or any 
person or body who employs or has appointed you or such persons, or any firm 
in which you or they are a partner, or any company of which you or they are a 
director; or 

 
(c) Any person or body in whom you or such persons have a beneficial interest in 

a class of securities exceeding the nominal value of £25,000, or one hundredth 
of the total issued share capital of that body 

 
 

4. 
 
Disclosure of Interests and Participation in Meetings 
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 4.1 
 
If you have any Pecuniary or Non-pecuniary interest in any matter at any meeting or any 
meeting with officers at which you are present you must disclose that interest and give 
sufficient details of it so that the nature of your interest is clearly understood and may be 
recorded. 

 4.2 
 
Unless a dispensation has been granted you should not take part in or vote on any item of 
business at any meeting where your interest is a ‘disclosable pecuniary interest’ 
which you are required to register in accordance with regulations as listed in Schedule 1 to 
this Code and you should leave the meeting during consideration of that 
item. Where you declare a ‘non-pecuniary interest’ you may remain at the meeting but not 
participate in the business. 
 

5. 
 
Registration of Interests 

 5.1 
 
All Board members, Sub Board members, co-opted members and Senior officers must 
complete the SCR Declaration of Interests Proforma (at Annex A to this Code), within 28 
days of taking office as a Member of the LEP notifying the Managing Director and 
Accountable Body’s S151/S73 Officer, of any ‘disclosable pecuniary interest’ as defined in 
accordance with regulations as listed in Schedule 1 to this Code where that interest is yours, 
that of your spouse or civil partner or that of somebody with whom you are living as spouses 
or as if you were civil partners. 

 5.2 
 
In addition, you must within the same time period, notify the Managing Director and 
Accountable Body’s S151/S73 Officer of any non-pecuniary interest which the LEP has 
decided should be included in the Register of Members’ Interests as listed in Schedule 2 to 
this Code, or which you consider should be included if you are to fulfil your duty to act in 
conformity with the Seven Principles of Public Life. These non-pecuniary interests will 
necessarily include your membership of any Trade Unions. 

 5.3 
 
Registers of interest will be published on the SCR website. 

6. 
 
Management of Conflicts  

 6.1 
 
This policy recognises that private sector LEP Board Members are appointed to provide 
commercial and industrial expertise into the development of strategies, and to make 
decisions, regarding SCR economic policies and priorities and, as such from time to time 
conflicts may arise. 

 6.2 
 
SCR will manage conflicts of interests in the following ways: 

• Board members should review their individual register of interest before each board 
meeting and decision making committee meeting. If an interest has not been entered 
onto the LEP’s register, then the member must disclose the interest at any meeting 
of the LEP at which they are present, where they have a disclosable interest in any 
matter being considered and where the matter is not a ‘sensitive interest’ (see 
section 9) 

• as described at section 4, members will disclose any Pecuniary or Non-pecuniary 
interest in any matter at any meeting or any meeting with officers. This will be a 
standing item on all agendas and any interests disclosed will be recorded. Where a 
‘pecuniary interest is declared Members will leave the meeting, where a ‘non-
pecuniary interest is declared, Members may remain at the meeting but not 
participate in business. 
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• members will disclose any Pecuniary or Non-pecuniary interest in any activity they 
have been involved with outside of any formal meeting cycle either via the ‘LEP 
Engagement’ declaration form or at the next formal meeting. 

• The Managing Director and Accountable Body’s S151/S73 Officer must be notified 
of any new interests (as referred to in Schedule 2) within 28 days of such an interest 
arising for the first time.  

• Registers of Interest will be reviewed on an annual basis.  
• Registers will be monitored against contract awards and purchase of services, 

including any arms-length delivery. 
 

7. 
 
Gifts & Hospitality 

 7.1 
 
You must register with the SCR Executive within 28 days of receipt details of any gifts or 
hospitality which you have been offered as a LEP Member as defined by the LEP Gifts and 
Hospitality Policy. 
 

8. 
 
Engagement  

 8.1 
 
Where you are invited to attend, participate, join or associate with any event, body, 
committee or organisation you must inform the Managing Director in order to ensure you: 

• Have approval to represent the LEP 
• Identify any potential conflicts of interest 
• Are provided with the appropriate support and guidance.  Appendix B 

9. 
 
Transparency 
 

 9.1 The Register of Interests, declarations made, and all offers of gifts or receipt of hospitality 
will be published on the SCR website. 

10. 
 
Sensitive Interests 

 10.1 
 
Where there is concern that the disclosure of the details of an interest (either a disclosable 
pecuniary interest or any other interest required to be disclose under this Policy) could lead 
to you, or a person connected with you, being subject to violence or intimidation, you may 
apply to the SCR Executive Managing Director for it to be classed as a “sensitive interest”.  
If the Managing Director agrees that it should be treated as such then the provisions below 
will apply. 

 10.2 
 
Where an interest is considered to be a sensitive interest: 
 

(a) If the interest is entered on the LEP’s register of interests, copies of the register 
that are made public will not include details of the interest, but may state that 
the member has an interest, the details of which are withheld under the 
provisions applying to sensitive interests; 

 
(b) Where the interest is a disclosable pecuniary interest, and the member is 

required to disclose this at a meeting, he/she may simply disclose that he/she 
has a disclosable pecuniary interest in the matter concerned. 
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11. 
 
Dispensations 

 12.1 
 
A member who has a disclosable pecuniary interest in an item of business to be considered 
by the LEP may make a written request to the SCR Executive Managing Director that the 
LEP grant a dispensation from the restrictions applying to their participation in the 
discussion and vote on the item and from not carrying out any function related to the matter. 
The grounds upon which the LEP can grant a dispensation are set out in Schedule 3 of this 
code. 

12. 
 
Review of this Code 

 12.1 
 
This Code will be reviewed annually and approved by the LEP.  

13. 
 
Internal Audit Provisions 
 

 13.1 
 
The appointed Internal Auditor of the Authority will periodically undertake compliance 
reviews regarding the provisions of this Code. As a Member you will be required to provide 
Internal Audit with all reasonable information, including documents, as required in the 
undertaking of audit review work. 

14. 
 
Compliance 

 14.1 
 
Failure to comply with this Policy and any related procedures will be grounds for termination 
of appointment. 

15. 
 
SCR Executive Managing Director 

 15.1 
 
The SCR Executive Managing Director is Dr Dave Smith 
 

Contact details:- 
Email: Dave.Smith@sheffieldcityregion.org.uk  
Address: 11 Broad Street West, Sheffield, South Yorkshire S1 2BQ 
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Schedule 1 - Disclosable Pecuniary Interests 
 
The following are disclosable pecuniary interests: 
 
(A) Employment, office, trade, profession or vocation: 
 

Any employment, office, trade, profession or vocation carried on for profit or gain. 
 
(B) Sponsorship: 
 

Any payment or provision of any other financial benefit (other than from the Authority) made 
or provided within the relevant period in respect of any expenses incurred by the member in 
carrying out duties as a member, or towards the election expenses of the member. 

 
This includes any payment or financial benefit from a trade union within the meaning of the 
Trade Union and Labour Relations (Consolidation) Act 1992. 
 
Note: “Relevant period” means the period of 12 months ending with the day on which the 
member gives notice of any disclosable interests that he/she has on being appointed or 
reappointed to the Authority. 

 
(C) Contracts: 
 

Any contract which is made between the relevant person (or the body in which the relevant 
person has a beneficial interest) and the Accountable Body: 

 
• under which goods or services are to be provided or works to be executed; and 
 
• which has not been fully discharged. 

 
Note: “Relevant person” means the member, or member’s spouse or civil partner, or a person 
with whom the member is living as husband or wife, or a person with whom the member is 
living as if they were civil partners. 

 
(D) Land: 
 

Any beneficial interest in land which is within the Sheffield City Region area. 
 
(E) Licences: 
 

Any licence (alone or jointly with others) to occupy land in the area of the Sheffield City 
Region for a month or longer. 
 

(F) Corporate tenancies: 
 

Any tenancy where (to the member’s knowledge): 
 

• the landlord is the Accountable Body; and 
 
• the tenant is a body in which the relevant person has a beneficial interest. 

22



DRAFT

 
Note: “Relevant person” is as described at 5.1. 

 
(G) Securities: 
 

Any beneficial interest in securities of a body where: 
 
(a) that body (to the member’s knowledge) has a place of business or land in the area of 

Sheffield City Region; and 
 
(b) either: 
 

(i) the total nominal value of the securities exceeds £25,000 or one hundredth of the 
total issued share capital of that body; or 

 
(ii) if the share capital of that body is of more than one class, the total nominal value 

of the shares in any one class in which the relevant person has a beneficial interest 
exceeds one hundredth of the total issued share capital of that class. 

 
Schedule 2 - Other Interests Required to be Registered 
 
(A) Membership of any Body: 
 

(i) to which you are appointed or nominated by the Authority; or 
 
(ii) exercising functions of a public nature; or 
 
(iii) or dedicated to charitable purposes; or 
 
(iv) one of whose principal purposes includes the influence of public opinion or policy 

(including any political party and trade union) 
 
(B) Membership of a private club or society 
 
(C) Membership of any organisation which promotes secrecy amongst its membership 
 
Schedule 3 – Dispensations 
 
(A) The grounds upon which the Authority may grant a dispensation relieving a member or co-

opted member from the restrictions on participating in the discussion or voting on a matter in 
which they have a disclosable pecuniary interest are set out below. A member or co-opted 
member may make application to be relieved from either or both of the restrictions. 

 
(B) The circumstances in which a dispensation may be granted are:- 
 

(i) That so many members of the decision-making body have disclosable pecuniary 
interests in a matter that it would impede the transaction of business (the meeting would 
be inquorate). 
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(ii) That, without the dispensation, the representation of different political groups on the 
body transacting the business would be so upset as to alter the outcome of any vote on 
the matter. This assumes that members are predetermined to vote on party lines on the 
matter, in which case, it would be inappropriate to grant a dispensation to enable them 
to participate. 

 
(iii) That the dispensation is in the interests of persons living in the Sheffield City Region. 
 
(iv) That the it is otherwise appropriate to grant a dispensation. 
 
(v)  Any dispensations granted must be formally recorded 
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SCR Local Enterprise Partnership 

Gifts and Hospitality Policy 
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            Introduction 

1.1 This policy does not prohibit normal and appropriate hospitality (given and received) to or from third 
parties. However, hospitality is an area in which LEP Board Members must exercise careful 
judgement. There is a need to distinguish between low cost hospitality of a conventional type, for 
example, a working lunch, compared with more expensive and elaborate hospitality. Hospitality 
should not extend to a ‘relevant person’ e.g. spouse, partner, unless the circumstances fully justify 
this and it is authorised by the SCR Managing Director. 

1.2 LEP Board Members may accept “incidental” hospitality, such as light refreshments, lunch and drinks, 
as offered at a visit, conference, meeting or promotional exercise. 

1.3 There may be instances where Members receive invitations to events in their capacity as a LEP Board 
Member, offered as part of normal working life – for example, opening celebrations, receptions, 
luncheons, annual conferences and dinners. If attendance at such events is considered important in 
building and maintaining relationships with these sectors and the hospitality received is likely to be 
reasonable, then these may be acceptable subject to SCR Managing Director approval. In these 
instances, the ‘Declaration of LEP Engagement’ form must be completed. 

1.4 Invitations to any types of hospitality that are of no benefit to Sheffield City Region LEP must not be 
accepted. If it is unclear whether a benefit would or would not accrue, please ask for confirmation in 
writing from the SCR Managing Director. 

1.5 You should inform the SCR Managing Director in writing of all offers of hospitality, other than incidental 
to gain approval and to ensure the SCR Executive Team can support you in ensuring you are fully 
briefed and in completing the relevant documentation. 

1.6 As some of the LEPs operations are of a commercial nature it is recognised that business is conducted 
where the provision of hospitality by the LEP is a necessity. In the majority of circumstances this will 
be managed directly by an Officer of the SCR Executive. However, where a LEP Board Member offers 
hospitality in the conduct of LEP business the LEP Board Member must act in the best interest of 
Sheffield City Region LEP, having regard to their accountability and provide hospitality on a modest 
scale within a pre-approved allocated budget 

1.7 In accordance with national guidance hospitality received should be entered into the relevant section 
of the Members Register of Interest with 28 days of being received. The revised register must then 
be published on the SCR website.  

Gifts 

1.8 LEP Board Members should discourage third party individuals and organisations from offering gifts. 
LEP Board Members may, however, accept token items of very low value (less than £50), for example 
stationery, diaries, calendars, chocolates etc, usually distributed by companies as a promotional 
exercise. This does not, however, extend to gifts offered by third parties who are involved in active 
tenders. 

1.9 This type of gift should be distinguishable from more expensive or substantial items which cannot on 
any account be accepted. If there is any doubt as to whether the acceptance of such an item is 
appropriate or the value exceeds £50, you should consult with the SCR Managing Director. 
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1.10 If gifts have a higher value than £50, LEP Board Members should tactfully refuse them. If gifts are 
offered as part of a business event where cultural protocols may lead to the offer of a gift and would 
cause offense to decline, these should be accepted and passed to the SCR Executive who will retain 
such gifts in the SCR Executive office.  

1.11 All gifts offered (whether accepted or declined) should be registered on the appropriate form. Gifts 
with a value of £50 or over must entered onto the Members Register of Interest with 28 days of being 
offered. The revised register must then be published on the SCR website. (Annex A) and sent to 
LEPBoard@sheffieldcityregion.org.uk. Gifts of cash or cash equivalent (vouchers, for instance) 
should not be accepted in any circumstances. 

 

What is not acceptable? 

1.12 It is not acceptable for you (or someone on your behalf) to: 

(a) give, promise to give, or offer, a payment, gift or hospitality with the expectation or hope that 
a business advantage will be received, or to reward a business advantage already given; 

(b) give, promise to give, or offer, a payment, gift or hospitality to a government official, agent or 
representative to "facilitate" or expedite a routine procedure; 

(c) accept payment from a third party that you know or suspect is offered with the expectation 
that it will obtain a business advantage for them; 

(d) accept a gift or hospitality from a third party if you know or suspect that it is offered or provided 
with an expectation that a business advantage will be provided by us in return; 

(e) threaten or retaliate against another worker who has refused to commit a bribery offence or 
who has raised concerns under this policy; or 

(f) engage in any activity that might lead to a breach of this policy. 

 

Facilitation payments and kickbacks 

1.13 Acceptance, facilitation payments or "kickbacks" of any kind will not be made or accepted. Facilitation 
payments are typically small, unofficial payments made to secure or expedite a routine government 
action by a government official. They are not commonly paid in the UK, but are common in some 
other jurisdictions in which the SCR LEP may operate. 

1.14 If you are asked to make a payment on behalf of Sheffield City Region LEP, you should speak to the 
SCR Managing Director who will take appropriate action. 

1.15 Kickbacks are typically payments made in return for a business favour or advantage.  All LEP Board 
Members must avoid any activity that might lead to, or suggest, that a facilitation payment or kickback 
has been made. 

 

Potential risk scenarios: "red flags" 

1.16 The following is a list of possible red flags that may arise during the course of your appointment and 
which may raise concerns under various anti-bribery and anti-corruption laws. The list is not intended 
to be exhaustive and is for illustrative purposes only. 
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If you encounter any of these red flags during your appointment, you must report them promptly to 
the Managing Director: 

(a) you become aware that a third party engages in, or has been accused of engaging in, 
improper business practices; 

(b) you learn that a third party has a reputation for paying bribes, or requiring that bribes are paid 
to them, or has a reputation for having a "special relationship" with foreign government 
officials; 

(c) a third party requests that payment is made to a country or geographic location different from 
where the third party resides or conducts business; 

(d) a third party requests an unexpected additional fee or commission to "facilitate" a service; 

(e) a third party demands lavish entertainment or gifts before commencing or continuing 
contractual negotiations or provision of services; 

(f) you are offered an unusually generous gift or offered lavish hospitality by a third party. 

Your responsibilities 

1.17 You must ensure that you read, understand and comply with this policy. 

1.18 The prevention, detection and reporting of bribery and other forms of corruption are the responsibility 
of all those appointed to the LEP Board. All LEP Board Members are required to avoid any activity 
that might lead to, or suggest, a breach of this policy. 

1.19 You must notify SCR Managing Director as soon as possible if you believe or suspect that a conflict 
with this policy has occurred, or may occur in the future.  For example, if a client or potential client 
offers you something to gain a business advantage with us, or indicates to you that a gift or payment 
is required to secure their business.  

1.20 Any LEP Board Member who breaches this policy will have their appointment terminated. 

Record-keeping 

1.21 You must declare (using Annex A) to the SCR Executive within 28 days who keep a written record of 
all hospitality or gifts accepted or offered, which will be subject to review. Any gifts or hospitality, over 
£50, accepted must be added to your Register of Interests form and published online. 

1.22 You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to third parties 
are submitted in accordance with the LEP expenses policy and specifically record the reason for the 
expenditure. 

How to raise a concern 

1.23 You are encouraged to raise concerns about any issue or suspicion of malpractice at the earliest 
possible stage. If you are unsure whether a particular act constitutes bribery or corruption, or if you 
have any other queries, these should be raised with the SCR Managing Director.  

What to do if you are a victim of bribery or corruption 
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1.24 It is important that you tell the SCR Managing Director 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 
you are a victim of another form of unlawful activity. 
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This form should be completed after referring to the SCR LEP Gifts & Hospitality Policy. 

Name of person receiving the offer:  

Date offer made:  

Details of offer (including value):  

Offer made by:  

Company/Body/ Organisation 
providing the Gift; Hospitality or 
Legacy (if different from above) 

 

Have you rejected the offer?  

Are you seeking approval to accept 
the offer? 

 

If you seek approval to accept the 
offer, please give your justification 
for doing so: 

 

 

 

Request completed by:  

Date:  

 

NB Any offers accepted, over £50, will be added to the Register of Interests form and published 
online. 

I *APPROVE/DO NOT APPROVE your application to accept the offer made to you. 

Signed:  Date: 

*Delete as appropriate 

Please return this form to LEPBoard@sheffieldcityregion.org.uk  

 
SCR Local Enterprise Partnership 

Gifts and Hospitality - Notification of an Offer 
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1. Purpose 

 1.1 
 
This policy provides clear guidance regarding acceptable travel and subsistence 
arrangements for Private Sector LEP Board Non-Executive Directors (NEDs).  It 
governs all expenditure on business travel and associated services irrespective of 
business reason, and whether in the UK or internationally. The policy also offers 
guidance to Public Sector LEP Board Non-Executive Directors (NEDs) in claiming 
expenses under their own authority’s procedures. 
 
The policy is aligned to the recommendations of the 2017 national review of Local 
Enterprise Partnership Governance and Transparency report which promotes the 
highest standards of stewardship of public money through robust governance and 
transparency. Having a policy on fees and expenses is a key element of an 
effective assurance framework and of good governance.  
 
The Expenses Policy will be published on the SCR website to promote 
transparency. Claims made by members will also be published on a quarterly basis. 
 
All SCR spend is open to public scrutiny and therefore may be the subject of 
Freedom of Information requests.  

2. Things to consider 

 2.1 
 
Before undertaking any kind of business travel on behalf of the LEP you should 
consider: 
 

• Is the reason for travel essential business for a Non-Executive Director of 
the LEP 

• Using communications as an alternative to travelling (telephone; email; 
audio conferencing) 

• Value for money, including the time your journey may take you 
• Personal safety, particularly when travelling at night. 

3. 
 
Authorisation 

 3.1 
 
It is the responsibility of the MCA’s Head of Paid Service to authorise any 
expenditure for LEP Non-Executive Directors. This includes pre-authorisation of the 
activity and certification of the claim and the evidence for the claim (i.e. receipts) 
and to check that the claim is reasonable, in line with this policy and has been 
incurred wholly and exclusively in the performance of LEP business. 
 
In accordance with standard procedures, pre-approval will be needed for all travel 
and accommodation booked through the SCR’s travel management agents and any 
incidental expense in excess of £50.  
 
Further detail on the arrangements for booking travel and accommodation through 
the SCR Executive can be found in sections 5 and 6 and Annex B of this policy. 
The process for claiming reimbursement of expenses can be found in Annex C. 
 

4. 
 
Income Tax and National Insurance Implications 

 4.1 
 
Compliance with the policy will help meet the General Exemption granted by HMRC 
to prevent the need for reporting taxable expenses for travel, accommodation and 
subsistence annually through P11Ds. This is dependent on comprehensive records 
being retained to support expenses in order to demonstrate that the policy is being 
operated effectively. This will also enable the SCR to recover VAT where 
appropriate.  
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It should be noted that the MCA will not reimburse fines and penalties.  
 
Where tax liabilities do arise, the necessary information will be forwarded to the 
Inland Revenue for tax liabilities to be assessed. 

5. Travel 

 5.1 
 
Modes of Transport 
 
Consideration on which method of transport is appropriate should reflect all aspects 
of the situation including: 
 

• Destination, distance and time of travel 
• Duration of stay 
• Any mobility needs of the individual 
• Any other specific need of the individual 
• Health & Safety 
• Environmental considerations 
• Value for money 
• Is car sharing a possibility? 

 

 5.2 
 
Public Transport 
 
In general, public transport is SCR’s preferred method of transport. The most 
environmentally beneficial form of travel being by train. This should be considered 
when planning journeys.  
 
Where there is a clear business reason to travel by any other mode, this will be 
permissible with prior approval by the MCA Head of Paid Service, LEP Chair or 
Vice-Chair MCA Finance Director. 
 
All rail travel will be restricted to standard class. If any Non-Executive Director 
wishes to travel first class they must upgrade their ticket on the date of travel at the 
station. There will be no reimbursement from SCR for any upgrade. 
 
Advanced tickets with an allocated time to travel should be purchased via the SCR 
Executive Team wherever possible rather than purchasing more expensive any 
time tickets.  
 
The train ticket booking procedure can be found in Annex B. 

 5.3 
 
Bicycles 
 
A Non-Executive Director may use their own bicycle if they wish and it is 
appropriate to do so. Claims for mileage must be submitted on an expenses claim 
form within 3 months of travel. 
 
Bicycle mileage rates can be found in Annex A. 

 5.4 
 
Own Vehicle 
 
A Non-Executive Director may use their own vehicle where they have been 
authorised to do so in the execution of LEP business provided that appropriate 
insurance is in place. 
 
Consideration should be given to car sharing if appropriate. 
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Claims for mileage must be submitted on an expenses claim form within 3 months 
of travel. 
 
Mileage rates can be found in Annex A. 

 5.5 
 
Car Hire 
 
Car hire is only an option where a journey exceeds 100 miles (round trip) and a 
suitable form of public transport is not available. 
 
Arrangements should be made via the SCR Executive Team. 
 

 5.6 
 
Car Parking 
 
Non-Executive Director may claim for parking when there is no free parking 
available at the site of a business event. 
 

 5.7 
 
Taxis 
 
More cost effective modes of transport must be considered before taxis are used. 
Acceptable circumstances are: 
 

• where public transport is not available, convenient or suitable e.g. where 
personal safety could be at risk 

• where an impairment means the use of a taxi is recognised as a reasonable 
adjustment 

• when you must travel before 6am or after 8pm 
• all claims for taxi journeys exceeding £10 require prior approval. 

 
Claims for taxi fares must be submitted on an expenses claim form within 3 months 
of travel. 
 

 5.8 
 
Foreign Travel 
 
All foreign travel must be approved in advance by the MCA Head of Paid Service 
supported by a business case stating the business purpose and benefits of the trip. 
No foreign travel or claims relating to such travel can be made without the prior 
consent of the MCA Head of Paid Service and the LEP Chair or Vice-Chair. Non-
Executive Directors who are required to travel abroad in the performance of their 
duties will be reimbursed actual expenditure on the production of receipts up to the 
maximum of the allowances.  
 
The allowances will be determined prior to travel by the MCA Head of Paid Service 
in conjunction with the MCA Finance Director based on the following factors: 
 

• Country to be visited 
• Time of year 
• Nature of the visit 
• Exchange rate  

 
Air travel should be purchased according to the following guidelines: 
 
The choice of airline and airfare must be clearly identifiable as being the most cost 
effective and the best value option. Budget airlines should be used in the first 
instance if there is a route to the destination city. Where it is not possible to travel 
by budget airline to the destination, travel should be on the cheapest possible ticket 
in economy class. 34
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Domestic air travel should not be used unless there is a compelling business need 
or if it is significantly cheaper than the rail travel alternatively. Domestic air travel 
should always be with the cheapest available airline on that route. 
 
Airport parking should only be used with advance authorisation. A cost comparison 
must be made between using airport parking and the use of a taxi or other means of 
transport to and from the airport. 
 
Flight bookings must be made via the SCR Executive Team. The procedure can be 
found in Annex B. 

 5.9 
 
Currency 

  
 
If travelling abroad it is likely that LEP Board Non-Executive Directors would be 
accompanied by an Officer of the Mayoral Combined Authority and that travel, 
accommodation and subsistence will be pre-arranged. However, it may be 
appropriate to issue Non-Executive Directors with currency or a suitable alternative 
prior to their departure. Receipts must be retained to enable a balance to be 
calculated on their return. 
 
The SCR’s procedure for foreign currency orders requests that 6 weeks notice be 
given to allow sufficient time for it to be ordered. 
 

 5.10 
 
Insurance 

  
 
SCR will arrange travel insurance for LEP Board Non-Executive Directors for any 
trips that are made wholly and exclusively on behalf of the SCR LEP. 

6. 
 
Accommodation 

 6.1 
 
Hotels 
 
Hotel accommodation should only be obtained where there is a business 
requirement to stay overnight in a location. 
 
Consideration on which hotel is appropriate should reflect all aspects of the 
situation including: 
 

• The distance to the venue from the hotel 
• Any impairment or mobility needs 
• Any other specific need 
• Health & Safety 
• Value for money 

 

 6.2 
 
Costs should be kept to a minimum and must not exceed the following costs, except 
with prior written approval of the MCA Head of Paid Service. 
 
Central London £180 (maximum with written approval 

£200) 
Greater London & Outside Europe £120 
Other UK Location and Europe £100 

 
These guidelines are for a standard room with and en-suite bathroom and 
breakfast, including VAT. 

 6.3 
 
Accommodation bookings must be made through the SCR Executive Team. The 
procedure can be found at Annex B. 35
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It is acknowledged that on occasion the travel contract in place may not be the 
cheapest option against ‘last minute’ booking companies. In this instance, prices will 
be verified and any authorisation required to make a booking via the marketplace 
direct will be given by the MCA Head of Paid Service in conjunction with the MCA 
Finance Director. 

7. Subsistence 

 7.1 Allowances are available to provide compensation for expenses incurred whilst 
undertaking official duties. Subsistence allowance will only be reimbursed up to the 
maximum amounts stated, and upon the production of a valid receipt. If you attend 
an event and meals are provided you may not claim any additional expenses in 
respect of such costs. 

Any expenses incurred by Non-Executive Directors should not include any alcohol 
purchases therefore any claims that include alcohol will not be reimbursed.  

 7.2 Breakfast  
  
You may claim this allowance if are absent from your home on LEP business prior 
to 7 a.m.  
 
Costs will be reimbursed on production of a valid receipt up to a maximum of 
£10.00 

 7.3 Lunch  
 

You may claim this allowance if you purchase a meal while undertaking LEP duties 
for more than five hours spanning your normal lunchtimes 
 
Costs will be reimbursed on production of a valid receipt up to a maximum of 
£20.00 

 7.4 Dinner 
 
You may claim this allowance if you purchase meals whilst away from home on LEP 
business and you are absent from your home or your normal place of work beyond 
8 p.m. 
 
Costs will be reimbursed on production of a valid receipt up to a maximum of 
£30.00 

8. Hospitality 

 8.1 Payments for hospitality expenses must be in accordance with the LEP Gifts and 
Hospitality Policy. 

9. Monitoring and review 

 9.1 A quarterly monitoring report will be provided to the MCA Head of Paid Service and 
Finance Director.  

 9.2 The policy will be reviewed annually and in line with changes to the National LEP 
Assurance Framework.  

10. Equality & Diversity 

 10.1 If, on reading this policy you feel there are any equality and diversity issues, please 
contact the Governance and Compliance Function at Sheffield City Region 

36



DRAFT

Executive Team, (LEPBoard@sheffieldcityregion.org.uk) who will, if necessary, 
arrange for the policy to be reviewed.  
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Annex A 
 

Approved HMRC mileage rates applicable to 2017/18   
          

    
First 10,000 
business  Each business mile 

    
miles in the tax 
year  over 10,000 in the 

            tax year    
            
Cars and vans   45p  25p 
            
Motor Cycles   24p  24p 
            
Bicycles      20p    20p  
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Annex B 
 
Process for booking travel and accommodation through the SCR Executive 
 
A booking request form for travel or accommodation should be completed setting out: 
 

• the reason for the request 
• Brief details of its nature, and  
• Whether the travel or accommodation is within the Sheffield City Region, UK or International  

 
The request form is available by emailing LEPBoard@sheffieldcityregion.org.uk  
 
Once completed, the form should be submitted to LEPBoard@sheffieldcityregion.org.uk for 
authorisation by the CA Head of Paid Service. 
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Annex C 
Process for claiming reimbursement of expenses  
 
An expense claim form should be completed listing the expenses for which reimbursement is being 
sought. 
 
Items should be supported by receipts in order that the claim can be verified and VAT recovered 
where appropriate. 
 
The form should be used to reclaim incidental expenses and mileage. 
 
The expense claim form is available by emailing LEPBoard@sheffieldcityregion.org.uk  
 
Once completed, the form should be submitted to LEPBoard@sheffieldcityregion.org.uk for 
authorisation by the MCA Head of Paid Service. 
 
 
Payment of expenses will be made through the SCR Executive’s P2P system. Supplier accounts will 
be set up for each LEP Board member to facilitate this. This method will ensure that payments are 
subject to proper financial controls and that personal information is subject to appropriate data 
protection.  
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Complaints Procedure  

 
All feedback is welcome and will be acted on. If you’re unhappy with any aspect of work overseen by the 
Sheffield City Region, or about a decision, you can make a complaint.  

 
What happens when you make a complaint?  

 
On receipt, you will be contacted about your complaint and we will work with you to try to sort the problem 
out quickly and find a solution that you’re happy with.  

 
If your complaint is about a subject that does not fall under the specific remit of the Sheffield City Region, 
we will assist with signposting you to the relevant organisation you need to contact.  

 
Where we need to talk to other organisations about your complaint, such as the district councils, we'll 
always seek your consent to share your information with them.  

 
If you’re complaining on behalf of somebody else, we may not be able to provide you with the details of any 
action we’ve taken. We may need to ask the person if they're happy for you to do this and for us to share 
their information with you.  
 
Confidential Complaints – if you need to make a confidential complaint please see the SCR LEP 
Confidential Complaints Policy LINK 

 
The Sheffield City Region complaints procedure has two stages:  

 
Stage One – investigation  

 
When we’ve received your complaint, we’ll contact you within three working days by telephone, email or 
letter. We’ll tell you how your complaint will be investigated and what happens next.  

 
We will then:  

• Talk to you about your complaint and find out what you want us to do about the problem 
• Agree with you a timescale for dealing with it. We will aim to provide a full response wherever 

possible within 28 days 
• Allocate a person who is going to look into your complaint  
• Keep you updated on progress throughout your complaint  
• Make sure that you get a full written response from the person who’s dealing with your complaint  

 
Stage Two – complaint review 
 
If you’re not satisfied with how we’ve investigated your complaint, or with our response, you can ask us to 
look at it again.  
 
We’ll work with you to:  

• Find out what you’re unhappy with and about anything you feel has not been addressed by the 
investigation  

• Pass the information onto the Monitoring Officer for them to decide if the City Region can do 
anything further to resolve your complaint.  

• Respond within 28 days  
• A compilation of received complaints will be periodically reported to the SCR Combined Authority. 

 
If you don’t feel your complaint has been sufficiently resolved  
 
If you aren’t happy with how we’ve dealt with your complaint, you have the right to ask the Local 
Government Ombudsman to look into the matter for you.  
 
Read more [LINK] about what the Local Government Ombudsman will do and how to get in touch with 
them. 
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1. Context 

 1.1 
 
Sheffield City Region Local Enterprise Partnership (SCR LEP) 
 
Local Enterprise Partnerships (LEPs) are private sector led voluntary partnerships 
between local authorities and businesses set up in 2010 by the Department of 
Business Innovation and Skills to help determine local economic priorities and lead 
economic growth and job creation within the local area. 
 
Sheffield City Region LEP works in partnership with the Sheffield City Region 
Combined Authority (CA) to ensure that SCR policy and decisions receive the input 
and views of key business leaders and the wider business community. Working with 
the CA, and in tandem with central Government, the LEP’s objective is to grow the 
economy of the City Region. 

2. 
 
Introduction - Confidential reporting of complaints 

 2.2 
 
The Sheffield City Region Local Enterprise Partnership (SCR LEP) is committed to 
creating a work environment with the highest possible standards of openness, probity 
and accountability. In view of this commitment we encourage employees and others with 
serious concerns about any aspect of the SCR LEP’s work to come forward and voice 
those concerns without fear of reprisal. For employees and those working closely with 
the SCR LEP, please follow the whistleblowing policy on our website LINK . For third 
parties and members of the public, please follow the confidential complaints procedure 
outlined from section 3 onwards. 

 2.3 
 
If a member of the public or third party believes that their complaint fits the description 
below, they may report their concerns through the whistleblowing policy LINK procedure. 
 
Whistleblowing - where an individual who has concerns about a danger, risk, 
contravention of rules or illegality provides useful information to address this. In doing so 
they are acting in the wider public interest, usually because it threatens others or impacts 
on public funds. By contrast, a grievance or private complaint is a dispute about the 
individual’s own position and has no or very limited public interest. 

3. 
 
Confidentiality  

 3.1 
 
If a member of the public or a third party wants to make a confidential complaint or 
raise a concern, it will be treated in confidence and every effort will be made to protect 
the person’s identity if they wish to remain anonymous. The SCR LEP will investigate 
all complaints or allegations. 

4. 
 
Anonymous allegations 

 4.1 
 
The SCR LEP takes all complaints and concerns raised by members of the public and 
third parties seriously. We will investigate anonymous allegations. However, we remind 
complainants that when people put their names to an allegation the ability to investigate 
and therefore reach firm conclusions is strengthened. Concerns expressed anonymously 
will be considered at the discretion of the SCR LEP. When exercising this discretion, the 
factors to be considered would include:  

• the seriousness of the issue raised;  
• the credibility of the concern;  

and the likelihood of confirming the allegation from attributable sources. 
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4.2 
The Ministry of Housing, Communities and Local Government may request information 
arising from this process if they have concerns regarding a LEP or have been 
approached with similar complaints.  The expectation is that this information will be 
provided on an anonymous basis. However, it may be necessary to provide personal 
details to progress a complaint. 

 4.3 
 
Where details are gathered, the SCR LEP will put in place appropriate data protection 
arrangements in line with the Data Protection Act 1998, the Data Protection Act 2018 
and the General Data Protection Regulation 2018.    

5. 
 
Contacts for Complaints  

 5.1 
 
The SCR LEP is aware that the organisation’s ordinary complaints procedure may not 
be suitable if someone wants the complaint to remain confidential.  If you would like to 
make a confidential complaint please write or email to:  
 
Dr Dave Smith 
Managing Director 
Sheffield City Region LEP 
Dave.smith@sheffieldcityregion.org.uk  
 
Dr Ruth Adams 
Deputy Managing Director 
Sheffield City Region LEP 
Ruth.adams@sheffieldcityregion.org.uk  

6. 
 
Action taken by the SCR LEP 

 6.1 
 
Stage One 
 
The designated complaints officer will raise your concern and investigate the complaint. 
You can expect the officer to: 
 

• Contact you within 10 clear working days to acknowledge the complaint and 
discuss the appropriate course of action.   

• Write to you within 28 clear working days with findings of the investigation. If the 
investigation has not concluded within 28 clear working days, the officer will write 
to you to give reasons for the delay in resolving the complaint.    

• Take the necessary steps to rectify the issue.  
 
You can escalate your concerns through the mechanisms mentioned in the general 
complaints procedure which can be found on the website. 

 6.2 
 
Stage Two 
 
If you are unhappy with the outcome of the complaint or the complaint involves those 
responsible for the confidential complaints procedure you should escalate the complaint 
to the LEPs Accountable Body, which is the Sheffield City Region Mayoral Combined 
Authority, and follow their complaints procedure LINK. The Accountable Body has a duty 
to ensure that the LEP has followed its complaint procedure correctly and will have their 
own complaints procedures in place. 
 
 
 
 

 6.2 
 
Stage Three 
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If you are either unable to raise the matter with the LEP or you are dissatisfied with the 
action taken, you can report it direct to the Cities and Local Growth Unit in the Ministry 
of Housing, Communities and Local Government and the Department of Business, 
Energy and Industrial Strategy, at the following email address: 
LEPPolicy@communities.gsi.gov.uk  or by writing to LEP Policy Deputy Director, Cities 
and Local Growth Unit, Fry Block, 2 Marsham Street, London, SW1P 4DF. You should 
clearly mark your email or letter as “Official - complaints”. 

 6.3 
 
If you would like help making a complaint, you can contact your local councillor or MP. 
You can also get help from a specialist advice agency or organisation with represents 
people, such as a Citizens Advice Bureau (CAB) 

7. 
 
Review 

 7.1 
 
Any feedback or comments on this policy should be directed to the SCR LEP’s 
Responsible Officer Ruth.adams@sheffieldcityregion.org.uk. This policy will be reviewed 
annually.   
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1. Context 

 1.1 
 
Sheffield City Region Local Enterprise Partnership (SCR LEP) 
 
Local Enterprise Partnerships (LEPs) are private sector led voluntary partnerships 
between local authorities and businesses set up in 2010 by the Department of 
Business Innovation and Skills to help determine local economic priorities and lead 
economic growth and job creation within the local area. 
 
Sheffield City Region LEP works in partnership with the Sheffield City Region Mayoral 
Combined Authority (MCA) to ensure that SCR policy and decisions receive the input 
and views of key business leaders and the wider business community. Working with 
the MCA, and in tandem with central Government, the LEP’s objective is to grow the 
economy of the City Region. 

 1.2 
 
The Sheffield City Region Local Enterprise Partnership (SCR LEP) is committed to 
creating a work environment with the highest possible standards of openness, probity 
and accountability. In view of this commitment we encourage employees and others with 
serious concerns about any aspect of the SCR LEP’s work to come forward and voice 
those concerns without fear of reprisal. This policy is for employees and those working 
closely with the SCR LEP. For third parties and members of the public, please follow the 
confidential complaints procedure available on our website hyperlink.  

2. 
 
Introduction  

 2.1 
 
A Discloser is the person who is the whistle-blower.  

 2.2 
 
This procedure outlines the process to follow for a Discloser when reporting a perceived 
wrongdoing within the SCR LEP, including something they believe goes against the core 
values of Standards in Public Life (the Nolan Principles), the Code of Conduct for LEP 
Board Members, and the Code of Conduct for staff of the Sheffield City Region Executive 
Team. The Standards in Public Life include the principles of: integrity, honesty, 
objectivity, accountability, openness, honesty, leadership and impartiality. In particular, 
LEP Board Members, as the key decision makers of the LEP, have a right and a 
responsibility to speak up and report behaviour that contravenes these values.   

 2.3 
 
It is important that this procedure is followed when raising any concerns, to ensure that 
the matter is dealt with correctly. 

3. 
 
Definitions 

 3.1 
 
This document uses the following definitions:  
  

• Whistleblowing – where an individual who has concerns about a danger, risk, 
contravention of rules or illegality provides useful information to address this. In 
doing so they are acting in the wider public interest, usually because it threatens 
others or impacts on public funds. By contrast, a grievance or private complaint 
is a dispute about the individual’s own position and has no or very limited public 
interest.  

• The SCR LEP – Sheffield City Region Local Enterprise Partnership 
  

• Discloser – this is the person who is the whistle-blower. They might be an 
employee, a LEP Board Member, a contractor, a third party or a member of the 
public.  

 

48



DRAFT

• Responsible Officer – this is the person, appointed by the SCR LEP, with overall 
responsibility for maintaining and operating this Whistleblowing Policy. They will 
maintain a record of concerns raised and the outcomes (but will do so in a form 
that does not endanger confidentiality) and will report as necessary to SCR’s 
senior decision makers. Their name is Dr Ruth Adams and their contact details 
are ruth.adams@sheffieldcityregion.org.uk.  If the concern relates to the 
Responsible Officer then the concern should be raised with Dr Dave Smith 
dave.smith@sheffieldcityregion.org.uk   

 
• Relevant Concern – something the Discloser has been asked to do, or is aware 

of, which they consider to be wrong-doing and is in the public interest. 

 4. 
 
Scope 

 4.1 
 
The SCR LEP is committed to creating a work environment with the highest possible 
standards of openness, probity and accountability. In view of this commitment, we 
encourage Disclosers with serious concerns about the work of the SCR LEP to come 
forward and voice their concerns without fear of reprisal.   

 4.2 
 
Disclosers should note that where the concern is one that might fall under the SCR LEP’s 
staff or workforce policies on equality and diversity or harassment and bullying or other 
staff policies, they should consider using the reporting mechanisms for those other 
policies first. LINK 

 4.3 
 
The SCR LEP has a pre-existing complaints procedure that in many cases will be more 
appropriate for third parties or members of the public to follow.  Third parties or members 
of the public should review the separate confidential complaints procedure outlined in 
the SCR LEP’s complaints policy on the SCR LEP’s website first before going through 
the whistleblowing process. LINK  

 4.4 
 
However, if a member of the public or third party believes that their complaint fits the 
description of a ‘relevant concern’ outlined below, they may report their concerns through 
the whistleblowing policy procedure. 

5. 
 
Policy Statement   

 5.1 
 
The SCR LEP acknowledges that Disclosers may often be the first people to realise that 
there may be something seriously wrong within the organisation.  

 5.2 
 
This policy aims to:  
  

• Encourage people to feel confident about raising serious concerns and to 
question and act upon their concerns without fear of victimisation or harassment;  

• Provide avenues for Disclosers to raise those concerns and receive feedback on 
any action taken; 

• Allow Disclosers to take the matter further if they are dissatisfied with the SCR 
LEP’s response;  

• Reassure all Disclosers, particularly employees, who may have specific concerns 
about their position and employment status in the SCR LEP, that they will be 
protected from possible reprisals or victimisation if they have a reasonable belief 
that they have made any disclosure in the public interest. 

6. 
 
What is a Relevant Concern?   

 6.1 
 
If a Discloser is asked to do something, or is aware of the actions of another, which they 
consider to be wrongdoing, they can raise it using this procedure. The Discloser must 
have a reasonable belief that raising the concern is in the public interest. 
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 6.2 
 
A Discloser may decide to raise a concern under the Whistleblowing Policy if they are 
aware of a situation that they feel:  
  

• is against the SCR LEP’s procedures and protocols as set out in its Code of 
Conduct and individual LEP Assurance Framework;  

• falls below established standards of practice which the SCR LEP subscribes to;  
• amounts to improper conduct;  
• is an abuse of power for personal gain.  

 6.3 
 
The types of matters regarded as a relevant concern for the purpose of this procedure 
include, but are not limited to, the following:  
  

• Fraud or financial irregularity  
• Corruption, bribery or blackmail  
• Other criminal offences  
• Failure to comply with a legal or regulatory duty or obligation  
• Miscarriage of justice  
• Endangering the health or safety of any individual  
• Endangering the environment  
• Improper use of authority  
• Concealment of any of the above.  

 6.4 
 
Disclosers should not raise malicious or vexatious concerns, nor should they raise 
knowingly untrue concerns. In addition, this procedure should not be used to raise 
concerns of a HR/personal nature, for example, complaints relating to a management 
decision or terms and conditions of employment. These matters should be dealt with 
using the relevant alternative procedure, for example, the grievance procedure. Equally, 
this policy would not apply to matters of individual conscience where there is no 
suggestion of wrongdoing by the SCR LEP but, for example, an employee or LEP Board 
Member is required to act in a way which conflicts with a deeply held personal belief 

7. 
 
Safeguards 

 7.1 
 
The Public Interest Disclosure Act (1999) gives legal protection to employees against 
being dismissed or penalised by their employers as a result of publicly disclosing certain 
serious concerns. The SCR LEP believes that no member of staff should be at a 
disadvantage because they raise a legitimate concern.  

 7.2 
 
The SCR LEP will not tolerate harassment or victimisation and will take action to protect 
Disclosers when they raise a concern in the public interest. 

8. 
 
Raising a concern 

 8.1 
   
If a Discloser experiences something in the workplace which they consider a relevant 
concern, it is important that the concern is raised as early as possible. Proof is not 
required at this point – it is for the SCR LEP to investigate. The Discloser must, however, 
have a reasonable belief that disclosing the information is in the public interest before 
raising a concern.   

 8.2 
 
All concerns will be treated in confidence and every effort will be made to protect the 
Discloser’s identity if they wish to remain anonymous. However, at the appropriate time, 
it is possible that the Discloser will need to come forward as a witness for the matter to 
progress.  
 

 8.3 
 
It is important to follow the correct procedure when raising a whistleblowing concern. The 
following steps should be adhered to:   
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• It is important that the concern is raised with the person best placed to deal with 

the matter. In most cases, this will be the Responsible Officer. However, the 
Discloser may want to raise the concern with someone they know and trust, such 
as their line manager who can raise it with the Responsible Officer on their behalf.   

 
• If it is suspected that the concern may implicate the line manager in some way, 

then it could be raised with a more senior manager in the line management chain.   
 

• If the Discloser is unable to raise a relevant concern with a line manager or a 
senior manager or feel that it has not been adequately addressed, it should be 
raised directly with the Responsible Officer.  

 
• Ultimately, the Discloser can raise their concern with the SCR LEP’s Managing 

Director.  

9. 
 
Information needed to raise a concern 

 9.1 
 
When raising a concern under the procedure, the Discloser should try to provide the 
following information:   
  

• The background and reason behind the concern   
• Whether they have already raised a concern with anyone and the response   
• Any relevant dates when actions related to the concern took place.   

 9.2 
 
This information should demonstrate that there are reasonable grounds for the concern 
to be acted upon. It is important that matters are not investigated by the Discloser 
themselves.   

 9.3 
 
If applicable, personal interests must be declared from the outset. 

10. 
 
How the concern will be handled 

 10.1 
 
All investigations will be conducted sensitively and as quickly as possible. While the SCR 
LEP cannot guarantee that the outcome will be as the Discloser may wish, it will handle 
the matter fairly and in accordance with this procedure.   

 10.2 
 
Once a concern has been raised with either the line manager or Responsible Officer, 
Senior Manager or Managing Director, a meeting may be arranged with them to 
determine how the concern should be taken forward. The Responsible Officer will inform 
the Cities and Local Growth Unit of any concerns raised under this procedure. 

 10.3 
 
The SCR LEP may decide to take the matter forward by a number of methods, including:  
  

• An internal inquiry or other formal investigation  
• An internal or external audit  
• Referring the matter to the police  
• Referring the matter to another relevant authority for investigation.   

 10.4 
 
Before a final decision is taken on how to proceed, or as part of the investigation, the 
Discloser may be asked to meet with those investigating their allegation. 

 10.5 
 
If a meeting is arranged, the Discloser may wish to be accompanied by a trade union 
representative, colleague or friend. The person who accompanies the Discloser should 
not be involved or have a direct interest in the area of work to which the concern relates. 
The meeting can be conducted over the telephone rather than face to face.   
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 10.6 
 
Within 3 clear working days of a concern being raised, the SCR LEP’s Responsible 
Officer will write to the Discloser to:  
  

• Acknowledge that the concern has been received  
• Indicate how they propose to deal with the matter  
• Give an estimate of how long it will take to provide a final response stating that 

this should be no more than 28 days wherever possible  
• Tell the Discloser whether any initial investigation or enquiry has been made  
• Tell the Discloser whether further investigation will be made, and if not, why not.  
• Tell the Discloser how frequently the SCR LEP will keep them up to date on 

progress of the investigation.  

 10.7 
 
The amount of contact between the SCR LEP and the Discloser concerned will vary 
depending on the concern raised, any difficult issues, and any further clarity required. If 
necessary, the SCR LEP will seek further information from the Discloser.  

 10.8 
 
The SCR LEP will confirm when the matter is concluded and, if appropriate, the outcome 
of the investigation, maintaining security and confidentiality for all parties as far as 
possible.   

 10.9 
 
Throughout any investigation, the Discloser will still be expected to continue their 
duties/role as normal unless deemed inappropriate. 

11. 
 
Confidentiality and anonymity   

 11.1 
 
The SCR LEP always encourages potential Disclosers to speak up about potential 
serious wrongdoing in a way that they feel comfortable. The best way to raise a concern 
is to do so openly, as this makes it easier for the SCR LEP to investigate and provide 
feedback.   

 11.2 
 
Any disclosures made under this procedure will be treated in a sensitive manner. 
However, the SCR LEP recognises that the Discloser may want to raise a concern in 
confidence, i.e. they may want to raise a concern on the basis that their name is not 
revealed without their consent.   

 11.3 
 
The SCR LEP will respect any request for confidentiality as far as possible, restricting it 
to a ‘need to know’ basis. However, if the situation arises where it is not possible to 
resolve the concern without revealing the Discloser (for example in matters of criminal 
law), the SCR LEP will advise them before proceeding. The same considerations of 
confidentiality should be afforded to the recipient(s) at the centre of the concern, as far 
as appropriate.  

 11.4 
 
Disclosers may choose to raise concerns anonymously, i.e. without providing their name 
at all. If this is the case, the investigation itself may serve to reveal the source of 
information. Disclosers are therefore encouraged, where possible, to put their names to 
concerns raised. When anonymous concerns are raised, they will be treated as credible 
and investigated so far as possible. 

12. 
 
Protection   

 12.1 
 
If a concern is raised in the reasonable belief that it is in the public interest and 
procedures have been followed correctly, the Discloser raising the concern will be 
protected by the terms of this policy and, where applicable, by whistleblowing legislation 
(see gov.uk for more information on who is covered by whistleblowing legislation). Where 
a Discloser has been victimised for raising a concern, the SCR LEP will take appropriate 
action against those responsible, in line with relevant disciplinary policy and procedures. 
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13. 
 
Changes to procedures or policy as a result of whistleblowing   

 13.1 
 
If changes are made the SCR LEP’s policies and processes as result of whistleblowing 
investigations, the SCR LEP will publicise the changes as appropriate, taking into 
consideration the importance of protecting the anonymity and confidentiality of 
individuals.   

14. 
 
Untrue allegations 

 14.1 
 
If a Discloser makes an allegation but it is not confirmed by the investigation, no action 
will be taken against them. However, if a malicious or vexatious allegation is made 
without good reason to cause trouble, for personal gain, or to discredit the SCR LEP, an 
investigation may take place. Where the Discloser is an employee, a LEP Board Member 
or a contractor this may result in disciplinary or other action if they have broken the terms 
of their employment or appointment, acted against the LEP or employee Code of 
Conduct or, broken a clause in a contract.  

15. 
 
How this matter can be taken forward if you are not satisfied 

 15.1 
 
This procedure is intended to provide Disclosers with an avenue to raise legitimate 
concerns. If you are either unable to raise the matter with the SCR LEP or you are 
dissatisfied with the action taken you can report it directly to the Cities and Local Growth 
Unit in the Ministry of Housing, Communities and Local Government and the Department 
of Business Energy and Industrial Strategy, at the following email address: 
LEPPolicy@communities.gsi.gov.uk or by writing to: LEP Policy Deputy Director, Cities 
and Local Growth Unit, Fry Block, 2 Marsham Street, London, SW1P 4DF. You should 
clearly mark your email or letter as “Official - whistleblowing”.    

 15.2 
 
In addition, if you are unable to raise the matter with the SCR LEP or you are dissatisfied 
with the action taken, you may consider raising it with: 
  

• The LEP’s Accountable Body 
• The police  
• The relevant regulatory body or professional body  
• Your Trade Union  
• Your solicitor  
• Your Citizens’ Advice Bureau   

  
Further information and signposting for potential Disclosers is available on www.gov.uk.  

 15.3 
 
If a Discloser does take the matter outside the SCR LEP, to an external body, they should 
ensure they do not disclose information that is confidential, for example, if you are an 
employee, your contract of employment may set out expectations of you regarding what 
is confidential.   

16. 
 
Review 

 16.1 
 
Any feedback or comments on this policy should be directed to the SCR LEP’s 
Responsible Officer. This policy will be reviewed annually.   
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1. Context 

 1.1 
 
Sheffield City Region Local Enterprise Partnership (SCR LEP) 
 
Local Enterprise Partnerships (LEPs) are private sector led voluntary partnerships 
between local authorities and businesses set up in 2010 by the Department of 
Business Innovation and Skills to help determine local economic priorities and lead 
economic growth and job creation within the local area. 
 
Sheffield City Region LEP works in partnership with the Sheffield City Region Mayoral 
Combined Authority (MCA) to ensure that SCR policy and decisions receive the input 
and views of key business leaders and the wider business community. Working with 
the MCA, and in tandem with central Government, the LEP’s objective is to grow the 
economy of the City Region. 
 

 1.2 
 
SCR Vision 
 
SCR LEP’s vision is to create a City Region with a bigger and stronger private sector 
that can compete in national and international markets. The LEP is the author and 
custodian of SCR’s Strategic Economic Plan (SEP) which sets out the objectives that 
need to be achieved in order to deliver the vision. The LEP also supports the SCR 
Mayor in developing the Local Industrial Strategy. 
 
The SCR LEP values the diversity of City Region communities and recognises this as a 
huge asset that should be harnessed to provide a competitive advantage and drive the 
growth required.  
 
The LEP also recognises that in order to achieve its vision, bringing benefits to all City 
Region communities, it is essential that the Board represents the diverse population of 
the region, and embraces the benefits this will bring in improving creativity, productivity 
and innovation.  
  

 1.3 
 
What is Equality and Diversity? 
 
Equality is ensuring individuals or groups of individuals are not treated differently or 
less favourably, on the basis of race, gender, disability, religion or belief, sexual 
orientation and age. 
Diversity aims to recognise, respect and value how people’s differences contribute to 
society and support them in realising their full potential by promoting an inclusive 
culture for all. 
 
Equality Act 2010, Equality Duty and Public Services (Social Value) Act 2012 
 
The Equality Act 2010 places a public duty on Sheffield City Region LEP with which it 
must comply. It states that everyone has the right to be treated fairly and places 
legislation around nine protected characteristics: age, disability (including mental ill 
health), gender reassignment, marriage and civil partnership, pregnancy and maternity, 
race, religion or belief, sex, and sexual orientation. 
 
The Public Services (Social Value) Act 2012 requires those who commission public 
services to think about how they can also secure wider social, economic and 
environmental benefits.  
 
When making economic policy decisions SCR LEP will pay due regard to the Equality 
Act 2010, general duties under the Public Sector Equality Duties (Annex A) and to the 
Public Services (Social Value) Act 2012. 
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2. Our commitment 

 2.1 
 
This policy reinforces the SCR LEP’s commitment diversity and to providing equality 
and fairness to all those who wish to work with them and to not acting less favourably 
on the grounds of their protected characteristic. The SCR LEP is opposed to all forms 
of unlawful, unfair and inappropriate discrimination. 
 

3. How we will fulfil our commitment and meet our responsibilities  

 3.1 
 
Board composition 
 
Using information collected through publicly available economic data, the SCR LEP will 
seek to ensure its board composition reflects the diverse communities of the City 
Region. In determining the optimum composition of the Board, the LEP will also 
consider areas of expertise and industry knowledge in addition to background, race, 
gender and other qualities in order to ensure membership is balanced appropriately.  
 
The SCR LEP is committed to ensuring that its Private Sector membership will have 
equal representation by 2023. 

 3.2 
 
Appointment Process 
 
Appointment Committee  
 
The SCR LEP will form an Appointment Committee to undertake any Board 
recruitment. The Appointments Committee will review and assess Board composition 
on behalf of the Board and, when recommending new appointments to the LEP Board, 
will be mindful of achieving the optimum composition in order to maintain an 
appropriate range and balance of skills, experience and background. The Appointment 
Committee will also be diverse in order to further promote LEP commitment to 
diversity. 
 
Recruitment 
 
The SCR LEP will endeavour to recruit openly from the City Region community so that 
the Board reflects regional diversity.  
 
The SCR LEP will encourage applications from all diverse backgrounds and; 
 

• will ensure recruitment literature does not contain barriers to employment 
• will promote the LEPs commitment to diversity in recruitment application packs 

and adverts 
• will aim to reach the widest possible candidate pool by using a range of 

recruitment methods and positive action, for example targeting under-
represented groups through social media channels  

• will define the selection criteria in terms of measurable skills, experience, 
knowledge and personal qualities 

• will assess candidates against the role specification in a consistent way 
throughout the process  

 
Selection 
 
All Board appointments will be made on merit, in the context of the skills and 
experience required by the Board as a whole to be effective.  
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 3.3 
 
Equality and Diversity Champion 
 
The SCR LEP will nominate from its number, one member, to act as its champion for 
Equality and Diversity. The champion will have a strategic responsibility to ensure that 
the SCR LEP policy on equality and diversity remains up to date and will lead on the 
development of policies and approaches which promote equality and diversity in 
business leadership, training and employment practices. The Equality and Diversity 
Champion will also have a responsibility to ensure the LEP’s appointment process 
effectively promotes equality and diversity.  

 3.4 
 
Decision making 
 
As strategies, policies and programmes of work are developed the SCR LEP will 
assess the impact on equality and consider what actions, if any, may be appropriate to 
improve any identified adverse impacts. 
 
The social, environmental and economic impact and the impact on equality will also be 
monitored as strategies, policies and programmes are implemented. 
 
The SCR LEP will be open and transparent and publish all information regarding its 
progress in meeting its commitments and duties in relation to equality and diversity. 
The LEP will also make available information that demonstrate how the achievement of 
its objectives is bringing benefits to all City Region communities. 

 3.5 
 
Partners 
 
The SCR LEP will work with partners to ensure that all commissioning and tendering 
processes pay due regard to the Equality Act 2010, general duties under the Public 
Sector Equality Duties (Annex A) and to the Public Services (Social Value) Act 2012. 

 3.6 
 
Stakeholders 
 
The SCR LEP will engage with all stakeholders and strive to be inclusive and 
transparent in all communications, encouraging consultation and collaboration.  

4. 
 
Accountability 

 4.1 
 
The LEP is responsible and accountable for the implementation of this policy and for 
ensuring diversity issues are addressed by promotion of this policy. 
 
LEP Board members and SCR Executive Team members have a responsibility to 
challenge any unfair discrimination for reasons covered by equalities legislation.  

5. Policy Review 

 5.1 This policy will be reviewed annually in line with the review of the Single Pot Assurance 
Framework and/or the re-fresh of the Strategic Plan. Any changes will be approved by 
the LEP Board. 
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Annex A 
 
General duties under the Public Sector Equality Duties 
 

• Eliminate unlawful discrimination, harassment, victimisation and other conduct prohibited by 
the Act.  

 
• Advance equality of opportunity between people who share a protected characteristic under 

the Act and those who do not.  
 

• Foster good relations between people who share a protected characteristic under the Act and 
those who do not.  

 
Protected characteristics 
 
• age  

• disability 

• gender reassignment  

• marriage and civil partnership  

• pregnancy and maternity  

• race  

• religion or belief  

• sex  

• sexual orientation  
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	(f) engage in any activity that might lead to a breach of this policy.
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	1.14 If you are asked to make a payment on behalf of Sheffield City Region LEP, you should speak to the SCR Managing Director who will take appropriate action.
	1.15 Kickbacks are typically payments made in return for a business favour or advantage.  All LEP Board Members must avoid any activity that might lead to, or suggest, that a facilitation payment or kickback has been made.
	1.16 The following is a list of possible red flags that may arise during the course of your appointment and which may raise concerns under various anti-bribery and anti-corruption laws. The list is not intended to be exhaustive and is for illustrative...
	(a) you become aware that a third party engages in, or has been accused of engaging in, improper business practices;
	(b) you learn that a third party has a reputation for paying bribes, or requiring that bribes are paid to them, or has a reputation for having a "special relationship" with foreign government officials;
	(c) a third party requests that payment is made to a country or geographic location different from where the third party resides or conducts business;
	(d) a third party requests an unexpected additional fee or commission to "facilitate" a service;
	(e) a third party demands lavish entertainment or gifts before commencing or continuing contractual negotiations or provision of services;
	(f) you are offered an unusually generous gift or offered lavish hospitality by a third party.
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	1.20 Any LEP Board Member who breaches this policy will have their appointment terminated.
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	1.22 You must ensure all expenses claims relating to hospitality, gifts or expenses incurred to third parties are submitted in accordance with the LEP expenses policy and specifically record the reason for the expenditure.
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