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Gifts and Hospitality Standard

Associated Group Risk Category: Legal Compliance
Associated Policy: Legal Compliance

Applicability: This Standard applies to everyone working for, or on behalf of, BT Group (referred to as BT
throughout this Standard).

Additional Information: , Group Policies, and Standards are mandatory. You should
read this Standard and if you do not understand any element of it, you should contact

Any non-compliance may lead to disciplinary action, which could include dismissal. We may terminate our
relationship with other individuals and organisations working on our behalf if they breach this Standard.

Objective of this document: to set out BT’s rules regarding Gifts and Hospitality. Working ethically and
within the law is very important to BT.
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Gifts and Hospitality Standard General

1 BT'spositionon giftsand
hospitality

Gifts and hospitality may be an appropriate part of a working relationship. However, BT people must not offer, give
or receive gifts or hospitality that may, or appear to, improperly influence a business decision.

1.1 What are gifts and hospitality?

A gift is something given as a present to another person outside of BT. Gifts may be given as part of culturally
significant festivals or celebrations, like Diwali, Eid, Hannukah, or Christmas but can occur at any time.

Hospitality is when we entertain third party guests, or a third party entertains BT people. Some examples of
hospitality may include meals, events at a corporate box or going to a sporting event. Third parties are people who
do not work for BT.
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2 Rules

2.1 You must

e Consider the appropriateness of the gift or hospitality being given or received, having due regard to the
limits and the business purpose of the gift or hospitality. Once you are content that the gift or hospitality
to be given or received is appropriate you must disclose this on the Compliance Register for your line
manager to review.

o If the gift or hospitality is above the registration thresholds, register it on the Compliance Register in
advance. The current registration thresholds in the UK are £40 for gifts and £150 for hospitality for the
private sector and £15 for gifts and £25 for hospitality for public officials. Outside the UK, please consult
local registration thresholds.

e  When completing the registration, do this honestly and accurately, making sure that you cover the total
(or estimated) cost of any gifts or hospitality provided or received. Please note that you must include all
elements of any hospitality, for example, drinks and a meal prior to a sporting or cultural event must be
recorded as one event with the total (or estimated) cost declared. We should always try to avoid offering
travel or accommodation as part of the hospitality. However, if travel and accommodation are to be
offered or received, the value of these must always be included in the total value of the registration;

e Have acompleted and approved registration in the Compliance Register before proceeding with offering
or receiving gifts or hospitality. All registrations must be approved by your line manager in the Compliance
Register. Following line manager review approval will automatically be given in most instances, but
certain risk factors will require approval from Ethics and Compliance. In particular, high value gifts or
hospitality, or gifts or hospitality being provided to a public official (including an employee of a state-
owned company), will require the approval of the Compliance Director (or their delegate). Please allow
sufficient time for proper review by this team (at least 3 working days);

o  Where the gift or hospitality is part of a marketing event, register this on the Compliance Register in
advance, if the event includes gifts make sure this is included in the registration.

e  Fortickets provided through the Corporate Hospitality programme, the Hospitality and Brand teams will
require evidence of the approved gifts and hospitality registration from you before providing event
tickets;

e Register unexpected gifts and hospitality which you’ve received as soon as possible after the event if it is
above the registration thresholds;

e Register all speaker opportunity requests and charitable and community donations on the Compliance
Register using the appropriate form;

e Usethe Compliance Register to register any events where a US government official is present; and

e  Gain approval from both the relevant CFU approver and your CFU Finance Team for any sales incentives
for third parties (i.e. non-BT people).

e Ensure for public officials we obtain email confirmation that they are allowed to accept the

gifts/hospitality within the rules of their own organisation and will make the necessary declaration in their
organisation.
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2.2 You, or someone acting on your behalf, must
not:

=  Give orreceive a gift or hospitality if it is intended to, or appears to, influence you or the person receiving
it;

=  Give orreceive lavish gifts or hospitality which is, or may be seen to be, inappropriate in the circumstances.
This includes offering multiple tickets to corporate events to an individual. +1 tickets are allowed in
appropriate circumstances for private sector guests. If you need advice on what is an appropriate level of
gift or hospitality please contact Ethics and Compliance;

= Give public officials or children/under 18s supplementary ‘plus one’ invites to any events.

=  Give or receive repeat gifts and hospitality to/from a person over the registration thresholds more than
twice in 12 months. Frequent low-level gifts and hospitality must not be given or received.

=  Give or receive gifts or hospitality if either you or the other person are involved in ongoing commercial
negotiations, or which could influence a company decision or negotiation in any way;

= Offer any gifts or hospitality where you know it would be wrong for the person to accept, or where they
would be unable to reciprocate for example, where it may be against their organisation’s rules or the law;

= Break any laws or regulations. If you give a gift or hospitality to someone in another country, then it must
not break the laws and regulations of either country;

=  Give orreceive a gift of cash (or cash equivalent such as vouchers) or shares;
= Askfora gift, or give someone a gift that they have requested,;
=  Give or receive any gifts and hospitality as part of a political cause; and

= Exchange personal gifts or hospitality (i.e. gifts or hospitality which you pay for personally) with a BT
customer or supplier that could improperly influence a business decision and create a conflict of interest.
Please refer to the Conflicts of Interest pages for further information.

We give further advice on how to apply the rules set out in this Standard in our Gifts and Hospitality Guidance.
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3 Who'sresponsible?

All of us. It’s up to everyone to read, understand and stick to this Standard and . Breaching
this Standard can lead to disciplinary action and in serious cases, dismissal. You could also cause significant damage
to BT and break laws such as the UK Bribery Act (and other equivalents) which often have extra-territorial reach.
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4 Speak Up about your concerns

If you are worried you’ve spotted something unethical, or something that makes you feel uneasy at work, do the
right thing and contact

Speak Up is a safe and confidential way for you to help protect yourself, BT and live our values. Don’t rely on

someone else, get in touch yourself. We can’t act on your concerns if we don’t know about them. For further
information on Speak Up, please see the Speak Up intranet pages.

If you are a BT employee and have any questions about this Standard, speak to the
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