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UniBrass Foundation Internal
Procedures Policy

Conflict of Interest
The purpose of this policy is to help trustees of the UniBrass Foundation to effectively

identify, disclose and manage any actual, potential or perceived conflicts of interest
in order to protect the integrity of the UniBrass Foundation and manage risk. This
policy is an extension of the provision set out in the UniBrass Foundation
Constitution, point 7. If there is a disagreement between the constitution and this
policy, the constitution will always take precedence.

Trustees must disclose any conflicts of interest that they may have and comply with this
policy to ensure that they effectively manage those conflicts of interest as
representatives of the UniBrass Foundation. This policy applies to the trustees of the
UniBrass Foundation.

A conflict of interest occurs when a person’s personal interests conflict with their
responsibility to act in the best interests of the charity. Personal interests include
direct interests as well as those of family, friends, or other organisations a person
may be involved with or have an interest in (for example, as a shareholder). It also
includes a conflict between a trustee’s duty to the UniBrass Foundation and another
duty that the trustee has (for example, to another charity). A conflict of interest may
be actual, potential, or perceived, and may be financial or non-financial. These
situations present the risk that a person will make a decision based on, or affected
by, these influences, rather than in the best interests of the charity. This must be
managed accordingly.

This policy has been developed because conflicts of interest commonly arise, and do not
need to present a problem to the charity if they are openly and effectively managed. It
is the policy of the the UniBrass Foundation as well as a responsibility of the trustees
that ethical, legal, financial or other conflicts of interest be avoided and that any such
conflicts (where they do arise) do not conflict with the obligations to the UniBrass
Foundation.

The UniBrass Foundation will manage conflicts of interest by requiring trustees to:
● avoid conflicts of interest where possible;
● identify and disclose to the trustee board any conflicts of interest as soon as they are

aware of them;
● ensure that any potential effect of a conflict of interest on decision making is

eliminated
● carefully manage any conflicts of interest; and
● follow this policy and respond to any breaches.
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The trustees are responsible for:
● establishing a system for identifying, disclosing and managing conflicts of interest

across the charity;
● monitoring compliance with this policy; and
● reviewing this policy on an annual basis to ensure that the policy is operating

effectively.

Once an actual, potential or perceived conflict of interest is identified it must be raised
with the trustees in the next meeting of the trustees and minuted accordingly.

Once the conflict of interest has been appropriately disclosed, the conflicted trustee
must absent themselves from all discussion and votes that the remaining trustees
believe could be a conflict of interest, as set out in the UniBrass Foundation
constitution.

In exceptional circumstances, such as where a conflict is very significant or likely to
prevent a trustee from regularly participating in discussions, the remaining trustees
may require the conflicted person to resign from the Board of Trustees, or from an
appointed position on the board (e.g. chair, treasurer).

In deciding which approach to take, the trustees will consider:
● whether the conflict needs to be avoided or simply documented;
● whether the conflict will realistically impair the disclosing person’s capacity to

impartially participate in decision-making;
● alternative options to avoid the conflict;
● the charity’s objects; and
● the possibility of creating an appearance of improper conduct that might impair

confidence in, or the reputation of, the charity.
The approval of any action requires the agreement of at least a majority of the trustees

(excluding any conflicted trustees) who are present and voting at the meeting. The
action and result of the voting will be recorded in the minutes of the meeting.

If the trustees have reason to believe that a person subject to this policy has failed to
comply with it, they will investigate the circumstances. If it is found that this person
has failed to disclose a conflict of interest, the trustees may take action against
them. This may include seeking to terminate their relationship with the charity. If a
person suspects that a trustee has failed to disclose a conflict of interest, they
should follow the procedure set out in the whistleblowing section of this policy.
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Acceptance of hospitality and gifts
The purpose of this policy is to ensure trustees offered hospitality as part of their work

for the UniBrass Foundation continue to act only in the charity’s best interests, and
that conflicts of interest that may arise are managed, including for the prevention of
bribery. This policy, in addition to the Acceptance of Donations policy, also forms the
UniBrass Foundation Bribery Policy, in accordance with the Bribery Act 2010.

Trustees offered hospitality by another individual or organisation (e.g. accommodation,
food, travel) which significantly exceeds the level that would be allowed under the
UniBrass Foundation’s own expenses policy while conducting work on behalf of the
UniBrass Foundation should bring this to the attention of the trustees and recorded in
the minute book of the meeting involved. Where possible, this should be done in
advance of receipt of the hospitality. Trustees should consider if acceptance of such
hospitality would represent a conflict of interest (to be dealt with in line with that
policy, or by refusal of the hospitality), or considered as bribery under the Bribery Act
2010.

The UniBrass Foundation accepts the normal giving and receiving of gifts, so long as the
following requirements are met:

a) It is not made with the intention of influencing the party to whom it is being given, to
obtain or reward the retention of a business or a business advantage, or as an
explicit or implicit exchange for favours or benefits.

b) It does not include cash or a cash equivalent (e.g. a voucher or gift certificate).
c) It is of an appropriate type and value and given at an appropriate time, taking into

account the reason for the gift.
d) It is given/received openly, not secretly.
e) It is not above a certain excessive value (currently, in excess of £100).
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Financial controls
Some internal finance procedures have their own policies which should be consulted.

These include:
● Reserves
● Expenses

For other financial procedures, the UniBrass Foundation sets out to follow the guidance
from the Charity Commission. All trustees and charity staff should act to ensure the
policies are followed. To achieve this, the UniBrass Foundation will regularly (at least
annually) review the guidance on internal financial controls as provided by the Charity
Commission. As noted in this document, not all recommendations from the Charity
Commission are applicable to the UniBrass Foundation, specifically because the risk
involved is small and the potential loss is acceptable, given the cost that would be
involved in putting in place stronger internal controls. The trustees aim to ensure best
practice is followed at all times and that any foreseeable risks have been considered.
When a trustee identifies an internal financial procedure where they believe there is
insufficient control/protection they are required to raise it as soon as possible at a
meeting of the charity trustees. The trustees must decide how to act to resolve the
issue, taking into account the aims of the Foundation as highlighted above. After this,
if a trustee feels that insufficient action has been taken they should follow the
procedure set out in the Whistleblowing/Complaints part of this policy below.
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Whistleblowing/Complaints
If an individual has a concern about the conduct of another trustee or another charity

matter that they feel they cannot raise in a meeting, the following procedure should
be followed. This should also be followed in the case of a charity serious incident, or
suspected crime, be that financial or otherwise.

● If the individual is a trustee, and they feel able to do so, the matter should be raised at
the next properly convened meeting of the board of trustees, if necessary and
pressing, acting to call such a meeting.

● If the individual is unable to (or feels unable to) raise the issue at a properly convened
meeting of the board of trustees, they should talk to the Chair of Trustees,
unless the concern is regarding the Chair of trustees, or the individual feels unable to
raise it with the Chair of trustees. In this case, the trustee should talk to the
Vice-Chair, Treasurer or Secretary.

● If the individual believes none of the people listed above can objectively deal with the
matter, or they have already spoken to these people and feel the matter has not been
resolved to a satisfactory level, then they should contact the Charity Commission,
following their procedures as set out on their website, currently
https://www.gov.uk/guidance/whistleblowing-guidance-for-charity-employees.

● If the individual does not feel these routes are appropriate, if there is an immediate
concern for an individual’s safety, or if a crime has been committed, the individual
should go directly to the police. If the concern is tax related (including tax evasion
and money laundering), concerns should be raised with HMRC instead, or if the
concern is fraud related, concerns should be raised with Action Fraud.

An up to date list of key contacts for raising concerns is available at
unibrass.co.uk/whistleblowing

In the case of a serious incident in the charity (as defined by the Charity Commission),
the whistleblowing procedure should be followed, in conjunction with the charity
commission's guidance on reporting available at:

https://www.gov.uk/guidance/how-to-report-a-serious-incident-in-your-charity
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Acceptance of donations policy
The purpose of this policy is to help trustees identify when a donation should be refused,

either where accepting the donation would be unlawful, or where accepting the
donation would be detrimental to the achievement of the UniBrass Foundation’s
Charitable Objectives. Charity trustees should be vigilant to the potential for large
donations to be used to support financial crime, or for bribery. This policy will apply
to all kinds of donations.

Donations received of £1000 or over, or 5% of the charities typical turnover in recent
years, whichever is smaller, should be discussed and recorded in the minute book at
the next trustee meeting, this includes not only individual donations, but where a
regular donation is to be made that cumulatively would exceed this threshold over a
12 month period. Trustees should consider on a case by case basis if accepting the
donation may not be in the interests of the charity. This may be justifiable where the
terms of the donation would detrimentally impact the charity’s achievement of it’s
charitable objectives, where the donation would cause undue influence over the
trustees, or where the acceptance of the donation would be significantly detrimental
to the charity’s reputation (including being unlawful). Donations over £25,000 from
unknown or unverifiable sources must be reported to the Charity Commission as a
serious incident.

If a donation is large in comparison to the charity’s operating budget, trustees should
also consider how to handle the change in operating budget in the best interests of
the charity.

UniBrass Foundation (registered charity no. 1159359) Internal Procedures Policy
7



Procurement policy

This procurement policy outlines how the UniBrass Foundation buys goods, services and
work which support the pursuance of the charity’s objectives in a way that is fair,
competitive and auditable. The policy covers the appointment of personnel (such as
consultants and contractors) employed by the charity on a freelance basis, and
purchase of all services, goods and equipment. The policy is based on:

● The need to select suppliers in a fair, transparent and non-discriminatory way
● The need for the charity to remain efficient and effective
● Minimising risk of financial and/or reputational damage to the charity and/or

beneficiaries

Policy
Procedures for choosing suppliers fall under three levels, based on the expected cost of

the procurement. If trustees believe no advantage would be gained from following a
competitive procedure (e.g. due to a specific supplier’s unique expertise, experience,
or existing relationship with the charity), a specific supplier may be chosen without
these procedures.

1. Day to day spending (purchases estimated to cost under £500) can be selected
directly, without requirement to prepare a shortlist. Decisions can be made by
individual trustees and approved by the treasurer (approval can alternatively be
delegated to another trustee with prior approval of both the treasurer and chair of
trustees), and criteria does not need to be formally recorded.

2. For purchases estimated to cost between £500 and £1500 the charity trustees
should create a shortlist of potential suppliers, with trustees responsible for the
project authorised to make the decision, as long as the rationale behind the decision
is properly recorded and the spending is approved by the treasurer.

3. For purchases representing major spending for the charity (over £1500) trustees
should consider whether to select suppliers based on a shortlist, or by inviting
proposals through a competitive procedure. Selection from the prepared shortlist, or
received proposals, should be voted on at a properly convened trustee meeting, and
shortlists and selection criteria recorded in the minutes of that meeting.

Shortlists should consist of at least 2 suppliers if possible, identified by trustees as
qualified and experienced. Shortlists and proposals should be assessed based on the
following criteria, but the specific order will vary dependent on project:

● Unique expertise, experience or quality of supplier
● Quoted cost of supplier
● Continuation of existing involvement in the project, or of an existing relationship with

the charity, where continuity of the relationship or involvement would be necessary, or
advantageous to the project.

● Alignment of the supplier’s values or work to the UniBrass Foundation’s charitable
objects
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Engaging in Political Activity Policy and Procedures

The UniBrass Foundation will not support specific political parties, but may advocate for
specific policies where they align with the charity’s objects, and where agreed by the
trustees. The political affiliations of individual trustees should not influence their
responsibility to act in the best interests of the charity
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