RELATIONSHIP REVIEW POLICY

1.

INTRODUCTION AND PURPOSE

All relationships with third parties entered into by Imperial College London (the College)
should be subject to prior and continuing consideration at the appropriate level to check that
they support the College's mission and strategic aims and are consistent with the overall
objectives of the College.
Linked to the above, section 3A of the College’s Ethics Code (June 2016) makes it clear that,
in order to mitigate the risk of ethical issues causing damage to the College’s reputation,
ability to secure funding and capacity to develop beneficial relationships in the future, the
whole of the College community, including all its staff, students, governors and associates,
should consider the ethical aspects of relationships and manage such issues appropriately.
This policy is not intended to replace the current approval mechanisms and delegated
authorities in place across the College and its academic and administrative departments. It is
intended:

2.

(a)

to remind all staff and other members of the College community of the need
to carefully consider the relationships they form, and to be alert to ethical
issues in connection with proposed and continuing relationships;

(b)

to highlight the mechanisms under which staff and other members of the
College community should raise any ethical concerns; and

(c)

to explain how the ethical review process dovetails with the existing College
review processes in certain areas.

COLLEGE MISSION AND VISION

The mission of the College is to achieve enduring excellence in research and education in
science, engineering, medicine and business for the benefit of society.

2

3.

SCOPE AND DEFINITIONS

The scope of this policy includes all relationships with third parties entered into by or in
connection with the College, with particular focus on:

4.

•

Academic collaborations

•

Commercial partnering

•

Receipt of philanthropic income and other gifts

•

Receipt of research funding and related relationship agreements

•

Receipt of other income

•

Procurement and supplier relationships

GUIDELINES FOR REVIEWING ALL RELATIONSHIPS

In considering any relationship, the following guidelines apply irrespective of income source
or type of relationship.
Relationships should:
1.

Support the College's mission and strategic aims

2.

Be consistent with the overall objectives of the College

Relationships should not:
1.

Compromise the College’s status as an independent institution

2.

Create material conflicts of interest

3.

Arise, in whole or in part, from illegal activity that might include:
•
•
•
•
•

Tax evasion
Fraud
Bribery
Violation of international conventions on human rights or the environment
Violation of any applicable UK sanctions laws and, in some limited
circumstances (as more particularly described in section 5), relevant US
sanctions laws
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4.

Lead the College to contravene data protection and/or freedom of
information legislation

5.

Require the College to be involved in action that is illegal

6.

Require the College to suppress or falsify academic research

7.

Require the College to deviate from its normal hiring, promotion, procurement
and contracting procedures1

8.

Require the College to provide special consideration for admission to its
programmes of study

Judgement is required to check that the College’s interests are maintained when reviewing a
relationship if it has the potential to:
1.

Restrict academic freedom

2.

Deter others from supporting or working with the College

3.

Cause any other damage, including financial or reputational, to the College

4.

Expose the College to potentially significant liability

Relationships where the sources of income or funding are difficult to establish require special
scrutiny.

5.

PROCESSES FOR REVIEWING RELATIONSHIPS AND ESCALATING ETHICAL CONCERNS

The College has in place policies, procedures and regulations which set out the scope of
authorities delegated to its staff. Individual members of the College community must abide
by these policies, procedures and regulations when forming relationships with third parties.
Individual members of the College community also retain responsibility for considering
ethical issues relevant to their work and escalating matters where appropriate in accordance

1

For example, the provision of funds to the College for research or other purposes should not cause
the College to deviate from such procedures without specific clearance under the escalation processes
set out in section 5.
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with the processes set out below, and any specific processes applicable to the particular work
area or relationship.
Any ethical review must include a check of any proposed third party with whom the College
is considering forming a relationship (including any person who controls that third party)
against the list of financial sanctions regimes currently in force in the UK (the so called
‘Consolidated List of Targets’ which can currently be found on the UK government’s website
at www.gov.uk/government/publications/financial-sanctions-consolidated-list-of-targets) as
well as against any other UK sanctions lists that may apply from time to time.
In addition, where a proposed relationship with a third party is:
• other than in relation to recruiting students, receiving fees from students, recruiting
academics or research activities; and
• not otherwise within the ordinary course of the College’s business or the reviewer is
not able to determine if the proposed relationship is within the ordinary course of the
College’s business,
any ethical review must include a check of the proposed third party as well as of any persons
that beneficially own, control or direct the third party against (1) the Specially Designated
Nationals and Blocked Persons List (SDN List) published by the (US) Office of Foreign Assets
Control (OFAC), (2) the OFAC Consolidated Sanctions List and (3) other US economic sanctions
lists that may be published from time to time by the US government (all of which can currently
be found on the US government’s website at www.treasury.gov/resourcecenter/sanctions/SDN-List/Pages/default.aspxb).
The following sections set out specific requirements that apply to particular relationships. In
the event that a member of the College community is not clear which procedure applies in
the relevant circumstances, they should seek guidance from their Head of Department or
equivalent, who may seek further guidance as required. Where a relationship does not fall
within a particular section below, members of the College community should, having
considered the matter in accordance with the guidelines above, escalate any ethical concerns
in accordance with section 6 below.
The majority of ethical review will occur when forming new relationships or extending existing
relationships. However, members of the College community should also be aware of ethical
concerns arising while relationships are on-going and escalate these concerns following the
escalation processes set out below.
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A. All Relationships with organisations linked to sensitive countries
All proposed relationships between the College and organisations with significant links with
the countries listed in Appendix A are subject to the following procedure (even if they would
otherwise fall into the categories described in sections B – I below).
The member of College leading on the proposed relationship should complete the due
diligence proforma at Appendix B, (which may be the lead PI in a department, Enterprise, IRO
or Advancement) and then seek the approval of the relevant Head of Department and of the
Dean of the Faculty which has the greatest involvement in the proposed relationship. If they
are content for the relationship to proceed, they should sign the proforma to confirm this. The
proforma should then be submitted to the College Secretary, who will arrange for it to be
considered by a Scrutiny Committee chaired by the Vice Provost (Research & Enterprise). The
other members of the Scrutiny Committee are the Vice-Provost (Education & Student
Experience), the Associate Provost for Academic Partnerships, the College Secretary, the
Director of the Research Office and the Director of Enterprise. Additional members may sit on
the Committee at the invitation of the Chair. A green or amber rating will be applied to matters
reviewed. Green matters will be permitted to proceed, and amber matters will be escalated
by the College Secretary to the President and Provost.
During the preparation of the proforma advice can be obtained from the Research Office
(contact Ben Hughes, Head of Research Contracts Policy: b.hughes@imperial.ac.uk). This may
include questions about sensitive technology areas that may give rise to specific export control
risks, issues relating to any trade embargoes, or concerns over use by high-risk partners, such
as items under the ‘category 0’ list (nuclear related) from the Strategic Export Control List
(SECL). Their advice will be drawn from a variety of sources, specifically the Foreign and
Commonwealth Office (FCO), but also draw upon the US Office of Foreign Asset Control (OFAC)
register and US Entities List, as well as the Centre for the Protection of National Infrastructure
(CPNI) advice and reputable sources such as Australian Strategic Policy Institute (ASPI). This
information will be available by the Research Office to key College Officers with responsibility
for making decisions on how College’s external relationships proceed with entities or
jurisdictions deemed a higher security risk. The College Secretary will maintain a directory of
relationships which have been reviewed under this procedure.

B. Academic Collaborations
“Academic Collaboration” means a formal relationship of an academic nature entered into
with third parties such as joint degree programmes, memoranda of understanding, joint
institutes or centres and such similar relationships as are typically considered by the Registry.
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Collaborative or consortia research 2 grants are excluded from the definition and are
considered through the research review process set out at section F below. Grants and other
income which do not fall within the definition of Academic Collaboration and are not classified
by UKRI as research grants/research income are considered by the relevant
Department/Faculty in accordance with section G below. For broader forms of academic
collaboration such as co-authored papers, if ethical issues are identified these should raise
following process for raising matters of general ethical concern set out at section 6 below:
such matters are not treated as Academic Collaborations for the purposes of this policy.
The College has in place policies and procedures for certain collaborative arrangements and
placements which lay out the approval and associated due diligence processes for
establishing new Academic Collaborations.3 Staff are required to notify proposed Academic
Collaborations to the Registry to enable these processes and procedures to operate
effectively.
If during the design and/or negotiation of a new Academic Collaboration, an ethical or other
concern is identified in light of the guidelines for reviewing relationships, this concern should
be escalated to the Head of the Central Secretariat, who will review the concern and provide
guidance. Matters that cannot then be resolved through the usual procedures for such
Academic Collaborations will be referred to Senate.
A record of all proposed Academic Collaborations should be retained by Registry, including:
• Confirmation in each case that the Academic Collaboration has been
approved/rejected by the appropriate College area/body, including from an ethical
perspective.
• Details of escalations, recommendations and subsequent decisions
• Records of ethical due diligence carried out.
• All reports containing details of the ethical due diligence carried out/any
recommendations made/signatures or documentation confirming approval
•

2
3

Copies of material relationship documentation.

Research” is to be defined in accordance with UKRI’s research income definition
http://www.imperial.ac.uk/registry/proceduresandregulations/qualityassurance/collaborative
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C. Commercial Partnering
The College’s Enterprise team seeks to develop commercial partnerships with a range of
organisations, whether on their own initiative or following a request for assistance from other
College areas seeking to develop significant relationships. There will also be a wide variety of
commercial relationships that are developed without input from the Enterprise team,
including relationships that are specific to a research proposal or Academic Collaboration. In
such cases, the Enterprise team will not have responsibility for carrying out ethical due
diligence, unless this is specifically agreed. Such review should be undertaken by the relevant
College area as specified in this policy. Where no specific College area is specified, it will be a
matter for the relevant individual forming the relationship to consider the ethical aspects of
any proposed commercial partnering and to consider whether it is necessary to escalate an
issue in accordance with section 6 below.
The College’s Enterprise Division has developed “An Operating Procedure for Opportunity
Management Process” which lays out the approval and associated due diligence processes
which will be undertaken by the College’s Enterprise team in conjunction with academic
stakeholders when instigating or developing relationships on behalf of College stakeholders.
If, during the negotiation of a partnership, an ethical/reputational concern is identified by a
member of the Enterprise team, the relevant stakeholders should be advised and the matter
should be escalated to the Director of Enterprise and academic champion for the relationship,
who will review the concern and provide guidance. Matters that cannot be resolved at this
level should be referred by the Director of Enterprise or relevant academic champion to the
President and Provost (via the College Secretary) for decision.
A record of all proposed commercial partnerships reviewed by the Enterprise team is to be
retained by that team, including:
• Confirmation in each case that the Director of Enterprise and any academic champion
for the relationship have approved/rejected the commercial partnering from an
ethical/reputational perspective or escalated the matter to the College Secretary.
• Details of any subsequent approvals/rejections provided by the College Secretary and
President and Provost.
• All reports containing details of the ethical/reputational due diligence carried out/any
recommendations made/signatures confirming approval.
• Copies of material relationship documentation.
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D. Philanthropic income and other gifts
This section relates to the receipt of philanthropic income and gifts, including legacies. For
these purposes “philanthropic income” means:
(a)

Income which does not confer full or partial ownership of a deliverable on the
funder in return for the funding; and

(b)

Income that is in essence (albeit not entirely) philanthropic.

“Gifts” include philanthropic income and other non-financial gifts of a philanthropic nature.
The College has developed Guidelines for Accepting Philanthropic Income and other Gifts
(March 2017) which supersede the Gift Acceptance Policy (May 2012) and which lay out the
approval and associated due diligence processes for accepting philanthropic income and
other gifts, including legacies. This includes a review of the ethical considerations as well as
the wider scope of any proposal.
The Vice-President (Advancement) must approve the process for soliciting and accepting all
gifts prior to receipt, including the terms of such gifts. Staff are required to notify proposed
receipt of all philanthropic income and gifts (including proposed legacies) to the Advancement
team to enable this process to operate effectively.4
Responsibility for the review of proposed gifts rests with the Advancement Team, reporting
to the Vice-President (Advancement). In addition, where a Department/Faculty is affected by
the gift, the gift will need to be considered and approved by that Department/Faculty and
approved by the relevant Head of Department/Dean/equivalent prior to acceptance. The
Advancement team should also seek input from other college areas as appropriate where
income is not purely philanthropic.
If an ethical concern is identified during the solicitation or negotiation of philanthropic income
or other gifts, this should be escalated to the Vice-President (Advancement), who will review
the concern and provide guidance. Matters that cannot be resolved at this level should be
referred by the Vice-President (Advancement) to the President and Provost (via the College
Secretary) for decision.

4

Staff should provide the details to their usual link within the Advancement Team. Where a member
of staff does not have a specific link with a member of the Advancement Team, details should be
provided to the Head of Operations.
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In addition, any proposed receipts of philanthropic income or other gifts involving sums or
values of £100k and above must be referred to the College Secretary for review and approval
prior to acceptance.
Where gifts are accepted subject to certain conditions, care must be taken to properly reflect
such conditions in the terms of the gift agreement or similar document to be entered into
with the relevant donor (by consulting the in-house lawyer for Advancement).
A record of all philanthropic income and other gifts notified is to be retained by the
Advancement Team, including:
• Confirmation in each case that the Vice-President (Advancement) has
approved/rejected receipt or escalated the matter to the College Secretary if an issue
is raised or if the £100k threshold has been exceeded.
• Details of any subsequent approvals/rejections provided by the College Secretary
and/or the President and Provost
• Records of ethical due diligence carried out
• All reports containing details of the ethical due diligence carried out/any
recommendations made/relevant signatures confirming approval.
•

Copies of material relationship documentation.

E. Procurement, purchasing and supplier relationships
The College’s procurement and purchasing is governed by the Purchasing Regulations5 which
set out the need for ethical matters to be considered in certain circumstances. The purchasing
process should include a requirement upon all staff raising and authorising a new supplier
request to confirm that no ethical issues are raised to their knowledge or set out any relevant
ethical issues for further consideration by the Director of Financial Services and Procurement.
If during the appointment of a new supplier an ethical concern is identified, this should be
escalated to the Director of Financial Services and Procurement, who will review the concern
and provide guidance. Matters that cannot be resolved at this level should be referred by the
Director of Financial Services and Procurement to the President and Provost (via the College
Secretary) for decision.
A record is to be retained by the Purchasing Team of all proposed new suppliers raised under
the procurement policies or otherwise, including:
5http://www.imperial.ac.uk/purchasing/regulations
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• confirmation in each case that the Director of Financial Services and Procurement has
approved/rejected the use of the supplier or escalated the matter to the President
and Provost where a concern was raised
• details of any subsequent approvals/rejections provided by the President and Provost
• records of ethical due diligence carried out
• all reports containing details of the ethical due diligence carried out/any
recommendations made/signatures confirming approval.
•

Copies of material relationship documentation.

A record should also be kept of any other ethical issues raised with the finance team and how
that matter has been dealt with.

F. Research funding and related relationship agreements
For the purposes of this policy, “research” is defined in accordance with the UKRI definition of
research.
Neither the Ethical Code, nor the Relationship Review Policy, refer specifically to research
ethics, which is subject to specific policies and procedures. Concerns about research
misconduct should continue to be handled under the existing College policy for such matters.
Grants or arrangements of a research nature which do not meet the UKRI definition for
research should be considered in accordance with section G below.
The College has in place review procedures relating to Bid Management, Faculty Approval and
College Authorisation of Research Proposals and Related Agreements6 which require proper
review of (amongst other things):
(a)
(b)

research funding proposals; and
research related agreements

within an agreed policy framework prior to approval by the relevant Head of Department or
other authorised person with responsibility. Within each Faculty are Research Services teams
who work closely with their Departments and the Research Office to secure the proper review
of research matters in accordance with these procedures.

6

https://workspace.imperial.ac.uk/researchservices/Internal/Approval%20and%20Authorisation%2P
olicy%20(ROP-02).pdf
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In addition to the existing review and approval procedures operated by the Departments in
conjunction with the Research Services teams and the Research Office, the relevant Research
Services team are required to conduct an appropriate ethical review both prior to submission
of research proposals and prior to research related agreements being entered into. Research
Services managers will be required to confirm that each matter has been considered from an
ethical perspective at each of the stages and record the results of that review within the
existing mechanisms for review and approval (currently the College’s InfoEd system).
Where the review raises an ethical concern, the relevant member of the Research Services
team should advise the Head of Department or other authorised person and escalate the
matter to the Director of the Research Office and the relevant Faculty Operating
Officer/Faculty Dean simultaneously, who will each review the concern and, having discussed
the matter between them, provide guidance. Where an ethical issue has been escalated, the
confirmation of both the Faculty Operating Officer/Faculty Dean and the Director of the
Research Office that the ethical matter has been resolved is required before any binding
commitments are made. In the event that the Faculty Dean/Faculty Operating Officer and/or
the Director of the Research Office is not satisfied that the matter has been resolved, the issue
should be referred to the President and Provost (via the College Secretary) for decision.
Where no ethical issues are raised, this will be confirmed to the relevant Head of Department
or other authorised person to enable that individual to consider the wider implications of the
proposal before indicating any approval.
As part of the general procedures for keeping records of research grant applications and
related agreements, a record of all proposed research funding grant applications and research
related agreements and approvals is to be retained by the Research Office/research services
teams (as appropriate), including:
• confirmation in each case that the appropriate College authority has
approved/rejected each grant application and the execution of each research related
agreement or escalated the matter in accordance with the applicable policies and
procedures
• Confirmation that all necessary approvals have been received under the applicable
escalation procedures
• Records of the review process that has been conducted, including records of ethical
due diligence carried out and all reports containing details of the ethical due diligence
carried out/any recommendations made/approvals given
•

Copies of material relationship documentation
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G. Other income
The proposed receipt of any grants or similar income for purposes related to research and
academic matters (including income from industry, charity and other sources) which do not
meet the UKRI criteria for research should be referred to the appropriate Faculty Finance
team, who will be responsible for reviewing the proposal and for the conduct of appropriate
ethical due diligence. The results of their review will be provided to the appropriate Faculty
Operating Officer, who will consider whether or not to approve the proposed receipt.
This does not negate the need for a proposed Academic Collaboration (as that term is defined
in section B) to be considered in accordance with the procedures for review and consideration
of proposed Academic Collaborations.
Where the Faculty Finance team identify an ethical matter for further consideration, the
Faculty Operating Officer will consider whether the matter can be resolved at Faculty level, in
consultation with the Faculty Dean as appropriate. Matters that cannot be resolved at this
level should be referred by the Faculty Operating Officer to the President and Provost (via the
College Secretary) for decision
Where this is required, the Faculty Operating Officer will seek appropriate input from the
Research Office and/or Legal Services Office in connection with the form of the
documentation to formalise any relationship relating to the receipt of non-research funding.
The Faculty Finance team shall keep a record of all such income and related documentation,
including:
• Confirmation in each case that the appropriate College authority has
approved/rejected each receipt and the execution of each related agreement or
escalated the matter in accordance with the applicable policies and procedures
• Confirmation that all necessary approvals have been received under the applicable
escalation procedures
• Records of the review process that has been conducted, including records of ethical
due diligence carried out and all reports containing details of the ethical due diligence
carried out/any recommendations made/approvals given
•

Copies of material relationship documentation

H. ThinkSpace
The Chief Executive Officer (CEO) of ThinkSpace should follow the same process as the
Director of Enterprise when reviewing new and existing rental agreements with corporate
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and commercial partners.
If an ethical concern is identified during the negotiation of a new agreement, the relevant
stakeholders should be advised and the matter escalated to the CEO of ThinkSpace who will
review the concern and provide guidance. Any matters that cannot be resolved at this level
should be referred by the CEO of ThinkSpace to the President and Provost (via the College
Secretary) for decision.
I. Overlap
It is acknowledged that there will be some instances where College needs to consider
relationships or the receipt of income, review of which falls within the domain of more than
one review regime. Where there are overlapping elements, the relevant College areas should
discuss and agree where the responsibilities for review and any appropriate approvals should
lie. Where there is a conflict of opinion which cannot be resolved the matter should be
escalated to the College Secretary.

6.

General process – ethical matters
a.

Matters not falling within sections A-I

Where an ethical matter is identified in connection with a relationship or a proposed
relationship with a third party, and where the matter does not fall to be considered
under the policies and procedures referred to at sections A-I above, members of the
College community should raise that issue with their Head of Department for
consideration and, where possible, resolution. Matters that cannot be resolved at this
level should be referred by the Head of Department to the President and Provost (via
the College Secretary) for decision.
b.

All matters

Where any matter falling within the scope of this policy requires escalation to the
College Secretary and/or President and Provost, the individual charged with escalating
the matter will be responsible for providing the proforma attached at Appendices B &
C, setting out the issues and including (where appropriate) a recommendation as to
how the matter should progress. Referrals should be made as early as possible in the
process.
If there are any areas where the College Secretary/President and Provost (as
appropriate) requires more information on which to base a decision, these should be
listed in the proforma and returned to the referring individual, who is responsible for
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arranging any additional due diligence checks and for collating any additional
information requested before resubmitting the matter for further consideration.
The President and Provost should accept referrals by email between meetings where
necessary so that issues can be considered before commitments need to be made.
7.

Accountability reporting

The College Secretary (in consultation with others as appropriate) should produce a report to
the Audit & Risk Committee each term, outlining the ethical issues considered by him and by
the President and Provost and how such matters have been dealt with. Any concerns with
how the Code or related policies are functioning should be included within the report.
The College aims to be transparent about relationships entered into, the parties involved, and
the purposes of those relationships. However, there will be cases where anonymity should be
properly respected, and College will carefully consider any requests for anonymity. The
College will, however, disclose details of relationships where it is required to do so by law, by
any applicable governmental or other regulatory authority, or by order of a court.
A report detailing gifts received will be included in the College’s annual Fundraising Report.

Approved by the Council: 12 July 2013
Effective from: 1 November 2013
Revised: 16 March 2017
Revised: March 2021
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Appendix A
Sensitive Countries
Armenia
Azerbaijan
Belarus
Burma
China

Eritrea
Guinea
Iran
Iraq
Lebanon

Libya
North Korea
Russia
Saudi Arabia
Somalia
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Syria
South Sudan
Sudan
Venezuela
Zimbabwe

Appendix B

DUE DILIGENCE PROFORMA – RESEARCH, EDUCATION & ENTERPRISE RELATIONSHIPS
For use in relation to sensitive countries listed in Appendix A

Proposed relationship Details
Company/university name
(and website, address,
contact details)
Company registration no.
Project title
Imperial lead
(name and department)

Description of the opportunity, including proposed scale and duration
The Opportunity

Organisation Background

Collaborations with other HEIs:

Due Diligence Assessment Criteria
Check

Yes/No (Where there is a concern, please summarise
and provide relevant URLs)

Is the entity a new partner for the College?
Does the entity have any associations with any
organisation or individual of concern? Please
seek guidance from the Research Office.
Is or will the opportunity be subject to any foreign
security classification?
Does the entity have any affiliation with, or be,
state run in any way?
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Does the entity have any known involvement in
weapons manufacture or production, gambling,
tobacco or alcoholic beverages?
Is the proposed activity in, or may be used in, any
of the following fields:
1.

Nuclear related materials, facilities,
equipment or software {NB. ANY activity of
this nature involving foreign entities will
require specific export licence from the UK
Government
(https://www.imperial.ac.uk/research-andinnovation/research-office/exportcontrols/do-i- need-a-licence/)}

2.

Unmanned air vehicles (UAVs)

3.

Launch vehicle technology

4.

Manufacturing techniques for aerial
vehicles

5.

Surveillance and tracking systems

6.

Cyber surveillance

7. Technology for military or potential
military use

Does the proposed activity involve any students or
staff requiring ATAS (Academic Technology
Approval Scheme) clearance?
(https://www.imperial.ac.uk/study/internationalstudents/visas-and-immigration/atas/)
Have any conflicts been identified with other
activities being undertaken within the College?

Does the Imperial team involved in this proposed
relationship have, or intend to have, any financial
interest in the partner?
Does the College Register of External Interests
identify any conflicts? If yes please elaborate?
Does the entity have a ‘poor public image’
resulting from company practices, such as poor
environmental conduct, health and safety record,
legal or regulatory actions, or human rights record,
which may be detrimental to the College’s brand
or reputation?
Has the need for export control been checked
and if applicable what was the outcome?

18

Is there anything else that may give rise to
suspicion on the motives of the entity, or their
end-use of the research, technology or other
outputs, e.g. national security concerns, could the
research be used by a hostile state, or any other
sensitivities that need to be notified? If yes,
please provide detailed comment please
complete section 6 below in addition to any other
details required.

Issues identified:

Reputational Risk and Final remarks:
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DECLARATIONS
To be completed by the Imperial lead
Your recommendation as to how the matter should proceed

Details of any non-standard or potentially onerous conditions proposed in connection
with the proposed relationship

Any other comments
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APPROVALS
For all Reviews
Lead proposer

Head of Department

……………………………………………………….
Signature / Approval over email

………………………………………………………
Signature / Approval over email

……………………………………………………….
Name

………………………………………………………
Name

……………………………………………………….
Date

………………………………………………………
Date

Dean of Faculty:

Research & Enterprise:
Vice-Provost (Research &
Enterprise)
Education:
Provost

Reviewed by College
Secretary:

……………………………………….
Signature

……………………………………..
Signature

…………………………………….
Signature

………………………………………
Name

……………………………………..
Name

…………………………………….
Name

……………………………………..
Date

……………………………………..
Date

……………………………………
Date

Any additional notes and requirements

21

Appendix C
DUE DILIGENCE & ETHICAL NOTIFICATION PRO-FORMA
Section 1
Summary of Relationship / Donation
To be completed by Fundraiser

Section 2
Due Diligence
To be completed by Fundraiser
Prospect name
Constituent ID
New constituent should be created if one
doesn’t already exist

Primary Canvasser
Ethical Screening and Due Diligence Officer
Type of Relationship

Gift

i.e. gift, corporate partnership, research
partner etc

Type of Gift

Philanthropic

i.e. research, philanthropic, sponsorship,
in kind

Date Completed
Gift /Proposal Amount
Verification of prospect’s identity
To be completed by Ethical Screening and Due Diligence Officer
Full name
Date of birth (if applicable)
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Company Registration
Number or Charity Number
(if applicable)
Main postal address
Sources used to verify
identity

Raiser’s Edge (for alumni only)
TraceSmart
Charity Commission
FAME/Companies House
Other:

Risk management checks
To be completed by Ethical Screening and Due Diligence Officer
Check

Outcome
If concerns arise, please summarise and provide relevant URLs

The gift does not arise, in
whole or in part, from illegal
activity

The gift does not compromise
the College’s status as an
independent institution

The gift does not restrict or
limit academic freedom

The gift does not create
material conflicts of interest
The gift does not damage the
College's reputation

The gift does not cause any
other damage, including
financial, to the College
The gift does not expose the
College to potentially
significant liability
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The gift does not in any other
way be in conflict with the
values and aims of the
University
Results
To be completed by Ethical Screening and Due Diligence Officer
1. Were any Risks Identified during the course of Due
Diligence?
2. Is Gift Value £100k or over

Y/N

Delete as appropriate

Y/N

Delete as appropriate

3. Is the identity of the prospect/donor unconfirmed

Y/N

Delete as appropriate

If the answer to any of the above questions is yes please continue to section 3
otherwise please proceed to section 4
Section 3
Matter for Ethical Consideration
To be completed by the Lead Fundraiser
Your recommendation as to how the matter should proceed
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Details of any non-standard or potentially onerous conditions proposed in connection
with the proposed gift/relationship

Any other comments

Section 4
Authorisation
For all Gifts / Reviews
Lead fundraiser for the proposed gift:

Head of Development / Director (where there
is no Head)

………………………
Signature / Approval Over Email

……………………
Signature / Approval Over Email

……………………
Name

……………………
Name

……………………
Date

……………………
Date
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For any gifts/proposals over £100k and/or Risks are identified
Dean of Faculty:

…………………….
Signature
……………………
Name
……………………
Date

Vice President of
Advancement:

…………………….
Signature
……………………
Name
……………………
Date

Appendix
Any additional notes or requirements
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College Secretary:

………………………
Signature
………………………
Name
………………………
Date

