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1.0 EXPECTED OUTCOME 

1.1 This report proposes the adoption of an Anti-Bribery Policy and Guidelines in 
order to strengthen existing anti-corruption measures and to meet the 
requirements of the Bribery Act 2010 (“the Act”). 

1.2 It also proposes the adoption of a revised Anti-Money Laundering Policy to 
strengthen the existing measures. 

2.0 RECOMMENDATION 

2.1 It is recommended that Audit Committee 

(a) approve the draft Anti-Bribery Policy as shown in Appendix 1 for 
consultation and onward referral to the Human Resources 
Committee; 

(b) note the proposed Anti-Bribery Guidelines as shown in Appendix 
2; and 

(c) approve the revised Anti-Money Laundering Policy as shown in 
Appendix 3.  

3.0 BACKGROUND AND PROPOSALS 

 Anti-Bribery Policy & Guidelines 

3.1 The Bribery Act came into effect on 1 July 2011 and aims to reduce levels of 
corruption across the UK. The Act generally defines bribery as giving 
someone a financial or other advantage to encourage that person to perform 
their functions or activities improperly or to reward a person for already having 
done so. 

3.2 The Act introduces four key offences: 

• bribery of another person (Section 1 of the Act); 



• accepting a bribe (Section 2 of the Act); 

• bribing a foreign public official (Section 6 of the Act); and 

• failure of a commercial organisation to prevent bribery (Section 7 of the 
Act). 

The maximum penalty for individuals under the Act is up to 10 years 
imprisonment and/ or unlimited fines. Failure by an organisation to prevent 
bribery carries an unlimited fine. 

3.3 The potential offences of bribery of another person or accepting a bribe are 
relevant to South Lakeland District Council employees. Further the Council is 
capable of falling within the definition of a commercial organisation as it 
engages in commercial activities. Therefore the Council could be liable if an 
employee or an “associated person” (e.g. someone acting on behalf of the 
Council) offers or receives a bribe.  However the Act also provides 
commercial organisations with a defence, if prosecuted, if they can show that 
there are adequate procedures in place to prevent bribery. 

3.4 As a result of planned changes by the Department for Work and Pensions for 
the detection of benefit fraud, Internal Audit were requested to conduct a 
review in 2014/15 of the Council’s arrangements for prevention of Audit and 
Corruption.  One of the recommendations of their internal audit report, 
included elsewhere on the agenda of this meeting, is that the Council adopts 
an Anti-Bribery Policy.   

3.5 Commercial activities identified as being at risk of bribery include: 

• procurement and awarding of contracts; 

• awarding of licences and permits; 

• planning applications and building regulations; 

• allocation of housing places; 

• assessment of entitlement to grants, benefits etc; 

• agreeing Partnership arrangements; 

• commissioning of services; and 

• payment for Council Services e.g. Council Tax etc. 

An initial risk assessment suggests that there is limited bribery risk across the 
Council. Of the four key offences introduced by the Act the most likely 
offences are those of Council’s employees being offered and accepting a 
bribe and as a consequence the Council being prosecuted for failure to 
prevent bribery. 

3.6 The Council already has in place procedures to prevent bribery and corruption 
and to regulate employee conduct, including the Anti-Fraud and Corruption 
Policy and the Code of Conduct for Council Employees.  However, the 
Secretary of State published statutory guidance in 2011 on procedures that 
organisations can put into place to prevent bribery and this has informed the 
proposed new Policy and Guidelines. 

3.7 Therefore it is recommended that an Anti-Bribery Policy and Guidelines are 
introduced. This will ensure that the Council can demonstrate compliance with 



the Act.  A draft Policy and Guidelines are appended to this report at 
Appendices 1 and 2. Together, they provide information and guidance on how 
to prevent, recognise and deal with bribery and corruption issues. 

3.8 The Policy sets out a clear statement that bribery and corruption in any form 
are unacceptable and sets out the key principles and the required corporate 
and employee responsibilities to ensure the prevention of bribery and 
corruption.   

3.9 The Policy places additional emphasis on ensuring employee compliance.  It 
is therefore appropriate that the draft Policy is considered by Unions and is 
approved by the Council’s Human Resources Committee prior to 
implementation.  Changes to the Policy will require formal Member approval. 

3.10 The Guidelines support the Policy but will be amended as appropriate and 
approved by Senior Management Team. 

 Anti-Money Laundering Policy 

3.11 Although the Council introduced an Anti-Money Laundering Policy in 2005 the 
policy has not been regularly reviewed and now requires replacement.  The 
Internal Audit report highlighted the need for a review of the policy. 

3.12 Appendix 3 shows the proposed new Anti-Money Laundering Policy.  Since 
the Council does not accept large cash deposits the main areas of concern 
are around the sale of land and property.  The policy sets out the information 
required to ensure counterparties are properly identified. 

 Anti-Fraud and Corruption Policy 

3.13 There is a concern that having separate policies for Anti-Bribery, Anti-Fraud 
and Corruption and Anti-Money Laundering, there may be confusion between 
the policies.  During 2015 the Financial Services Manager will prepare a 
single policy to cover all these aspects of prevention and detection of fraud 
and corruption.  The single policy will be reported to Audit Committee and 
Council by the end of this year. 

4.0 CONSULTATION 

4.1 The last review of the Anti-Fraud and Corruption Policy was by Audit 
Committee in December 2014. Although that Policy makes reference to Anti-
Bribery, it does not cover all the issues covered in the proposed Anti-Bribery 
Policy. 

5.0 ALTERNATIVE OPTIONS 

5.1 It is good practice to have both an Anti-Bribery Policy and an Anti-Money 
Laundering Policy.  The attached policies reflect best practice. 

6.0 LINKS TO COUNCIL PRIORITIES 

6.1 To develop and embed a high performance culture. 

7.0 IMPLICATIONS 

7.1 Financial and Resources 

7.1.1 This report has no financial implications 



7.2 Human Resources 

7.2.1 The draft Anti-Bribery Policy places additional emphasis on ensuring 
employee awareness and compliance with anti-bribery procedures. Unions 
will be consulted on the draft Policy.  The final policy will be reported to 
Human Resources Committee for approval. 

7.3 Legal 

There is a criminal offence of failing to prevent bribery under the Bribery Act 
2010 and if convicted an organisation can be liable to an unlimited fine. 
Therefore the review of this policy and compliance has an important role in 
minimising the risks to the Council arising from this legislation. 

7.4 Social, Economic and Environmental 

7.4.1 No social, economic and environmental issues. 

7.5 Equality and Diversity 

7.5.1 No equality and diversity issues. 

7.6 Risk 

Risk Consequence Controls required 

Failure to have an 
Anti-Bribery Policy in 
place. 

There will be no high 
level direction to the way 
in which potential bribery 
is reported, investigated 
or dealt with. 

 

Lack of procedures to 
prevent bribery may lead 
to prosecution  

A policy that clearly 
reflects the Council’s 
stance on bribery which 
acts as a deterrent to 
potential bribers. 

A policy that clearly 
defines responsibilities 
and the introduction of 
monitoring 
arrangements to 
highlight high risk areas. 

A policy that clearly 
defines bribery and 
defines responsibilities 
for ensuring ‘adequate 
procedures’ to prevent 
bribery. 

Failure to have 
effective Anti-bribery 
monitoring in place 

Bribery will not be 
detected resulting in 
potential prosecution, 
fines and bad publicity 

A Policy that clearly 
identifies responsibilities 
and monitoring 
arrangements to 
highlight high risk areas. 

 

CONTACT OFFICERS 

Report Author - Helen Smith, Financial Services Manager, 01539 713147, 
h.smith@southlakeland.gov.uk 



APPENDICES ATTACHED TO THIS REPORT  

Appendix No.  

1 Anti-Bribery Policy  

2 Anti-Bribery Guidelines 

3 Anti-Money Laundering Policy 
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Appendix 1 

DRAFT ANTI-BRIBERY POLICY 

(covering all employees) 

 

1. Introduction 

1.1. The Council is wholly committed to preventing bribery and corruption in all 
our dealings and relationships, and upholding all relevant laws, including the 
Bribery Act 2010. 

1.2. Bribery and corruption in any form are unacceptable and may lead to 
disciplinary action where allegations are substantiated.  

1.3. This Policy sets out key principles to achieve these aims, and details the 
Council’s corporate and employee responsibilities required to ensure 
compliance with the Act. 

1.4. This Policy should be read in conjunction with the Council’s Anti-Fraud and 
Corruption Policy and the Employee Code of Conduct. 

1.5. This Policy and associated Guidelines also provide information and guidance 
for employees on how to prevent, recognise and deal with bribery and 
corruption issues. 

2. Scope 

2.1. This Policy applies to all employees and covers all activities undertaken by 
the Council. 

2.2. In our dealings with third parties we will promote the adoption of practices 
and arrangements consistent with the principles set out in this policy.  A ”third 
party” is an individual or organisation that engages for business with the 
Council e.g. external service providers, suppliers and contractors. 

3. Compliance 

3.1. In order to ensure all employees are aware of their responsibilities under this 
Policy, each employee will receive a copy of this Policy and related Anti- 
Bribery Guidelines. Desktop news will be used to remind employees of the 
requirements annually. 

3.2. Failure to adhere to this Policy may result in disciplinary action being taken 
against you, up to and including dismissal. 

4. What is Bribery? 

4.1. Bribery is an inducement or a reward offered, promised or provided to gain 
personal, commercial, regulatory or contractual advantage and can take 
various forms such as 

• bribery of another individual or organisation; 

• accepting a bribe from an individual or organisation. 

Bribes may not always be monetary and may include gifts or hospitality 

4.2. Bribery is a criminal offence. 



4.3. Additionally, failure by the Council to put in place adequate procedures to 
prevent bribery can also constitute an offence. 

4.4. The maximum penalty for individuals under the Act is 10 years imprisonment 
and/ or unlimited fines. Failure by an organisation to prevent bribery carries 
an unlimited fine. 

5. What is the Council’s position on Bribery? 

5.1. The Council expressly forbids employees or associated persons from offering 
or accepting bribes or unlawful inducements to or from anyone for any 
purpose. An “associated person” is a person who performs services for or on 
behalf of the Council, and can therefore include agents, suppliers and 
contractors. 

5.2. The use of an associated person or third party as a ‘go-between’ to channel 
bribes to others is also unacceptable. 

5.3. The Council is committed to the prevention, deterrence and detection of 
bribery by ensuring procedures are in place to prevent bribery; including: 

• making all employees aware of their responsibilities through this Policy 
and the Employee Code of Conduct; 

• providing training opportunities through the Corporate Training 
Programme for employees so that they can recognise bribery and 
corruption and enable them to take any subsequent action that may be 
required; 

• encouraging employees to be vigilant and to report any reasonably held 
suspicions of bribery or corruption, using the Council’s Whistleblowing 
Policy if necessary; 

• investigating instances of alleged bribery and assisting police and any 
other appropriate authorities in any resultant prosecution; 

• taking disciplinary action in accordance with the Disciplinary Policy and 
Procedure against any individual involved in bribery or other corrupt 
activity; 

• including appropriate clauses in commercial contracts to prevent bribery. 

6. Preventing Bribery – Adequate Procedures 

6.1. An organisation will have a statutory defence against prosecution for bribery 
offences if it puts in place “adequate procedures” designed to prevent bribery. 
What is “adequate” depends on the bribery risks, the nature, size and 
complexity of the business. Adequate procedures need to be applied 
proportionately, based on the level of risk. 

6.2. In determining such procedures, the Government has indicated that 
organisations should be informed by six principles: 

• Top Level Commitment 

• Risk Assessment 

• Proportionate Procedures (proportionate to the bribery risks faced). 

• Due Diligence 



• Communications (the anti-bribery policy and procedure are embedded 
and understood). 

• Monitoring and Review 

The Council’s arrangements embody these six principles. 

6.3. The Anti-Bribery procedure has been developed which provides a tool for 
assessing and mitigating risk of bribery, and reflects these principles. 

7. Employee Responsibilities 

7.1. The prevention, detection and reporting of bribery and other forms of 
corruption are the responsibility of all employees working for the Council. 
Therefore, all employees must: 

• comply with this policy; 

• avoid any activity that breaches this Policy or could be seen as a breach 
of this Policy; 

• Seek advice before accepting gifts or hospitality; 

• Raise any concerns as soon as possible if they believe or suspect that a 
breach of this policy has occurred or may occur in the future. For further 
information on raising concerns, please see Section 18 of the Employee 
Code of Conduct. 

Employees must not: 

• give or promise to give, or offer a payment, gift or hospitality with the 
expectation or hope that a personal, commercial, regulatory or 
contractual advantage will be received, or to reward any such advantage 
already given; 

• give or promise to give, or offer a payment, gift or hospitality to a 
government official, agent or representative to facilitate or speed up a 
procedure; 

• 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; 

• 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 the Council in return; 

• retaliate against, threaten or victimise anyone who has refused to be 
involved in bribery or corrupt practices, or who has raised concerns 
under this policy. 

The list above is not exhaustive but is intended to provide examples of 
conduct likely to breach this policy. 

7.2. If employees have any doubt at all about circumstances that they find 
themselves in, advice should be sought from their line manager before it 
becomes an issue to be dealt with. 

8. Consequences of Improper Behaviour 

8.1. All allegations relating to bribery or corrupt practices may be investigated. 



8.2. Where the investigation concludes that improper behaviour may have 
occurred, the Council’s Disciplinary procedures will be applied. This may 
result in dismissal. 

8.3. In all circumstances where a criminal offence may have been committed, the 
Council will notify the Police. 

8.4.  The Council will seek, wherever possible, to recover any losses suffered as 
a result of an act of bribery or corruption. 

9. Gifts & Hospitality 

9.1.  Gifts, offers of hospitality or favours from or to a third party, a contractor, 
client or partner organisation of the Council are capable of being perceived 
as constituting a bribe.  

9.2. Therefore, you should never accept or offer a gift, hospitality, favour or any 
other form of inducement which may influence or be perceived as influencing 
actions or decisions related to your job. 

9.3. In certain limited circumstances, and in connection with your official duties, it 
may be appropriate for you to offer or receive gifts of low value or small 
tokens of gratitude, such as merchandise / branded items which have been 
designed for the purpose of being given away e.g. pens, post-its etc. 
Similarly, small gifts such as sweets etc given to a team at Christmas will be 
acceptable. 

9.4. Gifts of alcohol or offers of hospitality, however small, should not be 
automatically accepted by Council employees. Similarly, such gifts or offers 
should not be made by Council employees. 

9.5. Advice should be sought from your manager on the appropriateness of 
offering or accepting any such hospitality or gifts. Other than in 
circumstances similar to those set out in paragraph 9.3 you should not accept 
a gift unless you are satisfied, following discussion with your manager, that to 
do so would not lead to your actions as a Council employee being called into 
question. 

9.6. Other than the small gifts indicated in paragraph 9.3, all offers of gifts and 
hospitality, whether refused or accepted, should be recorded in the register of 
gifts and hospitality, in accordance with departmental arrangements. 

10. Review 

10.1. The procedure and associated policy will be reviewed by the Financial 
Services Manager at least bi-annually to reflect organisational changes, best 
practice, operational experience and legislative updates, in order to maintain 
its effectiveness. 

 

  



ANTI-BRIBERY GUIDELINES      APPENDIX 2 

Step 1 – Establish responsibility for bribery prevention measures 

1 The Council’s Monitoring Officer has overall corporate responsibility for ensuring 
that the Council complies with the Act. 

1.1 The Corporate Anti-Fraud Officer will work with Services to develop and 
monitor bribery prevention procedures.  Managers should ensure that any 
procedures put in place are actioned and details are provided to the Council’s 
Monitoring Officer. 

Step 2 – Carry out a Risk Assessment 

2.1 All Services must carry out a risk assessment, with the assistance of the 
Corporate Anti-Fraud Officer, to understand the level of risk attributable to 
bribery in their particular Service area. This should highlight areas where effort 
needs to be focussed and ensure that procedures are proportionate to the 
risks faced. 

The risk assessment must be carried out on at least an annual basis. 

2.2 Each Service will have its own unique risks, and the broad list of assessment 
areas set out below will not necessarily apply to every aspect of service nor 
necessarily identify each and every area of risk. The list does however provide 
the basis of a generic assessment that may highlight areas where further 
enquiries are necessary to identify exposure to risk: 

a) Transactions 

- are there any significant / high value transactions that the Service 
enters into on a regular / irregular basis? 

- Do any transactions involve third parties or associated persons? 

- Who approves these transactions, and are adequate control 
procedures in place? 

b) Business areas 

- Does the service undertake business in business areas known to 
have general or specific bribery risks? 

- What (if anything) has been done to mitigate these risks? 

• Contractors / Suppliers / Partner organisations 

- Does the Service carry out business in conjunction with contractors / 
suppliers / partner organisations? 

- Who can approve the creation of such business arrangements, and 
are adequate control procedures in place? 

- What (if any) due diligence has been undertaken into any such 
partner organisations? 

- Are any partner organisations required to “sign up” to equivalent anti-
bribery policies / procedures? 

- What are the sanctions (if any) that can be taken against a partner for 
a breach of the bribery Act? 



c) Known Bribery Risks 

- Has the Service faced any bribery incidents in the past? 

- What has been done to prevent such incidents happening again, and 
has this been successful? 

• Financial Controls 

- Are financial controls in place that adequately audit / check for 
unusual / suspicious transactions? 

- What financial controls are imposed on expenses / hospitality / regular 
and irregular payments? 

- What financial controls are in place to review approval of new 
business arrangements / payments? 

d) Procurement 

- Are adequate controls in place within procurement arrangements, and 
are staff adequately trained in following procurement procedures? 

- Are procurement transactions subject to regular audit / spot checks to 
identify unusual / suspicious transactions? 

- Is a clear position on bribery and the consequences of bribery written 
into contractual documentation? 

- Do current procurement procedures adequately state the 
organisation’s position on bribery and how to report it? 

e) Training 

- Are adequate controls in place within operational systems, and are 
staff adequately trained in operating these systems and associated 
procedures? 

- What recent training has been given to staff on bribery? Is this 
ongoing / repeated on a regular basis? 

Step 3 – Put in place proportionate bribery prevention measures 

3.1 Having identified the relevant areas of risk, Services must put in place 
adequate measures and controls that address the potential areas of bribery.  
These need to be applied proportionately, based on the level of risk. 

3.2 These should be reviewed on a regular basis to ensure they are effective, 
especially if new practices or business arrangements are put in place. 

Step 4 – Review Due Diligence measures 

4.1 Due diligence involves assessing a proposed or existing business relationship 
or transaction, and ensuring any risk is mitigated by putting in place 
appropriate procedures and checks. 

4.2 It involves checking the businesses or people with whom we work with to 
ensure they are trustworthy, solvent and have a good reputation for doing 
business. 



4.3 Where a process is already in place to do this (e.g. tendering processes) 
managers and employees must ensure that all steps outlined in the process 
are followed correctly and completed fully. 

4.4 Services should carry out and fully document thorough due diligence checks 
to satisfy themselves that any risk is mitigated. 

Step 5 – Communication and Training 

5.1 Services should ensure that the Council’s position on bribery is clearly 
communicated both internally and externally. 

5.2 Services may wish to consider briefing employees on the Council’s policy and 
procedure through a variety of means. What is appropriate will depend on the 
nature and locations of the Service, and the level of risk identified. 

5.3 Possible methods include Team Briefings, emails or specific training for staff 
in identified high risk areas. 

5.4 Services may also wish to consider how they communicate the policy and 
procedures, and any measures to be imposed on third parties, to those 
partner organisations. 

Step 6 Monitoring and Review 

6.1 The procedure and associated policy will be reviewed by the Financial 
Services Manager periodically, to reflect organisational changes, best 
practice, operational experience and legislative updates, in order to maintain 
its effectiveness. 

 

  



APPENDIX 3 
 
ANTI-MONEY LAUNDERING POLICY 
 
 
1. INTRODUCTION 

1.1. The Money Laundering Regulations 2007 came into force on 15 December 
2007.  They replace the previous 2003 Regulations. The 2007 Regulations 
impact on certain areas of local authority business and require local 
authorities to establish internal procedures to prevent the use of their 
services for money laundering. 

2. SCOPE OF THE POLICY 

2.1. This Policy applies to all officers (including agency staff) and elected 
members of the Council and aims to maintain the high standards of conduct 
which currently exist within the Council by preventing criminal activity through 
money laundering. The Policy sets out the procedures which must be 
followed to enable the Council to comply with its legal obligations. Within this 
policy the term employees refers to all employees and elected members. 

2.2. Failure by an employee to comply with the procedures set out in this Policy 
may lead to disciplinary action being taken against them. Any disciplinary 
action will be dealt with in accordance with the Council’s Disciplinary Policy. 

2.3. Directors and managers must ensure that all employees are aware of this 
policy. 

3. WHAT IS MONEY LAUNDERING? 

3.1. Money laundering is the process by which criminally obtained money or other 
assets are exchanged for clean money or assets with no obvious link to their 
criminal origins. It also covers money, however come by, which is used to 
fund terrorism. 

3.2. Money laundering can take many forms such as: 

 Concealing, disguising, converting, transferring criminal property or 
removing it from the UK. 

 Entering into or becoming concerned in an arrangement which you 
know or suspect facilitates the acquisition, retention, use or control of 
criminal property by or on behalf of another person. 

 Acquiring, using or possessing criminal property. 

 Investing the proceeds of crime into other financial products or the 
acquisition of property/assets. 

 Tipping off a person(s) who is or is suspected of being involved in 
money laundering in such a way as to reduce the likelihood of or 
prejudice an investigation. 

Although the term ‘money laundering’ is generally used to describe activities 
of organised crime, for most people it will involve a suspicion that someone 
they know, or know of, is benefiting financially from dishonest activities. 



3.3. Potentially any member of staff could be caught by the money laundering 
provisions if they suspect money laundering and either become involved in it 
in some way and/or do nothing about it.  Failure to report money laundering is 
an offence.  

3.4. Whilst the risk to the Council of contravening the legislation is low, it is 
extremely important that all employees are familiar with their legal 
responsibilities: serious criminal sanctions may be imposed for breaches of 
the legislation. 

4. LEGISLATION 

4.1. The main UK legislation covering anti-money laundering and terrorist 
financing is: 

 Proceeds of Crime Act 2002 (as amended by the Serious Organised 
Crime and Police Act 2005) 

 Terrorism Act 2000 (as amended by the Anti-Terrorism, Crime and 
Security Act 2001) 

 Money Laundering Regulations 2007 

5. OVERVIEW OF OBLIGATIONS ON THE COUNCIL 

5.1. The main requirements of the legislation are:  

 To appoint a money laundering reporting officer  

 Maintain client identification procedures in certain circumstances  

 Implement a procedure to enable the reporting of suspicions of 
money laundering  

 Maintain record keeping procedures  

5.2. Providing the Council does not undertake activities regulated under the 
Financial Services and Markets Act 2000, the offences of failure to disclose 
and tipping off do not apply.  However, the Council and its employees and 
Members remain subject to the remainder of the offences and the full 
provisions of the Terrorism Act 2000. 

5.3. The Terrorism Act 2000 made it an offence of money laundering to become 
concerned in an arrangement relating to the retention or control of property 
likely to be used for the purposes of terrorism, or resulting from acts of 
terrorism. 

5.4. Potentially very heavy penalties (unlimited fines and imprisonment of up to 
fourteen years) can be handed down to those who are convicted of one of the 
offences above.  

6. NOMINATED OFFICER 

6.1. The regulations require the Council to appoint a Nominated Officer, 
sometimes known as Money Laundering Reporting Officer (“MLRO”) who is 
responsible for: 

 Receiving internal suspicious transaction reports (also known as 
disclosures) from within the Council. 



 Deciding whether these should be reported to the National Crime 
Agency. 

 If appropriate, making such reports to the National Crime Agency. 

6.2. The Officer nominated to receive disclosures about money laundering activity 
within the Council is the Section 151 Officer, the Assistant Director 
(Resources).  She can be contacted at s.mcgregor@southlakeland.gov.uk or 
01539 793112. In the absence of the MLRO, the Financial Services Manager 
is the authorised deputy (contact details: h.smith@southlakeland.gov.uk or 
01539 793147) 

7. CLIENT IDENTIFICATION PROCEDURES 

7.1. The Council will put in place procedures to identify customers when Council 
land or property is being sold. The procedures will require the Council to: 

 Identify customers and verify their identity on the basis of documents 
from a reliable and approved source. 

 Identify where applicable the beneficial owner (see below) and take 
adequate measures on a risk sensitive basis to verify their identity. 

 Maintain records of all checks. 

 “Beneficial owners” are the individuals who ultimately own or control the 
customer or on whose behalf a transaction or activity is being conducted. 

7.2. If satisfactory evidence of a customer’s identity at the outset cannot be 
obtained, then the business transaction can NOT proceed any further. 

7.3. All personal data collected must be kept in accordance with the Data 
Protection Act. 

8. SUSPICIOUS ACTIVITY REPORTING 

8.1. The regulations require the Council to appoint an individual in their 
organisation as a nominated officer (the “MLRO”) who is required to make 
reports to the National Crime Agency where he knows or suspects or has 
reasonable grounds for knowing or suspecting that a person is engaged in 
money laundering or terrorist financing. 

8.2. Any staff in the Council who know, suspect or have reasonable grounds for 
knowing or suspecting that a person is engaged in money laundering or 
terrorist financing must report such matters to the nominated officer (MLRO) 
as soon as possible. On receipt of a report, it is for the nominated officer to 
decide whether a suspicious activity report needs to be made to the National 
Crime Agency. 

8.3. Suspicion has its ordinary meaning, and a report should be made if a 
member of staff/the MLRO thinks that there is a possibility, which is more 
than fanciful, that a person is or has been engaged in money laundering or 
terrorist financing. 

8.4. The report to the MLRO should be within “hours” of the information/suspicion 
coming to your attention, not weeks or months later. Should you not do so 
then you may be liable to prosecution. 

8.5. The report should give as much information as possible: e.g. 

mailto:s.mcgregor@southlakeland.gov.uk
mailto:h.smith@southlakeland.gov.uk


 Full details of the people involved (including yourself) i.e. name, date 
of birth, address, company names, direct partnerships, phone 
numbers etc. 

 Full details of the type of transaction and the nature of their/your 
involvement. 

 The date of the money-laundering activity, including whether the 
transactions have happened, are ongoing or are imminent. 

 Where they took/taking place. 

 How they were/are being undertaken. 

 The (likely) amount of money/assets involved. 

 Why you are suspicious. 

8.6. Once you have reported the matter to the MLRO you must follow any 
directions he/she may give you. You must not make any further enquiries 
into the matter yourself. 

8.7. At no time and under no circumstances should you voice any suspicion to the 
person(s) whom you suspect of money laundering otherwise you may commit 
a criminal offence of “tipping off” (section 333 of the 2002 Act), if knowing a 
disclosure has been made to the MLRO, you make a disclosure to someone 
else which is likely to prejudice any investigation which may be conducted.  
The offence of “tipping off” carries a possible sentence of imprisonment 
(maximum five years), a fine, or both.  Do not, therefore, make any reference 
on a client file to a report having been made to the MLRO – should the client 
exercise their right to see the file, then such a note will obviously tip them off 
to the report having been made and may render you liable to prosecution.  
The MLRO will keep the appropriate records in a confidential manner. 

9. RECORD KEEPING PROCEDURES 

9.1. Each unit of the Council conducting relevant business must maintain records 
of: 

 Client identification evidence obtained; and 

 Details of all relevant business transactions carried out for clients for 
at least five years. This is so that they may be used as evidence in 
any subsequent investigation by the authorities into money 
laundering and also to demonstrate the Council’s compliance with 
the regulations. 

9.2. The precise nature of the records is not prescribed by law. However, they 
must be capable of providing an audit trail during any subsequent 
investigation, for example distinguishing the client and the relevant 
transaction and recording in what form any funds were received or paid. In 
practice, the business units of the Council will be routinely making records of 
work carried out for clients in the course of normal business and these should 
suffice in this regard. 

  



10. CONCLUSION 

10.1. The Money Laundering legislation is complex. This policy has been written as 
a safeguard and to enable the Council to meet its legal obligations. 

11. REVIEW 

11.1. This policy will be reviewed bi-annually. 
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