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O. RECEIPT OF GIFTS

The City of Redlands recognizes that gifts or entertainment to employees may be viewed by
the public as intending to influence judgment and could possibly cause an employee to be
placed in a compromising situation. Therefore, it is the policy of the City to prohibit acceptance of
gifts by City employees. While common sense on the part of employees regarding the acceptance
of gifts is the most realistic control, it is helpful to have some specific guidelines to follow which
interpret the City’s policy. The guidelines listed below are supplemental and in addition to the
requirements of the Political Reform Act.
1. Donation of Gifts
Gifts that are consumable or useable on the work premises should be returned to the donor in the
spirit in which they were given with a thank you and explanation of why the employee cannot
accept the gift as detailed in this policy. If it is not feasible to personally return the gift at the time
it is given, the recipient employee may accept the gift upon the condition that the gift shall be
donated to a bonafide charitable organization by the employee. Examples of items which fall
under this category include plants, candy, baked goods and similar items. An employee who
accepts a gift for subsequent donation must complete a gift receipt form within 15 working
days. The form identifies the gift, its value, the date received, the donor, and the charitable
organization to which the gift was donated by the employee. For gifts which are accepted on
the condition that they will subsequently be donated to a charitable organization, the employee
should keep one copy, and forward one copy, of the form to the City Manager’s Office for
recording to ensure consistency for reporting purposes.
2. Return of Gifts
All alcoholic beverages and other gifts which are not consumable or useable on the work premises
shall not be accepted and shall be returned to the donor in the spirit in which they were given. If
the employee is given a prohibited gift, the employee should respectfully give the gift back with a
thank you and an explanation of why the employee cannot accept the gift as detailed in this Policy.
If it is not feasible to personally return the gift at the time it is given, the recipient employee shall
send the gift back to the donor with a note explaining why it is being returned.
3. Exclusions
This Policy does not pertain to meals or events, although disclosure requirements under the
Political Reform Act will still apply. Nor does this Policy prohibit an employee from accepting gifts
that are consumable or useable on the work premises, as authorized by the City Manager or
his/her designee, from the City or from another employee in recognition of exemplary service or
performance of duties.

