Catholic Charities Diocese of Palm Beach, Inc.
Policy and Procedures Manual

No. of Policy 4001
SUBJECT: GIFT GIVING AMONG EMPLOYEES

POLICY: Employees and volunteers shall not accept pergpitalfrom other
individual staff or supervisory personnel. A gragifi may be given for
special occasions (weddings, baby showers, etcéldbration of
birthdays is encouraged with a card and cake abffice.

PROCEDURES:

1) If an individual gift valued over twenty dollarsoé$fered, the
recipient must notify his immediate supervisor.

2) If the gift is offered by the staff's immediate swgsor, the
recipient must notify the next person in the chalicommand.

3) Any person who does not comply with this policy nieysubject
to disciplinary action.
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