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1. [bookmark: _Toc211960171] Summary
This policy sets out the department’s rules for giving and receiving gifts, benefits and hospitality at work. 
Gifts, benefits and hospitality are a way to show thanks and build relationships. They’re also a valued cultural practice in many communities. 
In the public sector they can create integrity risks. It’s vital that public servants make decisions impartially and in the public interest. This helps to maintain public trust and prevent corruption. Providing gifts and hospitality can raise questions about spending of public money. Accepting gifts, benefits and hospitality can look like improper influence or even bribery. 
The department encourages its employees to take a “Thanks is Enough” approach. This means politely declining gifts, benefits and hospitality in most cases. 
The department also recognises that employees sometimes face difficult situations. They may not be sure about the right thing to do. The department is also committed to cultural safety for Aboriginal employees and communities. 
This policy guides employees on handling gifts, benefits and hospitality. It outlines rules for giving and receiving them. The rules protect employees and the department.
Failing to follow this policy may be a breach of the Code of Conduct for Victorian Public Sector Employees. Breaches can lead to disciplinary or contractual action. 

	Employees – key things you must do 
Never seek gifts, benefits or hospitality for yourself or others.
Declare offers of gifts, benefits and hospitality worth $50 or more using the department’s online form. You must declare even if you refuse the offer.
Take a Thanks is Enough approach. Politely decline offers in most cases.
Follow the integrity tests if giving or receiving gifts, benefits and hospitality. For example: 
Never accept money, gift cards or similar items. 
Refuse offers from people, groups and organisations you’re likely to make or influence a decision about in the foreseeable future. 
Seek advice if in doubt. Talk to your manager or contact the department’s Integrity team at integrity@dffh.vic.gov.au or 1300 131 431.



	[bookmark: _Toc207291842]Managers and senior leaders – key things you must do
1. Be aware of the types of gifts, benefits and hospitality offered to your team members. 
1. Confirm compliance. Make sure team members declare offers where required. Make sure they follow this policy if giving or receiving gifts, benefits and hospitality.
1. Manage integrity risks for the department.
1. Promote awareness of this policy and advise team members when needed.
1. Model good practice by declaring any offers you receive and following the policy when giving or receiving gifts, benefits and hospitality. 




[bookmark: _Toc211960172]2. Introduction
[bookmark: _Toc211960173]2.1 Purpose 
This policy sets out how the Department of Families, Fairness and Housing (the department) and its employees: 
respond to offers of gifts, benefits and hospitality
provide gifts, benefits and hospitality.
The policy supports the public sector values of integrity and impartiality in the Code of Conduct for Victorian public sector employees (the VPS Code of Conduct). 
It is based on the Victorian Public Sector Commission’s Minimum accountabilities for managing gifts, benefits and hospitality in the Victorian public sector (the Minimum accountabilities). 
[bookmark: _Toc211960174]2.2 Scope
The policy applies to: 
employees of the department 
contractors, consultants and labour hire employees, if their contract requires them to comply with this policy
other workplace participants. This includes secondees, volunteers, external grant assessors, interns, cadets, trainees and work experience students. 
For ease of reading, this policy uses the term ‘employee’ to describe all of these people. 
[bookmark: _Toc208555931]This policy does not apply to the department’s statutory officeholders or agencies.
[bookmark: _Toc211960175]2.3 Definitions
This policy uses the following definitions:
	Term
	Definition

	Benefits
	Preferential treatment, favours or other advantages. Examples include invitations to sporting, cultural or social events, access to discounts, the promise of a new job, and invitations to conferences and seminars. 

	Business associate
	A person, group or organisation that the department has, or plans to have, a business relationship with or who may seek commercial or other advantage. 

	Conflict of interest
	A conflict of interest exists if an employee has a private interest that could influence, or reasonably be seen to influence, how they perform their public duties. Conflicts of interest can be actual, potential or perceived. 
If a conflict of interest exists, the department’s Conflict of interest policy also applies.

	Gifts
	Items or services that are free, discounted or would generally be seen by the public as a gift. Examples include: 
items such as vouchers, gift cards, artwork, food or flowers
services such as a discount on a car repair from a vendor.

	Hospitality
	The friendly reception and entertainment of guests. Hospitality ranges from light refreshment at a business meeting to expensive restaurant meals, dinner events and sponsored travel and accommodation.

	Legitimate business reason
	A reason that furthers the conduct of official business or other legitimate goals of the department, the public sector or the State. 

	Non-token offer
	An offer that is worth $50 or more.
When valuing offers, employees should use the estimated monetary value of the gift, benefit or hospitality if it were not provided free or at a discount. 

	Minimum accountabilities
	The Minimum accountabilities for managing gifts, benefits and hospitality in the Victorian public sector issued by the Victorian Public Sector Commission

	Official gifts and items
	Official gifts and items are accepted or given on behalf of the department as part of business with official delegates or representatives of a community group, organisation or government. They include: 
official gifts 
official items (items with cultural, ceremonial, religious, historic, or other significance)
Example
The department has been working with a local community group representing people of a specific cultural background. As thanks, the group presents the employees with a gift that is culturally significant. This is an official item. 
The community group also gives the employees a bottle of wine to celebrate the success of the project. This is an official gift – it is not culturally significant, but it was provided by an organisation in recognition of our relationship with them.  

	Internal register
	The official record of all declarable offers of gifts, benefits and hospitality made to employees or the department. 

	Public register
	The public version of the department’s internal register. It is published online on the department’s website https://www.dffh.vic.gov.au. 

	Token offer
	An offer that is worth less than $50. 
When valuing offers, employees should use the estimated monetary value of the gift, benefit or hospitality if it were not provided free or at a discount.


[bookmark: _Toc211960176]3. Soliciting gifts, benefits and hospitality
Employees must not solicit or seek any gift, benefit or hospitality for themselves or others if the offer could reasonably be seen as connected to their employment. 
[bookmark: _Toc211960177]4. Responding to offers of gifts, benefits and hospitality
This section outlines what employees must do if they’re offered a gift, benefit or hospitality in connection with their employment. 
Table 1 summarises these obligations. 
Table 1: Quick guide – responding to offers 
	Type of offer
	Obligations

	Token offers (valued at less than $50) 
	You can accept the offer if it meets the Integrity test. But the department encourages you to take a Thanks is Enough approach and politely decline in most cases. 
You can keep the offer if you accept. You do not need to declare the offer or seek your manager’s approval. 

	Non-token offers (valued at $50 or more)
	You can only accept the offer if it meets the Integrity test and you have prior approval from your manager. But the department encourages you to take a Thanks is Enough approach and politely decline in most cases.
You must declare the offer using the department’s online form, even if you refuse the offer. Exceptions are limited. 
The offer is not usually yours to keep but some exceptions exist. Tell your manager in the online form if you want to keep the offer. 
The department will record the offer in its Gifts, benefits and hospitality register. It must also publish certain information online. 

	Official gifts 
	You can accept the offer on the department’s behalf. 
You must declare it using the department’s online form, regardless of its value.
The offer is not yours to keep. You must transfer it to the department. 

	Official items 
	You can accept the offer on the department’s behalf. 
You must declare it using the department’s online form, regardless of its value.
The department is usually responsible for the care and custody of official items. If you want to keep an item, tell your manager in the online form. Your manager will consider cultural safety for you and the person that made the offer, and other factors. 

	Offers to the department
	Consult the department’s Integrity team and get Deputy Secretary approval before you accept the offer (see section 4.7).
The department will consider whether the offer passes the Integrity test and other factors. It must reject any offer that is not consistent with community expectations. 


[bookmark: _4.1_Thanks_is][bookmark: _Toc211960178]4.1 Thanks is Enough
The department encourages employees to take a Thanks is Enough approach to gifts, benefits or hospitality. This means employees should politely decline offers in most cases, even if this policy doesn’t require it. 
The department communicates this approach to its business associates. Employees should also inform their contacts if they’re in a situation where it’s common to exchange gifts (for example when an employee accepts an invitation to speak at an event). This helps avoid offence and awkward situations. 
[bookmark: _The_Integrity_test][bookmark: _Toc211960179]4.2 Integrity test – offers that must be refused 
The Integrity test is binding. Employees must always refuse the following offers:
	Type of offer
	Obligations

	Money, gift cards and similar
	Refuse all offers of money, gift cards and items that can be used in a similar way to money or easily converted to money. 

	Conflict of interest
	Refuse all offers that give rise to a conflict of interest (actual, potential or perceived). This means employees must refuse offers that could influence, or reasonably be seen to influence, how they perform their public duties. 

	Public trust
	Refuse all offers that could compromise the public’s trust:
that the employee will perform their job in an impartial manner or 
in the impartiality of the department or the public sector.

	No legitimate business reason (non-token offers)
	Refuse non-token offers (worth $50 or more) unless there is a legitimate business reason to accept. The offer must further the conduct of official business or other legitimate goals of the department, the public sector or the State.

	Community expectations
	Refuse all offers that are not consistent with community expectations. An example is crates of alcohol. 

	Bribes and inducements
	Refuse all offers that could reasonably be seen as a bribe or inducement. Report bribes to the department’s Integrity team
1300 131 431 or public.interest.disclosures@dffh.vic.gov.au. The team will report criminal or corrupt conduct to Victoria Police or the Independent Broad-based Anti-corruption Commission as needed.

	Repeat offers
	Repeat offers are multiple offers from the same person, group or organisation. While each offer may be small, their combined effect can create a perception that an employee is subject to influence. 
Refuse repeat offers if they could reasonably be seen as creating a conflict of interest.

	Decisions you are likely to make or influence

	Refuse all offers from people, groups or organisations that the employee is likely to make or influence a decision about in the foreseeable future. This includes decisions about recruitment, procurement, grants, funding and regulation. These offers could reasonably be seen as influencing the employee and creating a conflict of interest. 
The only exception is token hospitality, such as tea or coffee at a business meeting. 

	Lobbyists
	Refuse all offers from people, groups or organisations whose primary purpose is to lobby ministers, members of parliament or public sector agencies. 

	Endorsement
	Refuse all offers where accepting could reasonably be seen as endorsing a product or service. 

	Advantage to a supplier or sponsor
	Refuse all offers where accepting could reasonably be seen as endorsing or advantaging a supplier or sponsor in a future procurement.

	Sufficient attendees
	Refuse offers involving hospitality and events if the department is already sufficiently represented to meet its business needs. 

	Offers of uncertain origin
	Employees should refuse offers made through work colleagues if they believe the offer may have been made on behalf of a third party with the possible intention of influencing them. 
Employees should report these offers to their manager or the department’s Integrity team on 1300 131 431 or public.interest.disclosures@dffh.vic.gov.au. The offer may need to be reported to an integrity body or the police. 

	Your own judgement
	Employees should also refuse offers if they feel that accepting would breach their obligations under the VPS Code of Conduct or raise a question about their integrity. This is a broad test that allows employees to consider all relevant information, including applying the GIFT questions in the next section, to make an informed risk-based decision. This can help to protect themselves and the department if they are still unsure about accepting an offer. 
Employees can also seek advice from their manager or the Integrity team at integrity@dffh.vic.gov.au or 1300 131 431.


[bookmark: _Useful_questions_to]Useful questions to consider
The ‘GIFT’ questions can help employees decide whether to accept or decline an offer. These questions are prompts only. Employees must always meet the Integrity test.

	The GIFT questions

	Giver
	Who is providing the gift, benefit or hospitality? What is their relationship to me? 
Does my role require me to select suppliers, award grants, regulate industries or decide government policies? 
Could the person, group or organisation benefit from a decision I make?

	Influence
	Are they looking to gain an advantage or influence my decisions or actions?
Has the gift, benefit or hospitality been offered to me publicly or privately? 
Is it a basic courtesy or token of appreciation? Or is it a non-token offer?
Does its timing coincide with a decision I’ll be making in the foreseeable future?

	Favour
	Are they seeking a favour in return for the gift, benefit or hospitality?
Has the gift, benefit or hospitality been offered honestly? 
Has the person, group or organisation made repeat offers over the last 12 months?
Would accepting create an obligation, or feeling of obligation, to return a favour?

	Trust
	Would accepting the gift, benefit or hospitality diminish public trust?
How would the public view acceptance of this gift, benefit or hospitality? 
What would my colleagues, family, friends or associates think?


[bookmark: _Offers_that_can’t]Offers that can’t be refused
Where an offer fails the Integrity test, the employee should decline it at the time the offer is made. Sometimes this is difficult. For example: 
The offer may have arrived by mail, making it hard to decline. 
Declining the offer may offend. But remember, this isn’t usually sufficient reason to accept an offer. 
Declining the offer may be unsafe at the time. Employees aren’t expected to put their safety at risk. 
There may be another reason the employee can’t decline the offer in the moment.
Employees should consult their manager about what to do. They must not keep the offer or share it with other employees. The employee or their manager should return the offer where possible. If this is not practical, options are:
Gifts – dispose of the item using an asset disposal option in the department’s Asset Disposal Procedure. The department may also contact the giver to explain the department’s policy. 
Benefits and hospitality – contact the person or organisation that made the offer. Discourage future offers by explaining the department’s policy. Managers can also consider seeking an invoice to pay for the benefit or hospitality.
Employees must declare the offer using the department’s online form (see below). If they returned the offer, record it as declined. If not, record it as accepted and describe why it couldn’t be refused. The department’s Integrity team will record the reasons in the published Gifts, benefits and hospitality register. 
Employees and managers can contact the department’s Integrity team on 1300 431 131 or integrity@dffh.vic.gov.au for advice if they’re not sure what to do. 
[bookmark: _4.3_Declaring_and][bookmark: _Toc211960180]4.3 Declaring and seeking approval
Employees must declare all non-token offers (valued at $50 or more), even if they refuse the offer. 
Employees must declare offers using the department’s online form. They must provide all the information requested on the form. 
The employee’s manager will review the form. They can:
approve the declaration (and acceptance of an offer) or 
direct the employee on how to respond to the offer and manage any items. 
The department will record the information in its Gifts, benefits and hospitality register. 
Time limits
Offers must be declared and reviewed quickly. This helps the department manage any integrity risks. It also helps employees respond to offers quickly. 
Employees must lodge the form within 5 business days of receiving an offer. If they want to accept the offer, they must lodge the form and get manager approval before they accept. The circumstances in which an employee cannot seek prior approval are limited. Examples are:
The employee was not aware of the value of the gift at the time – such as a wrapped gift
It would have caused serious offence to refuse at the time. But remember, this is not usually sufficient reason to accept a gift.
Managers must review forms as soon as possible and within 5 calendar days. 
Exceptions to the declaration rule
There are two types of non-token offers that do not need to be declared using the online form:
Generic offers – employees don’t need to make a declaration if they ignore or decline the offer. Examples are spam emails and emails targeting employees with discounted seminars and webinars.
Multi-employee offers – where an offer is made to a group of department employees, it may be possible to make a group declaration. A manager for the group should contact the department’s Integrity team for advice at integrity@dffh.vic.gov.au or 1300 131 431. 

	Targeted email blasts
Some generic offers look personal, even though they are sent to a large number of people. Organisations can use tools to address them to employees directly and personalise the contents.
If an employee is unsure whether an email is generic, they should talk to their manager about whether to declare it. Useful questions to ask are:
Does the employee have a relationship with the person who sent the email?
Does the employee have a relationship with the organisation that sent the email?
Is the offer related to the employee’s work or their area of the department?
If the answer to all of these questions is ‘no’ then the offer is likely to be generic. 


[bookmark: _4.4_Deciding_ownership][bookmark: _Toc211960181]4.4 Deciding ownership 
Non-token gifts usually belong to the department. However, if the gift was given to an employee specifically in recognition of their work or contribution, the employee can keep it if:
it is not an official gift
it is unlikely to bring the employee or the department into disrepute
it would be consistent with community expectations, and 
the employee’s manager gives approval. Employees should seek approval when they declare the gift on the online form.
If the department keeps the gift, the employee’s manager can consider the following options:
displaying items in a department office
using one of the asset disposal options in the department’s Asset Disposal Procedure (such as donation to a charity). 
These rules apply only where the gift meets the Integrity test. If an employee has accepted something they shouldn’t have, see Offers that can’t be refused. 
[bookmark: _Toc211960182]4.5 Offers in a personal capacity
It is normal for employees to receive gifts, benefits and hospitality in their personal lives that aren’t connected to their work. If an employee believes on reasonable grounds that an offer is made to them in a personal capacity, this policy does not apply. 
If an employee isn’t sure whether an offer is personal or related to their role at the department, they should:
apply the Integrity test
consider the GIFT questions and other rules in this policy.
[bookmark: _4.6_Offers_from][bookmark: _4.7_Official_gifts][bookmark: _Toc211960183]4.6 Official gifts and items
Official gifts and items are an exception to the department’s Thanks is Enough approach.
Employees must declare all official gifts and items using the department’s online form. They must be declared regardless of their value, and even if they were declined. 
The department is responsible for the care and custody of official gifts and items. The general expectation is that employees transfer them to the department.
Employees can express interest in keeping official items given to them specifically in recognition of their work or contribution. Employees should do this when they declare the offer using the department’s online form. Their manager will consider whether the employee keeping the item:
is the express wish of the giver
benefits the department’s relationship with the giver
is appropriate given the significance and value of the item
would be consistent with community expectations 
is unlikely to bring the employee or the department into disrepute.
For items given by Aboriginal community-controlled organisations or communities, consideration must also be given to the cultural safety of Aboriginal employees and communities.
Managers should manage official gifts and items respectfully, according to the nature of the item. Options include:
displaying items in offices 
donating items under the department’s Asset Management Procedure. 
[bookmark: _4.8_Offers_to][bookmark: _Toc211960184]4.7 Offers to the department
Some offers are made to the department itself. Examples include offers of equipment during emergencies. They also include offers from consultants and contractors to provide free or discounted services to the department, and discounts and benefits for department employees.
Employees must consult the Integrity team and get Deputy Secretary approval to accept these offers. The Deputy Secretary must consider the Integrity test, as well as carefully scrutinising:
the people or organisation making the offer
the nature and circumstances of the offer
the level of public benefit if the department accepts the offer.
The department must reject any offer that isn’t consistent with community expectations.
[bookmark: _4.9_Gifts,_benefits][bookmark: _4.8_Gifts,_benefits][bookmark: _Toc211960185]4.8 Gifts, benefits and hospitality register 
The department maintains an internal register of declared gifts, benefits and hospitality. 
Access to the internal register is restricted to the department’s Integrity team. The Integrity team reports to the Audit and Risk Management Committee once a year on the administration and quality control of the register. It also shares the register with integrity and oversight bodies as required. 
The department publishes certain information in a public register on the department’s website yearly. The public register requirements are set by the Minimum accountabilities.
[bookmark: _Toc211960186]5. Providing gifts, benefits and hospitality
[bookmark: _5.1_Integrity_test][bookmark: _Toc211960187]5.1 Integrity test – providing 
Employees must meet the following tests when providing gifts, benefits and hospitality on behalf of the department: 

	Tests for providing gifts, benefits and hospitality

	Business reason
	There must be a legitimate business benefit that furthers the conduct of official business or other legitimate goals of the department, the public sector or the State. 
Examples of legitimate business reasons include:
welcoming guests 
facilitating the development of business relationships and outcomes
celebrating achievements.

	No conflict of interest
	Providing the gift, benefit or hospitality must not raise a conflict of interest (actual, potential or perceived). 
The exception is where the employee declares the conflict and the department approves a management plan that explicitly allows the employee to provide it.

	Proportionate costs
	The cost must be proportionate to the benefits obtained for the state.

	Community expectations
	The cost must be considered reasonable and consistent with community expectations. 


Employees must also follow other department policies. This includes the department’s Hospitality and conference expenses guideline.
Useful questions to consider
The ‘HOST’ questions can help employees assess if a gift, benefit or hospitality complies with the Integrity test. The questions are prompts only. Employees must always meet the Integrity test.

	The HOST questions

	Hospitality
	To whom is the gift or hospitality being provided? 
Will recipients be external business associates, employees or a mixture of both?

	Objective
	What is the business reason for providing the hospitality?
Will it further the conduct of official business? 
Will it promote and support government policy objectives and priorities? 
Will it contribute to employee wellbeing and workplace satisfaction? 

	Spent
	Will the cost be proportionate to the benefits obtained?
What type of hospitality will be provided? 
Will the hospitality be modest or expensive? 
If alcohol is to be provided, why? Would it be a courtesy or an indulgence? 
Is an external venue necessary or can the department host the event? 
Is the catering or hospitality proportionate to the number of attendees? 
Does the size of the event and number of attendees align with the intended outcomes?
If a gift is to be given, is it symbolic rather than financial in value?

	Trust
	Will public trust be enhanced or diminished? 
Will the gift, benefit or hospitality be proportionate to public expectations or seen as excessive?


[bookmark: _Toc211960188]5.2 Gifts, benefits and hospitality for employees 
The department may fund reasonable, token gifts, benefits and hospitality for its employees: 
to recognise and thank employees for significant achievements and contributions 
as part of approved health and wellbeing activities and supports
as part of workplace events. Employees must refer to the Hospitality and conference expenses guideline when organising workplace events.
Deputy Secretary approval is required. 
Employees must not use public money for gifts and celebrations to mark events such as employee birthdays, marriages, the birth of children, farewells and retirements, or for condolences.
Employees who participate in hospitality in their public sector roles must: 
demonstrate professionalism in their conduct
uphold their duty of care to other participants.
[bookmark: _Toc211960189]5.3 Providing official gifts and items
Before providing an official gift or item, employees should make reasonable enquiries to ensure it will be appropriate to do so. Employees can contact the department’s Aboriginal Engagement, Diversity and Inclusion team for advice at aboriginaldiversityinclusion@dffh.vic.gov.au.
[bookmark: _Toc211960190]6. Workplace fundraising
Fundraising by employees at work (such as selling chocolates, promoting online fundraisers or organising food or toy collections) doesn’t breach this policy or the Minimum accountabilities if:
Funds and donations are only sought from other employees, and not from clients or the public. 
It is clear the employees are raising funds in a private capacity. Contributions must be voluntary. Employees must keep funds and goods separate from department funds. It must be clear that the funds are personal employee contributions and not a department donation or payment. 
The fundraising does not create a conflict of interest (actual, potential or perceived) for the department or employees. 
Employees comply with the VPS Code of Conduct at all times. 
Department funding must not be used to conduct or contribute to employee fundraising. 
[bookmark: _Toc211960191]7. Breaches of this policy
[bookmark: _Toc211960192]7.1 Handling breaches 
Section 1.2 of the VPS Code of Conduct requires employees to follow this policy when accepting, declaring and recording gifts, benefits and hospitality. Failing to follow this policy may be a breach of the VPS Code of Conduct. Breaches may lead to disciplinary or contractual action.
If an employee makes an honest mistake, they should talk to their manager or the Integrity team as soon as possible. This helps the department resolve issues quickly, for example by returning a gift.
The department will respond to alleged breaches of this policy consistent with the Public Administration Act, the VPS Code of Conduct, this policy and any other obligations that apply.
If a criminal offence may have occurred, the department will report the allegations to Victoria Police. The department also has legal obligations to notify the Independent Broad-based Anti-corruption Commission about improper conduct and corruption.
[bookmark: _Toc211960193]7.2 Speak up – reporting breaches
The department encourages people to speak up if they think an employee has breached this policy.
Speaking up helps to build a culture of integrity at the department. It also helps to protect the department, its employees and clients from wrongdoing and corruption.
People can speak up by notifying:
their manager or the manager of the person who has not complied with the policy 
the department’s Integrity team at public.interest.disclosures@dffh.vic.gov.au or 1300 131 431.
If a person believes corrupt or improper conduct is occurring, they can also contact:
the Independent Broad-based Anti-corruption Commission at www.ibac.vic.gov.au or 1800 422 284 or 
the Victorian Ombudsman at www.ombudsman.vic.gov.au or 1800 806 314.
People can make anonymous reports. The department encourages people to provide as much information as possible (such as names, dates and any evidence). This helps the department consider the issues. 
The department will: 
actively support and protect employees who speak up in good faith
take decisive action, including possible disciplinary action, against anyone who discriminates against or victimises an employee who speaks up in good faith
respond in a constructive manner to the information provided.
Whistleblower protections may also be available. 
[bookmark: _Toc211960194]8. More information 
[bookmark: _Toc211960195]8.1 Advice and support
Employees can seek advice about this policy from: 
their manager 
the department’s Integrity team at integrity@dffh.vic.gov.au or 1300 131 431. 
[bookmark: _Toc211960196]8.2 Helpful guidance and documents
Forms
Gifts, benefits and hospitality form
Guidance 
Tips for declining offers intranet page 
Policies
Asset disposal procedure
Conflict of interest policy
Gift card policy
Hospitality and conference expenses guideline
Legislation, codes and standards
Code of conduct for Victorian Public Sector Employees (VPS Code of Conduct)
Management of misconduct policy
Public Administration Act 2004
Victorian Public Sector Commission, Minimum accountabilities for managing gifts, benefits and hospitality in the Victorian public sector
[bookmark: _Toc211960197]9. Review of this policy
The department reviews this policy every 3 years. 
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[bookmark: _Toc211960198]Appendix: Case studies and examples
Conflicts of interest
Example 1: Conference attendance that creates a conflict 
Divya is helping to manage a tender for a major contract. One applicant is hosting a conference and offers Divya a ticket to attend. It would be reasonable for people to believe that Divya accepting the offer to attend the conference could influence Divya’s decision-making and affect her impartiality. She must refuse the offer. If it is valued at more than $50, she must declare it. 
Example 2: Event attendance that doesn’t create a conflict 
Michelle’s team managed a grant for a new community program. The grant recipient invites her to the program launch at a local community centre. 
Michelle thinks about how the situation might look to other people. The grant has been acquitted. She won’t be making decisions about the recipient in the foreseeable future. The launch is modest and a chance to see the impact of the department’s funding. People are unlikely to think it could influence her decision-making. She declares the offer and gets approval to accept. 
Legitimate business reasons 
Example 1: No legitimate business reason
James needs to meet with a supplier to discuss a business issue. The supplier invites James to meet him at its corporate box during a sporting event.
There’s no legitimate business reason for the meeting to take place in this way. James must refuse and declare the offer.
Example 2: A legitimate business reason, but other integrity risks
A supplier offers Thao a free ticket to an industry seminar. It’s a chance for Thao to hear about the latest developments in the industry. 
Thao has a legitimate business reason to go to the seminar. It will support her professional development. But the offer fails other parts of the Integrity test – she manages the supplier and accepting the gift would create a conflict of interest for her. Thao must refuse the offer and declare it. She can ask the department to pay for her to go to the seminar instead. 
Repeat offers
Nick is managing a new social housing project. He often meets a contractor at a café near the site to discuss the project. The contractor always offers to pay for Nick’s coffee. 
It’s not appropriate for Nick to accept a free coffee more than occasionally. Although each coffee is not worth a lot, a member of the public could reasonably infer that he expects contractors to pay for his food and drink when they meet. This could create a perception of influence. 
Advantage to a supplier or sponsor 
Eman attends a conference paid for by the department. The conference sponsors and exhibitors are offering free giveaways. A member of the public might see this as an attempt to make Eman more favourable to them in the future. She should be careful to avoid accepting any of the gifts. 
Offers that can’t be refused 
Aliyah helped one of her clients through a personal crisis. To thank her, the client leaves a large bunch of flowers and a gift voucher for Aliyah at the front desk. The client becomes upset when a colleague tries to decline them. 
Aliyah knows the gifts don’t meet the Integrity test. She talks with her manager. It will be hard to return the gifts, so they decide to donate them to a local not-for-profit organisation. Aliyah talks to her client. She says was touched by the gesture, but words of thanks are more than enough. 
[bookmark: _Official_gifts_and]Official gifts and items
Example 1: Culturally significant events and gifts
An Aboriginal Community Controlled Organisation invites department employees to a NAIDOC Week celebration. They share lunch and the organisation gives each employee a cultural item. It also gives the department executive a valuable artwork. 
The lunch and gifts are culturally significant and are official items under this policy. The employees accept and declare them. The employees keep the cultural items. But keeping a valuable artwork has reputational risks for the executive. They display the artwork in the office instead. 
Example 2: Managing an official gift
Jess meets a cultural organisation on the department’s behalf. They give Jess a bottle of wine. The gift doesn’t have cultural, ceremonial, religious or historic significance, so it is classed as an official gift. Jess accepts and declares the gift. She gives it to the department for donation or disposal. 
[bookmark: _Offers_to_the]Offers to the department
Liam is managing a large IT project. He needs a contractor to help with the business requirements. One of Liam’s regular contractors offers to perform the work free of charge. 
Liam consults the Integrity team. The firm’s offer will save the department a lot of money. But it has commercial motives. It will gain valuable inside knowledge about the project that gives it an advantage in future procurement. It will also undercut its competitors in the market. The reduced competition may cost the project in the long term. After consideration, Liam declines the offer. 
Providing gifts, benefits and hospitality
Example 1: Gifts for department stakeholders
Marco’s team consulted a group of young people about a new project. He wants to give them all a $50 gift voucher to thank them for their time. 
Marco checks the Integrity test. There’s a business reason for the gifts because the young people helped the department’s work. It won’t create a conflict of interest, and the cost is proportionate and consistent with community expectations. Marco goes ahead (following the Gift card policy). 
Example 2: Gifts for department employees
Maia wants to use her team budget to buy flowers for two team members. 
The first team member worked long hours to roll out a ground-breaking new program. Maia can use department funds to buy the flowers for this team member, with her Deputy Secretary’s approval. The purpose is to recognise an outstanding achievement, and the amount is token and reasonable. 
The second team member is retiring after 8 years at the department. Maia can’t use department funds this time. Although the amount is still token, using public money for farewell gifts isn’t allowed under this policy. The team contributes money to buy flowers for their colleague instead.
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