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Gifts, Benefits and Hospitality 
Policy

PURPOSE

To guide employees of Kunyung Primary School and School Councillors as to what they need to do when considering whether to accept gifts, benefits and hospitality.

GUIDELINES

This policy includes gifts, benefits or hospitality given to an employee’s or school councillor’s immediate family if the donor can be linked back to the employee’s or school councillor’s duties and responsibilities.
The policy does not apply to gifts received in private context.
Definition of terms:

Gifts are free or heavily discounted items, intangible benefits or hospitality exceeding common courtesy that are offered to employees or school councillors in association with their duties and responsibilities.  They may be enduring such as work of art, or consumables, such as box of chocolates.  They can range in value from nominal to significant and be given for different reasons.

Benefits are the privileged treatment, privileged access, favours or other advantage offered to an individual.  They include invitations to sporting, cultural or social events, access to discounts and loyalty programs, and promises of a new job.  While their value may be sometimes difficult to quantify in dollars, they may be highly valued by the intended recipient and therefore used to influence behaviour.

Hospitality is the friendly reception and treatment of guests.  It is hospitable to offer light refreshments in the course of a business meeting or as part of a conference program.  Hospitality can range from offers of light refreshments at a business meeting to restaurant meals and sponsored travel and accommodation.

Reportable gifts are those that must be recorded, on a gift declaration form (see Appendix 1) or gift register. Reportable gifts include accepted gifts, benefits or hospitality that exceeds $100.  

Individuals must:

· not solicit gifts, benefits or hospitality

· refuse all offers of gifts, benefits or hospitality from people or organisations about which they are likely to make decisions i.e. tender processes, procurement, licensing o regulation etc.

· refuse all offers of money or items easily converted to money, such as shares

· refuse bribes and report bribery attempts to the principal

· seek advice from the principal or other appropriate delegate if unsure about how to respond to an offer of a gift, benefit or hospitality of more than nominal value.
Gifts of any value must never be accepted if:

· The donor or reasonable observer would perceive that acceptance would create an obligation to the donor, particularly if the value of the gift is disproportionate to the circumstances in which it is offered

· The gift is likely to influence an employee or school councillor in the course of their duties or where acceptance could cause conflict of interest

· The gift is an offer of money or anything readily converted into money (e.g. shares)

· The organisation or individual has a connection with a tender process or a decision over which the Department or school could be perceived to have influence (employees and school councillors should remember that the consequences of creating a perception that the Department’s or school’s impartiality can be compromised may be as damaging as an actual compromise).
Providing Gifts to Staff:
On occasions, the Department or school may wish to recognise significant staff achievements and provide token gifts as part of:
· Reward and recognition programs or events; and

· Celebrating length of service milestones and/or retirements.

A token, such as a card and/or flowers, may also be sent to family members to acknowledge and employees’ contribution to the workplace in the event of their death.  Doing so can also assist their colleagues with their bereavement.
Gifts given in celebrations of events such as birthdays, marriages or the birth of children should not be funded using public monies.
Take the GIFT test - The GIFT test is a good reminder of what to think about when deciding whether to accept or decline a gift, benefit or hospitality. Take the GIFT test and when in doubt ask your manager or school principal

	G 
	Giver 
	Who is providing the gift, benefit or hospitality and what is their relationship to me? Does my role require me to select contractors, award grants, or determine policies? Could the person or organisation benefit from a decision I make? 

	I 
	Influence 
	Are they seeking to influence my decisions or actions? Has the gift, benefit or hospitality been offered to me publicly or privately? Is it a courtesy, a token of appreciation or highly valuable? Does its timing coincide with a decision I am about to make? 

	F 
	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 or organisation made several offers over the last 12 months? Would accepting it create an obligation to return a favour? 

	T 
	Trust 
	Would accepting the gift, benefit or hospitality diminish public trust? How would I feel if the gift, benefit or hospitality became public knowledge? What would my colleagues, family, friends or associates think?


Another useful test is to consider if it would be embarrassing or difficult to publicly explain or justify the acceptance of a gift. If this is the case, or if there is any doubt, then the gift should be politely declined.
A record of accepted gifts, benefits and hospitality of more value greater than $100 but less than $500, will be kept by the principal (see Appendix 2).  These gifts will also be approved by school council and documented in minutes.
All gifts worth $500 or more must be surrendered to the school.  Official gifts, namely gifts intended for the school rather that the individual remain the property of the school.

When an employee or school councillor is representing the school at an event, and the Department has paid for their time, labour or accommodation to attend the event, any benefits accruing from this event belong to the school.  The employee or school councillor is then required to record any benefit accordingly, if the value is over $100.

Repeated gifts and attempted bribery – if an individual considers they have been offered a bribe or inducement, the offer must be reported to the school principal immediately.
Hospitality:
In considering whether to provide a gift or hospitality the authorising officer should seek to uphold, and where possible, enhance the reputation of the public sector, including the school.  The following questions will assist with this consideration:

· Will the provision of hospitality foster the conduct of Department or school-based business?

· Will the provision of hospitality help to promote or support the government’s policy and objectives?

· In providing hospitality, can we be sure that the reputations of both the public sector/school and the external guests are upheld?

Take The Host Test: - The HOST test is a good reminder of what to think about when deciding whether to provide hospitality or gifts to staff or stakeholders. Take the HOST test and when in doubt ask your manager or school principal
	H 
	Hospitality 
	To whom is the gift or hospitality being provided? 
Will recipients be external business partners, or employees of the host organisation?

	O
	Objectives
	For what purpose will hospitality be provided? 
Is the hospitality being provided to further the conduct of official business? Will it promote and support government policy objectives and priorities? Will it contribute to staff wellbeing and workplace satisfaction?

	S
	Spend
	Will public funds be spent?
What type of hospitality will be provided? Will it be modest or expensive, and will alcohol be provided? Will the costs incurred be proportionate to and less than the benefits obtained?

	T
	Trust 
	Will public trust be enhanced or diminished? Could you publicly explain the rationale for providing the gift or hospitality? Will the event be conducted in a manner which upholds the reputation of the public sector? Have records in relation to the gift or hospitality been kept in accordance with reporting and recording procedures?


Catered Functions for Staff:
For a range of reasons, catered activities may be occasionally provided for employees.  These may include:

· As part of a larger staff-related event, for example a training course, workshop, planning day seminar or conference; and

· To recognise an organisational or individual staff achievement (for example the successful completion of a project or the retirement of a long-standing member of staff).
The appropriate senior authorising officer must determine if any catered function for staff would be considered reasonable and must take into consideration community expectations in relation to expenditure by public officials.
Evaluation:

The School Council review its policies every four years to ensure the needs of the School Community are met.  The review process will be informed by any new knowledge to hand and feedback from all stakeholders.  

Appendix 1
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GIFT DECLARATION FORM

To be completed by the recipient of the reportable gift within 14 days of the offer

Date offered:

       /       /
  
Offered to:



Title/Role:




Division/Unit/School:



Offered by:



Title/Role:  



Organisation:



Reason offered: 



Description of gift:



Location of gift: 



Estimated value: 



Decision regarding gift:

Declined   □
    Retained   □
    Transferred to Department ownership   □
Transferred to school ownership   □
Signature of recipient: 

Date: 
 /
 /


Noted by authorised delegate:

Name: 


Position:

Date: 
 /
 /


Signature: 



 (On Completion - Please send to School Principal)   
Gift register updated:

Name: 


Position:

Date: 
 /
 /


Signature: 



 (School principal)   



                    This policy was last ratified by School Council on …………………..2017








