“Learning for Life”

GIFTS, BENEFITS & HOSPITALITY POLICY
Rationale

Victorian Government schools are required to record gifts, benefits and hospitality offers that
personnel either make or receive, in accordance with the Department’s Gifts, Benefits and
Hospitality Policy (docx - 742.13kb)

All personnel including members of the Teaching Service, School Councillors, and School
Council employees, and contractors are bound by the Policy and its Minimum Accountabilities.

Schools must ensure that personnel know:
⋅ about the policy and how it applies to them
⋅ where to find the policy and guidance materials, including case studies
⋅ where to find the online Registry System, and
⋅ how to record a gift, benefit or hospitality offer in the Registry System.

Schools do not need to develop local policies in relation to gifts, benefits and hospitality
because the Department's policy applies in all Victorian government schools.

However, if a school wishes to adopt a policy approach that differs from the Department's, to
reflect their local circumstances, schools may establish their own policy provided that it is
stricter than the Department's policy. To the extent that the local school policy is inconsistent
with the Department's policy, the Department's policy prevails.

The policy does not prevent teachers and Principals from accepting token gifts from students,
parents and overseas visitors.

The giving and receiving of gifts and hospitality are commonplace in everyday life. Gifts may
be offered to say thanks for good service, a special achievement, or to celebrate an important
event. Hospitality may be provided to welcome guests, facilitate relationships or to celebrate
achievements.

The community expects high standards of integrity and impartiality from Victorian public
sector employees and School Councillors. These individuals must not accept or make offers of
gifts, benefits or hospitality that influence, or give the impression to influence, any decision
unfairly. Whenever DET employees, School Council employees or School Councillors accept
or offer gifts and hospitality they must always act fairly and objectively and maintain public
trust by being honest, open and transparent.

The policy also includes gifts, benefits or hospitality given to an employee’s or a 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 a private
context.

This is a mandatory policy under DET’s new policy guidelines.
Aims


To ensure THE Northern School for Autism’s policies and practices comply with DET policy
in relation to the receipt of gifts, benefits and hospitality.

Reservoir Campus
16-18 Gertz Avenue
RESERVOIR VIC 3072
Phone: (03) 9462 5990
Fax: (03) 9460 8058

Lalor Campus
2-4 Lyndon Street
LALOR VIC 3075
Phone: (03) 9464 3480
Fax: (03) 9464 4713

northern.sch.autism@edumail.vic.gov.au
http://www.northernautism.vic.edu.au/web/
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To ensure the school complies with the minimum requirements and accountabilities as outlined
in the Gifts, Benefits & Hospitality Policy Revised May 2018 (for DET Employees, Teaching
Service Employees, School Council Employees and School Councillors).

Definitions
Gifts are the 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.
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 sometimes be difficult to quantify in dollars,
they may be highly valued by the intended recipient and therefore used to influence behaviour.
H ospitality 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, typically on a gift declaration form and/or gift
register. At a minimum, reportable gifts include accepted gifts, benefits and hospitality that exceed a
nominal value. They could also include gift offers of any value, whether they are accepted or not. The
gifts may have been offered to an employee directly, or extended to them as a guest of their partner or
other close relation.
Nominal value refers to the value of the gift offer. It is used to determine whether an offer, if accepted.
Entertainment is specifically defined in tax legislation as entertainment by the way of:
⋅ food
⋅ drink
⋅ recreation
⋅ accommodation or travel associated with the provision of food, drink or recreation.
Therefore, all gifts that are of an entertainment nature and/or any other gifts of $300 or more in value,
accepted by an individual from an employer, associate of an employer, or third party are subject to FBT.
H ost is the person, office holder or organisation which authorises, organises and pays for an event.
Responsibilities of a public sector host include initiating the event and approving decisions, for example in
relation to cost, selecting invitees, ensuring the event runs smoothly and meets its objectives, and facilitating
relationships between invitees.
Register is a record, preferably electronic, of all declarable gifts, benefits and hospitality. It records the date
an offer was made and by whom, the nature of the offer, its estimated value, the raising of any actual, potential
or perceived conflicts of interest or reputational risks and how the offer was managed. For accepted offers, it
details the business reason for acceptance and the officer approving the acceptance.
Legitimate business benefit gifts, benefits and hospitality accepted or provided for a business purpose, in
that it furthers the conduct of official business or other legitimate goals of the organisation, public sector or
State.
A Token Offer is an offer of a gift, benefit or hospitality that is offered as a courtesy or is of inconsequential
or trivial value to both the person making the offer and the individual. The primary determinant of a Token
offer is that it would not be reasonably perceived within or outside the organisation as influencing an
individual or raising an actual, potential or perceived conflict of interest. A Token Offer is an offer of a gift,
benefit or hospitality that is less than $501.
Non-Token Offer is an offer of a gift, benefit or hospitality that is $50 or more1.
1 Except where a person employed under the Education and Training Reform Act 2006 in a Victorian
Government school receives an offer from or on behalf of a parent, guardian, carer or student intended to
express appreciation of the person’s contribution to the education of a student or students, in which case nontoken includes any offer worth more than $100.

Conflicts of Interest

Page 2 of 5

“Learning for Life”
Actual conflict of interest - there is a real conflict between an employee’s public duties and private interests.
Potential conflict of interest - an employee has private interests that could conflict with their public duties.
This refers to circumstances where it is foreseeable that a conflict may arise in future and steps should be
taken now to mitigate that future risk.
Perceived conflict of interest - the public or a third party could form the view that an employee’s private
interests could improperly influence their decisions or actions, now or in the future

Implementation
 DET policy applies to all employees (including Teaching Service), all School Council employees
and all School Councillors.
 The minimum requirements for individuals for accepting gifts, benefits and hospitality are that
they:
⋅
do not solicit gifts, benefits or hospitality
⋅
refuse all offers of gifts, benefits or hospitality that could be reasonably perceived as
undermining the integrity and impartiality of their organisation or themselves
⋅
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 or
regulation, etc.
⋅
refuse all offers of money or items easily converted to money, such as shares; and
⋅
refuse bribes and report bribery attempts to their manager/Principal
⋅
seek advice from their manager/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.
 The minimum requirements for individuals when providing gifts, benefits or hospitality are
that they:
⋅
ensure that any gift or hospitality is provided for a business purpose in that it furthers
the conduct of official business or other legitimate organisational goals, or promotes
and supports government policy objectives and priorities;
⋅
ensure that any costs are proportionate to the benefits obtained for the State, and would
be considered reasonable in terms of community expectations; and
⋅
ensure that when hospitality is provided, individuals demonstrate professionalism in
their conduct and uphold their obligation to extend a duty of care to other participants.
 The minimum accountabilities for the Department’s executive officers, executive class and
principal class employees in the Teaching Service (excluding assistant principals) are that they:
⋅
⋅
⋅
⋅

establish and regularly review policies and processes to respond to offers of gifts, benefits
and hospitality, including multiple offers from the same source;
establish and regularly review policies and processes to provide guidance on the provision
of gifts or hospitality, both internally to staff and externally to business partners and other
stakeholders;
promulgate and establish awareness and compliance with gifts, benefits, and hospitality
policies with all employees and school councillors;
reinforce to all employees and school councillors that a breach of gifts, benefits and
hospitality procedures could constitute a breach of binding codes of conduct and result in
possible disciplinary action;
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⋅














ensure records are kept of accepted gifts, benefits and hospitality of more than nominal
value and that such records are subject to regular scrutiny, including review by the
Department’s Audit Committee;
⋅
ensure that hospitality expenditure is recorded and reported in accordance with whole of
government financial management, accountability and reporting requirements;
⋅
publish the Gift Register on the school’s website.
Catered staff functions or working meals may occasionally be provided.
Gifts to recognise a significant staff achievement is acceptable as is the giving of a token
(flowers or card) to family members who have experienced a bereavement.
Birthdays, marriages or birth of children must never be celebrated using public money.
The Principal will establish a process for ensuring that all staff and School Council members
are advised of the policy requirements.
The Gift Declaration Form, downloadable from the website below, must be completed by the
recipient of a reportable gift within 14 days of the offer.
The Principal will establish a Gift Register to keep records of accepted gifts, benefits and
hospitality of more than nominal value and will monitor gift register records and ensure they
are reviewed annually by the School Council.
Employees or School Councillors may accept and keep token gifts (under $100) from students,
parents and overseas visitors provided there is no conflict of interest and the value is
proportional to the occasion.
In limited circumstances gifts over $100 but below $500 may be kept subject of the written
approval of the School Council.
Gifts worth $500 or more must be surrendered to the school in all circumstances.
However care must be exercised if the donor is involved in a tender process, contractual
arrangement with DET or the School Council or if gifts of any kind have been offered more
than once in the last year.
If an individual considers that they have been offered bribe or inducement, the matter should
be reported to the School Principal immediately.
A gift must never be accepted if there might be a perception that it would create an obligation
to the recipient, is likely to influence an employee or the School Councillor in the course of
their duties or if the gift is money.

Evaluation
 This policy will be reviewed as part of the school’s three-year review cycle or if guidelines
change (latest DET updates mid-May & mid-June 2018).
References:
www.education.vic.gov.au/school/principals/spag/governance/pages/gifts.aspx
and the Gifts, Benefits & Hospitality Policy Revised May 2018
(for DET Employees, Teaching Service Employees, School Council Employees and School Councillors)
This policy was first ratified by School Council on ...........................
This update was ratified on 6 December 2018
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