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UNCONTROLLED WHEN PRINTED FROM PROMPT

Step
1 STATEMENT

In accordance with the Code of Conduct for Victorian Public Sector employees handbook, and 
in particular, Section 4.2 – “Public sector employees do not – for themselves or others – seek 
gifts and benefits (including hospitality).  They refuse all offers of gifts and benefits that could 
reasonably be perceived as influencing them or undermining the integrity of RDHS or 
themselves.”

“The giving and receiving of gifts and hospitality are commonplace and pleasing experiences 
in everyday life. Gifts may be offered to say thanks for good service, reward a special 
achievement or celebrate an important event. In business, gifts may be offered to build 
relationships, mark the opening of a joint venture or to further professional development.  In 
most cases, these gifts will have been offered without an ulterior motive or any expectation of 
reciprocity. Hospitality may be provided to welcome guests, facilitate the development of 
business relationships or to celebrate achievements.

The Victorian community trusts that public sector employees will perform their duties impartially. 
They can only do this if their personal interests don’t conflict with their public duty. Accepting 
gifts can give the impression that an employee will favour a particular person or organisation 
when making decisions or taking action. This may not be the intention of either the employee 
or the donor but impressions are important. Impressions are also important when the public 
sector provides hospitality. All public sector employees should strike a balance between the 
responsible use of public resources and the benefits that may be delivered to their organisation 
and, ultimately to the community they serve. It is also necessary to guard against any 
perception that hospitality is being used to solicit benefits or encourage other forms of unethical 
or dishonest behaviour.

In many cases it is easy to identify offers to politely decline, or the boundaries for the provision 
of hospitality. Expensive gifts or lavish hospitality come to mind. In other cases it is not so clear 
cut. Employees need practical guidance to help them navigate a course between not risking 
the requirement for impartiality, and not inadvertently causing offence or embarrassment.”

2 PURPOSE
The purpose of this Policy/Guideline is to provide all staff at Robinvale District Health Services 
with guidance on the procedure to follow when being offered a gift/benefit/hospitality either 
directed to a staff member, or to the organisation.  All staff are encouraged to be sensitive to 
cultural practices and individual circumstances when dealing with this issue.

3 RESPONSIBILITIES
Individual Employees:
a) Do not solicit gifts, benefits or hospitality.
b) Refuse all offers of gifts, benefits or hospitality that could be reasonably perceived as 

undermining the integrity and impartiality of their organisation or themselves.  
c) Refuse all offers of gifts, benefits or hospitality from people or organisations about 

whom they are likely to make decisions involving:
o tender processes;
o procurement;
o enforcement;
o licensing; or
o regulation

d) Refuse all offers of money or items easily converted to money such as shares.
e) Refuse bribes and report bribery attempts to the Chief Executive Officer.
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f) Report employees who solicit bribes from external parties to the Chief Executive 
Officer.

g) If unsure about how to respond to an offer of a gift, benefit or hospitality of more than 
nominal value, seek advice from a manager or other appropriate organisational 
delegate.

h) Ensure that any gift or hospitality given by RDHS employees 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.

i) Ensure that any costs are proportionate to the benefits obtained for the State, and 
would be considered reasonable in terms of community expectations.

j) 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.

Board Members, Chief Executive Officer & Directors:
a) Establish and regularly review policies and processes to respond to offers of gifts, 

benefits and hospitality, including multiple offers from the same source.
b) 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.

c) Promulgate and establish awareness and compliance with gifts, benefits and 
hospitality policies from all members of the organisation – from front line employees to 
board members and Chief Executive.

d) Reinforce to all members of the organisation that a breach of gifts, benefits and 
hospitality policies could constitute a breach of binding codes of conduct and if 
proven, will result in disciplinary action.

e) Ensure that 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 organisation’s audit committee.

f) Ensure that hospitality expenditure is recorded and reported in accordance with whole 
of government financial management, accountability and reporting requirements.

Robinvale District Health Services must safeguard impartiality, integrity and accountability by:
 deciding which gifts can be accepted and which must be declined;
 having a transparent process for declaring, recording and handling gifts;
 deciding on the extent, scale, cost and nature of the gift and/or hospitality that can 

be provided and to whom; and
 having a transparent process for recording and reporting on hospitality expenditure

GUIDELINES
4 GIFTS & BENEFITS

Stationery such as pens or pads handed out to everyone attending a conference or expo may 
generally be accepted. They are inexpensive and intended to serve as a reminder of the event.  
They often have the company’s logo printed on them.  Employees may receive small gifts of 
appreciation such as a box of chocolates from their clients for the work they have done. These 
gifts are generally acceptable if the appreciation is being shown for a service provided, and 
declining the gift could cause embarrassment or offence.  

When employees attend a conference either as a participant or speaker or apply for an award 
in recognition of their public sector work, they are representing their organisation. The employer 
has paid for the employee’s costs; their time, labour or accommodation. Any benefits accruing 
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from the employee’s activities belong to the organisation. This includes fees for speaking and 
financial grants.

Public officials may receive offers of sponsored travel and accommodation to attend a 
conference or to participate in an industry familiarisation tour. Such offers should generally be 
declined because of the potential for a conflict of interest, but should be discussed with the 
CEO. 

Employees are encouraged to be alert to repeated offers of gifts from a single source. The 
cumulative value of the gifts over a year may be quite high. In addition, when accepting gifts 
becomes a habit or even an expectation, public officials are likely to be compromised, and be 
in breach of the relevant Code of Conduct.

5 HOSPITALITY
Light refreshments such as tea or coffee offered in the course of a business meeting at the 
organisation’s premises may be accepted. These will have been offered as a courtesy and to 
make the guest feel welcome. Similarly light refreshments such as finger food at an opening 
ceremony or sandwiches at a conference may be accepted. In all cases the hospitality should 
be proportionate to the occasion. Modest hospitality offered as part of official business is not a 
reportable gift.

Robinvale District Health Services requires their employees and managers to consider whether 
there is a public benefit to attending private functions in an official capacity. Where there is no 
clear public benefit, organisations’ policies should ordinarily require that an invitation is 
declined.  This is especially the case when their attendance at the function could be perceived 
as an endorsement of the company or product.

Victorian public sector organisations may provide hospitality for the purposes of:
 receiving guests (for example a visiting delegation from another jurisdiction, or hosting a 

meeting held over lunch time);
 facilitating relationships between third party organisations that are in the interests of the 

State (for example, an event where community sector organisations can meet business 
organisations to establish partnerships);

 celebrating the opening of an event, exhibition, or the establishment of a new public body; 
or

 launching an initiative (for example, the launching of a new community awareness 
campaign)

For a range of reasons, Victorian public sector organisations may occasionally provide catered 
activities for employees. These 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)

Catering an event for staff can be an effective means of celebrating achievements or promoting 
particular behaviours and is consistent with common business practice. In deciding whether 
the organisation should pay for all, some or none of the costs associated with the staff event, 
they should consider:
 the extent to which the event will contribute to organisational objectives by, for example, 

reinforcing particular values or motivating staff;



Robinvale District Health Services  
CORPORATE
GIFTS, BENEFITS AND HOSPITALITY POLICY

Prompt Doc No: RDHS0090458 v3.0  Last Review Date: 23/04/2021 Review & Update by: 23/04/2022
Issue Date:  06/04/2018 Gifts Benefits & Hospitality Policy Page 4 of 7

UNCONTROLLED WHEN PRINTED FROM PROMPT

 whether there have been multiple recent events that would result in perceptions of excess 
should further events be funded; and

 the need to balance the positive benefits of public recognition with community expectations 
in relation to modest and prudent expenditure by public officials

The supply of alcohol at any event can lead to increased risks, including the risk of anti-social 
behaviour and risks to the reputation of both individuals and the organisation alike.  

Robinvale District Health Services must consider its obligations under the Occupational Health 
and Safety Act 2004, the Liquor Control Reform Act 1998 and the relevant Code of Conduct.
 Any event where alcohol is served should be held at a time which minimises the risk of 

employees returning to work impaired by alcohol
 No more than two standard drinks per person should be provided
 The provision of alcohol should be incidental to the overall level of hospitality provided

6 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.
GI

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, 
regulate industries or determine government 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?
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7 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.
H

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?

8 GIFTS, BENEFITS & HOSPITALITY TO STAFF & RDHS
 Employees shall not use their position to obtain a private benefit for another individual or 

themselves.  Decisions in the workplace shall not be improperly influenced by family or 
other personal relationships. (Refer to Financial Code of Practice and Fraud & Corruption 
Policy for further information on conflicts of interest.)

 Immediately report to your manager any circumstances where an offer of a benefit or gift 
is made, regardless of whether it is accepted or not, if you feel that such circumstances 
involve an attempt to induce favoured treatment

 No gift or benefit shall be accepted if intended to influence decisions about how work is 
undertaken, contracts or tenders awarded or goods purchased, or if it could reasonably be 
perceived as such.  An offer of such a gift should be politely declined and any unsolicited 
gift promptly returned. (Refer to Financial Code of Practice and Fraud & Corruption Policy 
for further information on conflicts of interest.)

 Take the GIFT test and the HOST test referred to in the policy to assist in determining 
whether it is appropriate to accept the item

 Small inexpensive gifts, benefits and hospitality, with a value of less than $50 (unless this 
is repeated) from a grateful patient or client may be accepted with appreciation – this would 
include items such as chocolates or flowers

 Gifts of monetary value such as gift cards or vouchers are to be provided to the CEO 
Executive Assistant for registration who will forward to the CEO for determination of 
appropriate action
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 Complete a Gifts Benefits & Hospitality Declaration Form and submit to your manager 
together with any gifts

 Managers are to authorise the form and then forward the form together with the gift to the 
Administration Coordinator to record the gift, benefit or hospitality in the RDHS Gifts 
Register

 CEO will acknowledge receipt in writing where appropriate
 CEO will determine appropriate usage of the gift
EVALUATION:  The Finance & Audit Committee reviews the Gifts Register at each of their 
meetings.
KEY WORDS: Gift, Benefit, Hospitality, Host and Trust

9 ASSOCIATED DOCUMENTATION:
Behaviour in the Workplace (Code of Conduct)
Board Director Code of Conduct
Donations and Gifts Policy 
Fraud & Corruption Control Policy
Financial Management Structure Systems
Grievance & Discipline Policy 

10 DEFINITIONS
BENEFIT Preferential treatment, privileged access, favours or other advantage 

offered. 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 
their behaviour.

BRIBE Money or other inducements given or promised to employees to corruptly 
influence the performance of their role. Bribery of a public official is an 
offence punishable by up to ten years imprisonment.

CONFLICT OF INTEREST Occurs when an employee’s private interests conflict with their public duty.  
Employees have a duty to always resolve a conflict in the public interest, 
not their own. This may mean that they decline a gift or transfer the gift to 
their employer’s ownership if this is identified as being in the public interest.

GIFT Free or heavily discounted items, intangible benefits or hospitality 
exceeding common courtesy that are offered to employees in association 
with their work. Gifts may also be provided by organisations to, for 
example, a visiting delegation from another jurisdiction. They may be 
enduring such as a work of art or consumables such as a box of 
chocolates. They range in value from nominal to significant and may be 
given for different reasons.

HOSPITALITY The friendly reception and treatment of guests, ranging from offers of light 
refreshment at a business meeting to restaurant meals and sponsored 
travel and accommodation. Hospitality may be offered to a public sector 
employee. It may also be provided by public sector organisations in three 
situations:

‘Official State hospitality’ is that hosted directly by an elected official and 
not a public sector organisation. This may include some diplomatic, 
consular and ceremonial activities, state contributions to the Australian 

https://app.prompt.org.au/download/90455?code=505e9e51b4d12caab11a70db3a92f3da
https://app.prompt.org.au/download/74962?code=d472dcf23acae7d1d053a8a4ef7754e5
https://app.prompt.org.au/download/90426?code=7f9e8d95120b4b8dca90a7266c51c4fb
https://app.prompt.org.au/download/78280?code=4f32d5204e55d58e1b9f53ac4732ecb0
https://app.prompt.org.au/download/76951?code=7b4884ac6dc6a331d416499184541ec8
https://app.prompt.org.au/download/76949?code=527c551df58520fab53ea0bb1a273d1d
https://app.prompt.org.au/download/74982?code=e7229a85dd4c2e3714473f3061d27a3f
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system of honours and awards and the conduct of community cabinets. 
This type of hospitality is exempt from this policy framework.
‘Official hospitality’ refers to the hosting of diplomatic and foreign 
government officials, community representatives and/or people from the 
private and academic sectors by public sector organisations, and state-
sponsored events. The persons attending these events are usually from 
organisations other than those within the Victorian public sector although 
public sector employees may attend to accompany a Departmental 
secretary or executive and/or Minister and liaise with attendees.

‘General’ hospitality’ is usually that provided by public sector organisations, 
often in the workplace and often involving internal stakeholders or fellow 
public sector employees.  General hospitality can be provided for a range 
of purposes, from providing sustenance at a lengthy meeting through to 
celebrating achievements. Modest hospitality includes light refreshments 
such as tea or coffee offered as a courtesy, and light meals such as 
sandwiches served at a business meeting held over meal times. It also 
extends to more generous forms of hospitality such as catered meals at 
functions, meals at restaurants, and may include the provision of alcohol. 
Depending on the nature of the hosting organisation’s business, 
sometimes recipients of general hospitality may be external stakeholders 
or business partners.

REPORTABLE GIFTS Those that must be recorded, typically on a gifts declaration form and/or a 
gifts 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.

VALUE The estimated or actual value of a gift in Australian dollars. It is also the 
cumulative value of gifts offered by the same individual or organisation 
within a 12-month period. Significant gifts may warrant independent 
valuation.

NOMINAL VALUE The value of a gift offer. It is used to determine whether an offer, if 
accepted, is a reportable gift.  The nominal value for RDHS is $50
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