
	

Page 1 of 8 

 

	 	
Rationale: 

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.  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 Department 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. It is underpinned by the integrity 
and impartiality values and principles specified in the Public Administration Act 2004, the 
Code of Conduct for Victorian Public Sector Employees and the School Council Code of 
Conduct 

This Policy applies to all Departmental employees (including Teaching Service), contractor 
staff, all school council employees and all school councillors. 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. 

Aims: 

• Guide all individuals as to what they need to do when considering whether to accept or 
offer, gifts, benefits and hospitality.   

• Reflect the minimum requirements and accountabilities as outlined in the revised State 
Services Authority Gifts Benefits and Hospitality Policy Framework April 2012.   

Implementation: 

Minimum accountabilities apply to the Department’s executive officers, executive 
class and principal class employees in the Teaching Service (excluding assistant 
principals).  

The minimum requirements for individuals (to all Departmental employees 
(including Teaching Service), school council employees and school councillors) 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. 
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§ 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; 

§ 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; and 

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

Accepting gifts, benefits and hospitality  
Individuals must exercise particular care in accepting gifts, benefits or hospitality if: 

§ the donor person, company or organisation is involved in a tender process with 
the Department or school, or the donor person or organisation is the subject of, 
or affected by, a decision within the Department or school’s discretionary 
power or significant influence; 

§ the person, company or organisation is in a contractual relationship with the 
Victorian Government or school council; or 

§ the employee or school councillor has been offered gifts of any kind from the 
same donor more than once in the last year. 

Employees or school councillors may accept benefits and hospitality, such as 
invitations to official functions or events of reasonable value, as long as they are 
related to the business of the Department or school, and provided that they do not 
involve a conflict of interest or create a perception that the employee or school 
councillor will be unduly influenced by accepting the benefit or hospitality.  In all cases 
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the benefit or hospitality should be proportionate to the occasion.  Benefits and 
hospitality in relation to for-profit organisations sponsoring conferences or 
industry tours should generally be declined, unless reasons why there is no 
conflict of interest or apparent conflict of interest or improper influence can be 
demonstrated.  However, if attendance at the conference or industry tour is in 
the public interest, then the Department or school should consider paying for 
the travel and accommodation. 

Gifts of seemingly excessive value should not be accepted.  The only exception to 
this is when failure to accept the gift, benefit or hospitality is likely to cause 
embarrassment or insult to the donor.  

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 a conflict of interest. 

§ the organisation's primary purpose is to lobby Ministers, Members of 
Parliament or agencies. 

§ the gift is an offer of money or anything readily convertible into money (e.g. 
shares), or 

§ the organisation or individual has a connection with a tender process or a 
decision over which the Department or the 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. 
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GUIDELINES 
School-based employees and School councillors  

For school-based employees and school councillors, acceptance and offers of 
a gift worth more than $100 (nominal value) must be formally registered on the 
school’s gift register. Where a school gift register does not exist, principals are 
required to institute one and record the following information for each gift:  

§ recipient’s name          
§ donor’s name and organisation  
§ location of the gift  
§ description and estimated value  
§ date, time and place of offer  
§ decision taken on the gift  
§ principal’s or school council president’s signature.  

  

The gift register is monitored by the principal and annually reviewed by the 
school council. 

 
PROGRAM 
Constructive strategies to deal with harassment will include: education in coping 
strategies; assertiveness training; problem solving and social skills; counselling and 
behaviour modification.  These strategies will be employed in preference to punitive 
sanctions and negative consequences. 
The Anti-Bullying and Anti-Harassment Policy of the school will be widely promoted to 
students, staff, parents/carers and the local community. 
If a teacher feels a student is at serious and imminent risk from bullying (including 
cyber bullying) and harassment then it is their professional duty to pass on the 
information to an appropriate person in order to ensure appropriate support for the 
student.  It is important that teachers document fully their interaction with the student 
and to verify the actions taken. 
Student programs will be organized to raise student awareness about bullying 
(including cyber bullying) and harassment, to provide a forum for discussion of 
matters and to aid development of attitudes.  Some matters will be dealt with formally 
in the curriculum and in peer support programs, leadership programs, extra-curricular 
programs and occasional activities run by outside experts and workers.  The 
curriculum will include anti-bullying messages and strategies in line with current 
DEECD materials e.g. ‘The Friendly Schools’ and ‘No Blame Approach to Bullying’ 
programs. 
Professional development will be provided for staff relating to bullying (including cyber 
bullying) and harassment and proven strategies to address these issues in 
classrooms will be shared with all staff. 
The school will provide specialist resources such as books, videos, kits and off site in-
service activities to assist staff in responding appropriately to bullying (including cyber 
bullying) and harassment issues. 
Disciplinary consequences for bullying (including cyber bullying) and harassment will 
comply with the school’s Welfare and Discipline Policy.  The principal or their 
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nominee will provide disciplinary consequences including suspension in accordance 
with Department of Education and Early Childhood Development (DEECD) 
guidelines. 
 
LINKS AND APPENDICES (including processes related to this policy) 
Links which are connected with this policy are: 

• DEECD’s Effective Schools are Engaging Schools: Student Engagement 
Policy Guidelines 

• DEECD’s Safe Schools are Effective School’s 
• DEECD’s Student Engagement Policy Guidelines 
• The school’s Internet Use Policy (re cyber-bullying) 
• DEECD’s Respectful Schools       
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Appendices which are connected with this policy are: 
• Appendix A: Anti-Bullying (including cyber-bullying) and Anti-Harassment Procedures 
• Appendix B: Reporting on Incident of Bullying / Harassment – Template  
• Appendix C: Formal Referral of Student who has bullied / harassed other to Student 

Welfare Coordinator – Template  
 
 
EVALUATION 
This policy will be reviewed annually or more often if necessary due to changes in regulations 
or circumstances. 
 
 
 
 
 

This policy was previously ratified by School Council:    July 2012 

This policy is to be reviewed at School Council Meeting:    August 2016   

The next review date is:          July 2019 
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Appendix A 

Attachment	B		
	

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:		 	.................................................................................................................		

First	time	offer			□													Previous	offer(s)	within	last	12	months	by	this	individual			□			
Cumulative	value	of	gifts	offered	by	this	individual	within	the	last	12	months:	............................		

Decision	regarding	gift:	

Declined			□	 				Retained			□	 				Transferred	to	Department	ownership			□	

Transferred	to	school	ownership			□	

	
Signature	of	recipient:		 	................................................	Date:		 	/	 	/	........		

	

Approved by recipient’s authorised delegate: 

Name:		 	...................................		 Position:	...............................................		 Date:			/	........		/	........		

Signature:		 	...................................................................		
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On	Completion	-	Please	send	to	Executive	Director,	Procurement	Division	or	School	Principal	as	
appropriate	

	
	

Gift register updated: 

Name:		 	...................................		 Position:	...............................................		 Date:			/	........		/	........		

Signature:		 	...................................................................		

	Executive	Director	(or	appropriate	representative),	Procurement	Division,	or	school	principal	as	
appropriate				

 

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?	

 


