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INTRODUCTION
The community expects, and the law requires, that local government employees act with integrity, accountability, impartiality, fairness, equity and consistency, and in the public interest.
This policy is designed to help employees and agents comply with the conflict of interest provisions of the Local Government Act 1989 and ensure the principles of good governance and accountability are practised by Council employees in the circumstances when they are offered gifts, benefits, bequests or hospitality in the course of their duties.  The policy applies to all full-time and part-time employees, contractors, temporary and casual staff, apprentices, volunteers, work experience students and graduate placements engaged by Council.
CONTEXT
Council employees are employed and renumerated to perform a variety of functions. Council’s operations are underpinned by a set of values ‘Integrity, Personal Accountability, Respect, Customers and Community First and One Team’.  On all occasions, the actions of Council employee shall be undertaken with the highest regard to ethical standards and probity.  This policy applies where gifts, benefits or hospitality are offered to, or received by, Council employees or agents from sources external to Council and where gits or hospitality are offered by Council employees.
Alignment
The policy is relevant in terms of the Local Government (General) Regulations 2015 which include provisions relating to primary returns, ordinary returns and inspection of the register of interests and the Employee Code of Conduct.  This Policy supports behaviour consistent with the Employee Code of Conduct - all employees are required under clause 5.3 of the Code to comply with this Policy.
OBJECTIVE
This policy states the Moreland City Council’s position on:

· responding to offers of gifts, benefits and hospitality; and

· providing gifts, benefits and hospitality. 

This policy is intended to support individuals and Council to avoid conflicts of interest and maintain high levels of integrity and public trust.

POLICY DETAILS

Policy Principles
Council is committed to and will uphold the following principles in applying this policy:

Impartiality:  Individuals have a duty to place the public interest above their private interests when carrying out their official functions.  They will not accept gifts, benefits or hospitality that could raise a reasonable perception of, or actual, bias or preferential treatment.  Individuals do not accept offers from those about whom they are likely to make business decisions or undertake business with.
Accountability:  Individuals are accountable for:

· declining all token and non-token offers of gifts, benefits and hospitality, or where an exception applies under this policy, seeking approval to accept the offer; and

· declaring all offers of non-token gifts, benefits and hospitality; 

· the responsible provision of gifts, benefits and hospitality.
Individuals with direct reports are accountable for overseeing management of their direct reports’ acceptance or refusal of non-token gifts, benefits and hospitality, modelling good practice and promoting awareness of gifts, benefits and hospitality policies and processes.

Integrity:  Individuals strive to earn and sustain public trust through providing or responding to offers of gifts, benefits and hospitality in a manner that is consistent with community expectations.  Individuals will refuse any offer that may lead to an actual, perceived or potential conflict of interest.
Risk-based approach:  Council, through its policies, processes and audit committee, will ensure gifts, benefits and hospitality risks are appropriately assessed and managed.  Individuals with direct reports will ensure they are aware of the risks inherent in their team’s work and functions and monitor the risks to which their direct reports are exposed. 
1.1 Management of offers of gifts, benefits and hospitality:
This section sets out the process for accepting, declining and recording offers of gifts, benefits and hospitality. Any exceptions to this process must have the prior written approval of the Manager Corporate Governance.
1.1.1 Conflict of interest and reputational risks

When deciding whether to accept an offer, individuals should first consider if the offer could be perceived as influencing them in performing their duties or lead to reputational damage.  The more valuable the offer, the more likely that a conflict of interest or reputational risk exists.

Figure 1. GIFT test (Victorian Public Sector Commission)
	G
	Giver
	Who is providing the gift, benefit or hospitality and what is their relationship to me?

Does my role require me to select and/or manage suppliers, 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 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 courtesy or a token of appreciation or a valuable non-token offer?  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 the public view acceptance of this gift, benefit or hospitality?  What would my colleagues, family, friends or associates think?


1.1.2 Requirement for refusing offers

Individuals should consider the GIFT test at Figure 1 and the requirements below to help decide whether to refuse an offer.  Individuals are to refuse offers:

· likely to influence them, or be perceived to influence them, in the course of their duties or that raise an actual, potential or perceived conflict of interest;
· that could bring them or Council into disrepute; 
· made by a person or organisation about which they will likely make or influence a decision (this also applies to processes involving grants, sponsorship, regulation, enforcement or licensing), particularly offers:
· made by a current or prospective supplier;
· made during a procurement or tender process by a person or organisation involved in the process;
· likely to be a bribe or inducement to make a decision or act in a particular way; 
· that extend to their relatives or friends;
· of money, or used in a similar way to money, or something easily converted to money;
· where, in relation to hospitality and events, the organisation will already be sufficiently represented to meet its business needs; 
· where acceptance could be perceived as endorsement of a product or service, or acceptance would unfairly advantage the sponsor in future procurement decisions;
· made by a person or organisation with a primary purpose to lobby Council; or
· made in secret.
If an individual considers they have been offered a bribe or inducement, the offer must be reported in accordance with 4.8. to the supervisor, Manager or Director or the Manager Corporate Governance (who should report any criminal or corrupt conduct to Victoria Police or the Independent Broad-based Anti-corruption Commission).

1.1.3 Token offers 

A token offer is an offer of a gift, benefit or hospitality that is of inconsequential or trivial value to both the person making the offer and the individual.  It may include promotional items such as pens and note pads, and modest hospitality that would be considered a basic courtesy, such as light refreshments during a meeting.  A token offer cannot be worth more than $20.
Individuals may generally accept token offers without approval, as long as the offer does not create a conflict of interest or lead to reputational damage.  All offers should be declared on Council’s Gifts, Benefits and Hospitality Register. 

1.1.4 Non-token offers

Individuals can only accept non-token offers if they have a legitimate business benefit. All accepted non-token offers must be approved in writing by the individual’s manager or organisational delegate, recorded in the Gifts, Benefits and Hospitality Register and be consistent with the following requirements:

· it does not raise an actual, potential or perceived conflict of interest or have the potential to bring the individual or Council into disrepute; and
· there is a legitimate business reason for acceptance. It is offered in the course of the individual’s official duties, relates to the individual’s responsibilities and has a benefit to Council or the municipality.
Individuals may be offered a gift or hospitality where there is no opportunity to seek written approval from their manager prior to accepting.  For example, they may be offered a wrapped gift that they later identify as being a non-token gift. In these cases, the individual must seek approval from their manager within five business days.

Where the gift would likely bring you or Council into disrepute, Council should return the gift.  If it represents a conflict of interest for you, Council should either return the gift or transfer ownership to Council to mitigate this risk.
1.1.5 Recording non-token offers of gifts, benefits and hospitality 

All non-token offers, whether accepted or declined, must be recorded in Council’s Gifts, Benefits and Hospitality Register.  The business reason for accepting the non-token offer must be recorded in the register within 14 days and include sufficient detail to link the acceptance to the individual’s work functions and benefit to Council or the municipality.
Individuals should consider the following examples of acceptable and unacceptable levels of detail to be included in Council’s register when recording the business reason:

Unacceptable

· “Networking”
· “Maintaining stakeholder relationships”
Acceptable
· “Individual is responsible for evaluating and reporting on the outcomes of the Council’s sponsorship of Event A.  Individual attended Event A in an official capacity and reported back to Council on the event.” 

· “Individual presented to a visiting international delegation.  The delegation presented the individual with a cultural item worth an estimated $200.  Declining the gift would have caused offence. The gift was accepted on behalf of Council.”

Access to the register is restricted to relevant persons within Council.
Council’s Executive and the Audit and Risk Management Committee will receive a report at least annually on the administration and quality control of the gifts, benefits and hospitality policy, processes and register.  The report will include analysis of Council’s gifts, benefits and hospitality risks (including multiple offers from the same source and offers from business associates), risk mitigation measures and any proposed improvements.
The public register will contain a subset of the information detailed in Council’s internal register. 

1.1.6 Ownership of gifts offered to individuals

Non-token gifts with a legitimate business benefit that have been accepted by an individual for their work or contribution may be retained by the individual where the gift is not likely to bring them or Council into disrepute, and where their manager or organisational delegate has provided written approval.  Employees must transfer to Council official gifts or any gift of cultural significance or significant value. 

1.1.7 Repeat offers

Receiving multiple offers (token or non-token) from the same person or organisation can generate a stronger perception that the person or organisation could influence you.  Individuals should refuse repeat offers from the same source if they create a conflict of interest or may lead to reputational damage.
1.1.8 Ceremonial gifts

Ceremonial gifts are official gifts provided as part of the culture and practices of communities and government, within Australia or internationally.  Ceremonial gifts are the property of the organisation, irrespective of value, and should be accepted by individuals on behalf of Council.  The receipt of ceremonial gifts should be recorded on Council’s register but this information does not need to be published online.

1.1.9 Purchasing gifts and/or hospitality
· Ensure that Council is not put in a position of being obliged to purchase / donate gifts / hospitality in return for cheaper service rates etc.
· Not under any circumstance give cash, cheques, vouchers, credit/debit cards, prepayments, memberships, discount cards or credit notes as gifts.
· Not purchase gifts/hospitality where there is a real or perceived conflict of interest (i.e.: businesses that may potentially be tendering for work with Council or individuals/businesses with pending building/planning permits).
· In purchasing gifts/hospitality do so in strict accordance with the limitations outlined in this policy.
· Not purchase gifts for family members or friends of staff/Councillors unless approved by the CEO.  The purchase of gifts for recognition of celebrations, births, illnesses or condolences is to be limited to the guidance provided at 4.4.

· Not purchase gifts that contravene Council’s policies and values.
Management of the provision of gifts, benefits and hospitality

This section sets out the requirements for providing gifts, benefits and hospitality.

Figure 2. HOST test (Victorian Public Sector Commission)
	H
	Hospitality
	To whom is the gift or hospitality being provided?

Will recipients be external business associates, or individuals 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 as a courtesy or an indulgence? Will the costs incurred be proportionate to 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?


1.1.10 Requirements for providing gifts, benefits and hospitality

Gifts, benefits and hospitality may be provided when welcoming guests, to facilitate the development of community or business relationships, further Council outcomes and to celebrate achievements.
When deciding whether to provide gifts, benefits or hospitality or the type of gift, benefit or hospitality to provide, individuals must ensure: 
· any gift, benefit or hospitality is provided for a business reason that furthers the conduct of official business or other legitimate organisational goals, or promotes and supports Council policy objectives and priorities;

· that any costs are proportionate to the benefits obtained for the State, and would be considered reasonable in terms of community expectations (the ‘HOST’ test at Figure 2 is a good reminder of what to think about in making this assessment); and

· it does not raise an actual, potential or perceived conflict of interest.
1.1.11 Containing costs

Individuals should contain costs involved with providing gifts, benefits and hospitality wherever possible, and should comply with the financial probity and efficient use of resources guidance outlined in the Employee Code of Conduct.  The following questions may be useful to assist individuals to decide on the type of gift, benefit or hospitality to provide:
· Will the cost of providing the gift, benefit or hospitality be proportionate to the potential benefits?
· Is an external venue necessary or does the organisation have facilities to host the event? 
· Is the proposed catering or hospitality proportionate to the number of attendees?

· Does the size of the event and number of attendees align with intended outcomes?

· Is the gift symbolic, rather than financial, in value?

· Will providing the gift, benefit or hospitality be viewed by the public as excessive?

Principles for Expenditure for Hospitality (Catering)
With the oversight of MEG, the Corporate Management Team (CMT) are accountable for the way we spend public money on hospitality and we won’t spend it on ourselves unless there is corporate value.  Reasonable catering will be provided as sustenance to staff in appropriate circumstances, as outlined below.  It is acknowledged that rewards will be provided in accordance with the options provided in the Reward and Recognition Policy.  A report of hospitality expenditure will be prepared for MEG in July 2020 to assist the review of the application of this principle-based approach.
	Policy Principles

	Christmas Parties / Celebrations
· Staff have the opportunity to attend one of the annual CEO endorsed Christmas Parties that will be paid for from Council budget.  This is to acknowledge all of the contribution made by staff to Council throughout the year. 

All other Christmas festivities or celebrations such as unit / branch / department lunches etc are to be paid for by individual staff members.  These events should be limited to a maximum of two hours. 

	Planning and/or Team Building Days

· The value of planning and team building activities for Service Units and Branches is recognised as important for effective service delivery and a constructive team culture.
· The emphasis on team building activities will be relevant to the team, unit or branch annual culture survey results and culture actions documented in the Service Unit Plan.

· The emphasis on team planning activities will inform the strategic direction of the team and drive effective business planning (Council Action Plan, Future Ready Moreland, Service Unit Plans, New Initiatives, Approved OPEX/CAPEX Projects, Budget Planning, Workforce Planning and Risk Management).

· Expenditure will be established with Director endorsement

Catering provided will be to provide sustenance to staff and will not include alcohol.

	Department Meetings

· The value of whole of department meetings is recognised as important for effective communication of strategic priorities and alignment with corporate goals.

· Catering provided will be to provide sustenance to staff and consideration will be given as to whether this be arranged in the form of staff contribution (i.e. offers of baking), informal catering (i.e. cost effective supplies purchased from a bakery or supermarket through corporate credit card) or formal catering order through Council’s catering suppliers.  Staff must be mindful of hygiene and food handling requirements and avoid handling food where purchased.
Approach to whole of Department activities is at the discretion of the Director and consistency of approach will be confirmed through MEG. 

	Celebrations

· Celebrations for birthdays, marriages and births will not be funded using public monies.

These will be paid for by individual staff members or by way of a staff collection.

	Gifts for other occasions

· Up to $100 for a staff member if they, themselves experience a period of illness or a family member passes away. (Flowers, Fruit basket, etc)

Any other purchases for family members are to be paid for by individual staff members or by way of a staff collection.

	New Starter Welcome

A request for staff contribution of baking or similar will be sought from team members (including Managers) in the first instance, if a morning tea is considered.

	Farewells

· A maximum of $300 for morning / afternoon tea will be spent for staff farewells, where the employee has been with Council for 12 months or more.

· A request for staff contribution of baking or similar will be sought from team members (including Managers), if a farewell for a staff member with Council for less than 12 months.

· Lunches are to be paid for by individual staff members

Due to large staff numbers and stakeholder relationships, MEG member farewells will be funded at the discretion of the CEO.

	Stakeholder Meetings 

Meetings that include Councillors, external members and/or community representatives may provide catering appropriate to the timing and nature of the meeting.

	Staff Meetings

Internal staff meetings should not have catering as part of the meeting arrangement.

	Councillor Briefings and Council Meetings
Catering provided will be to provide sustenance to Councillors and staff.

	Training Sessions & Workshops
Catering provided will be to provide sustenance to staff.


1.1.12 Food Waste

The portion size of food and drink should be considered to reduce wastage and over consumption.
Leftovers from catering orders should be used where possible, and within food safety guidelines, for other Council meetings, functions, or events. Where this isn’t possible, leftover food should be offered to staff to eat at work and / or take home. Disposing of food in the bin should be a last resort.
1.1.13 Sustainable Packaging

Wherever possible the use of disposable items for hospitality (e.g. plastic cups and plates) will be avoided. Where disposable items are required and there is no reasonable alternative, they will be made from compostable (paper) or recyclable (plastic) material and disposed of accordingly.
Process
	Value of Gift $
	Declare to Whom
	What to do with Gift

	Staff Up to $20
	Manager and 

Submit Declaration Form to Governance
	Retain if endorsed by Branch Manager

	Staff $20-$500
	Director and

Submit Declaration Form to Governance
	If practical ‘pool’ for staff work area or return to donor

	Staff Over $500
	CEO and

Submit Declaration Form to Governance
	CEO decision for disposal


1.2 Disposal of gifts

If a gift does not have a public value the recipient may, at the discretion of the Chief Executive Officer, buy the gift from Council. The purchase price must be the manufacturer’s wholesale value of the gift in the place of origin at the time of purchase as determined by the Chief Executive Officer. If there is difficulty in assessing the value, a valuation must be obtained by Council from an appropriately experienced person or body.

Where gifts are accepted because refusal may give offence, they should be forwarded to the CEO who may dispose of these gifts by any of the following methods:

a) Disposal by resolution of Council;
b) Retention by the Council;

c) Transfer to other public agencies or authorities;
d) Transfer as a gift to a recognised charitable, aid or non-profit organisation;
e) Archival action by the Victorian Museum or State Library;
f) Reduction to scrap; or

g) Destruction.

The Chief Executive Officer (“CEO”) may delegate decision making powers in relation to (b) to (g) above to the Director Business Transformation.

Breaches
Compliance with this policy is the responsibility of all staff.  Oversight of its implementation is the responsibility of all supervisors, managers and directors.  Organisational compliance with the policy will be monitored by Procurement and Corporate Governance and any anomalies highlighted and brought to the attention of the relevant staff and Directors. A review of the Gift and Hospitality Register will be included in the Internal Audit Program.
Disciplinary action consistent with Council’s Disciplinary Policy and Enterprise Agreement, including dismissal, may be taken where an individual fails to adhere to this policy. This includes where an individual fails to avoid wherever possible or identify, declare and manage a conflict of interest related to gifts, benefits and hospitality in accordance with this Policy and the conflict of interest provisions within the Local Government Act. 

Actions inconsistent with this policy may constitute misconduct under the Employee Code of Conduct, which includes breaches of the binding Employee Code of Conduct, such as sections of the Code covering conflict of interest, ethical standards, gifts, purchasing and financial management.
Any corrupt conduct will be reported to the Police and /or the Independent Based-based Anti-corruption Commission (IBAC) on 1300 735 135.  Any incidents of corruption will be registered on Council’s Fraud Incident Register.
For further information on managing breaches of this policy, please contact the Manager Corporate Governance.
Council will communicate its policy on the offering and provision of gifts, benefits and hospitality to contractors, consultants and other business associates. Those identified as acting inconsistently with this policy may be subject to contract re-negotiation, including termination.
Speak Up
Individuals who consider that gifts, benefits and hospitality or conflict of interest within Council may not have been declared or is not being appropriately managed should speak up.

The reporting of suspicion, or awareness, of a situation involving a breach of this policy, unethical conduct, corruption or illegal conduct by a staff member has multiple reporting avenues: 

• Notification to line Supervisor or Manager or Director, or 

• Notification to the Manager Corporate Governance on (03) 9240 2387, 

• Notification to the Manager HR Operations on (03) 9240 1165, 

• Notification to the Chief Executive Officer on (03) 9240 1190. 

External reporting avenues include: 

• Notification to the Internal Audit contractor, Andrew Zavitsanos at Crowe Howarth on (03) 9258 6807 or email andrew.zavitsanos@crowehorwath.com.au.
Individuals who believe they have observed corrupt conduct in their colleagues may also make a protected disclosure directly to the Independent Based-based Anti-corruption Commission (IBAC) on 1300 735 135.
Council will take decisive action, including possible disciplinary action, against individuals who discriminate against or victimise those who speak up in good faith. 
Protected Disclosure Reporting
Employees have the right to make a disclosure in accordance with the Protected Disclosure Act 2012. This is encouraged where any person wishes to access the protections afforded by the Act. Further information is available on Grapevine under ‘protected disclosure’. 

A protected disclosure can be made to: 

• Council’s Protected Disclosure Officer – Manager Corporate Governance, telephone (03) 9240 2387. 

• the Independent Broad-based Anti-corruption Commission (IBAC) Level 1, North Tower 459 Collins Street Melbourne Vic 3000 Postal address: GPO Box 24234, Melbourne VIC 3001 Telephone: 1300 735 135 Website: www.ibac.vic.gov.au.
Exemptions
All gifts/hospitality received in the ordinary course of attending conferences, seminars, events and information sessions (including gifts for presentations) whereby Council has paid a fee for attendance are exempted from the scope of this policy. Such gifts/hospitality can be accepted as they are contained in the attendance fee and are offered equally to all attendees and as such do not need to be declared. Other exemptions include gifts/prizes/hospitality received as part of a sponsorship arrangement or ‘official gifts and or donations’ received by an individual on behalf of Council which will become a Council asset and should be listed on Council’s asset register.

Any gifts, vouchers or prizes received by staff as part of Council’s ‘Shine’ recognition and reward program are also exempted from this policy as it is a corporate undertaking to acknowledge and reward staff formally for outstanding achievements and contribution to the organisation. 
Reporting
· Completed Gift, Benefit and Hospitality Declaration Forms are to be forwarded to the Manager Corporate Governance for recording in the Gifts, Benefits and Hospitality Register. 

· The Gifts, Benefits and Hospitality Register will be maintained by Governance and Civic Protocols and will be forwarded to the Chief Executive Officer, Director Business Transformation and Manager Corporate Governance on a quarterly basis for inspection. 

· The Gifts, Benefits and Hospitality Register will be made available for public inspection and will be placed on Council’s website and updated quarterly in addition to previous reporting. 
ROLES AND RESPONSIBILITIES

	Party/parties
	Roles and responsibilities
	Timelines

	Unit Manager Procurement
	Ensure implementation of the Policy in practice through procurement activities and accounts payable processes.
	Ongoing

	Manager Corporate Governance 
	Ensure legislative requirements are met; Research; Coordinate consultation, review and update of policy
	Ongoing

	Supervisors, Team Leaders, Coordinators, Unit Managers, Managers, Directors
	Individuals with direct reports are accountable for overseeing management of their direct reports’ acceptance or refusal of non-token gifts, benefits and hospitality, modelling good practice and promoting awareness of gifts, benefits and hospitality policies and processes.
	Ongoing

	All Staff
	All employees are accountable for:

· declaring all non-token offers of gifts, benefits and hospitality; 

· declining non-token offers of gifts, benefits and hospitality, or where an exception applies under this policy, seeking approval to accept the offer; and

· the responsible provision of gifts, benefits and hospitality.
	Ongoing

	Unit Manager Governance and Civic Protocols
	· Maintain the Gifts and Hospitality Register.

· Ensure this Policy is available on Council’s website.
	June 2021

	Team Leader  Governance
	· Maintain the Corporate Gifts and Hospitality Register 

· Provide a copy of the Gifts and Hospitality Register to the Manager Corporate Governance, Director Business Transformation and Chief Executive quarterly.
· Place the quarterly update of the Gifts and Hospitality Register on Council’s website
· Maintain the Fraud Incident Register, registering any incidents of fraud or corruption.
	Ongoing


2 MONITORING, EVALUATION AND REVIEW

The Manager Corporate Governance will ensure this policy is reviewed as required and as a result of changes to applicable legislation. 

DEFINITIONS
	Term
	Definition

	The Act
	The Local Government Act 1989

	Benefit
	Benefits include preferential treatment, privileged access, favours or other advantage offered to an individual. They may include invitations to sporting, cultural or social events, access to discounts and loyalty programs and promises of a new job. 

	Bribe
	Means money, reward or service offered to procure an action, decision, or preferential treatment - a corrupt inducement to reward.

	Conflict of Interest
	Conflicts may be:

Actual: There is a real conflict between an employee’s public duties and private interests.

Potential: 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: The public or a third party could reasonably form the view that an employee’s private interests could improperly influence their decisions or actions, now or in the future. 

	Gift
	Goods and services given of a commercial value including property, tickets, souvenirs, promotional items, vouchers, flowers, chocolates, fruit baskets and discounted or free services.

	Gifts, Benefits and Hospitality Register
	A comprehensive record, preferably digital, of all declarable gifts, benefits and hospitality. 

	Hospitality
	Hospitality is the provision of food, beverages, travel or services (accommodation, entertainment, etc) which is offered at a free or heavily discounted price and not connected to official business such as a conference or seminar, to convey goodwill on behalf of the giver.

Hospitality is a form of Gift, but for the purpose of this Policy is considered separately. 

	Monetary Gifts
	Cash, cheques, money orders, gift vouchers, traveller’s cheques, direct deposits, loans.

	Official Gifts
	Gifts officially given to Council as part of Council business operations e.g.: sister city arrangements, individuals and organisations bestowing a corporate gift which is in the public interest e.g.: plaques or art works.

	Perishable Gifts
	Flowers, Food, Hamper, Fruit Basket 

	Non-Perishable Gifts
	Bottle of wine, Mug, Backpack, Computer accessories

	Sponsorship
	Where items or services are exchanged and identified as part of a formal written sponsorship agreement between Council and a third party.

	The Regulations
	The Local Government (General) Regulations 2015.

	Token Offer
	A token offer is a gift, benefit or hospitality that is of inconsequential or trivial value to both the person making the offer and the recipient (such as basic courtesy). A token offer cannot be worth more than $20 and should not create a sense of obligation in the receiver that will influence, or appear to influence, the exercise of their official duties..  Examples include:

· Flowers;

· Food – chocolates and cakes;

· Single bottle of reasonably priced wine; and

· Trinkets (ties, scarves, coasters, tie pins).

	Non Token Offer
	A non-token offer is a gift, benefit or hospitality that is, or may be perceived to be by the recipient, the person making the offer or by the wider community, of more than inconsequential value. All offers worth more than $20 are non-token offers.

	Value
	Face value or estimated retail value.

	Catering
	Ordering of food platters and drinks through formal suppliers.


ASSOCIATED DOCUMENTS

· Employee Code of Conduct 

· Fraud and Corruption Prevention Policy
· Fraud and Corruption Control Plan 

· Procurement Policy

· Corporate Credit Card Policy

· Corporate Credit Card and User Manual

· Corporate Fraud Risk Register

· Corporate Fraud Incident Register

· Plastic Wise Policy

REFERENCES
· Catering contract 792T (2019)
· Local Government (General) Regulations 2015 Local Government Act 1989 

· Gifts, Benefits and Hospitality Resource Suite, Victorian Public Sector Commission
· VLGA Improved governance - guide for Councils https://www.localgovernment.vic.gov.au/__data/assets/pdf_file/0017/48032/Improved-governance-guide-for-councils-PDF-211215.pdf
APPENDIX 1
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QUICK REFERENCE GUIDE:

Refusing or Accepting gifts, benefits or hospitality
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Token Gifts   Value <$20     Examples:   Gifts tha t have an  office use, such as  cu p of coffee or drink,  diaries, mug.   Benefits     Examples:      o ffers of discounts  on products      f ree or discounted  travel or  accommodation      t ickets or fre  admittance to  sporting, cultural or  entertainment  events.   Other gifts     Examples:   Ceremonial gifts or  artefact, or   thank you  gifts for representing  Council .   Hospitality     Examples:      offers of modest  food and drink at  business meetings  or functions      restaurant meals  and corporate  hospitality at public  events      corporate  hospit ality at  sporting, cultural or  entertainment  events.  

Accept Gifts   If accepting it  would not cause  a reasonable  person to  perceive a  conflict of  interest   and if  refusal would  offend.  

Can accept when  offer is common  courtesy or a  modest food/drink  at a work related  meeting or  function less than  $20 in value.  

Offers of  substantial  hospitality must  be refused.  

All benefits must  be refused.  

Refuse  Gifts   if   accepting it  would cause a  reasonable  person to  perceive a  conflict of  interest .  

Can be accepted  and retained by  staff  

Register with Governance Gift s,  Benefits and Hospitality  Register  within   14 days of the offer  

Gifts will be retained by  Council  
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