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PURPOSE
This procedure states Timboon and District Health Services (TDHS) position on responding to offers of gifts, 
benefits and hospitality, and to providing gifts, benefits and hospitality.  It is intended to support individuals 
and TDHS avoid conflicts of interest and maintain high levels of integrity and public trust.  

TDHS has issued this procedure to support behaviour consistent with the Code of Conduct for Victorian public 
sector employees.  All employees are required under clause 1.2 of the Code to comply with this procedure.

TARGET AUDIENCE
All employees, board members and volunteers.

BACKGROUND
From time to time TDHS staff, board members and volunteers may be offered gifts, benefits or hospitality 
from a variety of sources. Examples of this can range from a small gift as thanks by a consumer or consumer’s 
family for care received to a gratuity for a board member speaking at an event, or a gift received from a 
supplier as reward for doing business with that supplier.

At all times TDHS staff, board members and volunteers must be aware of the reputational impacts of 
receiving gifts, benefits or hospitality and potential conflict of interest, real or perceived, from receiving a 
gift, benefit or hospitality.

DEFINITIONS
Authorised Delegate: the CEO, Executive Directors and for the CEO, the Board Chair is the authorised 
delegate.

Benefits: Preferential treatment, privileged access, favours or other advantage offered to Board members, 
staff members and volunteers in association with their work. 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.

Board Member: means any duly appointed member of the TDHS Board of Directors or any sub-committee 
of the Board of Directors.

Bribes: Bribes means money or other inducements given or promised to an individual to corruptly influence 
the performance of the individual’s role.

Conflicts of Interest: 
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.

Gift, Benefit and Hospitality (GBH) Register: Register outlining date gift or benefit was acquired, type of gift 
or benefit, value of gift or benefit, who gave the gift or benefit, who received the gift or benefit.
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Gift: Tangible item of value given to an employee by an existing or potential supplier/customer or any other 
counterparty with which TDHS conducts business. Some examples include money, alcohol, clothes, products, 
tickets.

Hospitality: Friendly reception and entertainment of guests. Hospitality may range from light refreshments 
at a business meeting to expensive restaurant meals and sponsored travel and accommodation.

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 TDHS.

Employees - means all staff employed by TDHS under an Enterprise Agreement, individual contract, 
permanent, fixed term, temporary or casual basis, or under a training scheme such as a traineeship or 
apprenticeship.

Nominal Value: is $50 in the case of an individual gift/benefit.

Token Offer: Offer of a gift, benefit or hospitality that is offered as a courtesy or is of a trivial value to both 
the person making the offer and the individual and does not create an actual or potential conflict of interest. 
A token offer cannot be worth more than an estimated $50. Individuals may accept token offers of gifts, 
benefits and hospitality without approval or declaring the offer on the TDHS register.

Non-token Offer: Offer of 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 the inconsequential value. All offers worth 
more than $50 are non-token offers and must be recorded on a gifts, benefits and hospitality register.

Volunteer: means any person engaged by TDHS to undertake any activity on behalf of TDHS without claiming 
payment for undertaking that activity other than reimbursement of out of pocket expenses.

PROCEDURE

Employee Responsibilities
This procedure has been developed in accordance with requirements outlined in the Minimum 
Accountabilities for the Management of Gifts, Benefits and Hospitality issued by the Victorian Public Sector 
Commission (VPSC).  Employees should:

1. Not seek or accept gifts, benefits or hospitality for services performed in connection with their duties 
whether for the employee or others including members of their family. The general principle to be 
followed is that employees should not seek or accept gifts, benefits or hospitality from anyone who could 
benefit by influencing them or that could be reasonably perceived as influencing them.

2. Refuse all offers of gifts, benefits and hospitality that:
 Are money, items used in a similar way to money, or items easily converted to money
 Give rise to an actual, potential or perceived conflict of interest;
 May adversely affect their standing as a public official or which may bring TDHS into disrepute; 
 Are non-token offers without a legitimate business benefit.

3. Immediately report to their manager any circumstances where an offer of a gift or benefit is made, 
regardless of whether it is accepted or not. The employee must refuse bribes or inducements and bribery 
attempts to the head of the public sector organisation or their delegate (who should report any criminal 
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or corrupt conduct to Victoria Police or the Independent Broad-based Anti-corruption Commission).

4. Not use their position to obtain a private benefit for someone else. Family, community, social or other 
personal relationships must not improperly influence the employee’s decisions. Consider a gift or benefit 
is acceptable if it is offered on the understanding that it does not place or appear to place an employee 
under any obligation and is not offered as a payment for anything an employee would do as a TDHS 
employee.

5. Immediately complete a Gift and Benefit Register Form when accepting Gifts or Benefits that have a real 
or perceived value greater than $50. The Gifts, Benefits and Hospitality Declaration Form must be 
completed by the Employee and signed by the Authorised Delegate prior to being forwarded to the 
Finance Manager who will maintain a Gifts and Benefits Register.

Guidelines for Accepting Gifts:
Token offers

• Token offers of nominal value, such as flowers, pens, notepads and chocolates (or other similar 
consumables) may be accepted without approval or declaring the offer on the Gifts, Hospitality and 
Benefits (GBH) Register. Token offers may also include modest hospitality such as light 
refreshments, coffee and sandwiches during a meeting or conference. 

• Token offers cannot be worth more than a nominal value of $50. 
• Individuals may generally accept token offers without approval or declaring the offer on the GBH 

Register, as long as the offer does not create a conflict of interest or lead to reputational damage.

Non-token offers
• All non-token offers must be notified on the Gifts, Benefits and Hospitality Declaration Form and to 

the relevant Executive Director for approval. Employee should consider the GIFT Test - Table 1 and 
the requirements noted to help respond to a non-token offer. 

Table 1. GIFT Test 

G Giver 
 Who is providing the gift, benefit or hospitality and what is their relationship to me?  
 Does my role require me to select suppliers, award grants or contracts? 
 Could the person or organisation benefit from my decision? 

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 token of appreciation or a valuable no-token offer? 
 Does its timing influence 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 the offer create an obligation to return a favour?
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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? 

• Any gift of benefit with the nominal threshold of $50 and must always be recorded in the Gifts, 
Benefits and Hospitality Register.

• In deciding whether or not to accept the offer, particular care must be taken to ensure that no 
actual or perceived conflict of interest exists. Consult with your Executive Director or manager if 
you have any concerns about accepting a gift or benefit.

• Where the gift would likely bring the individual or TDHS into disrepute, TDHS will return the gift.  If 
it represents a conflict of interest for the individual, TDHS will either return the gift or transfer 
ownership to TDHS to mitigate the risk.

• For sponsorship of, or gifts and benefits to specific individuals, there may be a Legitimate Business 
Benefit (as defined) for accepting a non-token offer. The distinction between corporate 
sponsorship (permitted except during a tender) and personal sponsorship (prohibited), is that 
corporate sponsorship may be accepted where there is a clear and demonstrable benefit to TDHS 
as a whole, as opposed to being of private benefit to an individual employee. No corporate 
sponsorship can be considered from a supplier or potential supplier if TDHS is in the process of or 
anticipating to request for tenders from the organisation, evaluating a tender from the 
organisation, or in negotiations with the organisation. At all other times, TDHS encourages its 
suppliers and local businesses to support the health service in other ways.

Guidelines for Refusing Offers
All employees are to refuse non-token offers: 

• From a person or organisation seeking to influence them, or to be perceived to influence them, in 
the course of them carrying out their duties or raises an actual, potential or perceived conflict of 
interest decision; 

• Could bring them, TDHS or the public sector 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; or made during a tender or procurement 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; 
• Of money, or used in a similar way to money, or something easily converted to money; 
• That extend to their relatives or friends; 
• Where in relation to hospitality and events, TDHS 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 TDHS; 
• Made in secret. 
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If an individual considers they have been offered a bribe or inducement, the offer must be reported to the 
CEO or their delegate, who should report any criminal or corrupt conduct to the Victoria Police or the 
Independent Broad-based Anti-corruption Commission (IBAC).

Recording Non-token Offers of Gifts, Benefits and Hospitality 
Employees must notify all non-token offers, whether accepted or declined, and they must be recorded on 
the GBH Register. If multiple gifts, benefits or hospitality offers are received from the same donor by an 
individual and in any financial year, the cumulative value of which exceeds more than $50, then each 
individual gift, benefit or hospitality event must be declared. 
 
The business reason for accepting a non-token offer must be recorded in the GBH Register and provide 
sufficient detail to link the acceptance to the individual’s work functions and benefits to TDHS, the public 
sector or the State. 
 
Authorised Delegates should consider the following examples of acceptable and unacceptable levels of detail 
to be included in the GBH Register when recording the business reason:  

• Unacceptable reasons included ‘Networking’ and ‘Maintaining stakeholder relationships’ 
• Acceptable ‘Individual is responsible for evaluating and reporting outcomes of TDHS sponsorship or 

event A.  Individual attended Event A in an official capacity and reported back to TDHS on the event’.

Ownership of gifts offered to individuals: Non-token gifts accepted by an individual for their work 
contribution may be retained by the individual where their Authorised Delegate has provided written 
approval.

Representing TDHS
When employees attend a conference as a participant, or speaker, or apply for an award in recognition of 
their public sector work, they are representing TDHS. Consequently, any benefits accruing from the 
employee’s activity belong to TDHS if greater than the nominal value. This includes door prizes, fees for 
speaking and financial grants. TDHS may choose to use the gift to fund the employee’s further work or 
development.

Sponsored travel and accommodation 
Employees must not accept personal sponsorship or offers of other support from suppliers. For example, 
offers of sponsored travel for the purpose of assessing new medical equipment located at the supplier’s 
premises or in operation at other hospitals or healthcare organisations must be declined because of a 
potential conflict of interest. However, if the offer is considered to be in the best interest of the public or 
TDHS, the employee may apply via the appropriate process to seek approval.  If the matter is of a personal 
interest, all costs must be borne by the employee. 
From time to time suppliers may offer sponsorship and free or subsidised travel and/or accommodation to 
support a TDHS employee at a conference. Employees may also be offered participation in an industry 
familiarisation tour which may include free or subsidised travel.  If accepted, any monetary payments must 
be paid into the employee’s cost centre for the benefit of the employee’s department.  Unless the offer arises 
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as a result of a particular person’s clinical or technical expertise, such sponsorship must be an offer to TDHS 
and not to the individual employee of TDHS.  

An offer to an individual will only be considered if the recipient is attending in an official capacity and is 
chairing the conference or a major session at the conference, presenting a paper contributing their 
knowledge and expertise as a recognised clinical or technical expert or otherwise making an active and 
essential contribution to the event. The decision on whether to accept the offer and the conditions of 
acceptance will be the responsibility of the CEO or the relevant Executive Director.

Ascertaining value
It is recognised that ascertaining the value of a gift may involve significant use of personal judgement. To aid 
in ascertaining the value of a gift the receiver should attempt to compare the gift against current market 
prices to ascertain a current market value. This can be done via simply checking the market price of a similar 
item at a store or online. For more complex gifts which are clearly over $50 in value an independent valuation 
may be required.

A statement from the provider of the gift should not be relied upon when determining the value of a gift 
unless it clearly shows the purchase price (i.e store docket) or is approved by an independent valuer.

Cumulative gifts
Consideration should be given to gifts received from the same provider repeatedly in a regular pattern over 
a period of time. These should be considered one gift for the purposes of calculating the declaration 
threshold. For example if a supplier provides a small gift each month over a twelve month period, each one 
of those monthly gifts should be considered as part of a cumulative whole when declaring value.

Breaches 
Disciplinary action including dismissal, consistent with the relevant industrial instrument, legislation, and 
TDHS procedures, may be taken where an individual fails to adhere to this procedure.  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 TDHS Codes of Conduct. 
 
Actions inconsistent with this procedure may constitute misconduct under the Public Sector Administration 
Act 2004 (Vic), which includes: 

 Breaches of the binding Code of Conduct for Victorian public sector employees, such as sections of 
the code covering conflict of interest (section 3.7), public trust (section 3.9) and gifts and benefits 
(section 4.2); and, 

 Individuals making improper use of their position. 
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Individuals who consider that gifts, benefits and hospitality or conflict of interest may not have been declared 
or is not being appropriately managed should speak up and notify their Executive Director or the CEO. 
Individuals who believe they have observed corrupt conduct in their colleagues may also make a protected 
disclosure directly to the Independent Broad-based Anticorruption Commission (IBAC). TDHS will take 
decisive action, including possible disciplinary action, against individuals who discriminate or victimise those 
who speak up in good faith.

KEY ALIGNED DOCUMENTS
TDHS Policy - Financial Management
TDHS Policy - Integrity Governance
TDHS Procedure - Instrument of Delegation
TDHS Form - Gifts, Benefits and Hospitality Notification 

KEY LEGISLATION, ACTS & STANDARDS
Public Sector Administration Act (Vic) 2004
Code of Conduct for Directors of Victorian Public Entities
VPSC Gifts, Benefits and Hospitality Policy Guide
VPSC Conflict of Interest Guidance for Organisations

REFERENCES
Terang and District Healthcare Gifts, Benefits and Hospitality Policy
Southwest Healthcare Gifts, Benefits and Hospitality Policy
Echuca Healthcare Gifts, Benefits and Hospitality Procedure

EVALUATION
Gifts, Benefits and Hospitality Register to be reviewed annually at the Audit Committee

DOCUMENT DEVELOPMENT / REVIEW PROCESS
This document will be reviewed and updated every three (3) years or following substantial changes to 
relevant legislation, regulation or safety and quality standards.
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Name Position
Chris McGrath Finance and Project Support Manager

 Reviewed by
Name Position
Andrew Maskell Finance manager

Approved by Executive Director
Name Position Date
Andrew Maskell Finance Manager 26.07.2024

             


