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Gifts, Benefits and Hospitality Policy 

1. Purpose 

Phillip Island Nature Parks (the Nature Parks) accepts that gifts, benefits and hospitality will be offered to 

employees and Board Members from time to time. This policy sets out the minimum standards that the Nature 

Parks’ employees and Board Members must adhere to with respect to responding to offers of or providing gifts, 

benefits and hospitality.   

This policy is intended to support individuals and the Nature Parks to avoid conflicts of interest and maintain high 

levels of integrity and public trust.  The Nature Parks has approved this policy to support behaviour consistent with 

the Code of Conduct for Victorian public sector employees. 

This policy should be read in conjunction with the Board Charter, Code of Conduct Policy and Conflict of Interest 

Policy.  

2. Scope 

 Board Members / CEO Staff Volunteers Contractors 

This policy applies to:   
1 


1 

 

This policy applies to all workplace participants and any individuals or groups undertaking activity for or on behalf 

of the Nature Parks. 

Note 
1
: Note the application of the Code of Conduct for Victorian public sector employees applies to the 

engagement of contractors and consultants.  Contractors and consultants are only bound by the code if explicitly 

required by their contract for services. 

3. Definitions 

Benefit 

Anything of value to a Board Member or employee. The value of benefits may be difficult to 
define in dollars, but as they are valued by the individual, they may be used to influence the 
individual’s behaviour. 

A benefit could include preferential treatment, hospitality or privileged access to events (e.g. 
football matches, dinners, memberships or discounts) or other advantage offered to an 
individual. 

Business 
associate 

An external individual or entity which the Nature Parks has, or plans to establish, some form 
of business relationship, or who may seek commercial or other advantage by offering gifts, 
benefits or hospitality. 
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Conflicts of 
Interest 

Actual Conflicts of Interest – there is a real conflict between an employee’s public duties and 
private interests 

Potential Conflicts 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 Conflicts 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  

Gifts 

Free or discounted items and any item that would generally be seen by the public as a gift, 
valued at more than $50.  

These include items of high value (e.g. artwork, jewellery, or expensive pens), low value (e.g. 
small bunch of flowers) and consumables (e.g. chocolates).  

Note:  Fundraising by public sector organisations that is consistent with relevant legislation 
and any government policy is not prohibited under the minimum accountabilities. 

Gifts of 
Appreciation or 
Token Gifts 

Gifts valued at less than $50.00 that are generally given to express thanks or as a courtesy or 
is of inconsequential or trivial value to both the person making the offer and the individual, 
such as flowers, fruit, chocolates, wines, pens, ties, scarfs and mementos and the like, each 
of which has a value of less than $50.00. 

Gift Register 

The list of gifts, hospitality and benefits received over $50.00 in value, unless relating to a 
tourism or conservation industry networking event or related presentation.  It records the 
date an offer was made and by whom, the nature of the offer, its estimated value, the raising 
of any actual, potential or perceived conflicts of interest or reputational risks and how the 
offer was managed.  For accepted offers, it details the business reason for acceptance and 
the officer approving the acceptance. 

Hospitality 

A benefit such as dining, drinks or entertainment including social, tourism and industry 
events, over $50.00 in value, hosted by someone who is either likely to, or has potential to, 
be a business associate.  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 the organisation, public sector or 
State. 

4. Policy 

4.1 Accepting offers of Gifts, Benefits and Hospitality 

The minimum requirements for all Nature Parks’ employees and Board Members for accepting gifts, benefits and 

hospitality are as follows: 

a) Do not solicit gifts, benefits or hospitality for themselves or for others. 

b) Refuse all offers of gifts, benefits or hospitality that: 

 are money, items used in a similar way to money, or items easily converted to money; 
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 give rise to an actual, potential or perceived conflict of interest (including from people or 

organisations with whom a Board Member or employee is likely to make decisions involving 

tender processes, procurement or revenue contracts, enforcement or regulation); 

 may adversely affect their standing as a public official or which may bring the Nature Parks into 

disrepute; or 

 are non-token offers without a legitimate business benefit. 

c) Declare all non-token offers (valued at $50 or more) of gifts, benefits and hospitality (whether accepted or 
declined), on the Nature Parks Gifts Register, and seek written approval from the Department Manager or 
CEO to accept any non-token offer. 

d) Refuse bribes and report bribery attempts to the Chief Executive Officer (CEO) or the Board Chair.  The 
CEO or Board Chair must notify the Independent Broad-based Anti-corruption Commission (IBAC) of any 
matter which he/she believes on reasonable grounds may be corrupt conduct or, if appropriate, notify the 
Victoria Police of a suspected offence. 

e) Board members and employees must be particularly cautious about accepting gift offers of hospitality (i.e. 
food, drink, travel, accommodation, events or activities).  Gift offers of hospitality are often inconsistent 
with community expectations.  There is also a high risk of conflict of interest.  In such cases, the gift offer 
must be refused even if there is a legitimate business reason to accept.  Examples of gift offers that must 
be refused include: 

 Attend as a guest in a corporate box at the football or at a car or horse racing event 

 Attend a concert or theatre event 

 Attend an industry golf day or play golf at a reduced fee 

 Be ‘shouted’ a meal at a restaurant 

 Accept complimentary or discounted tickets for a family member to attend the tennis 

f) A Board member or employee who is offered a gift of token value that is not a prohibited gift may: 

 Refuse the gift offer; or 

 Accept the gift offer and retain the gift as their own. 

Regardless of whether a token gift is accepted, it must be disclosed as soon as practicable to the CEO, via 

email, setting out: 

  The date of the offer 

 The source (organisation or individual) of the offer 

 What was offered and why 

 That is was a token offer, including an estimate of the gift offered and combined value of gifts 

from the source in the past 12 months 

 Whether it was a prohibited gift 

 Whether the offer was accepted or refused. 

If unsure about how to respond to an offer of a gift, benefit or hospitality of more than $50.00, seek advice from a 

Manager, the Chief Financial Officer or Chief Executive Officer.  
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All employees and Board Members must ensure that all offers of gifts or hospitality valued under $50.00 must only 

be accepted if they comply with the minimum requirements of the gifts, benefits and hospitality policy.  If there is 

uncertainty as to whether a gift or hospitality offer complies with the policy then the offer must be declined or the 

Chief Executive Officer must be consulted prior to accepting the offer. 

Accepting a prohibited gift offer may constitute misuse of a Board member’s or an employee’s position, a breach 

of this policy and/or a breach of the Code of Conduct, and may result in disciplinary action.  In addition, if the gift 

was offered with the expectation of something in return, such as preferential treatment, accepting it may 

constitute a bribe or other form of corruption and lead to criminal prosecution. 

4.2 Reporting offers of Gifts, Benefits and Hospitality 

All offers of gifts or hospitality valued over $50.00 must be registered and approved in accordance with the below 

process:  

 Complete the Gifts, Benefits and Hospitality Disclosure Form (Attachment 1) and send to the Chief 

Executive Officer within five working days of the offer. 

 Chief Executive Officer to determine the outcome of the gift offer. 

 Offer and outcome will be registered on the Gift Register.  The Gift Register is maintained by the Executive 

Assistant and will be updated based on the information provided in your Gift, Benefits and Hospitality 

Disclosure Form. 

Minimum accountabilities for the Chief Executive Officer and Nature Parks Board: 

g) Establish, implement and regularly review policies and processes around responding to offers of gifts, 
benefits and hospitality, including multiple offers from the same source. 

h) Establish and maintain a register for gifts, benefits and hospitality of value more than $50 offered to 
employees and Board Members of the Nature Parks that, at a minimum, records sufficient information to 
effectively monitor, assess and report on these minimum requirements.  

i) Ensure records are subject to regular scrutiny, including, at a minimum, annual review by the Nature 
Parks’ Audit, Risk and Finance Subcommittee.  Reporting must include analysis of the Nature Parks’ gifts, 
benefits and hospitality risks (including repeat offers from the same source and offers from business 
associates), risk mitigation measures and any proposed improvements. 

j) 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 Officer.  
Communicate and make clear within the Nature Parks that a breach of the gifts, benefits and hospitality 
policy or processes may constitute a breach of the Code of Conduct and may constitute criminal or 
corrupt conduct that could result in disciplinary action or referral of the matter to police.  

k) Establish and communicate a clear policy position to business associates on the offering of gifts, benefits 
and hospitality to employees, including possible consequences for a business associate acting contrary to 
the organisation’s policy position.   

l) Publish the Nature Parks gifts, benefits and hospitality policy and register that complies with privacy 
obligations on the Nature Parks’ public website.  The published register must cover the current and 
previous financial year. 
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4.3 Providing Gifts, Benefits and Hospitality 

The minimum requirements for all Nature Parks’ employees and Board Members providing gifts, benefits and 

hospitality to people external to the-Nature Parks: 

m) 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.

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

o) Ensure that when hospitality is provided, individuals demonstrate professionalism in their conduct, and
uphold their obligations to extend a duty of care to other participants.

5. Related documents

Legislation/Regulations  Privacy and Data Protection Act 2014

Policies  Board Charter

 Code of Conduct Policy

 Conflict of Interest Policy

 Victorian Public Sector – Gifts, Benefits and Hospitality Policy Framework

 Code of Conduct for Victorian public sector employees

Procedures 

Forms  Gifts, Benefits and Hospitality Disclosure Form

 Gift Register

6. Approval

Document Reviewed by: 
 Chief Financial Officer

 Chief Executive Officer

 Audit, Risk and Finance Subcommittee

Document Approved by: 
 Board

Signed: 

Jeff Floyd 
Chair 
31 May 2017 




