
[Type text] 
 

NSW  Department of Education V2                                                      W WW.DEC.NSW.GOV.AU                                       1 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

 

 

  

 

 

 

 

 

 Gifts and Benefits Procedures 
  

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
© State of NSW, Department of Education, Governance and Government Services Directorate, 2020  

 



NSW DEPARTMENT OF EDUCATION -  GOVERNANCE AND GOVERNMENT SERVICES DIRECTORATE – DOC 17/237115                                    2 

                                                                                                          Gifts and Benefits Procedures 
 
 
 

  
 
 

 

Document Control 
 
Copies of this document may be made for use in connection with Department of Education 
(department) activities on the condition that copies of the material shall be made without alteration 
and must retain acknowledgement of the copyright.  
 
Any enquiries about alterations, or about reproduction for other purposes, including commercial 
purposes, should be directed to the Fraud Prevention and Corporate Reporting team, by email to 
corruption.prevention@det.nsw.edu.au, in the first instance.  
 
 
Release Status 
 
Release Number Date Reason for release 
Version 2.0 2 March 2017 Annual Update 
Version 3.0 11 March 2020 Minor Review 
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1. Public Accountability 

Department staff make many decisions that affect individuals and organisations. There is 
potential for staff making these decisions to be improperly influenced by the offer of a gift 
and/or benefit from the affected individual or organisation. 

The community has a right to expect that staff will make decisions that are fair, unbiased and 
not affected by self-interest and personal gain. The perception that the acceptance of a gift and 
or benefit has influenced an outcome can undermine public confidence in our integrity and that 
of the department. 

Staff must not accept any gift or benefit in the course of their work, which is intended to, or 
likely to, inappropriately influence their behaviour and cause them to act impartially in the 
interests of the individual or organisation offering the gift or benefit. 

In some circumstances, it may be acceptable to receive gifts and benefits offered by individuals 
or organisations. Guidance in this document on managing gifts and benefits is provided in 
accordance with Section 10 of the department’s Code of Conduct. 

A Register of Gifts and Benefits for Public Service Senior Executives and nominated staff (the 
Register) is maintained and published on the department’s website to provide full transparency 
to the community on the integrity of decision making by staff. 

2. Accepting Gifts and Benefits 

Staff must never solicit gifts or benefits or accept bribes. This may constitute an offence under the 
NSW Crimes Act 1900. 

Staff must consider the following key factors when deciding in consultation with senior 
management whether a gift or benefit may be accepted: 
• the value of the gift or benefit; 
• the intention of the donor in offering the gift or benefit. 

Value 

A gift or benefit that is valued at $50 or less may be accepted by staff and is not required to be 
recorded. 

If the value of the gift is greater than $50, staff being offered the gift or benefit must decide, in 
consultation with their senior management, whether to accept the gift or benefit. Staff must 
endeavour to obtain prior approval from their line manager before accepting such a gift or 
benefit. However, it is recognised that in exceptional circumstances prior approval may not be 
practical. If the gift or benefit is accepted, it must be declared in writing in accordance with 
Section 3 Register of Gifts and Benefits of this document. 

Staff may be offered a series of small gifts or benefits from the same donor within a short 
timeframe, each of which is of minimal value, but in total exceeds the nominal value of $50. 
Where it is reasonable to perceive that this is an attempt to compromise staff and or obtain 
favours for the donor, through “serial giving”, then the gift or benefit should not be accepted. An 
example includes a supplier forwarding a $40 shopping voucher to the purchasing officer, with 
the regular monthly invoice. 

Regardless of the value of the gift or benefit staff must consider the intention of the donor in 
offering the gift or benefit. This is discussed in more detail below. 

https://www.legislation.nsw.gov.au/#/view/act/1900/40
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Intention 

Staff must never accept gifts or benefits that are intended to improperly influence their decision 
making. These are gifts and benefits of influence and have the potential to compromise staff 
and undermine their impartiality. Sometimes, the intention of the donor may not be clear or 
obvious. In these circumstances, if the likely perception is that the gift could improperly 
influence the decision making by staff, the gift must not be accepted. Examples of gifts and 
benefits of influence include: 
• a parent offers a donation to a school to purchase sporting equipment on the condition 

their child is selected for the sports team; 
• a parent offers a teacher a sum of money before end of year exams; 
• a supplier who has or is seeking a business relationship with the department offers an 

invitation to the procurement officer for Christmas lunch and drinks at a restaurant; 
• a supplier who has or is seeking a business relationship with the department offers free 

attendance at a conference to staff who are responsible for approving contracts for which 
the supplier has tendered; 

• an organisation offers free tickets to staff to a sporting event as a reward for future 
favourable treatment. 

Staff may accept gifts or benefits that are offered as gratitude or appreciation for conduct of a 
specific task or exemplary performance of duty. While staff should not require additional 
rewards for performing their duties, it may be inappropriate to refuse gifts of gratitude when 
they are offered. Examples of gifts of gratitude include: 
• a modest bottle of wine given to a staff member for giving a presentation at a 

conference or to a community group; 
• a box of chocolates and flowers from graduating students to a teacher on the last day of 

the school year. 

Staff may accept token gifts that are given in a business situation when representing the 
department. They are usually products that are mass produced and not given as a personal gift 
but are usually available freely to everyone. Examples of token gifts include pens, folders, and 
calendars with a company logo usually given at a conference. 

Staff may accept ceremonial gifts given officially from one agency to another during or at the 
end of official business. They are usually an expression of gratitude and a gift to the agency 
rather than an individual. Examples of ceremonial gifts include plaques or souvenirs given by 
overseas delegations to commemorate a visit. 

Gifts and benefits offered to family members of staff may be perceived as attempting to 
influence the behaviour of the staff member and therefore must not be accepted. 

Hospitality at work related functions 

Hospitality is a type of benefit offered to staff and specifically relates to the friendly treatment of 
staff in the course of a business meeting or conference. It can range from light refreshments at 
a business meeting to restaurant meals and sponsored travel and accommodation. 

Accepting hospitality from individuals and organisations that have or are seeking a business 
relationship with the department may be perceived as an attempt to create an obligation on staff 
and win favourable treatment for the donor. 
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Staff may accept hospitality provided to delegates at conferences and other professional 
development events. 

It may be appropriate for staff to accept hospitality at an event sponsored by an organisation 
that has or is seeking a business relationship with the department, if the role of staff at the event 
includes the marketing and promotion of the department’s services and products in order to 
build commercial and business relationships for the department. The reasons for any decisions 
made to accept such hospitality should be recorded in accordance with Section 3 Register of 
Gifts and Benefits of this document. 

3. Register of Gifts and Benefits 

The Register is maintained by the Director, Fraud Prevention and Corporate Reporting, to 
record all accepted gifts and benefits with a value greater than the nominal amount of $50. 
However, the Register only records gifts and benefits accepted by the following staff: 
• Public Service Senior Executives; 
• Staff nominated by Public Service Senior Executives. 

Staff who are nominated are those positions that are identified by Public Service Senior 
Executives as being responsible for high risk activities that attract greater public scrutiny. These 
activities include but are not limited to: 
• procurement and competitive tender processes including tender evaluations; 
• regulatory activities such as inspections and assessments of service providers; 
• purchase or sale of government assets; 
• contractual relationships with the private sector; 
• selective schools placement. 

Public Service Senior Executives must forward the name, contact details and position title 
of nominated staff to the Director, Fraud Prevention and Corporate Reporting, by email to 
corruption.prevention@det.nsw.edu.au. 

All gifts and benefits accepted by Public Service Senior Executives and nominated staff must be 
declared in writing to the Director, Fraud Prevention and Corporate Reporting, using the Gifts 
and Benefits Declaration Form at Attachment 1. All completed forms should be forwarded to 
the Fraud Prevention and Corporate Reporting team, by email to 
corruption.prevention@det.nsw.edu.au. 

To ensure increased accountability and transparency, the Register will be published on the 
department’s website, on a quarterly basis. 

The Director, Fraud Prevention and Corporate Reporting, will regularly review the Register. 

All other staff must also declare any gifts and benefits accepted in accordance with Section 
10 of the department’s Code of Conduct. Senior management is responsible for establishing 
and maintaining a similar register to the Register for staff in their area of responsibility who 
are not included in the Register. These locally maintained registers are not required to be 
published on the department’s website or to be maintained by the Director, Fraud Prevention 
and Corporate Reporting. 

The Executive of each portfolio will determine the most appropriate location in their area to 
maintain their local register. This register may be maintained at a Network level, or Directorate 
level. For example, it may be appropriate for school principals to forward any gift or benefit 
declarations to their Director, Public School, for inclusion in the register maintained at the 

mailto:corruption.prevention@det.nsw.edu.au
mailto:corruption.prevention@det.nsw.edu.au
https://policies.education.nsw.gov.au/policy-library/policies/code-of-conduct-policy?refid=285855
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network. 

Senior management responsible for maintaining local registers must review their registers to 
ensure that gifts and benefits are accepted under the appropriate circumstances in 
accordance with these procedures. These registers must also be made available for review 
by Fraud Prevention and Corporate Reporting staff.02 
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To be completed by person accepting the gift or benefit: 

 
RECIPIENT DETAILS 

 
Name Position   

 

Location Relationship to donor    
 

DETAILS OF THE GIFT OR BENEFIT 
 

Gift/benefit offered by Date received   
 

Description of gift/benefit    
 

  Estimated value ($):    
 

Signature_ Email    
 
 

To be completed by person approving the acceptance of the gift/benefit: 
 
 

APPROVAL TO ACCEPT GIFT 
 
 

Reason(s) for accepting gift/benefit (Include details of benefit(s) to the department)    
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Decision on what will happen with the gift/benefit    
 
 
 
 
 
 
 
 
 
 
 

Name of approving officer Position        
 

Signature              Date    ______   
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