Gifts and Benefits Policy — [Company Name]
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	1. INTRODUCTION AND OUR COMMITMENT
	1.1 [Full Company name] ACN/ABN [insert] (referred to as “Company” or “[insert in bold font how the Company will refer to themselves in this policy]”) is committed to maintaining high standards of integrity, transparency and impartiality in its dealin...
	1.2 Accepting Gifts may give the impression that a Worker or [Company] favours a particular person or business when making decisions and has the potential to give rise to an actual, potential or perceived conflict of interest, irrespective of the Work...
	1.3 [Optional: insert Company’s values and how it relates to this policy].
	1.4 [Company] has established principles and guidelines under this Policy on how and when Workers should accept, decline and report Gifts that are offered or accepted.
	1.5 The purpose of this Policy is to:
	(a) provide guidance to Workers on how to deal with Gifts, Gratuity and other benefits offered in the course of their employment;
	(b) demonstrate [Company]’s commitment to treating all organisations and persons impartially; and
	(c) maintain the integrity and reputation of [Company].
	1.6 Compliance with this Policy is mandatory.
	1.7  This Policy must be read together with the Company’s Conflict of Interest Policy, Anti-bribery and Corruption Policy, Procurement Policy and Code of Conduct, where adopted.

	2. DEFINITIONS AND INTERPRETATION
	2.1 The following terms and expressions used in this Policy are defined below:

	(a) is cash or a cash equivalent, including a gift card, voucher, loan, cryptocurrency or negotiable instrument;
	(b) is solicited or requested by a Worker;
	(c) is offered in connection with a tender, procurement, recruitment, contract negotiation, regulatory approval, payment approval or dispute;
	(d) is secret, concealed or not properly recorded;
	(e) is unlawful, offensive or inconsistent with the Company’s values;
	(f) creates or may create an obligation to another person; or
	(g) could reasonably be perceived as a bribe, inducement, reward or attempt to influence a decision
	(a) is not cash or a cash equivalent;
	(b) is not offered in connection with a tender, procurement process, contract negotiation, approval, payment or dispute;
	(c) is offered openly and transparently; and
	(d) could not reasonably be perceived as intended to influence a Worker’s conduct, judgment or decision-making.
	3. WHO IS COVERED UNDER THE POLICY
	3.1 This Policy applies to all Workers and to all Gifts or Benefits offered, provided, requested or received in connection with work performed for or on behalf of the Company. A breach may result in disciplinary action for an employee or other appropr...
	3.2 [Include if relevant] This Policy applies to the activities of [Company], including its wholly owned subsidiaries or related bodies and organisations [insert names]. All references to [Company] in this Policy should be read to include these relate...

	4. GENERAL PRINCIPLES
	4.1 Workers may be offered Gifts or Gratuity in connection with their employment duties. [Company] prohibits Workers from accepting Gifts or Gratuity, unless in accordance with this Policy. This prohibition extends to any Gifts or Gratuity accepted by...
	4.2 Gifts and Gratuity must not be accepted even when offered outside of working hours or while off duty. This is because gifts offered by stakeholders can still be associated to the Worker’s position with [Company] and may create a perception of bias.
	4.3 A Worker must never:
	(a) solicit or request a Gift, Benefit or Gratuity;
	(b) offer, provide or accept a bribe, kickback, secret commission or facilitation payment;
	(c) offer or accept a Prohibited Gift or Benefit;
	(d) divide or structure a Gift or Benefit to avoid an approval or reporting threshold; or
	(e) use a relative, associate or other person to offer, provide or receive a Gift or Benefit that would otherwise be prohibited.

	4.4 Where a Gifts or Benefits and Gratuity has been accepted without authorisation or in violation of this Policy, the Worker must disclose this matter to their direct manager as soon as reasonably practicable. Failure to disclose may result in discip...

	5. GRATUITY AND REMUNERATION
	5.1 A Worker must not request or receive any unauthorised Gratuity, commission, fees reward or renumeration from a customer, supplier or other third party for services performed or to be performed in connection with the Worker’s role.
	5.2 Clause 5.1 does not prohibit salary, wages, allowances, approved expense reimbursements or other remuneration.

	6. GIFTS AND BENEFITS
	6.1 In relation to Token Gifts:
	(a) Workers may keep Token Gifts subject to the verbal approval of their direct manager; and
	(b) Token Gifts do not need to be reported and recorded on the Gift Register, unless the direct manager determines that it could be seen as creating a perceived conflict of interest. In all other cases, the Worker and their direct manager should keep ...
	6.2 A Worker must not accept a Gift or Benefit exceeding the Token Gift threshold unless:
	(a) it is not a Prohibited Gift or Benefit;
	(b) prior written approval has been obtained from [insert role]; and
	(c) it is recorded in the Gift Register.
	6.3 If prior approval cannot reasonably be obtained, the Worker must not accept the Gift or Benefit unless refusal would cause significant cultural or diplomatic offence or it cannot practicably be returned. In that case, it must be disclosed and deli...
	6.4 The value of a Gift or Benefit must be assessed reasonably by reference to its fair market value in Australian dollars. Any uncertainty or disagreement must be referred to [insert role] for determination.

	7. ACCEPTING GIFTS AND BENEFITS IN THE ORDINARY COURSE OF BUSINESS
	7.1 Modest hospitality may be accepted without prior written approval where it:
	(a) has a legitimate business purpose;
	(b)  is reasonable and proportionate to the occasion;
	(c) is not lavish, frequent or extended to a spouse, relative or associate;
	(d) is not offered during a tender, procurement, contract negotiation, approval, payment or dispute; and
	(e) could not reasonably be perceived as intended to influence a decision.
	7.2 Repeated hospitality from the same source must be considered cumulatively and declared where it may create an actual, potential or perceived conflict of interest.
	7.3 The following examples are situations which Gifts and hospitality may be offered and accepted in the ordinary course of business:
	(a) invitations to attend industry events and other functions to engage and maintain stakeholder relationships; and
	(b) modest hospitality and food, such as tea, coffee and light refreshments offered during a business meeting, conference or training.
	7.4 Where declining a Gift or Benefit may cause significant cultural or diplomatic offence, the Worker should obtain prior written approval where practicable. If prior approval cannot reasonably be obtained, the Worker may accept it on behalf of the C...

	8. PRINCIPLES FOR ACCEPTING GIFTS
	8.1 A Gift or Benefit accepted by a Worker is accepted on behalf of the Company unless the Company authorises the Worker to retain it.
	8.2  [Company] may determine that a Gift or Benefit is to be:
	(a) retained by the giver;
	(b) returned to the giver;
	(c) shared among Workers;
	(d) donated to charity; or
	(e) otherwise dealt with lawfully and appropriately.
	8.3 A Gif or a Benefit require to be declared under this Policy must be recorded in the Gift Register.

	9. PRINCIPLES FOR DECLINING GIFTS
	9.1 When declining Gifts or Gratuity, Workers must do so politely and respectfully. It is recommended that Workers express appreciation for the offer, but highlight [Company]’s policy to not accept Gifts or Gratuity to maintain impartiality in all sta...
	9.2 Workers are to exercise their judgment when determining whether to decline a Gift. Some general situations where it is appropriate to decline a Gift includes:
	(a) where a reasonable person may perceive that acceptance may create a bias towards the gift-giver or influence a Worker in their decision making;
	(b) where acceptance may give rise to an actual, potential or perceived conflict of interest;
	(c) where the Worker believes that it could be a bribe;
	(d) where the Gift is not offered openly; or
	(e) where the Gift can be easily converted to money or can be seen as Gratuity, (for example, shares).

	10. GIFT DECLARATION AND GIFT REGISTER
	10.1 A Worker must submit a Gift Declaration within five (5 days) after:
	(a) accepting a Gift of Benefit that requires declaration;
	(b) being offered a Prohibited Gift or Benefit; or
	10.2 The Gift Register is established to maintain transparency and establish proper recordkeeping of all Gifts accepted by Workers.
	10.3 All Gifts that are offered or accepted by Workers must be recorded in the Gift Register. Token Gifts do not need to be recorded on the Gift Register, unless the Worker’s direct manager determines that it could be seen as creating a perceived conf...
	10.4 [insert relevant position] will be responsible for maintaining the Gift Register.
	10.5 [Company] may conduct audits on the Gift Register to determine compliance with this policy.

	11. BREACH OF THIS POLICY
	11.1 A Worker who breaches this Policy may be subject to action appropriate to their relationship with the Company. This may include disciplinary action for an employee or suspension or termination of access, authority or engagement for a non-employee.

	12. REPORT A BREACH OF THIS POLICY
	12.1 Any Worker with grounds to suspect that another Worker has breached this Policy must promptly report that information at any time to their direct manager, director or [insert role, department or team and contact details]. [Include the following i...
	12.2 All reports should:
	(a) be made in writing; and
	(b) contain all relevant and specific information, such as a description of the events, dates, places persons involved and witnesses.
	12.3 A Worker may make an anonymous report through [insert approved anonymous reporting channel]. The Company cannot guarantee anonymity where the reporting method identifies the reporting person. A report may be made orally or in writing and should c...
	12.4 [Company] recognises the importance of maintaining appropriate confidentiality throughout the process to ensure that Workers can report a breach of this Policy  without fear of retribution or personal detriment. [Company] will take all reasonable...
	(a) required by law, permissible by law or to a legal practitioner for the purposes of obtaining legal advice; or
	(b) consent is given by the Worker who made the report.
	12.5 Any questions or concerns about how to make a report can be directed to [insert position, department or team and contact details].

	13. VARIATIONS TO THIS POLICY
	13.1 [Company] may amend, replace and withdraw this Policy from time to time, at its discretion.
	13.2 Any request for an exception or deviation to this Policy must be submitted in writing to the current Approved Policy Owner. Such requests will be subject to the approval of the Approved Policy Owner and must be documented in writing for record-ke...

	14. AVAILABILITY OF THIS POLICY AND FURTHER INFORMATION
	14.1 This Policy and the Gift Declaration in Schedule 1 are made available to all Workers of [Company] at [insert details, such as the intranet, website or physical locations].  The
	14.2 The Gift Register in Schedule 2 will only be made available to the person responsible for maintaining the register and the executive management team.
	14.3 Workers may speak to [insert position and contact details] for further guidance and information on this Gifts and Benefits Policy.

	15. REVIEW OF THIS POLICY
	15.1 The Company will review this Policy at least annually and following any material legal, regulatory, operational or governance change, significant breach, investigation or audit finding.

	16. DOCUMENT CONTROL
	SCHEDULE 1
	SCHEDULE 2

