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Agency Template — Gifts and Benefits Reporting Procedures

Purpose

The Commission Chief Executive Directive 22/09: Gifts and Benefits (the directive) describes the giving and receiving of gifts and benefits and prescribes how they are to be managed by public service employees.

The purpose of this procedural document is to clarify the process and considerations expected of employees when giving effect to the directive.
Steps to take when you receive a gift or benefit

1. Consider if it is appropriate to accept or decline the gift or benefit
If you receive a gift or benefit, consider whether or not it is appropriate to accept it.  Any gift other than a token or memento (or similar item of minimal value), must not be accepted unless it can be shown to be of benefit to the department, the State of Queensland and/or the public generally.

Gifts or benefits cannot be accepted if acceptance is likely to affect, or be reasonably perceived to affect, the independent and impartial performance of the employee’s official duties.  If it is not appropriate to accept a gift or benefit, you should decline the offer or return the gift. Gifts of cash or items readily converted into cash must be refused regardless of the value.
Primary considerations

· Why was the gift/benefit offered or given? 

· Consider the public perception of acceptance.
If you’re unsure whether to accept a gift or benefit, discuss the issue with your supervisor or manager. 
Gifts of cultural or historical significance

If you receive a gift of cultural or historical significance:

· you must complete a <insert name of relevant agency form> and submit it to your agency’s <insert name of business area responsible for reporting gifts and benefits>, regardless of its value; and
· the gift must be retained by the Department.

2. If you retain the gift or benefit:

You are required to take reasonable steps to ascertain the value of the gift/benefit. Deliberately undervaluing a gift/benefit may be considered misconduct. 
Consider if you have received multiple gifts/benefits from the same donor or related donors.  If so, consider the total value for the financial year, not just the individual gifts/benefits.

In addition, if you are in a sensitive role where you make decisions that affect the department or the government, you should consider the gift in the entire context in which it is given – i.e. consider the timing and purpose of the gift.  In some circumstances, a gift which may not be high in value may still be intended to influence and should be declined or declared.

Accepted gifts or benefits with a cumulative value of $150 or less

You may retain this gift/benefit without approval.   

You do not need to complete a Declaration of Gifts and Benefits Received form.

Accepted gifts or benefits with a cumulative value of between $150 and $350 

You may retain the gift/benefit in appropriate circumstances if an appropriately delegated person (e.g. deputy director-general or other senior executive) gives approval.

You must complete a <insert name of relevant agency form> and submit it to the <insert name of business area responsible for reporting gifts and benefits> as soon as practicable.

Accepted gifts or benefits of more than $350 value (cumulative value)

You may retain the gift/benefit in extraordinary circumstances if the appropriately delegated person gives approval.

You must complete a <insert name of relevant agency form> and submit it to the <insert name of business area responsible for reporting gifts and benefits> as soon as practicable.

3. Register

Agencies must ensure that all relevant gifts and benefits have been declared at the end of every quarter. 

The <insert name of business area responsible for reporting gifts and benefits> is responsible for entering the relevant information contained in the <insert name of relevant agency form> into the Register of Gifts and Benefits for the agency.  
As part of an agency’s publication scheme, the Register of Gifts and Benefits must be published online within 10 calendar days of the end of each quarter.
4. Gifts and Benefits retained by the Agency
If the gift/benefit is retained by the agency, it must be used for public benefit or in an appropriate manner.  If there is no such use, then the gift/benefit may be disposed of in an appropriate and sensitive manner (e.g. donation to a charity, hospital, school or community organisation).
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