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DEFINITIONS 
 

Gift The offer and/or receipt of any object, property, service or money 
that is not otherwise considered a ‘token gift’ (see definition below). 

Token Gift Is of such a nature and minimal value (as a guide less than $30) that 
it could not reasonably be regarded as capable of influencing any 
actions or decisions of the relevant person in relation to the matter. 
The token gift does not create a sense of obligation in the receiver 
that will influence, or appear to influence, the exercise of their 
official duties. In the event that a gift (regardless of value) might 
reasonably be perceived to influence, or appear to influence the 
recipient, it cannot be defined as a token gift. 

Accumulated Gift Multiple gifts received from one source, given to either the same 
councillor / employee each time, or to various councillors / 
employees. The value of the accumulation reaches over $30 in a 12 
month period.  

Hospitality Where a meal or service is offered which has a more than nominal 
value (more than $30) and is not viewed as being connected to 
official Council business or part of the accepted meal at a conference 
or seminar. 

Monetary Gift Defined as cash or cash equivalents, such as gift cards, cheques, 
money orders, travellers’ cheques and direct deposits. 

Value: Face value or estimated retail value. 

 
 
INTRODUCTION 
This policy sets out the direction to be taken by councillors and employees if offered gifts and hospitality in 
their capacity as a representative of Council. 
 
In the first instance, gifts and hospitality are to be refused. If refusal is considered to cause offence or 
embarrassment to the provider, and the gift or hospitality are accepted, the gift automatically becomes the 
property of the Council. Upon receipt, the CEO will decide whether the gift should be retained by the recipient 
or disposed of by other means.  
 
This policy confirms that all gifts and hospitality (as defined in this policy), whether accepted or declined, 
should be recorded in the Gifts and Hospitality Register.  
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REFERENCE TO CURRENT OR PREVIOUS LEGAL /COUNCIL PLAN / POLICY  
This policy refers to the Local Government Act 1989 (the “Act”) and should be read in conjunction with the 
Councillor Code of Conduct and the Staff Code of Conduct & Ethical Behaviour Handbook. 

This policy addresses our Strategic Objective item 5.2 – The Council provides good governance and its business 
is open and transparent of the 2017 – 2021 Council Plan. 

Councillors and employees must familiarise themselves with their obligations under the Act in respect to gifts, 
particularly the following clauses: 
 
 
Councillors: 

Obligation 
Section of the Local 

Government Act 1989 

Part 3 – Elections:  

 Bribery, treating and undue influence section 59 

 Return by Candidate section 62 

 Certain gifts not to be accepted section 62B 

Part 4 – Council Administration  

 Misuse of position section 76D 

 Confidential information section 77 

Part 4 – Council Administration  

 Direct and Indirect Interest 
sections 77A, 77B. sections 78, 
78A, 78B, 78C. section 79 

 Register of Interests section 81 

Part 11 - General  

 Persons who are liable for offences section 239 

 
Employees 

Obligation 
Section of the Local 

Government Act 1989 

Part 4 – Council Administration  

 Disclosure of conflicts of interests in respect of delegated 
 functions 

section 80B 

 Disclosure of interests to Council when providing advice section 80C 

 Register of interests section 81 

Part 11 – General  

 Persons who are liable for offences section 239 
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SCOPE 
This policy applies to any gifts or hospitality offered to, or received by councillors and Council employees, 
except for the following exclusions: 

 Section 188 of the Act (power to accept gifts in relation to property by Council as the corporate body); 

 Section 62 of the Act (campaign donations) – refer to the Act for the process for managing these. 
Campaign donations are not required to be recorded on the Gift & Hospitality Register or on a 
declaration form. 

 Employee awards that are covered under the Rewards & Recognition Policy.  
 
 
PURPOSE 
This policy highlights the legal and ethical issues that should be considered when accepting a gift or hospitality. 
The aim is to ensure that Council’s values of respect, honesty and integrity and of clear and open 
communication are upheld, that Council’s practice of good governance is continued; and any biased decision 
making or conflict of interest (perceived or actual) is avoided.  
 
Indigo Shire recognises that councillors and Council employees will on occasion be offered gifts, benefits and 
hospitality. It should, however, always be remembered that councillors and council employees perform their 
roles to ensure the peace, order and good governance of the shire, and not to derive undue personal 
benefit.  

Receipt of a gift from a person or organisation can result in a conflict of interest, or a perceived conflict of 
interest, in a matter. Councillors and council employees need to familiarise themselves with the conflict of 
interest provisions of the Act. The organisation will provide support through initiatives such as this policy 
and training, but each councillor and council employee must take personal responsibility for their own 
compliance. 
 
The offer of a gift to a Councillor or Council employee may also affect perceptions of bias. 
 
 
POLICY DETAILS 
Gifts must never be sought 
Councillors and Council employees must not solicit, demand or request gifts or any personal benefit for 
themselves or another person by virtue of their position.  
 
No sense of obligation  
No gift may be accepted that could influence, or be perceived to influence, a councillor or Council employee 
in the performance of their public or professional duties. 
 
Prohibited Gifts 
In addition to other limitations imposed by this policy, the following gifts are prohibited; 

 Monetary gifts of any value (including gift vouchers and other cash equivalents), and; 

 All gifts (of any value) from any supplier or potential supplier to Council. 
 
Gifts 
Council acknowledges that as part of business or cultural practices, at times, councillors and Council 
employees will be presented with gifts as a form of appreciation. While Council is appreciative of such acts of 
generosity it is Council policy that gifts should not be accepted and be politely refused unless that refusal has 
the potential to offend the giver and potentially damage critical Council relationships or because of cultural 
sensitivities around gift giving and receiving. 
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By politely refusing such gifts, benefits or hospitality, councillors or Council employees can avoid feeling 
compromised and contributing to a public perception of bias either at the time of receiving the gift or 
potentially in any future dealings. Before accepting any gift, benefit or hospitality, councillors and Council 
employees must consider the ramifications and perceptions that may arise from any such offer and ask 
themselves whether a conflict of interest may arise.  
 
In some circumstances, gifts, benefits or hospitality must never be accepted. These circumstances include all 
offers of gifts or hospitality from people or organisations who are suppliers (or potential suppliers) to 
Council, or about whom Council is likely to make a decision involving: 

 Tender processes; 
 Procurement; 
 Enforcement; 
 Licensing; or 
 Regulation 

 
Should any gifts (apart from token gifts) be received or offered/ refused, they will be declared on the Gift & 
Hospitality Disclosure form and recorded in Council’s Gifts & Hospitality Register.    
 
Token gifts (with no significant value - as a guide, no more than $30) are to be: 

1. Recorded on the Gift & Hospitality Disclosure form and TRIMmed.  

2. Reported to the manager 

3. When the accumulation of token gifts from a single source exceeds $30 in a 12 
month period, they must be reported to the CEO and recorded on the Gift & 
Hospitality Register.  

Token gifts (unless it is an excess accumulation over 12 month period) need not be reported on the Gifts & 
Hospitality Register. 

Gifts (valued over $30) may not be accepted unless refusal would be impolite or otherwise impractical – in 
this situation, the gift may be accepted on behalf of Council as a corporate gift. All offers or acceptances of 
gifts are to be: 

1. Recorded on the Gift & Hospitality Disclosure form.     

2. Reported to the manager. 

3. Reported to the CEO via the Gift & Hospitality Disclosure form. The CEO will decide 
the most appropriate method of disposal (i.e. donation to community group, 
contribution to council employees group, employee to retain etc.).  

4.  Recorded in the Gift & Hospitality Register (by the CEO or Governance team). 

 
 
Hospitality  

In the normal course of their duties, Council employees and councillors will receive invitations of hospitality 
to attend various functions and events. 
 
Councillors or employees may only accept hospitality where:  

 There is clear value to the work of the council (for example, building relationships with 
community groups); and 
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 The hospitality was received at an event or function that the person attended in an official 
capacity (i.e.: it directly relates to their public duty); and 

 It is reasonable hospitality (that is, a reasonable person would consider it appropriate and 
not excessive) and as such does not advantage the donor in their dealings with the council. 

Where practical, employees should seek approval from the CEO and councillors should seek approval from 
the Mayor prior to acceptance. 

Any hospitality with an estimated value of over $30 is to be declared on the Gift & Hospitality Disclosure 
form and recorded on the Gift & Hospitality Register. 
 
 
Gift & Hospitality Register 

All gifts and hospitality (apart from token gifts or reasonable hospitality as part of an official Council duty), 
whether accepted or offered / refused, are to be recorded in the Gifts & Hospitality Register. The Register 
will contain the following information: · 

 recipient of the gift or benefit 

 date the gift or benefit was received or declined  

 description of the gift or benefit 

 name of gift/benefit provider  

 estimated value of the gift or benefit 
 
 
 
Quick reference guide to Gift & Hospitality procedure: 

Type of Gift OK to 
Accept? 

Complete 
Disclosure 
Form 

Form to 
Manager 

Form to 
CEO for 
Decision 
on 
Disposition 

Record on 
Register (by 
Governance 
team) 

Gift from a 
supplier to 
Council or a 
potential 
supplier to 
Council 

No Yes Yes Yes Yes 

Token Gift 
(minimal  
monetary value 
i.e. less than 
$30) 

Yes, if 
conditions in 
policy are 
met 

Yes Yes No no 

Accumulated 
Token Gifts 
(total value = 
>$30 in 12 
months) 

Yes, if 
conditions in 
policy are 
met 

Yes Yes Yes Yes  

Gift (anything 
not a ‘Token 
Gift’) 

No - unless 
conditions in 
policy are 
met 

Yes Yes Yes Yes – 
accepted & 
declined gifts 
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Hospitality as 
part of normal 
Council duties 

Yes if 
reasonable 
hospitality 
(that is, a 
reasonable 
person 
would 
consider it 
appropriate 
and not 
excessive) 

No No No No 

Hospitality not 
linked to 
normal Council 
duty, or 
hospitality 
beyond the 
expectations 
that a 
reasonable 
person would 
believe to be 
appropriate. 

No Yes No Yes Yes 
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Gift and Hospitality Disclosure Form – Councillors and Employees 

1. Councillors should report gift and hospitality to the Mayor, employees should report to their 

manager. 

2. Further information and advice may be obtained from the Governance team. 

To be completed by recipient /refuser of gift or hospitality (includes token gifts): 

Date gift’s offered:              /                 /                                                 Time:                                                              am/pm 

Councillor/Employees member name: 

Offered from 

Name: 

Organisation: 

Contact details: 

Description of gift/benefit/hospitality: 

 

 

Relationship between provider and recipient: 

 

Estimate of value of gift/hospitality: $ 

Response to offer:      Accepted   Refused    

Signature of Councillor/Employees member:                                     Date:            /              / 

 

To be completed by Mayor / manager for all declarations: 

Manager Name: 

Title: 

Signature: 

 

Date: 

 

To be completed by the Chief Executive Officer* (for gifts other than token gifts): 

Current location: 

Comments re disposition: 

Signature: 

 

To be completed by Governance team: 

Gift register updated:   

Signature:  

Date: 

* If the CEO needs to declare a gift or hospitality, they should forward it to the Mayor for decision on disposition. The Mayor should 

report all declarations to the CEO.  The offer of a gift (excluding token gifts) or hospitality to any councillor or Council employee should 

be referred to the CEO.  Any gift or hospitality that is not a token gift should be recorded in the Gift & Hospitality Register.  
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COMMUNICATION 
This policy will be included in both councillor and Council employee induction programs. Councillors and 
employees will be required to sign a policy acknowledgement every 2 years thereafter. This policy also be 
available on Council website and referenced in contracts and other corporate documents. 
 
The GIFT test 
The GIFT test (developed by the Victorian State Services Commission) is included to assist the CEO when 
deciding the response to an offer or acceptance of a gift or hospitality. 
 

G Giver 

Who is providing the gift, benefit or hospitality and what is their 
relationship to me? 
Does my role require me to select contractors, award grants, regulate 
industries or determine government policies? Could the person or 
organisation benefit from a decision I make? 

I Influence 

Are they seeking to influence my decisions or actions? 
Has the gift, benefit or hospitality been offered to me publicly or privately? 
Is it a courtesy, a token of appreciation or highly valuable? 
Does its timing coincide with 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 it create an obligation to return a favour? 

T Trust 
Would accepting the gift, benefit or hospitality diminish public trust? 
How would I feel if the gift, benefit or hospitality became public knowledge? 
What would my colleagues, family, friends or associates think? 

 
 
The HOST test. Consider: 
 

H Hospitality 
To whom is the gift or hospitality being provided? 
Will recipients be external business partners, or councillors / employees? 

O Objectives 

For what purpose will hospitality be provided? 
Is the hospitality being provided to further the conduct of official business? 
Will it promote and support Council’s policy objectives and priorities? 
Will it contribute to employees wellbeing and workplace satisfaction? 

S Spend 

Will public funds be spent? 
What type of hospitality will be provided? 
Will it be modest or expensive, and will alcohol be provided? 
Will the costs incurred be proportionate to and less than the benefits 
obtained? 

T Trust 

Will public trust be enhanced or diminished? 
Could you publicly explain the rationale for providing the gift or hospitality? 

Will the event be conducted in a manner which upholds the reputation of the 
public sector? 

Have records in relation to the gift or hospitality been kept in accordance 
with reporting and recording procedures? 
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Is offer of gift / hospitality 
over $30?

no - it is under $30 
- do not accept unless conditions in policy are met.

- it is a token gift.

1. Councillor / employee:

- complete Gift & Hosptiality form.

- give form to mayor / manager.

2. Mayor / manager:

is this an accumulated gift 
(total accumulation = over 

$30)?

no

3. Mayor / manager:

- complete section on gift & hospitality form.

- TRIM form to 09/745.

yes

3. Mayor / Manager

- discuss future acceptances with councillor / employee.

- complete section on form.

- give form to CEO.

yes - it is over $30
- do not accept unless conditions in policy are met.

- complete the following steps whether offer is refused or accpted.

1. Councillor / Employee 

- complete form.

- give form to mayor / manager.

2. Mayor / Manager

- complete section on form.

- give form to CEO.

3. CEO

- discuss policy with employee if required.

- decide disposal action (use GFT test).

- complete form.

- give form to Governance Team.

4. Governance Team

- TRIM form to 09/745.

- update Register.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 




