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Gifts and Benefits Policy and Procedure

1 Introduction

1.1 Purpose

The purpose of this Policy and Procedure is to highlight the key issues and risks associated
with Queensland Building and Construction Commission (QBCC) employees accepting gifts
or benefits, and the processes that must be followed when any gift or benefit, including
hospitality, is offered and/or received.

Acceptance of a gift or benefit, regardless of its monetary value, may imply a relationship with
the giver that could interfere with the employee’s objectivity and independence in the
performance of their official duties.

The Code of Conduct requires employees to manage gifts and benefits in accordance with
QBCC'’s policies. Failing to do so may amount to a breach of the Code of Conduct. Employees
must at all times ensure that their conduct meets the highest ethical standards when fulfilling
their responsibilities, and that they act with integrity, impartiality and in the public interest.

1.2 Scope

The Policy and Procedure applies to the Queensland and Building Construction Board (QBC
Board), the Commissioner, all QBCC employees (whether fulltime, part time, temporary or
casual) and contractors (referred to below as ‘employees’).

It applies to all offers, from a person who is not a QBCC employee (third parties), of anything
of value, to a QBCC employee in the course of the employee’s official duties.

A gift or benefit can be tangible (of lasting value) or intangible (of no lasting value).

This Policy and Procedure apples to all gifts and benefits provided by third parties, such as
industry associations or conference organisers, including free or subsidised travel, free or
subsidised accommodation, and meals and other hospitality.

This Policy and Procedure does not apply to benefits provided by QBCC to QBCC employees
in the course of their work, for example hospitality at QBCC stakeholder engagement
functions. For more information on QBCC corporate hospitality and entertainment, see the
Corporate Hospitality and Entertainment Policy.

1.3 Key Principles

1. Employees must declare all offers of gifts and benefits, even if declined, within seven
calendar days, other than token gifts and token hospitality.

2. Employees must decline any offer of cash, or of an item that is readily converted into
cash (eg lottery tickets, ‘scratchies’, shares, etc).

3. Employees must refuse any gift or benefit that could affect, or would reasonably be
perceived to affect, the performance of their official duties.

4. Any gift or benefit accepted by an employee remains the property of QBCC, unless
approval is given for the recipient to retain the gift or benefit in accordance with this
Policy and Procedure.

5. Prior approval to accept and/or retain the gift or benefit should be sought whenever
possible.

6. Any gift received without approval under this policy becomes QBCC property.

V3.1 4


https://qbcc.sharepoint.com/policies/Documents0/Corporate%20Hospitality%20and%20Entertainment.pdf#search=corporate%20hospitality%20and%20entertainment%20policy

Gifts and Benefits Policy and Procedure

2 Token gifts or hospitality

Many organisations, as a part of marketing their business or products, or in appreciation for
contributions at events, give out token gifts, such as:

¢ Promotional material, example; branded caps, coffee mugs, water bottles

¢ Inexpensive stationary items such as jotter pads, sticky note pads, pens, or USB flash
drives

o Flowers, chocolates or other food items (nhot including any quantity of alcoholic
beverage).

Such items do not need to be declared. However, any gift of alcohol should be declared.

Similarly, organisations will frequently provide token hospitality during meetings and events,
such as:

Morning and afternoon teas

Free coffee, tea, soft drinks and/or water

Nibbles during a meeting

Lunch during an all-day event, not including alcohol.

Again, these benefits do not need to be declared. Where lunch is served as part of an event,
employees must ensure that they do not also include that lunch in any Travel Allowance (TA)
claimed in relation to attending the event. However, any hospitality where alcohol is served
should be declared.

As a rule of thumb, one-off gifts or hospitality worth less than $20 do not have to be declared.

3 Process Overview
P " D romora D2 vcisn DI D, \
| Eenirised

1. Employees consider whether to decline, or to seek approval to accept, an offered gift
or benefit

2. Employees use the online gifts and benefits declaration eform, iDeclare within 7 days,
to:

a. declare all offers of a gift or benefit, with the exception of token gifts or token
hospitality, even if the offer is declined
b. seek prior approval to retain the gift or benefit if possible, or approval to
retain if prior approval was not possible.
3. The relevant delegated authority grants or refuses approval to retain the gift or benefit.
4. Integrity and Complaints Branch records all declarations and decisions in the relevant
Gifts and Benefits Register.
5. Integrity and Complaints Branch publishes the Gifts and Benefits Registers within one
month of the end of each quarter on QBCC’s external website.
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3.1 Delegated Authorities

Gift or Benefit Delegated Authority

>$150 ICB Manager
$150 - 349 ICB Director
More than $350 Chief Human Resources Officer and

Commissioner

Of any value, to Commissioner Board Chair
Of any value, to Board Chair Commissioner
Of any value, to Board member Board Chair

3.2 Cumulative value

Cumulative value across employees

If the same donor offers or provides gifts or benefits to multiple employees at the same time,
then the cumulative value of the gifts or benefits must be declared and registered accordingly.

This does not apply to token gifts or token hospitality provided to multiple employees at the
same time.

Cumulative value over time

If one employee receives or is offered more than one gift or benefit from the same donor in a
12 month period, then the cumulative value of the gifts or benefits must be declared and
registered accordingly.

4 Consideration by employees

Employees who receive offers of gifts and benefits have the primary responsibility for ensuring
that their conduct remains above reproach, and that their integrity — and by extension QBCC’s
—is not called into question.

Employees must decline any offer of cash, or of an item that is readily converted into cash.
Accepting monetary gifts is a breach of this Policy and the Code of Conduct, and may be a
breach of section 88 of the Criminal Code Act 1899.

If the employee considers that the offer was an attempt to bribe them, they should also
immediately verbally report the incident to their immediate supervisor or manager and the
Integrity and Complaints Branch.
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In other cases, employees should in the first instance consider whether the offer should be
declined, having regard to the considerations set out below.

If there is any doubt about whether it is appropriate to accept an offered gift or benefit,
employees may seek advice from the Integrity and Complaints Branch, and if still in doubt,
should err on the side of caution and politely decline the offer.

Employees must declare all declined offers using the online reporting tool, iDeclare. The same
form can be used to seek approval to accept a gift or benefit, and/or retain it for personal use.

Ordinarily, employees should seek approval to accept a gift or benefit in advance. However,
QBCC recognises that there are times when this is not possible (eg being presented with a
bottle of wine as a ‘thank you’ for presenting at a conference). In these cases, the gift or benefit
must still be declared using the online reporting tool iDeclare, and approval sought to retain
the gift.

5 Considerations

A number of factors are relevant to decisions by:
¢ Employees, in the first instance, whether to decline an offered gift or benefit, and
o Delegated authorities, subsequently, whether to approve acceptance of a gift or
benefit.

These include:

¢ \Would accepting the gift create a potential or perceived conflict of interest?

o Would accepting the gift require the return of a favour from the employee to the gifter?
If so, this transaction could be classified as an inducement?

¢ What is the cumulative value of multiple offers by a donor to multiple employees at one
time?

o What is the cumulative value of multiple offers by a donor to a single employee over
time?

e Does the gift have historical or cultural significance?

5.1 Relevant considerations

Conflict of Interest

The overarching consideration is whether accepting the gift or benefit could, or could
reasonably be perceived, as creating a conflict of interest.

A conflict of interest arises when there is a conflict between a QBCC employee’s official duties
and responsibilities in serving the public interest, and the employee’s personal interests
(including interests of the QBCC employee, and in certain circumstances, the employee’s
partner, dependents and/or other related parties) which can arise due to avoiding personal
losses as well as gaining personal advantage, whether financial or otherwise. Any conflict of
interest must be resolved in favour of the public interest.

e An actual conflict of interest exists where a reasonable person, in possession of the
relevant facts, would conclude that there is a direct conflict between a QBCC
employee’s current duties and responsibilities and existing personal interests.

e A perceived conflict of interest occurs where it may be perceived by a reasonable
person that a QBCC employee’s personal interests could improperly influence the
performance of their public duties, whether or not this is in fact the case.
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¢ A potential conflict of interest arises when a QBCC employee has personal interests
that could interfere with their official duties in the future.

In considering this, employees and the delegated authority (see section 3.1) should consider:

Why is the gift or benefit being offered?

Why does the employee wish to accept the offer?

What is the cumulative value of the gift or benefit being offered?

Public perception - how would a reasonable person view the gift or benefit?

In relation to the offer of hospitality, is the hospitality ‘low’ or ‘high’ risk, as set out
below?

e The ‘rule of reciprocity’.

Why is the gift or benefit being offered?

e |s the gift or benefit is intended to influence? Gifts or benefits that are intended to
ingratiate the donor with the recipient should not be accepted.

e Is the gift or benefit given in gratitude? Gifts or benefits offered to an individual in
gratitude simply for them having done their job in relation to the donor should not be
accepted. Gifts or benefits offered to an individual, in public, in appreciation of their
contribution to a public event, are frequently offered, and in many circumstances,
refusal would appear rude. Acceptance of these gifts or benefits can be considered as
they represent a lower risk.

e Is it a ceremonial gift or benefit? These are official gifts that are offered by one
organisation to another. Such gifts are often provided to a host agency when
conducting official business with delegates from another organisation. Although these
gifts may sometimes be offered to express gratitude, the gratitude usually extends to
the work of several people in the agency, and therefore the gift is considered to be for
the agency not a particular individual. Acceptance of these gifts or benefits can be
considered as they represent a lower risk.

Why is acceptance being considered?

As a general rule, QBCC employees should have no expectation of receiving personal gifts
and benefits from outside parties on top of their normal remuneration. An employee should
not accept a gift or benefit merely because they would like it. Circumstances where it may be
appropriate to accept include:

e QBCC will ultimately benefit — for example, subsidised travel, accommodation or
conference registration that reduces costs that QBCC would otherwise bear is lower
risk than a gift or benefit that the employee alone benefits from.

e It'as nor mal part of —mdngemplogges wlgsaneluds represdntang
QBCC at industry events or business meetings involving hospitality provided by others.
These situations are lower risk than where being invited to an event is unusual and
potentially ‘special’ for an employee.

o It'rel evant to the empl oy e e-Q@BChaenmirages staffaon a | dev
gain knowledge of the services, products and new initiatives of its stakeholders and
suppliers. Consequently, it may be appropriate for employees to accept invitations to
events such as new product launches, open days, information briefings, industry
functions, presentations or seminars that will contribute to the employee’s professional
development.

Cumulative value

As noted above, the cumulative value of gifts or benefits across multiple employees, or across
time, must be taken into account.
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Where donors are offering multiple gifts or benefits, or repeatedly offering them, the employee
should discuss with their manager why this is occurring, and whether it is appropriate for the
gifts or benefits to be, or continue to be, accepted.

Where the cumulative value of gifts or benefits to a single employee in a 12 month period
exceeds $150, then the employee is to report this to the ICB Manager, as this could be linked
to risks of ‘grooming’.

Public perception

How a reasonable person would perceive the gift or benefit can be affected by various
factors, such as:

e The relationship between the donor and the employee. If the employee is in a position
to provide advice or make decisions directly affecting the donor, such as granting
licences, inspecting building work, awarding contracts or giving approvals, a
reasonable person is more likely to perceived the gift or benefit as inappropriate.

e The transparency and openness of the gift. If the gift is offered to an employee in a
public forum, it is less likely to be perceived as a gift of influence than one offered
privately.

e The timing of the gift being given. Gifts and benefits should not be accepted during a
procurement process, or whilst QBCC is in the process of considering a matter (ie
processing a licence application), which involves that individual or group. Gifts or
benefits given as a recognition of service at the end of a period (eg at the end of the
financial/calendar year) are less likely to be perceived negatively.

e The value of the gift. Expensive gifts are more likely to be perceived as gifts to win
favours.

e The frequency of gift giving. While the perception that one gift may not be considered
sufficient to cause an employee to act outside their official duty, the sum of multiple
gifts may be considered sufficient to do so.

Low vs High risk hospitality

Examples of low risk hospitality include:
¢ functions where the recipient attends in an official capacity as QBCC’s representative
e hospitality provided as part of a conference package, where the QBCC has paid a fee
for the employee to attend
e catered briefings, roundtables, launches etc., where invitees from a range of external
organisations are present.

Examples of higher risk hospitality include:
e private restaurant meals offered by persons or firms who actively deal with QBCC
e invitations to corporate boxes or marquees
e invitations to lunches, dinners or other events to ‘seal the deal’, or to ‘celebrate’ the
finalisation of a procurement process or the signing of a contract
e invitations to functions held in private homes
e invitations which extend to family members, relations, friends and associates.

The rule of reciprocity
Psychological research confirms that human beings have a strong, innate tendency to feel

compelled to reciprocate when given a gift or favour. This impulse can operate at
subconscious levels. It makes all of us liable to subtle (and not so subtle) manipulation by
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others in a position to offer us gifts and benefits. Unless employees really stop and think about
it, they may not be conscious of the invisible strings attached to those offers.

5.2 Historical or cultural significance

Any gifts of cultural or historical significance must remain the property of the QBCC, regardless
of their value. If a gift or benefit is retained by QBCC, it must be used for public benefit and in
an appropriate manner. If QBCC does not have an appropriate use for the gift or benefit, it
may be disposed of in accordance with these principles:

o disposal of gifts must be in the public interest and pay due respect to the wishes and
expectations of the donor (if known)

e disposal by donation to a charity, hospital, school, community or non-profit
organisation or similar should be considered

e disposal of gifts to individuals in not allowed
the disposal should be properly documented for audit purposes, and

e conflicts of interest should be avoided.

6 Approvals

Where the value of a gift or benefit is unclear or unable to be easily determined, but appears
to be significant, it should be treated as if it is valued at over $150.

Once an employee submits request for approval to accept or retain a gift or benefit via the
online reporting tool, iDeclare, forward the request to the relevant delegated authority as set
out in section 3.1 above.

The delegated authority may:

o if satisfied no relevant conflict of interest arises, approve that it be retained or accepted
by the employee concerned
o f satisfied that a relevant conflict of interest arises:
o refuse to approve acceptance, or
0 approve acceptance for use by use of QBCC as a whole or for display
purposes.

Upon approval being granted, by the relevant delegated authority, for the employee to retain
or accept the gift or benefit, the employee should not:

e use the gifts or benefits during normal working hours, unless the gift or benefit forms
part of the employee’s official duties and appropriate approval is obtained

e incur any costs to QBCC when accessing or receiving hospitality benefits (for example
taxi fares, parking fee reimbursements) in a ‘private capacity’ (i.e. you are not
representing QBCC at an industry event). These costs are regarded as private
expenditure.

Where approval has been refused by the relevant delegated authority, the employee must:

e if the gift or benefit has not yet been accepted — politely refuse the offer

o if the gift or benefit has already been accepted — where possible, return it to the donor
as soon as practicable (ie within 5 business days), and email their line manager and
integrity@qgbcc.gld.gov.au with the following information:
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date and time gift or benefit returned

name of the organisation of the donor

name, position and contact details of person gift or benefit returned to, and
description of the gift or benefit returned.

O oO0O0OOo

7/ Registration and Public Reporting

The Integrity and Complaints Branch will record all declared gifts and benefits (other than
token gifts and token hospitality) on QBCC’s Gifts and Benefits Registers.

In accordance with the Public Service Commission’s Gifts and Benefits Reporting Procedure
and QBCC’s Strategic Risk Management Framework, QBCC must ensure that all relevant
gifts and benefits have been declared at the end of every quarter.

The Gifts and Benefits Registers must:

e Dbe published online within one month of the end of each quarter; and

e remain online for 12 months and then may be archived in accordance with the
Queensland State Archives Records Governance Policy and QBCC’s Records
Management Procedure.

8 Key Roles and Responsibilities

Employees

e Must refuse:

o0 any offer of cash, or any item that is readily convertible into cash (e.g. lottery
tickets, ‘scratchies’, shares)

0 agift or benefit that affects, is likely to affect or could be perceived to affect the
performance of their official duties (e.g. give rise to an actual, potential or
perceived conflict of interest)

Are required to use iDeclare to report the gifts or benefit within 7 days, to:

o Declare all offers of a gift or benefit, with the exception of token gifts or token
hospitality, even if the offer is declined

0 seek prior approval to retain the gift or benefit if possible, or approval to retain
if prior approval was not possible.

May accept or retain the gift or benefit only if approved to do so.

Should:
0 ensure that the estimated value of a gift is accurate
o monitor the cumulative value of repeated gifts or benefits from the same donor
0 consult with ICB if they have any doubt about gifts or benefits.

Should not:
0 use gifts or benefits during normal work hours, unless the gift or benefit forms
part of the employee’s official duties and appropriate approval is obtained
0 incur any costs to QBCC when accessing or receiving hospitality benefits in a
‘private capacity’ (for example taxi fares, parking fee reimbursements).
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ICB Manager

e Consider declarations of gifts or benefits less than $150

e Provide advice on the acceptability of gifts and benefits

e Ensure gifts and benefits retained by QBCC are used for the public benefit and in an
appropriate manner, including where used by the recipient

¢ In consultation with the employee’s line manager ensure gifts and benefits not retained
are disposed of in accordance with the Guidelines for Gifts and Benefits.

ICB Director (or higher position)

e Considers declarations of gifts or benefits between $150 and $350

Commissioner or Chief Human Resources Officer

e Considers declarations of gifts or benefits worth more than $350 (all employees), and
of any value if the declaration is made by the Board Chair (Commissioner only)
e Must declare any gift or benefit offered to them, using the on line reporting tool,
iDeclare, consideration by the Board Chair
o if made by the Commissioner, Board Chair to approve
o if made by the CHRO, Commissioner to approve

Board Chair

o Considers declarations of gifts or benefits of any value by the Commissioner

e Must declare any gift or benefit offered to them in their capacity as Board Chair, using
the on line reporting tool, iDeclare, for consideration by the Commissioner

Board Members (excluding Board Chair)

¢ Must declare any gift or benefit offered to them in their capacity as Board Member,
using the on line reporting tool, iDeclare, for consideration by the Board Chair.

9 Monitoring compliance

The QBCC'’s Integrity and Complaints Branch is responsible for ensuring QBCC complies with
this procedure and the PSC’s Gifts and Benefits Directive.

To facilitate this Integrity and Complaints Branch will:

e provide advice on methods for determining a fair value of a gift, where requested
e compile and maintain a summary register for QBCC based on the received
declarations
e conduct a quarterly review of the gifts and benefits register to:
o ensure compliance with the Gifts and Benefits Directive and this Policy and
Procedure
0 analyse the information to identify any trends or patterns that cause concern
o0 determine whether, as a result of the analysis, corrective or preventative action
needs to be taken
0 confirm the register has been appropriately published.
e report any issues to the Commissioner, and
e publish the gifts and benefits register quarterly, within one month of the end of each
quarter.
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10 Definitions

Donor

A person, organisation or entity that offers or gives a gift or
benefit to an employee.

Intangible benefits

These items include hospitality (e.g. meals or drinks), personal
services, free or subsidised travel or accommodation,
entertainment, preferential treatment, privileged access,
promise of a special favour or advantage (eg a special type of
loan), discounts on goods and services (including discounted
interest rates).

Offer

To put forth or suggest for consideration, acceptance or rejection

Official Duties

The duties of a position that are required to be undertaken by
the employee in the position from time to time. These duties are
officially authorised, recognised or designated by an employing
entity, which include administrative, ethical, performance and
statutory obligations.

Public perception

Means the perception of a fair-minded person in possession of
the facts.

Tangible items

These items include cash, goods or promotional materials (e.g.
free pens, diaries).

Token gift

Is a token gift of inconsequential value and is usually a product
that is mass produced and not given as a personal gift (eg
promotional items such as the sponsor’s stationery or coffee
mugs provided at a conference to all participants). The primary
determinant of a token offer is that it would not be reasonably
perceived as influencing or creating a conflict of interest. As a
rule of thumb, a one-off gift worth less than $20 is generally
considered token.

Token Hospitality

Means hospitality at external events hosted by external parties
at which food and beverages such as tea, coffee, snacks or a
light meal are provided, where the cost is borne by the external
party. As a rule of thumb, one-off hospitality worth less than $20
is generally considered token.

Value

The value of a gift or benefit is its ordinary retail value. The value
applies to a single gift or benefit or the accumulated value or
more than one gift and/or benefit from the same donor or donors
in a similar relationship in a 12 month period.

11 Related policies and procedures

Criminal Code Act 1899, s 88

Public Service Commission Gifts and Benefits Reporting Procedure
QBCC Conflict of Interest Policy

Queensland State Archives Records Governance Policy

QBCC Records Management Procedure
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Appendix A — Declaration of Gifts and Benefits Process Flow Chart
Declaration of gifts and benefits

Employee

Integrity & Complaints

V3.1

REMEMBERPerception- be wary of the impression and expectation that keeping gifts can create

* If youare in a sensitive role, you should refuse all gifts regardless
of their value, because to accept gifts may create perceptions of
favouritism, or that you are being, or can be, influenced.

# Gifts over $350 may be kept in exceptional circumstances.
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be converted into cash End
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A
Areyou in a
sensitive*
role?
ACCEPT on behalf of QBCC
Does it have cultural or Itis the property of QBCC,
historical value? and management will decide
how it is to be displayed
’ oe de ared <
NO da online 1om
A

Is the value under Is the value between Is the value over
$150? $150-$350 retail? $350# retail?

|

Outcome advice
via email / online
form

Is there a potential Can gift be retained
conflict of interest? by employee?

Remains the
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