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1. Purpose 
 

This policy sets out the Powerhouse requirements regarding the management of gifts and benefits for 
individuals. It provides direction to employees to assist them in making ethical and reasonable decisions 
regarding any gifts and benefits they may be offered. It meets the Public Service Commission (PSC) Managing 
Gifts and Benefits: Minimum Standards as contained in Behaving Ethically: A guide for NSW government 
employees (Framework). 

 
 
2. Policy Statement 

 
As a NSW government public sector agency the Powerhouse is committed to the Framework. Powerhouse 
employees are required to place the public interest over personal interest, act professionally with honesty, 
consistency and impartiality and to provide transparency to enable public scrutiny. Employees should not 
accept gifts, benefits or hospitality that will compromise or appear to compromise their integrity and objectivity 
in performing their duties, or cause, or appear to cause a conflict of interest. 

 
Accepting a gift or benefit that could be perceived by others to be an inducement is inconsistent with the 
standards of conduct required by the Ethical framework for the government sector. Soliciting or accepting a 
gift or benefit as an actual inducement to make a decision, or provide a favour, is not only inconsistent with the 
Ethical framework for the government sector but constitutes corrupt conduct under the Independent 
Commission Against Corruption Act 1988 and may lead to criminal prosecution. 
 
The minimum standards informed by the obligations placed on employees by the Ethical framework for the 
government sector include the requirements to:  

• Place the public interest over the personal interest 
• Act professionally with honesty, consistency and impartiality  
• Provide transparency to enable public scrutiny.  

 
 
3. Scope 

 
This policy applies to all Powerhouse employees, casual employees, contractors and volunteers. Compliance 
with this policy is mandatory. Failure to comply may lead to disciplinary, remedial or performance management 
action (including termination of employment). This policy also provides guidance for those who work with or 
represent the Powerhouse, including the Board of Trustees. 

 
Development (fundraising) processes sit outside of the scope of this policy where they relate to the practice of 
philanthropy (the desire to promote the activities and mission of the Powerhouse by the generous donation of 
money to the Powerhouse). For example, donors may occasionally offer hospitality to Powerhouse staff as 
part of the relationship and activities involved in development processes. Donors or supporters may similarly 
offer or agree to provide hospitality to Powerhouse staff and guests to further the interests of the Powerhouse 
or to celebrate a philanthropic partnership. Sponsorships and in-kind support (products or services provided 
without charge or at a reduced rate) may also be considered outside of this policy except where a competitive 
or tender process is underway with the proposed sponsor. 

 
Museum Collection donations made through the acquisition process as well as Bequests to the Museum 
are also out of scope of this policy. 

 
 
4. What are gifts and benefits 

 
A gift or benefit may be any item, service, prize, hospitality or travel, provided by a customer, client, applicant, 
supplier, potential supplier or external organisation, which has an intrinsic value and/or a value to the recipient, 
a member of their family, relation, friend or associate. 
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5. General principles 
 

Powerhouse employees are to be guided by the Public Service Commission’s Framework and by the MAAS 
Code of Conduct. You should never: 

 
• Solicit a gift or benefit. 
• Accept a gift or benefit as an inducement to act in a certain way. 
• Accept a gift or benefit where there could be a perception that it has been offered as an inducement 

to act in a certain way. 
• Accept cash, cheques, money orders or gift vouchers. 
• Accept a gift or benefit where it is to be provided to a family member, relation, friend or associate. 
• Accept a gift or benefit where you currently, or may in the future, exercise discretion in the making of 

a decision affecting the giver. 
• Accept a gift or benefit if you are unsure whether you should. 

You should: 

• Read, understand and comply with the gifts and benefits policy. 
• Politely decline a gift or benefit which is not allowed. 
• Seek management approval to accept a gift or benefit which is allowed. 
• Promptly record gifts and benefits in the register. 

 
Where a conflict of interest exists (actual, potential or reasonably perceived) the offer of the gift or benefit 
should always be declined and registered . 

 
 
6. Gifts that may be accepted 

 
There will be circumstances when gifts and benefits may be accepted by an employee and these are outlined 
below. It is important that all exchanges are conducted with openness and transparency and recorded properly 
when appropriate. Some gifts may be accepted with the approval of your manager or your director. 

 
6.1 Gifts that may be accepted without declaration or approval and are considered low risk include: 

• Token gifts that are valued at less than $25. For example, where the gift or benefit is offered to all 
participants at a seminar or official business function, such as a pen or mug. Such gifts would not be 
perceived by a reasonable person to be designed to influence or win favour. 

• A gift or benefit presented publicly to an employee as an appreciation for presenting at a conference, 
seminar or business event. 

• A ceremonial gift accepted on behalf of the Powerhouse. Such gifts are retained by the Powerhouse 
and used in an appropriate manner. They can be proposed for inclusion into the Museum’s Institutional 
Archive where they are registered by the Archivist. Books can be proposed for inclusion into the 
Museum’s Research Library. 

• Light refreshments or a modest meal where the hospitality is incidental to the meeting, conference or 
official function. This is not considered a gift or benefit but is a basic courtesy. 

• A gift or benefit given in gratitude when hosting business events or overseas delegations, but only 
when refusal would be unreasonable and may cause offence. 

 
6.2 Gifts that may be accepted only after declaration and approval: 
Gifts, benefits or hospitality valued over $25 and up to $100 may be accepted but only after declaring the gift 
or benefit and seeking the approval of your manager. 

 
6.3 Travel and accommodation: 
During official travel within Australia or overseas Powerhouse employees may be offered travel or 
accommodation upgrades. Where the travel or accommodation provider seeks to upgrade an employee for 
operational reasons, at no charge to the employee or to the Powerhouse (e.g. where an airline upgrades a 
traveller to business class because it has overbooked economy class for that flight) the employee may accept 
the upgrade, but should record the receipt of the upgrade in the Gifts and Benefits Register. Employees should 
never seek or solicit an upgrade from a travel or accommodation provider in relation to official travel. 
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6.4 Competitive scholarships and awards: 
Powerhouse employees may be eligible to apply for competitive scholarships or awards in recognition of their 
achievements or potential in their field of expertise. The Powerhouse permits employees to accept, with Chief 
Executive approval, professional scholarships and awards won as a result of an open and competitive 
application process, even when the value of the awards exceeds the value threshold for gifts and benefits. 

 
 
7. Gifts that should not be accepted 

 
Gifts or benefits should not be accepted where acceptance could be perceived to influence an employee when 
carrying out their duties or where an employee has the ability or delegation to make decisions concerning the 
gift giver. 
 
In particular those employees involved in the making, or advising on:  

• Purchasing decisions  
• Evaluating tenders, quotes, proposals or applications  
• Administering, or advising on, grants or approvals  
• Managing contracts  
• Regulating individuals, organisations or industries  
• Delivering valuable services to individuals, companies or organisations, including the hiring of staff.  

 
 

7.1 Gifts of money: 
Accepting gifts of money, financial benefit (including gift vouchers) or inappropriate financial information is 
strictly prohibited as such gifts can easily be perceived as an attempt at bribery. Any offer of such a gift should 
be refused and declared. 

 
7.2 Gifts valued over $100: 
Gifts or benefits of high value should be declined whenever possible. If an employee receives such a gift and 
is unable to refuse it, the gift must be declared and recorded and will either be retained by the Powerhouse or 
disposed. Gifts offered on a regular basis (more than twice in a year) from the same person or organisation 
with a cumulative value over $100 should not be accepted. 

 
7.3 Hospitality: 
Some types of hospitality pose a higher risk and should be declined. Examples of higher risk hospitality include: 

• Restaurant meals (except as previously described). 
• Invitations to corporate boxes or marquees. 
• Invitations to lunches, dinners or other events to ‘seal the deal’, or to ‘celebrate’ finalisation of a 

procurement process or the signing of a contract. 
• Invitations which extend to family members, relations, friends and associates. 

 
As a general rule, where there is doubt about whether to accept hospitality, employees and their managers 
should err on the side of caution. If such high-risk hospitality is accepted for a particular reason it must be 
approved and recorded before acceptance, to ensure a higher degree of transparency. Acceptance of 
hospitality that is higher risk should always be accompanied by a commensurately greater level of 
transparency. 

 
7.4 Invitations and free tickets to events: 
Employees may receive invitations to exhibition openings and other cultural or tourism events held by other 
government agencies or cultural organisations. Generally, attendance at these events is related to work 
responsibilities and as such does not constitute a gift or benefit. Invitations to events where attendance is 
unrelated to your work responsibilities can constitute a gift or benefit and may be seen as an inducement. Such 
invitations should generally be declined or managed as outlined at 6.2. Invitations to events and tickets offered 
by parties not directly involved in the event, such as tickets to a sporting event, should be treated as gifts and 
benefits as they may be seen as an inducement. 

 
 
8. Approvals and Reporting 

 
Employees must report all gifts and benefits offered over the value of $25, irrespective of whether it has been 
received or declined. Refer to the Gifts and Benefits Procedures (Appendix 1) for guidance on reporting and 
approving a gift offer. 
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If an employee is offered a bribe the incident must be reported immediately to your manager or the Executive 
team. If necessary, the Police and the Independent Commission Against Corruption (ICAC) will be informed 
immediately. 
 
9. The Gifts and Benefits Register 

 
The Gifts and Benefits Register records the details of all gifts and benefits offered to employees that have 
been either received or rejected. The register is maintained by the Operations and Governance Officer. It 
will be reviewed by the Executive team annually. It is accessible to staff and may be viewed by the 
public on application. 

 
 
10. Breaches of this policy 

 
Breaches of this policy include accepting inappropriate or prohibited gifts or benefits and failing to declare gifts 
or benefits. Depending on the seriousness, a breach may constitute a breach under the PSC Code of Ethics 
and Conduct and / or the MAAS Code of Conduct and could result in proceedings of misconduct. 

 
Soliciting gifts or benefits or accepting a bribe may constitute a criminal offence and will be referred to the 
Police and the Independent Commission Against Corruption (ICAC). 

 
11. Roles and Responsibilities 

 
Executive Team: are responsible for determining the appropriate course of action for gifts of money, high 
value gifts and taking action on reports of suspected bribery and inappropriate influence. They are also 
responsible for promoting a transparent culture of declaration and regularly reminding staff of their 
responsibilities in relation to gifts and benefits. They will review the Gifts and Benefits Register annually. 

 
Senior Management Team: are responsible for determining the appropriate course of action for managing 
the gifts and benefits offered to staff in their teams in line with this policy. 

 
Chief Operating Officer: is accountable for all declarations of gifts and benefits, ensuring appropriate 
approval is received and noting details in the Gifts and Benefits Register. 

 
All employees: are responsible for reading, understanding and complying with this policy and for reporting 
gifts and benefits offered or received as required by this policy. 

 
 
12. Definitions 

 
Benefit: is a non-tangible item of value (e.g. a new job, promotion, preferential treatment or access to 
confidential information) that one person or organisation confers on another. 

 
Bribe: A gift or benefit offered to or solicited by an employee to influence that person to act in a particular way. 

 
Corruption: means the abuse of a public position for private or personal advantage. 

 
Gift: is an item of value (e.g. gift voucher, entertainment, hospitality, travel, or a commodity) that one person 
or organisation presents to another. 
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13. Related Museum plans, policies and/or procedures 
 

MAAS Code of Conduct 
MAAS Development Policy 
Gifts and Benefits Register 
Gifts and Benefits Declaration Form (Appendix 2) 

 
 
14. Relevant legislation and external context 

Behaving Ethically: A guide for NSW government sector employees 

Crimes Act 1900 
Government Information (Public Access) Act 2009 
Government Sector Employment Act 2013 
Government Sector Employment Rules 2014 
Independent Commission Against Corruption Act 1998 
Museum of Applied Arts & Sciences Act 1945 
Privacy and Personal Information Protection Act 1998 
Public Interest Disclosures Act 1994 
Public Service Commissioner Direction No 1 of 2014 under the Government Sector Employment Act 2013 
Public Finance and Audit Act 1983 

 
 
15. Responsible Officers 

 
Chief Operating Officer 

 
 
16. Amendment history 

 
Version Date issued Notes By 

1 20/10/2016 Policy revised from 2012 policy Governance Manager 

2 23/11/2016 Updated following presentation to 
SMT 

Governance Manager 

3 25/11/2021 Policy revised from 2016 policy Senior Executive Assistant 

4 1/11/2022 Reviewed and updated in accordance 
with Public Service Commissioner 
Direction No 1 of 2022. 

Director, Office of the Chief 
Executive 
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Appendix 1 

 

 

 

Gifts and benefits procedures: What to do if offered a gift or benefit 
 

• Token gifts less than $25 in value do not need to be declared or approved. 
 

• Gifts valued between $25 and $100 may be accepted with approval from your manager or director. 
Ideally these gifts should be approved prior to acceptance, especially in relation to hospitality. 

 
• If the gift is one that should not be accepted according to the policy, it should be politely declined at 

the time of offer. Staff should explain that, while you appreciate the gesture, it is contrary to 
Powerhouse policy to accept such gifts or benefits. The offer itself, even though not accepted, must 
be reported and recording in the Gifts and Benefits Register. 

 
• Gifts that should not be accepted but are accepted for a particular reason, e.g. in circumstances where 

refusal may cause offence, should not be kept by the employee but either retained by the Powerhouse 
(e.g. in Archives or the Library) or disposed of appropriately (e.g. given to charity). The decision and 
action should be noted in the Gifts and Benefits Register. Contact the Chief Operating Officer to 
arrange appropriate action for the gift. 

 
• Gifts and benefits that require declaration and approval, whether declined or accepted staff, are noted 

by completing a Gifts and Benefits Declaration Form. 
 

• The Gifts and Benefits Declaration Form should be completed within 10 days of receiving / being 
offered the gift, benefit or hospitality. 

 
• The Gifts and Benefits Declaration Form should be forwarded to your manager or director for response 

and approval. 
 

• Gifts to the Chief Executive will be signed off by the Director, Office of the Chief Executive and/or 
the Chief Operating Officer. 

 
• Gifts to the Executive Team will be approved by the Chief Executive or the Chief Operating Officer. 

 
• Once approved the form should be forwarded to the Chief Operating Officer and Operations and 

Governance Officer who will be accountable for recording the details in the Gifts and Benefits 
Register. 

 
• The Chief Operating Officer will make a read-only copy of the Register available to staff upon request 

and will review the register and report to the executive team annually. The register is available to the 
public on request. 

 
• If you believe you have been offered a bribe you should reject the offer and terminate interaction with 

the person. Report the incident to your manager or director. The offer should then be reported to the 
Chief Operating Officer who will inform the Executive Team. If necessary, the Police and ICAC will be 
contacted. 

 
• Teams may nominate an officer within their team (such as an Administration Officer) to be responsible 

for managing all the gifts and benefits of the team and liaising with the Chief Operating Officer and 
Operations and Governance Officer to update the Gift Register. 

 
• Contact the Chief Operating Officer if you are unsure what to do with a gift or benefit. 
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Appendix 2 

 

 

 

Gifts and Benefits Declaration Form 
For amounts over $25 

 
 

Declarer’s details  

Name of receiver  

Role  

Team  

Details of gift or benefit  

Date gift was offered  

Name of giver  

Organisation of giver  

Description of gift or benefit  

Estimated value  

Description of context in which it 
was offered 

 

Is there any relationship between 
you and the giver (business or 
personal) 

 

Decision regarding gift or benefit 

  Accept and retain (gift can be retained by the staff member) 
  Accept and retained by the Powerhouse 
  Accept and dispose (e.g. donate to charity) 
  Refuse (staff member or manager to politely decline gift or benefit) 

Reasons for decision  

Approval by Team Head / Director  

Included on Gifts and Benefits 
Register 
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