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1. What you need to know regarding gifts, benefits and hospitality

1.1 Why do gifts, benefits and hospitality in the
WA health system matter?

The offer of gifts, benefits or hospitality can create risks which
undermine the public's trust and confidence in the WA health
system, if they are not appropriately managed. These risks include:

conflicts of interest (actual, perceived or potential)

attempts to influence employees/staff to provide unfair favour or
preference

the development of a culture of entitlement

potential misconduct, bribery, or corruption.

1.2 Guidance and policy information

The Gifts, Benefits and Hospitality Policy (the Policy) is a mandatory
policy for all Department of Health employees and Health Service
Provider staff members. It specifies principles and requirements
for the management of all offers of gifts, benefits and hospitality
connected with your employment.

Supporting information for the Policy can be found here.

Each health entity (the Department of Health and each health
service provider) has its own Integrity team. If you require
assistance to understand your obligations under the Policy, you
should seek advice from your manager or the relevant Integrity
team within your health entity.

Note: ‘Gift' will be used in most places in this document as shorthand for gifts, benefits and hospitality.


https://www.health.wa.gov.au/~/media/Corp/Policy-Frameworks/Integrity/Gifts-Benefits-and-Hospitality-Policy/Gifts-Benefits-and-Hospitality-Policy.pdf
https://www.health.wa.gov.au/About-us/Policy-frameworks/Integrity/Mandatory-requirements/Gifts-Benefits-and-Hospitality-Policy

2. What to consider before you declare a gift, benefit or hospitality

All offers of gifts, benefits and hospitality need to be declared in the
Gift Declaration Registry, even if you don't accept the offer.

Before you make a declaration in the Gift Declaration Registry, you should consider
the following. Navigate to any of the following sections for further information.

Things to consider before you make a declaration in the Gift Declaration Registry:

Is the item that has been offered a gift, benefit or hospitality under the Policy?

If the item is not a gift, what other policy might be applicable?

Is the item a token gift?

Is the item an unacceptable gift?

Is it appropriate to accept this gift?

Which gifts must be declared in the Gift Declaration Registry?



2.1 Is the item that has been offered a gift, benefit or hospitality under the Policy?

The terms ‘gift’, ‘benefit’ and 'hospitality’ are defined Examples of gifts, benefits and hospitality:
within the Policy as:

Gift Consumer goods (USB devices, premium quality pens, jewellery,

Anything of value offered or gifted (including prizes) EIES PIEES, COTStmE i ee, WEier eties, cesl)

to an employee or staff member in addition to their Discounts on goods or services
normal salary or employment entitlements. Food, drinks, gift baskets
Benefit

. o Access to discounts or loyalty programs
Any preferential treatment, privileged access,

favour or other advantage offered to a staff
member above their normal salary or engagement Free or subsidised online training

something that can be experienced.

Access to confidential information

Hospitality Meals, drinks, refreshments
ltems which relate to the entertaining of employees Invitations to catered events
or staff members. Catering of events

The following are not considered an offer of a gift, benefit or hospitality for the purposes of the Policy:

Gifts offered to employees or staff members solely in their personal capacity with no relationship to their employment.

ltems provided by the Department of Health or a health service provider to their own employees or staff members. For example, working
lunches, items provided by way of staff recognition, training sessions.

Donations of money or property to the Department of Health or a health service provider.

Discounts or offers that are publicly available or open to any person.



2.2 If the itemis not a gift, what other policy might be applicable?

Certain items that are not offers of gifts, benefits or hospitality
under the Policy are managed in accordance with separate policies
and procedures. See the chart below:

Items dealt with under other policies and procedures

Donation of money, equipment or other items

to a WA health system entity Section 530 Receiving Donations, WA Health Financial Management Manual

Expenditure on hospitality or gifts to Section 602 — Acceptable Expenditure for Official Purposes, WA Health
non-staff members such as guests or visitors Financial Management Manual

Sponsored travel for a staff

WA Health Staff Air Travel Policy (MP 0017/16)
member/employee

Approved sponsored hospitality Grants, Esoteric Arrangements and Sponsorship Policy (MP 0005/16)



https://healthpoint.hdwa.health.wa.gov.au/FinanceGroup/Pages/FMM.aspx
https://healthpoint.hdwa.health.wa.gov.au/FinanceGroup/Pages/FMM.aspx
https://healthpoint.hdwa.health.wa.gov.au/FinanceGroup/Pages/FMM.aspx
https://www.health.wa.gov.au/About-us/Policy-frameworks/Procurement/Mandatory-requirements/WA-Health-Staff-Air-Travel-Policy
https://www.health.wa.gov.au/About-us/Policy-frameworks/Procurement/Mandatory-requirements/Grants-Esoteric-Arrangements-and-Sponsorships-Policy

2.3 Is the item a token gift?

Token gifts and team gifts are certain categories of lower risk gifts that are not considered a gift for the purpose of the Policy. As such,
offers of token gifts and team gifts should not be declared in the Gift Declaration Registry.

The item is likely to be a team gift if you answer 'yes' to all of the The item is likely to be a token gift only if you answer ‘yes’ to all

following statements: of the following statements:

1. The gift was offered by a work team or group of WA health 1. There is no potential for the gift to influence future decisions
system staff members. @ of the recipient or create an actual, potential or perceived

conflict of interest. ™

2. The gift was provided to celebrate a significant personal
event or milestone. For example, retirement, birth of a child, 2. The estimated value of the gift is less than 50 dollars. &
ceasing employment, wedding, milestone birthday.

3. Theitemis not on the list of Unacceptable Gifts under the
Policy.

4. The gift was not offered by or on behalf of a commercial
organisation. @

5. The provider has not offered any other gifts to the recipient
or their team during the past 12 months. ™

If your item meets the definition of team gift or token gift, it does not need to be declared in the Gift Declaration Registry.



2.4 Is the item an unacceptable gift?

Certain types of gifts are considered unacceptable gifts. Under the
Policy, staff members must never accept unacceptable gifts.

There are 3 types of unacceptable gift:

Gifts that are offered by, or on behalf Gifts that are capable of creating
of, a person or organisation to a a perception that a public officer
staff member who is responsible has accepted a bribe or benefit, or
for, or likely to be responsible for gained an advantage.

a decision in relation to the party

offering the gift.

The acceptance of any of these unacceptable gifts presents
arisk to the WA health system that is in no circumstances
appropriate. As such, the acceptance of these gifts is prohibited.

Where you are offered an unacceptable gift, ideally, you should
refuse the gift at the first opportunity. Where this is not practical
(for example, it may cause offence, you did not realise what you
had received, it is delivered by post) the gift should be returned to
the provider as soon as reasonably practicable.

Offers of unacceptable gifts must be declared in the Gift
Declaration Registry in accordance with the Policy as they are
offers of gifts, benefits or hospitality.

Gifts of money or of a nature easily
converted to cash. These include:

cash, cheque or bank transfer
shares or cryptocurrency
gift vouchers or gift cards

lottery tickets.



2.5 Isitappropriate to accept this gift?

Once an offer of a gift, benefit or hospitality has been received, you should consider whether you intend to accept or decline it.
In making this decision, you must consider the risks associated with acceptance of the gift, to inform your decision.

The GIFT test (below) is a tool that outlines a range of considerations which may assist you to identify the risks associated with the
acceptance of a gift.

GIFT test

G -Giver

| - Influence

F - Favour

T - Trust

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 giver (person or organisation) benefit from a decision | make?

Is the giver seeking to influence my decisions or actions?

Is the gift, benefit or hospitality being offered to me publicly or privately?
Is the gift a courtesy token of appreciation or highly valuable?

Does its timing coincide with a decision | am about to make?

Is the giver seeking a favour in return for the gift, benefit or hospitality?

Is the gift, benefit or hospitality being offered honestly?

Has the giver made several offers to me or people in my business area over the last 12 months?
Would accepting the gift create an obligation on me to return a favour?

Will public trust be enhanced or diminished?
Could I publicly explain why | am accepting the gift, benefit or hospitality?
What would my colleagues, family, friends and associates think?

Have | made good records on accepting the gift, benefit or hospitality in accordance with reporting and recording
procedures?

Source: Public Sector Commission, Decision-making tool: GIFT Test, published 3 December 2021,
available at: https://www.wa.gov.au/government/publications/decision-making-tool-gift-test

Where you are unsure about whether it is or is not appropriate to accept an offer of a gift,
you should seek guidance from your manager in the first instance.


https://www.wa.gov.au/government/publications/decision-making-tool-gift-test

2.6 Which gifts need to be declared in the Gift Declaration Registry?

Offers of gifts should be declared in the Gift Declaration Registry as soon as reasonably practicable. A gift cannot be accepted until
approval is provided via the Gift Declaration Registry.

When declaring offers of gifts in the Gift Declaration Registry, you should ensure that the information provided is considered and
sufficiently detailed to inform the designated approver in appropriately considering the declaration.

The table below outlines what should and should not be declared in the Gift Declaration Registry:

Gifts that must be declared in the Gift Declaration Registry | Items that must not be declared in the Gift Declaration Registry

Offers of unacceptable gifts. These must be declined. Token gifts as defined in the Policy.

Offers of gifts solely in your personal capacity with no relationship to

Offers of gifts, benefits or hospitality that you intend to accept. your employment, For example, from family members or friends.

Items provided by the your employer (your employing health entity).
Offers of gifts, benefits or hospitality that you intend to decline. For example, working lunches, items provided by way of staff
recognition, training sessions.

Sponsored travel as described in WA Health Staff Air Travel Policy
(MP 0017/16).

Donations of money, equipment or other items to WA health system
entities dealt with in accordance with Section 530, Receiving
Donations, WA Health Financial Management Manual.

Offers of approved sponsored hospitality authorised in accordance
with Grants, Esoteric Arrangements and Sponsorships Policy
(MP 0005/16).

Discounts or offers that are publicly available or open to any person.


https://www.health.wa.gov.au/About-us/Policy-frameworks/Procurement/Mandatory-requirements/WA-Health-Staff-Air-Travel-Policy
https://healthpoint.hdwa.health.wa.gov.au/FinanceGroup/Pages/FMM.aspx
https://healthpoint.hdwa.health.wa.gov.au/FinanceGroup/Pages/FMM.aspx
https://www.health.wa.gov.au/About-us/Policy-frameworks/Procurement/Mandatory-requirements/Grants-Esoteric-Arrangements-and-Sponsorships-Policy

3. Conflicts of interest and gifts

A conflict of interest refers to a situation arising from a conflict
between the performance of public duty and a private or
personal interest.

A conflict of interest may be:

an actual conflict of interest, which occurs when there is a
real conflict of interest between your public duties and private
interests.

a potential conflict of interest, which occurs when you have a
private interest that could conflict with your public duties.

a perceived conflict of interest, which occurs when a member
of the public or a third party could form the view that you
have a private interest that could improperly influence your
decisions or actions, now or in the future, whether this is the
case or not.

The offer of a gift has the potential to create a conflict of interest.
A gift offer may also be made in the context of an existing conflict
of interest between the party who offers the gift and the recipient.

Where an actual, perceived or potential conflict of interest exists,
you are required to identify, declare and manage the conflict of
interest in accordance with the Managing Conflicts of Interest
Policy (MP 0138/20). Conflicts of interest must be declared in the
Conflict of Interest Registry, and a management strategy must be
identified and approved to appropriately manage the conflict of
interest.

More information about conflicts of interest can be found in the Managing Conflicts of Interest Policy (MP 0138/20) and Managing

Conflicts of Interest Information.


https://www.health.wa.gov.au/About-us/Policy-frameworks/Integrity/Mandatory-requirements/Managing-Conflicts-of-Interest-Policy

4, How do | access the Gift Declaration Registry?

4.1 Logging into the system

The Gift Declaration Registry can be accessed at:

gdr.hdwa.health.wa.gov.au

Your log in details are the same as your regular network
credentials. Assuming you are already logged into the health
network using your HE number and password, you do not need to
re-enter these credentials.

Simply click the ‘Log in’ button to enter the system.

Gift Declaration Registry

Welcome to the Gift Declaration Registry

LG 1M



http://gdr.hdwa.health.wa.gov.au/

4.2 Layout of the Gift Declaration Registry system

Main navigation

See the graphic below for guidance on navigating to key
tabs/windows in the Gift Declaration Registry:

# Home

D M I
© My Gift Declarations H ome

@ Pending Approval

There are currently

% MNew Gift Declaration +_0 Gift Declarations

+ (Gift Declarations Pending Your Approval

Signed in as:

LOG OUT

20.28-ae19%3a%8

1. Home

This tab provides an overview of;
Gift declarations you have previously lodged
Gift declarations pending your approval.

2. My Gift Declarations

This tab shows all gift declarations
you have made and their status
(draft, submitted, approved).

3. Pending Approval

This tab shows all gift declarations that
are awaiting your review and approval.

4. New Gift Declaration

Use this tab to create and submit
a new gift declaration.

© 2025 Department of Health WA




5. How do | enter a new gift declaration?

5.1 Step 1: Open the new gift declaration form

= Gift Declaration Registry

# Home
o My Gift Declarations H 0 m e
© Pending Approval There are currently
[ New Gift Declaration « 0 Gift Declarations
«0.Gift Declarations Pending Your Approval
Signed in as:

Click on the New Gift Declaration tab.

A new form will appear to allow you to enter the
details of the gift, benefit or hospitality.

© 2025 Department of Health WA




5.2 Step 2: Enter recipient details

You can make a declaration for a gift offered to:
you
another staff member
a team.

Select 'Yes' if the gift was offered to

If you were offered the gift: you and provide relevant details.

RECIPIENT CONTACT DETAILS

Were you, offered the gift? Is the recipient a Chief Executive?

Yes v No

RECIPIENT DETAILS
If your division or department does
Enter details in relation to the person who had the gift offered to them. not appear to be in the SyStem, p|ease
ey oivision:* advise your health entity Integrity team.
None v
Please select a Health Service Provider before selecting a Division.
Department: Award:

None

Please select a Division before selecting a Department.

Employment Level:



If someone else or a team was offered the gift:

If the gift was not offered to you,
these drop-down boxes will appear.

RECIPIENT CONTACT DETAILS

Were you, offered the gift? Is the recipient a Chief Executive?
No v No
Recipient Name:* Recipient Position: *

If the gift was offered to a health
service provider Chief Executive,
select 'Yes'. See further details
under Enter Approver Details.

Recipient Contact Number:*

The system does not validate information
entered on behalf of another gift recipient.

Please consult the Global Address List to
ensure recipient details are correctly entered.



5.3 Step 3: Enter approver details

If the recipient is not a Chief Executive

Your health entity will have designated a position at an appropriate
senior level, such as an Executive Director, to review and approve
gift declarations submitted through the Gift Declaration Registry.

If you are unsure who can approve your gift declaration, discuss with
your manager or contact your local Integrity team.

APPROVER DETAILS

Approver:*

Please enter your approver's first name, last name or HE number

Approver: Once you have confirmed the
appropriate approver, search for their details
in the Gift Declaration Registry by entering
either last name, first name or HE number
within the Approver field.

If the recipient is a Chief Executive

A list of authorised Chief Executive reviewers can be found on
the intranet here. The reviewer who receives the declaration will
coordinate a response with the Office of the Director General,
Department of Health.

Gift declarations made by Chief
Executives must select from the list
of individuals designated as Chief
Executive Reviewers.

The review process will be coordinated

APPROVER DETAILS

Approver:*

Please enter your approver's first name, last name or HE number

by the reviewer in coordination with the
Office of the Director General.



https://doh-healthpoint.hdwa.health.wa.gov.au/Pages/default.aspx

5.4 Step 4: Enter provider details

The provider of the gift and the context under which the gift was offered are key considerations in assessing the integrity risk associated
with the gift. The tips and information below are designed to help ensure the details provided in this section are accurate, and to help inform
the decision as to how the gift offer should be managed.

PROVIDER DETAILS

Piease enter the person and/or company that offered the gift.

Provider:* Company/Business/Organisation Name:

None -

Does a commercial relationship exist between the provider of the gift and the health service?

1. Provider definitions 2. Company, business,
organisation names

Patient Use this option for any patient, client, or consumer to whom you deliver
services as part of your regular duties within the health system. If the provider is not associated with an
) ) ) ) organisation or business:
Colleague Use this option for any other staff member of a health service provider or Enter mone’

the Department of Health.

If the provider is a commercial

Commercial Use this option for any entity whose primary purpose is to generate
P y y P Y PUrp g organisation:

organisation | income through the sale of goods, the provision of services, or the

execution of work. For example, pharmaceutical companies, law firms, Ensure the organisation name is
consultancies, small businesses, catering businesses, private for-profit correctly entered by referring to:
medical consultancies. Business names (ASIC).
Non- Also known as a not-for-profit organisation. Use this option for any If the provider is a non-commercial
commercial entity that operates to serve the community or fulfill a specific purpose, organisation:
organisation @ rather than to generate profit for its members, owners, or shareholders. Ensure the organisation name is correctly
For example, charities, community service organisations, professional entered by referring to the directory

associations. provided at Search for a charity (ACNC).



https://www.asic.gov.au/online-services/search-asic-registers/business-names/
https://www.acnc.gov.au/charity/charities

5.4 Step 4: Enter provider details (continued)

3. Name of person providing: 4. Commercial relationship:

Enter the full name of the individual Select 'Yes' if a commercial relationship
who offered the gift. This person exists between the gift provider and
may have made the offer on behalf any person or business unit within your

of an organisation.

health service provider or health entity.

Name of person providing:

Please inpul the person's first name first followed by the last name.

Please describe the nature of the commercial relationship:*

Does a commercial relationship exist between the provider of the gift and the health service?

Commercial Relationship:
Unknown v
Gifts offered by any organisation which has an actual or potential commercial relationship with WA Health are

not to be accepted when the recipient of the proposed gift has, is or is likely to be involved in decision making

relative to that commercial organisation.

5. Describe the nature of the commercial relationship:

If no current relationship exists, consider whether a future
commercial relationship is possible. For example, is the
individual or organisation offering the qift likely to be a
prospective applicant in a tender process?




5.5 Step 5: Provide gift value details

Estimating gift value:

The value of the gift should reflect its current retail price, or that of an equivalent item, inclusive of GST.
The estimated value should not reflect the cost incurred by the provider.

For example, if an organiser offers complimentary conference registration, the estimated value should be based on the standard fee
paid by a full-paying attendee, not the cost to the organiser.

If a gift includes multiple components, each component should be individually considered when estimating the total value.

For example, if you are offered funded attendance at a conference or event, consider the costs of any additional activities such as
conference dinners, networking drinks, and transportation.

Guidance is provided in the Gifts, Benefits and Hospitality Guideline to assist you in estimating the value of a gift.

GIFT VALUE DETAILS

Value ($):* Date Offered:*
2 dd/MM/yyyy i
Please enter an estimated dollar value of the gift. e.g. $10.00 ‘What date was the gift offered?

Accepted or intended to be accepted:
No W

Has the gift been accepted, or is intended 1o be accepted? i.e. The gift not given or was immediately returned to the provider.



https://www.health.wa.gov.au/About-us/Policy-frameworks/Integrity/Mandatory-requirements/Gifts-Benefits-and-Hospitality-Policy

5.5 Step 5: Provide gift value details (continued)

GIFT VALUE DETAILS

Value ($):* Date Offered:*
rY
dd/MMlyyyy
Please enter an estimated dollar value of the gift. e.g. $10.00 ‘What date was the gift offered?

Accepted or intended to be accepted:

No v

Has the gift been accepted, or is intended to be accepted? i.e. The gift not given or was immediately returned to the provider.

Accepted or intended to be accepted
Select ‘Yes' if any of the following apply:

You or another person or area within your workplace is
currently in possession of the item.

The gift has been retained for use by your health entity.

The gift has been received and donated to a charitable
organisation.

The gift has been received and shared among multiple
employees or staff members.



Is the gift a token gift?
Is the gift a token gift?

This field will only appear if the estimated
value of the gift is $50 or less.

Keep in mind that only specific types of
gifts are classified as token gifts, regardless
of their monetary value.

Is the gift a token gift?:*

No

An offer of a gift, regardless of value, is not a Token Gift if it:

« is offered by a commercial organisation.

« meets the definition of an Unacceptable Gift, for example cash, gift cards or lotto tickets.

A Token Gift, refers to a gift that:

« has a nominal value of up to $50.

« would not be perceived as influencing an individual or raising an actual, potential or perceived Conflict of Interest.

If the gift qualifies as a token gift,
it does not need to be declared in the
Gift Declaration Registry.



5.6 Step 6: Provide gift details

Next, you will be asked to enter details of the gift, including a description of the gift, the reason for the gift offer, and its current location.

Gift description
Gift Description:* Description:*
None -
Please select the descrption that matches your gift Piease enter 3 brief description of the git. &.0. Acofles mug

Gift Description:*

None v

None
Catering for internal education event

Consumables (including hampers, wine, food, etc)

Exicme Emcstinn evel Wi ocy g Select the option from the dropdown menu that best

External education event without catering describes the gift. If none apply, choose 'Other’.

Gift card 4
Invitation to event (including seminars)

Money

Ticket to event (including sporting, theatre, festival, social, etc)

voucher (including lotto or similar)




Gift reason and details

Gift Reason:* Gift Reason Details:*

None v

Please select a reason for the gift

Plaase enter the details of the offering of the pitt. @.p. Reason for gft. other relevant details.

Gift Reason:*

None v

None
Gift of appreciation (from patient)
Gift of appreciation (from staf-member)

Gift of appreciation (other)

Networking Gift reason:
Support of continuing education (extemal to hospial) If the reason for the gift is unclear, select ‘Other’
Support of continuing education (intemal to hospital) and describe the nature of your relationship with
Support staff wellness the individual or organisation offering the gift.
Other

CONTIET OT INTerest

Gift status

Provide the current location of the gift. If it has been returned,
include details of when and how the return occurred.

Gift Status:*

Please enter the current status of the gift. e.g. Stored in Operations Manager's office until decision regarding gift acceptance is made.




5.7 Step 7: Answer conflict of interest questions

Individual conflict of interest questions

These 7 questions are intended to help you assess whether the
gift offer may present a conflict of interest.

In most cases, if accepting a gift would create a conflict of

interest with the provider, it is not appropriate to accept the gift.

Please answer the questions below.

1. Do you have
Neo

to do with tends

andior supply with the sponsor?

2, Do you have a personal or private interest that may conflict, or to be perceived to conflict with your duty as a public officer?
Ne

3. Have you previously received any personal benefit (including sponsored travel) or may in the future recelve a benefit from the sponsor (in any form)
that could cast doubt on your or Health Service's independence, objectivity or impartiality?

No

v
E. In your opinion by accepting this gift, would either your i
1o others™

No

t or the i

of Health Service be interpreted as unfair and unreasonable

7. Have any promises of commitments been made (either personally or on behalf of the Health iee) in

ion to the of their pr and

service?

No

4. Is there any risk to you personally or to the Health Service that the acceptance of this gift could be viewed negatively by others?
No

6. Is there the potential this offer of a gift may be questioned publicly?
No




Conflict of interest - Final question

Answer the final conflict of interest question based on your responses
to the previous 7 questions and any other relevant considerations. If you select 'Yes', a conflict of interest form will be
emailed to you.

For guidance about declaring a conflict of interest, refer
to the relevant policy and supporting documents available
on the Managing Conflicts of Interest Policy (MP 0138/20).

Taking into account your answer to these questions and any other relevant considerations, please answer the following question:
Could the acceptance of this gift result in actual, potential or perceived conflict of interest?
Conflict of Interest:

Yes v

If you have answered "Yes" to the question above, a Conflict of Interest (Col) form will be automatically generated and sent to you via an email link. The Col form features an integrated approval process.

Could acceptance of this gift result in actual, potential or perceived conflict of interest?

If you are unsure of whether a conflict of interest exists, but you answered ‘Yes' to one or
more of the 7 questions above, you must select 'Yes' for this item on the form.

Further guidance is available in the Conflicts of Interest and Gifts section of this document,
the Managing Conflicts of Interest Policy (MP 0138/20), and other supporting materials.

Select ‘No' only where:
there is no actual, potential or perceived conflict of interest to declare

you are unsure whether a conflict of interest exists, but you answered ‘No’ to all 7 questions
in the context of your current declaration.


https://www.health.wa.gov.au/About-us/Policy-frameworks/Integrity/Mandatory-requirements/Managing-Conflicts-of-Interest-Policy
https://www.health.wa.gov.au/About-us/Policy-frameworks/Integrity/Mandatory-requirements/Managing-Conflicts-of-Interest-Policy

5.8 Step 8: Save, upload any supporting documents and submit
1. Documents

You can upload any documents or evidence that supports your declaration Click on the 'documents’ button
as attachments. to upload attachments.

Select ‘add new' to select

and upload a document.
Gift Declaration Documents X

+ ADD NEW

Options Description File

There are cumrently no Declaration Documents to show.

- Add D t . .
3. Select files Lol X Example files could include:

Click the 'select files' Description* Copies of emails or letters offering a gift
button to select a file

from your device. Photographs of the gift

Copies of emails or letters rejecting or

File*
accepting an offer of a gift
SELECTFILES... Drag and drop files here i . i i
Copies of emails or letters in which you
Permitted file types..pdf, .docx, .msg, .jpg, .png. Maximum file size:2 MB. have received advice about how to deal

with the offer of the gift.
4. Submit your

declaration © CANCEL
DOCUMENTS




5.9 Next steps

Once you submit, you will receive an email confirming lodgement of
your gift declaration.

If you answered 'Yes' to the question ‘Could the acceptance of this
gift result in actual, potential or perceived conflict of interest?’,
you will receive an additional email directing you to lodge a
conflict of interest declaration in the Conflict of Interest Registry.

No further action is needed If you indicated that you do not intend
to accept the gift. No further action is required if you stated that
the giftis a token gift, unless the gift is an unacceptable gift.

Where review and approval of a gift declaration is required:

The approver will get a link to access the system and review the
declaration.

You may get a follow-up email asking for more details or changes
to your declaration. If your gift declaration is approved, including
your plan to return or accept the gift, you will receive an email
notification.



6. How do | search and edit my gift declarations?

6.1 Finding your Gift Declaration Registry entries

To find your Gift Declaration Registry entries, go to the My Gift
Declarations tab and see the navigation section for guidance.

6.2 Editing Gift Declaration Registry entries

To edit an entry in the Gift Declaration Registry, go to ‘My Gift
Declarations' in the left-hand menu. Find the entry you want to
update and click ‘Edit'. You can only edit a declaration if it is in draft
or requires changes. Once submitted for approval or completed by
the approver, it can't be edited.



/. How do | review/approve a gift declaration?

7.1 Step 1: Access gift declaration(s) pending approval

There are 2 ways to access gift declarations that need review and approval:

1. Click the link in the email about the new gift declaration. You may need to
log in first, after which you will be taken directly to the new declaration.

2. Loginto the Gift Declaration Registry system:
Navigate to the '‘Pending Approval’ tab in the left-hand menu.

The '‘Pending Approval’ tab will show a list of gifts waiting for approval.
Click on a gift declaration to review and approve it.

= Gift Declaration Registry

# Home

Gift Declarations - Pending Approval

© My Gift Declarations

@ Pending Approval B ExPORT

B WA Health Gift Declarations Options Number Declaring Officer Description Date Offered Status

[3 New Gift Declaration 2T Wil T dd/MM/yyyy Hiar B Completed ¥ |

PR U P11 O gt g _ i LACIA oae Alils Diskhard (madC0na7y Vfmiimar OQINEMNSE Limpittas -

Gift declarations - Pending approval

Declarations sent to you for approval
will appear in this list.

7.2 Step 2: Determine whether you are the appropriate approver for this gift.

Each health entity specifies the positions authorised to approve gift declarations.
If you are unsure of the appropriate approver, check with your local Integrity team to
confirm the process for your health entity.

Search fields

You can use the search fields to
narrow down your list, if you are
looking for a specific declaration.



What if | am not the appropriate approver?
If you are not the right person to approve the gift:

Scroll to the bottom of the gift declaration form sent to you for
review or approval. Select ‘Require Changes'.

COMPLETE REQUIRE CHANGES

In the section 'Reason for requiring changes', advise the declarer
of the correct approver.

X

Please enter a reason for requiring changes for the Gift Declaration ‘Voucher'.

Changes required by:
Date changes required:

Reason for requiring changes:*

REQUIRE CHANGES CANCEL

The declarer will receive an email asking them to review and
resubmit the gift declaration and update the approver details.

1. Require changes

Scroll to the bottom of the form and
select the '‘Require changes' button.

2. Provide details of the correct
approver.

3. Click the ‘Require Changes'
button to return the declaration to
the declarer.



7.3 Step 3: Reviewing a gift declaration

Reviewing information in the declaration:

If the declarer has not discussed the gift offer with you prior to Note:

submitting the declaration, there may be details you want to It is the approver's responsibility to ensure that:
check or have updated. Speak directly with the declarer to

) actions by the declarer have been carried out as recorded
resolve any issues.

in the declaration (e.g. returning a physical gift, refusing a
If you agree that some information in the declaration needs gift offer by email)
updating, return the form to the declarer (see 'What if more

. . ) . } , the details in the approval section are consistent with the
information is required prior to approval’ section below).

details that the declarer has provided in other sections of

What if more information is required prior to approval? the declaration.

The approver can ‘require changes' to request more information
from the declarer.

COMPLETE REQUIRE CHANGES 1. Require changes

Scroll to the bottom of the form and
click the ‘require changes' button.

%

Please enter a reason for requiring changes for the Gift Declaration "Voucher'.

Changes required by:
2. Detail the required changes.

Date changes required:

Reason for requiring changes:*
3. Return to the declarer by clicking

the ‘require changes' button.

REQUIRE CHANGES CANCEL




7.4 Step 4: Completing a gift declaration

If you are satisfied with the details provided and how the gift offer
has been managed, select ‘complete’. You will be asked to enter x
information in 4 fields.

Please enter additional details before completing the Gift Declaration

1. Decision: State whether the gift can be Completed By:
accepted, what should be done with it, and briefly
explain your decision.

Date Completed:

2. Is this a gift as defined by the Policy: Check the
Policy definition or see the 'Is this a Gift' section of

. . . Decision:*
this guide for guidance.
3. Approved: Indicate whether you approve the gift Is this a gift as defined by the policy:
being accepted. ‘Accepted’ can include outcomes
other than returning the gift to the provider. No /
Gift Approved:
No v

4. Outcome: Ensure the selected outcome
matches both the decision description and the Outcome:*
information provided by the declarer.

None v

Once_ you are.cor’mdent tha’t all 4 boxes are pomplgte an_d . COMPLETE CANCEL
consistent, click ‘Complete’. The declarer will receive a final email

notification once the gift declaration is complete.




8. Where do | go for support?

If you're unsure how to respond to an offer of a gift, benefit, or
hospitality in line with the Policy, seek advice from your manager
first. If your manager (or their manager) can't assist or you need
more information, contact your Integrity team.
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