OFFICIAL



[bookmark: _Hlk103166844][bookmark: _Toc84334888]APPENDIX G. EXTERNAL INFLUENCE AND INTEGRITY FLOWCHART

Use this guide whenever you are offered a higher risk gift, benefit or hospitality. 
Start at Q1, answer each question and follow the action shown (as outlined under STOP, REVIEW and GO).  [bookmark: _Hlk213658241]How to use:
· Work through Q1 to Q4 in order. 
· If a box says STOP, decline the offer and follow the steps listed below. 
· If unsure at any point, choose REVIEW and consult your manager for guidance. 


	Employee Details

	Employee Name
	Position / business area
	Date of this record
	Line Manager

	
	
	
	


[image: Badge Tick1 with solid fill]	

· Record the offer and your decision immediately. 

· Keep the invitation/email/agenda as supporting evidence. 

· Do not promise anything in return or provide access to non-public information/systems. 
[image: Warning with solid fill]	

· Speak to your line manager before deciding. 

· If proceeding, accept on behalf of the Department/school and apply controls: public context, no special access and clear boundaries. 

[image: Stop with solid fill]	
· [bookmark: _Hlk213658296]Politely decline. If you cannot decline at the time, accept on behalf of the Department/school, then record and notify immediately. 

· Tell your line manager. If a bribe/inducement is suspected, report to Standards & Integrity immediately. 


REVIEW – What you must do

GO – What you must do

STOP – What you must do












	Offer Details (Gifts, Benefits and Hospitality)

	Who made the offer?
	What was offered?
	When and where?
	Notes

	(Name, organisation, contact.)
	
(Description of gift/benefit/hospitality and estimated value.)

	(Date/time and context for e.g. meeting, event, online, mail etc.)
	(Date/time and context for e.g. meeting, event, online, mail etc.)


	START HERE

	Q1 — Quick 'must-decline' check
Is the gift, benefit and/or hospitality offer: 
· From a current or potential supplier or someone affected by a decision you/your business area will make;
· Cash or cash-equivalents (cash, prepaid/debit card, lotto ticket, bank transfer);
· Alcohol over $50;
· Bribe or inducement (a reward to influence what you do); and/or
· Hospitality that looks like special treatment (corporate box or a 'thank-you' celebration)?

If you have answered Yes to any, then refer to → STOP | If No → Go to Q2



	Q2 — Any overseas or third-party link?
Do any of the following apply:
· The giver is based overseas or funded/controlled from overseas (e.g. overseas school/university, government body);
· The offer is made or will be received overseas; and/or 
· The offer comes through an agent, intermediary, family member/friend or uses non-Australian contact details.

If Yes → REVIEW | If No → Go to Q3



	Q3 — Are there any conditions attached to the offer?
These can include but are not limited to: 
· They ask for access to non-public information, systems, facilities or senior officials.
· They want publicity/endorsement/exclusivity or future favourable access.

If Yes → STOP  | If No → Go to Q4





	Q4 — Could the timing or setting look improper?
Are any of the following applicable:  
· It is close to a decision that could benefit the giver.
· It is offered privately or off-the-record, or you are asked not to declare it.

If Yes → REVIEW | If No → GO



	Post-assessment Outcome

	Please document the outcome of the above assessment: 

	







	Signatures

	Employee Signature
	



	Date
	

	Line Manager Signature
	



	Date
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