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507 Gifts and Benefits Policy

1. Purpose

This policy sets out Link Wentworth’s approach to managing the offer or receipt of gifts and benefits.

2. Scope

This policy applies to Link Wentworth employees, including ongoing full-time and part-time employees,
maximum term full-time and part-time employees, casuals, temporary or contract workers, volunteers, and
student placements.

3. Policy

Link Wentworth is committed to the transparent and ethical receipt of any gift or benefit and acting with
impartiality and integrity.

A gift or benefit can be in the form of food, goods, gift cards, cash, prizes, favours, discounts, hospitality
services, or any other good or service that has the potential to provide or be perceived to provide, a personal
gain to the recipient, a member of their family, friend, or associate. Attendance at work-related events
involving catering is not classed as hospitality and therefore not a gift unless the provision can reasonably
be perceived to be excessive.

Under no circumstances are gifts or benefits to be solicited by Link Wentworth employees.

A gift of cash or a cash equivalent such as an EFTPOS, debit, or gift card of any value is never acceptable.
Employees must refuse any offer of cash or cash equivalent and report the offer to their immediate
manager.

From time to time, employees may receive non-cash/cash equivalent gifts and benefits for various reasons,
such as ceremonial, celebratory, incentive, advertising, marketing, or gratitude. Link Wentworth
discourages accepting gifts and benefits in order to manage the risk of actual or perceived impairment of
ethical decision-making independence regarding the donor.

All gifts or benefits, whether accepted or not, must be declared to the Chief People & Culture Officer, by
recording these on a Gifts and Benefits Register. It is the responsibility of the employee to record the gift or
benefit. The register will record the donor organisation, gift description, approximate value and how the gift
was dealt with.

In exceptional circumstances, such as where the rejection of a gift or benefit could cause offence or be
considered culturally insensitive, it may be accepted, but declared to the Chief People & Culture Officer and
follow this Policy. Hospitality and accepted gifts that are not donated to charity must have pre-approval
from the CEO. In the event of the CEO accepting hospitality or a gift pre-approval must be sought from the
Board Chair

As a general rule, all gifts that can be consumed (e.g. food, confectionary etc) are to be shared among all
staff in the office of the recipient employee. Where the item is a donor corporate branded item (such as a
mug, charger etc) the employee may keep and use the item. For other unbranded items which cannot be
consumed, these are to be provided to the People & Culture team who will donate the item to an appropriate
charity. Gifts of alcohol are stored in a secure location and can either be raffled off to staff on occasion, or
consumed by staff during special occasions such as organised staff parties etc.
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Link Wentworth requires employees to report any suspected breach of this policy to a People & Culture team
member, or manager who will forward it to the Chief People & Culture Officer for further action. A breach
of any Link Wentworth policy by an employee may lead to disciplinary action.

4. Responsibility
An employee is responsible for declaring all gifts and benefits received as an employee of Link Wentworth.

The Chief People & Culture Officer is responsible for maintaining the Gifts and Benefits Register and
providing guidance to employees.

Managers and Team Leaders are responsible for providing leadership and guidance to their team members
on compliance with this policy.

5. Definitions

Corporate branded item - an item, generally of small value (<$50), mass-produced and incorporating a
corporate logo. Typical examples are pens, caps, sticky notes, mugs, calendars, magnets, mouse pads,
chargers.

6. References

e Code of Conduct

7. Privacy and confidentiality

Link Wentworth has obligations and responsibilities under its Privacy Policy. Please refer to the policy for
further information.

8. Complaints and appeals

Any employee who is not satisfied with a decision made by Link Wentworth in relation to this procedure
may lodge a grievance through the Employee Complaints and Grievance Handling Policy and Procedure.

Approval, policy owner and review frequency

Policy type: Executive Level

Executive Leadership Team owner: Chief People and Culture Officer

Business owner: Chief People and Culture Officer

Ultimate Approval body: CEO / Executive

Review Frequency: Every two (2) years or more frequently if circumstances warrant

Approved by —CEO
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