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GIFT GIVING AND STAFF RECOGNITION 
 

AIM 
Gift giving is fair and equitable and is consistent with expectations or requirements of different awards staff are 
employed under.  
That important events in staff member’s lives and their contribution to the site is recognised and acknowledging 
staff forms part of the site’s wellbeing practices.  

 
IMPLEMENTATION 

Leadership will: 
• Ensure clear designation of who is responsible for planning gifts and celebrations. 
• Ensure staff planning celebrations understand the need for food provided for morning teas and/or gifts meet 

cultural and dietary requirements of staff being honoured 
• Ensure food purchased for morning teas does not exceed cost negotiated 
• Ensure gifts purchased for staff leaving does not exceed cost negotiated 
• Not purchase alcohol for gifts or events that happen or are given on-site 
• Send flowers/pot plants/ or gifts as appropriate to knowledge of individuals and general community 

expectations to staff homes for staff undergoing surgery or bereavement of an immediate family member.  
• Ensure gifts do not exceed the value negotiated, not inclusive of delivery fee as this will differ depending on 

staff addresses.  
• Purchase gifts and food from local businesses/producers, where able 
• Distribute the following ‘Christmas Bonuses’: 

o Volunteers receive a box of chocolates 
o Relief staff receive a $50 Coles/Myer group gift card 

• Manage the organisation and cost of any staff gifts or recognition, in order to promote equity and discourage 
favouritism or perception of unequal treatment. 

• Designate staff responsible for recognising and planning celebration of events or days that support educator 
wellbeing (i.e. are you ok day or early childhood educators day).  

• Recognise staff who have completed long terms of service or excellent performance.  
• Ensure any gift giving or recognition of staff is aligned with site and department values, transparent and 

equitable, timely and meaningful and adapted/tailored to the tastes of the individual.  
 
Staff will: 
• Ensure any gifts from families do not inform the decision making process in the room or at the Centre 
• Refuse any gifts that are offered in conjunction with a request for favouritism or exemption from Centre policy 

or procedure 
 
Families will: 
• Give gifts in line with general community values and expectations. 
 
Department for Education Staff will: 
• Understand that as staff employed by the state Government, they are unable to have Department money spent 

on catering or gifts for them (as per ‘Catering, Entertainment and Gift Expenditure Policy’) 
• Contribute money towards gifts for other Department employees if they wish to acknowledge personal 

milestones (birthdays, engagements, weddings, baby shower, farewells). 
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• Be aware that gifts given by families should be in line with general community expectations and consult with 
leadership where this may not be the case, where there is a conflict of interest or where the gift is given with a 
request for favoritism or exemption from Centre policy. 

 
EVALUATION: 
This policy is seen to be working when:  

• Gift giving and acknowledgement of non-department staff is fair and equitable with clear guidelines for 
each occasion. 

• Department staff are aware of the use of Department funds for gift giving and catering 
• Department staff are aware they may need to declare gifts given by families if they could be perceived as a 

way to ensure special treatment or are not in line with community expectations. 
• Families are discouraged from giving gifts to encourage exemption from site policies or procedures 

 
Links to National Quality Standards:  
QUALITY AREA 4:  STAFFING ARRANGEMENTS 
4.2 Professionalism: Management, educators and staff are collaborative, respectful and ethical. 
4.2.1 Professional collaboration: Management, educators and staff work with mutual respect and collaboratively, 
and challenge and learn from each other, recognising each other’s strengths and skills. 
4.2.2 Professional Standards: Professional standards guide practice, interactions and relationships. 
 
Record of Policy Adoption and Amendment: 

 
Review:   
To be reviewed annually as per the budget by the Assistant Director and Governing Council and any recommended 
amendments endorsed by the Policy Review Committee. 
 
Last Reviewed: October 2025  Next review: October 2026 
 
Source: 
South Australian Public Sector Code of Ethics 
Department of Education, Catering, Entertainment and Gift Expenditure Policy 
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