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Council Policy 
Service Presentations 

Introduction 

 
The Shire of Capel recognises that our success is built on the dedication, loyalty and hard work of our employees. 
We value the contributions of staff who have served our community over extended periods and believe in 
celebrating these milestones. This policy reflects our appreciation and promotes positive workplace relationships 
by acknowledging long-term service and voluntary departures. 
 
 

Purpose 
 
This policy provides a framework to: 
 

• Recognise and reward employee contribution, commitment and continuous service to the Shire of Capel. 
• Celebrate significant service milestones through Service Presentations. 
• Acknowledge employees who voluntarily leave the organisation through Termination Presentations. 

Policy statement 

1. Service Presentations 
 

a. The Chief Executive Officer (CEO) is authorised to present a token of appreciation on behalf of Council 
to employees who reach service milestones. 

b. Council will contribute a gift valued at $30 per year of service, starting at five (5) years since 
commencement of employment and at every five-year increment thereafter. 
 

Years of Service Gift Value 

5 years $150 

10 years $300 

15 years $450 

20 years $600 

25 years $750 

 
Note: This pattern continues for each additional five-year milestone beyond 25 years, with the gift value increasing by 
$150 per increment. 

 
c. Gifts will be presented at an end-of-year function or another suitable occasion, as determined by the 

CEO. 
d. Contributions will be made via gift vouchers and/or selected gifts to the total value, coordinated by the 

Human Resources team. 
e. Cash or cheque payments directly to employees are not permitted. 

 
2. Termination Presentations 
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a. The CEO, on behalf of Council, is authorised to contribute towards a farewell gift for employees voluntarily 
leaving the Shire of Capel. The value of the Council’s contribution is outlined below and may be 
supplemented by contributions from other staff. 
 

 
Years of Service Council Contribution 

0-3 years $0 

>3-5 years $50 

>5-10 years $100 

>10-15 years $150 

>15 years $200 

 
 

b. Gifts may be presented at a minor farewell function authorised by the CEO. All staff will be invited to 
attend, and Councillors may be invited where appropriate. 

c. The Council’s contribution to the farewell function shall not exceed $200. Where multiple employees 
depart around the same time, a combined function may be held to ensure cost-effectiveness. 

 

Application 

 
This policy applies to all permanent full-time and part-time employees of the Shire of Capel. 
 
Employees are eligible for recognition under this policy when they: 
 

• Reach a minimum of five (5) years of continuous service for Service Presentations and at every five-year 
increment thereafter. 

• Voluntarily leave the organisation after serving a minimum of three (3) years for Termination 
Presentations. 

 
The Chief Executive Officer (CEO) is responsible for applying this policy and may exercise discretion in 
determining: 
 

• The timing and format of presentations or functions. 
• Whether recognition events should be combined for multiple employees to ensure cost-effectiveness. 
• Any unique circumstances in an employee’s service history (e.g., breaks in service, transitions between 

employment types). 
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