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Employee and Volunteer Recognition Program
City of Rochester Organizational Policy
Purpose
The City of Rochester supports employee and volunteer recognition as part of its commitment to a positive, engaged, and high-performing workplace. Recognition efforts are intended to acknowledge contributions, reinforce organizational values, and support employee attraction and retention, consistent with Council-approved budget authority. Adjustments to funding levels are subject to Council approval.
Nothing stated in this policy creates an employment contract between the City of Rochester and its employees.
Scope
This policy applies to all City departments and governs the use of funds for employee and volunteer recognition, retirement events, and designated ceremonial activities.
General Guidelines
Recognition activities should:
· Promote inclusivity and engagement across departments. 
· Be voluntary for employees 
· Not disrupt essential City operations or service delivery 
City funds may not be used for cash or cash-equivalent items (e.g., gift cards, gift certificates). 
Annual Employee Recognition
Each department will receive an annual recognition budget not to exceed $25 per full-time and part-time budgeted employee per year. The Department Head or designee is responsible for implementing recognition activities within their department. Planned events should be inclusive, with participation voluntary and not eligible for overtime. No substitute compensation or alternative reward will be provided for non-participation. Events should be scheduled in a manner that ensures continuation of City services. Departments with 24-hour operations are encouraged to offer multiple participation opportunities.
Funds may be used for department-sponsored meals, events, team-building activities, and modest appreciation items that support program objectives.
Expenses for alcoholic beverages will not be reimbursed, and the City assumes no liability for alcohol consumption associated with recognition activities. 
City-branded apparel may be purchased with Department Head approval.
Retirement and Separation Recognition
Full-time employees with 15 or more years of service are eligible for retirement recognition.

Event Funding
City-funded expenses for retirement events may not exceed $150 per event. Departments may voluntarily supplement event costs. 

Retiring employees will be presented with a gift based on their years of service. The Department Head or designee will select an appropriate gift consistent with these limits. Cash or cash-equivalent items are not permitted.
	Years of Service
	Maximum Gift Value

	15
	$100

	20
	$125

	25
	$150

	30 or more
	$175



Ceremonial Events (Fire and Police)
Departments may not spend more than $150 per event for public ceremonial activities, including food, beverages, and related supplies. Departments may voluntarily supplement event costs.
This section applies only to public-facing ceremonies and does not include private departmental celebrations.
Volunteer Recognition
Any funding for volunteer recognition activities will be designated by each department and approved through the annual budget process. Funds may not be used for cash or cash-equivalent items.
Approval and Reimbursement Procedures
All expenses must be submitted to Human Resources for review prior to reimbursement. Submissions must include itemized receipts and a description of the event or purchase. Human Resources will review for policy compliance and approve or request additional information. Upon approval, appropriate account coding will be provided for departmental processing.
Associated Forms
All forms associated with this policy can be found on Rochester@Work. 
· Employee and Volunteer Recognition Program Form
Legal & Statutory Authority 
· Council-approved budget authority 
Approval & Policy Revisions
Policy revisions approved on July 1, 2026
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