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Employee volunteering policy

Purpose
The Company promotes the taking part in volunteering opportunities by its employees and encourages employees to volunteer for activities in the local community. 

Part of this promotion involves the sponsorship by the Company of voluntary projects in the local community as well as permitting the personal volunteering opportunities by employees in other projects. 

The Company is also open to suggestions from its employees for new volunteering arrangements with charities or other bodies where volunteer work is available. 

Both limbs of the volunteering programme support the Company’s business strategy and objectives. The Company seeks to add value through the positive impacts that result from a successful and integrated volunteering programme. 

Benefits of volunteering
Participation in the volunteering programme creates mutual benefits for the Company, the local community and the Company’s employees. Some of the volunteering projects that the Company and its employees get involved in may support the local economy and enable skills and competencies to be developed and enhanced within the community. Skills and practical assistance are rendered to the community at little or no cost to the recipient. 

Employees benefit from the development of new skills. Physical improvements to health may be coupled with mental improvements to competencies beneficial in the workplace as well as personal wellbeing. 

The Company’s standing in the community is enhanced by participating in volunteering projects, which make a contribution to the local economy, with lasting community benefits. 

Work undertaken on volunteering projects that are sponsored by the Company is usually carried out during normal working hours. 

The Company keeps a record of the volunteering activities it sponsors and that employees participate in. The Company keeps a log, which employees should fill in when they volunteer during their usual working hours, together with a periodic report to their line manager of their experiences. These periodic reports may be used in promotional communications, both internally within the Company and externally in marketing materials. 

Note: List here any previous volunteering projects the Company has been involved in 

Company-sponsored volunteering projects 
The list of volunteering projects that the Company sponsors is available on the intranet or from the HR department. 

Personal volunteering 
Employees are not obliged to volunteer their time exclusively on projects sponsored by the Company. 

Employees may wish to participate in volunteering projects which are similar in spirit to the projects already sponsored by the Company. Projects chosen by employees may or may not be related to the type of volunteering work already sponsored by the Company. 

The Company does not support political or lobbying projects or activities. 

Participation will be permitted by the Company where this does not have a detrimental impact on the employee’s work. 

Employees should inform their line manager of their intention to undertake personal volunteering. If granted, the Company may allow additional [delete as appropriate - paid/unpaid] leave of up to [insert number] days a year for this purpose. Employees may be able to vary their hours of work providing their line manager can support the variation, taking into account business needs and efficiency. 

Applications
Employees should submit a volunteering application to their line manager if they wish to apply for volunteering work, either through a Company-sponsored project, or a project of their own choosing. 

An employee can register their interest by completing a volunteering application, or apply for a specific project. 

The application will ask the employee to provide details of the following:

· volunteer project name and type 
· reasons why the employee is wishing to volunteer 
· the skills the employee can bring to the project
· the timescale for the project and the time the employee proposes to allot to the project 
· if voluntary charitable contributions will be necessary, whether the employee intends:
· to seek charitable contributions from fellow employees 
· to seek charitable contribution from the Company
· to seek a pledge from the Company to match funds raised from employees.

If the employee believes training may be required for the provision of the voluntary services, the employee should set out any associated costs for doing so.

Consideration of application
The employee’s line manager will discuss the application with the HR department to determine whether to grant or reject the application. 

The Company will reject applications for operational reasons, if the employee’s line manager believes the employee’s work will suffer. A request from a team leader or supervisor may be declined if it is considered that their team may struggle without them or the department itself may suffer a detriment. 

If the employee has requested any training, the Company may consider this in respect of the costs involved. If the cost is deemed excessive, the application may be declined.

If a health assessment is required, the line manager will advise the employee that this needs to be arranged. This may take the form of an assessment or a questionnaire. 

Time off for volunteering 
Full time employees are eligible to apply for a maximum of [insert number] days of paid time off for volunteering, during each holiday year. These days cannot be carried forward into the following holiday year. 

Volunteering should take place during an employee’s normal working hours, unless agreed otherwise with the employee’s line manager. If volunteering is undertaken outside working hours, there will be no time off in lieu permitted; time spent volunteering is not absence from work. The decision on the working arrangements is at the discretion of line managers in order to facilitate business operations and the smooth running of the Company-sponsored volunteering projects. The arrangements are not a change to terms and conditions of employment. 

Voluntary work: employee agreement and terms and conditions
When the employee’s line manager has granted the employee’s application for voluntary work, the line manager will meet with the employee to provide the outcome and set up the relevant documentation. 

The employee will be required to sign the employee volunteering agreement (EVA). The EVA will set out the arrangements for the voluntary work and will confirm what has been authorised. 

The EVA should be referred to during the voluntary work period as it will set out the project details, the hours permitted for the employee to work on the project, and how the time off from work will be handled. 

Details of practical changes required to the employee’s job role will be recorded in the EVA such as changes to pay and working hours for the duration of the project. 

Once signed, the employee may proceed to a DBS check if one is required for their particular project. 

Disclosure and Barring Service checks
For those types of volunteering work that require a DBS check, the charity will carry this out for the voluntary work. 

DBS checks will be required for certain types of voluntary work such as work involving children or healthcare. Employees should not incur the cost of obtaining these until their EVA has been finalised and signed by their line manager. 

Volunteering project progress 
The arrangements set out in the EVA will be reviewed with the employee’s line manager on a periodic basis during the period of the volunteering project, usually every month but possibly different depending on what was agreed with the line manager. 

The employee will be reminded to submit a report of the progress being made in their volunteering project, bearing in mind the Company may wish to use the positive aspects and benefits of the volunteering project both in its internal volunteering project promotions and also externally in publicity both with existing and new volunteer projects, and in the wider marketing sphere. 

If the Company finds it is experiencing serious operational issues as a consequence of the employee being in attendance at the volunteering project, it may unfortunately find it necessary to withdraw support for the attendance of the employee on a Company-sponsored or privately-sourced volunteering project. This should hopefully be a last resort and the Company hopes it can work around any issues, but the right is reserved to withdraw the support/attendance of an employee immediately and with no notice. 

Insurance and liability
[bookmark: _GoBack]The appropriate level of insurance is provided as part of Company-sponsored volunteering projects during the Company’s usual working hours, which extends to personal injury, professional and public liability insurance. Vicarious liability for employee actions during periods spent volunteering does not extend to equipment, tools, materials, premises or instructions provided by the third party volunteering charity.

Risk assessments will be carried out in respect of health and safety. Charities providing volunteering opportunities to Company employees, whether Company-sponsored or not, will be required to confirm to the Company that the employee has been trained in undertaking the work to be performed, that hazards and risks have been assessed and steps taken to control the risks. 
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