SAMPLE EMPLOYER SUPPORTED VOLUNTEERING SCHEME FOR 

XXX COMPANY

Introduction

The XXX Employer Supported Volunteering Scheme reflects XXX commitment to an active role in the community and the development of employees within our organisation. 

XXX company supports its employees in carrying out volunteering in the community.  This support may take many forms and recognizes the right of employees to privacy in their volunteering outside of work, as well encouraging employees to volunteer through the XXX organisation Employer Supported Volunteering Scheme.  
The Scheme has been designed to provide a framework to support employees who wish to undertake volunteering activities of any kind, providing the aims and objectives of the Scheme are met.

If you have any questions regarding the Employer Supported Volunteering Scheme, please contact xxx or any member of the HR Team.


1. Aims and Objectives

The scheme aims to:

· Develop and strengthen links with the local community by sharing the knowledge, skills and abilities of employees with community activities, programmes and organisations.

· Enhance employees’ personal development by helping to develop and build a range of skills and abilities that they can bring back to the workplace.

· Raise morale and motivation amongst employees.

· Have a demonstrable impact.
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3.
Provision for Leave/ How to Apply
The scheme allows employees up to x days volunteering leave per year 

(pro rata for part time employees) to take part in voluntary activities. The first x days will be paid volunteering leave, the remaining x days will be unpaid leave (employees may use annual leave to cover these days if they wish). Flexible working arrangements may be more appropriate for routine voluntary activities. Employees should refer to the Flexible Working/TOIL policy for more information.

All leave is discretionary and subject to the service needs of XXX. Leave must therefore be approved by an employee's line manager.  Applications should state:

· The voluntary activity and organisation the employee wishes to contribute to.

· The nature of their contribution.

· How this meets the aims and objectives of the Volunteering Scheme.

· Time being requested.

Volunteer time should not conflict with the peak work schedule, other work related responsibilities, create need for overtime, or cause conflicts with other employees’ schedules. 

Volunteer time should be agreed before hand with your line manager in order to coordinate with other work related responsibilities.   Managers should ensure that volunteering leave is recorded on the employee's Employer Supported Volunteering Resource Record and sent to the HR Department.  

Employees should discuss with their line manager where their volunteer activities involve membership of or involvement with related organisations, or commercial interests.   Activities which cannot be shown to be of benefit to the wider community, such as services provided primarily for members of a employee's family, will not qualify for leave under this scheme.

 XXX organisation will not support any activity which might bring an employee into conflict with the interests and policies of XXX.   

XXX organisation will support reasonable requests by employees for the use of its facilities in support of volunteering, for example, use of computers, photocopiers, meeting rooms.
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4.
Insurance, Risk, Health and Safety
XXX organisation’s liability insurance covers an employee only for work duties.  It is important that employees undertaking a project should identify any activities that would be outside of this definition.  For example, an employee is not covered for heavy lifting, use of power tools or extreme sports.  An employee should ensure that the project itself is covered by the appropriate public/employers liability insurance.  Health and safety checks will also need to take place and any relevant training undertaken.

5. Feedback/Recognition

Employees who have undertaken any kind of volunteering are encouraged to share their experiences and learning with other employees by using the dedicated link on our intranet.  Employee’s achievements will also be recognized through the appropriate channels.

There will be no formal monitoring of volunteering but records should be kept to show how volunteering is benefiting each employee and how it contributes to their job role. This can be in the form of articles, photos etc.

Employee volunteers should obtain a letter of recognition from their place of volunteering that shows the employee has given time there and made a difference to them.  This letter should be kept on the employees file.
6. Payroll Giving

Payroll giving is an easy and tax effective way for employees to give money to a chosen charity.  Employees can contribute a minimum of £5.00 per month, there is no upper limit.  The donation is deducted from employees monthly pay and given to a charity (up to four different charities) of your choice.  Employees can change the charities monthly and the amount donated can be changed at any time.   For more information please contact the Payroll department.

Page 3 of 4

EMPLOYER SUPPORTED VOLUNTEERING SCHEME

7.          Further Information

For further information on becoming a volunteer or on payroll giving, please try the following websites: 

www.do-it.org.uk

www.volunteering.org.uk
   www csv.orq .uk
www.cafonline.org
The XXX Trade Union are fully supportive of voluntary activity in the community.  The XXX trade union and the branch itself could not function without the support of its hard working and greatly appreciated volunteer officers. The branch will continue to campaign for increased support to volunteers, and to work with XXX to further develop its volunteering policies. For further information, please visit the website.

For further information on the Employee Volunteering Scheme, please contact the HR Department.
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