

Template employer-supported volunteering policy

For employers


A clear employer-supported volunteering (ESV) policy helps to set out rules and expectations for employees and employers. Below is a draft template ESV policy that employers across Scotland can adapt for their own uses.

Details for employers to input based on an employer’s own unique circumstances are highlighted in red.

This resource has been created as part of Scotland’s Employer-Supported Volunteering Framework.

Employer-supported volunteering policy

Purpose

[Employer name] recognises the benefits of supporting employees to contribute positively to communities through volunteering. Volunteering delivers benefits to volunteer-involving organisations, employees and our organisation:
 
· Employees benefit from the opportunity to learn new things, connect with new people and communities, gain confidence, increase their wellbeing and have fun.
· Volunteer-involving organisations benefit from increased time, energy and skills to deliver activities and services.
· [Employer name] benefits from enhanced employee wellbeing and engagement, a closer connection to communities and an ability to demonstrate social impact.
 
This policy outlines our approach to employee volunteering, including eligibility, leave entitlement, standards of conduct and processes.


What is volunteering?

In line with the Scottish Government’s definition, volunteering is:

· An activity that benefits people outwith your immediate family.
· Unpaid, except for out-of-pocket expenses.
· Undertaken of one’s own free will.

Who can participate in ESV at [employer name]?

The following employees are eligible for volunteering leave [select those that are relevant].

· All [name of organisation] employees
· Permanent full-time employees
· Permanent part-time employees
· Temporary employees with contracts of [time period] or more 
· Employees who have successfully completed probation

How much volunteering leave can I take?
Leave is provided on a [paid / unpaid] basis
 
On a pro-rata basis, eligible employees may take up to:

· [Number of days] per [calendar year / financial year] of volunteering leave.
· Equivalent to [x hours] per year
 
To encourage participation, volunteering leave may be taken in: [select those that are relevant]

· Hours
· Half-days
· Full days
 
Employees are allowed to take volunteering leave [within and/or outwith typical working hours]. 

(Include if applicable) For volunteering leave taken outwith typical working hours, this time can be claimed back in lieu, and must be taken back within [a week, month, etc].
 
(Include if applicable) Employees are encouraged to discuss flexible arrangements with their line manager.
 
(Include if applicable) Unused volunteering leave does not carry over into the next [calendar year / financial year].


What can I do as part of my volunteering?

Volunteering leave may be used for activities that support registered charities, voluntary organisations, community groups, public sector bodies and social enterprises.
 
(Include if applicable) Volunteering activities must:

· Support causes aligned with our organisational values, including [insert].
· Take place within [geographic area]
 
(Include if applicable) Volunteering activities must not:

· Be used for political party campaigning
· Create a conflict of interest
· Displace paid employment
· Primarily benefit a private individual or commercial organisation
 
If employees are unsure whether an opportunity qualifies for volunteering leave, they should contact [relevant HR person].

Where can I find volunteering opportunities?

Employees can find opportunities through: [select those that are relevant]

· Company-supported partnerships with volunteer-involving organisations
· Internal communications or intranet portals
· Direct contact with local charities and community groups
· Local volunteer centres
· Volunteer Scotland’s opportunity search
· The Royal Voluntary Service’s GoVo platform

How do I request volunteering leave?

Employees must request volunteering leave in advance and obtain line manager approval. 

Volunteering leave requests should be made with at least [x days / weeks] notice to allow for appropriate planning and line manager approval.
 
The process for submitting a request for volunteering leave is [give details of employer’s HR processes and requirements, such as submitting a leave request through a specific HR system, and providing details like the host organisation, activity, dates and duration]. Approval is subject to policy compliance and operational requirements.
 
(Include if applicable) Where the HR system only permits half-day or full-day entries, employees may track volunteering hours independently and enter these into the system once they accumulate to equal a half or full day.




Expenses

The host organisation is usually responsible for reimbursing volunteer expenses, like travel costs. However, this is not always possible, so check with host organisations ahead of volunteering.
 
(Include if applicable) [Employer name] may reimburse reasonable, pre-approved expenses where the host organisation cannot.

Equipment

Employees should use equipment provided by the host organisation to carry out their volunteering. Company equipment must not be used unless authorised ahead of time.

Health and safety

While volunteering:

· Employees must follow the health and safety procedures of the host organisation.

· Any incidents or accidents must be reported to both the host organisation and the employee’s line manager.

Safeguarding and PVG

Where volunteering involves regulated roles with children or protected adults:

· The host organisation must have appropriate safeguarding policies in place.
· Any required background checks (e.g. PVG) must be completed prior to volunteering.

Insurance 

Prior to volunteering with an organisation, the employee should ensure that the host organisation has adequate and appropriate public / employers’ liability insurance.

Standards of behaviour

While volunteering through our ESV programme, employees represent [employer name].
 
Employees must:

· Uphold the expectations of behaviour outlined in [employer name]’s [Code of Conduct / Staff Handbook].
· Adhere to policies and procedures of the host organisation.
· Avoid bringing [employer name] into disrepute.
 
Failure to meet expected standards may result in disciplinary action.

Complaints and concerns

If an employee experiences or witnesses inappropriate behaviour, unsafe conditions or misconduct during volunteering, they should: 

· Raise the issue with the host organisation where appropriate.
· Inform their line manager or HR as soon as possible.
 
[Employer name] reserves the right to withdraw approval for employee volunteering activities where concerns arise.
 
Monitoring and review

[Employer name] will monitor participation levels and gather feedback to assess the impact of our employee volunteer programme.
 
This policy was last reviewed on [date]. It will be reviewed [quarterly / annually] and updated as required.
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