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The policy

The organisation recognises that by active participation in voluntary activity staff can learn

new skills and develop key competences. This proves an additional element to staff

development and training policy in that people do not just learn new skills through

participation in training courses and through mentoring

The Organisation also acknowledges that the promotion of voluntary activity is

fundamental to the core work of the organisation and understands that some of the activity

undertaken by not-for-profit organisations occurs during office hours.  With this in mind

staffs are often unable to actively participate within their communities.

The attached Staff Volunteering Procedures sets out the process for requesting time to

undertake voluntary activity supported by the organisation. 

Staff if agreed with the management are entitled to 15 hours per year (pro rata for part

time staff) of paid volunteering of which 7 ½ hours will be directed by their team with the

idea of undertaking a team volunteering exercise.

Staff Volunteering Policy - Procedures

Priority setting


Staff will be encouraged to volunteer within a role that is distinctly different from their current job description.


Staff will be entitled to volunteer for 15 hours per year (pro rata for part time staff) of paid volunteering of which 7 ½ hours will be directed by their team with the idea of undertaking a team volunteering exercise.


Staff will be expected to discuss it with their manager prior to commencement and then claim the hours on the Holiday / TOIL and Volunteering Form.  


When applying to volunteer staff will need to make clear to the organisation that their role is strictly that of a volunteer.  If the organisation requires additional support on any issue or service that their paid employer would normally provide they will be directed to contact the appropriate staff member themselves.


An update of the activity undertaken will form part of the usual supervision and appraisal system.    


Whilst volunteering staff may be exposed to sensitive information about an organisation or about practises within the organisation that may not be in keeping with the good practice guidelines.
In the first instance any issues should be discussed with the Volunteer Manager within the organisation or another senior staff / committee member and the organisation should be encouraged to resolve the problem themselves.

If the issue is not resolved the staff member should raise their concerns with their Manager or the Chief Executive within their paid employment.
The paid employer will not condone bad practice within organisations and would request the staff member to find alternative activity until the situation has been addressed.

 Evaluation


Staff will be encouraged to give verbal feedback of the activity undertaken; this could also include what has been learnt and what skills have been developed.


Staff may also be asked to contribute to monitoring and evaluation of activity in line with the organisation monitoring and evaluation strategy. 

Policy reviewed August 2010 and reviewed every three years
Staff voluntary activity application

	Name……………………………………………………………………………………..



	Details of activity: (i.e. Organisation and role to be undertaken)

Day and time of attendance:



	Benefit to voluntary organisation:



	Personal development:



	Volunteer Co-ordinator or contact at placement:


	Telephone number:

Address:



	Applicants signature:

Date application submitted:

Proposed commencement of volunteering:

First review date:


	Line Managers signature:
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