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What is employee 
volunteering?
Employee volunteering is when volunteers are supported by 
their employer, either during work time or on their own time, 
to undertake activities such as those described below. 

Types of employee 
volunteering activity
There are two main types of volunteering activities:

Team Activities
A “one-off” practical task completed by a group of 
employees, often in one day. This offers great team building 
opportunities, as well as the chance to work with colleagues 
from other services. Employees have a day away from their 
usual working environment where they can develop new skills 
and go home with a real sense of achievement. Teams can do 
a half or full day activity, working on projects such as painting 
buildings or undertaking a community garden project. 

Individual Activities
Individual activities are a great way to develop individual skills 
in specific areas of work and to work with different community 
groups. 

Examples include:
• volunteering through The Duke of Edinburgh’s Award Scheme 

• supporting adults at risk and those with disabilities

• reading and listening activities at schools

• organising sports activities, clubs or events 

• acting as a trustee for a charity 
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Why volunteer? 

Benefits to employees 
Community involvement offers a whole range of benefits to 
employees including:

Learning new skills

Employee volunteering is viewed as a positive activity 
which contributes to an individual’s lifelong learning. It can 
also enable employees to develop their skills in a way not 
necessarily possible at work e.g. managing a project. They 
can learn important life and work skills from working in a 
new and different environment.

Team building and meeting new people

Team volunteering activities can help to both build 
relationships within existing teams as well as enabling 
employees to meet and network with colleagues from 
other services through cross-service team working. 
Volunteering can also provide networking opportunities 
with people working for other organisations.

Boosting confidence

Volunteers can improve their skills and self-confidence by 
trying new activities.

Making a difference

Volunteering will help employees to get a wider 
perspective of some of the issues in the local community. 
It also provides employees with an opportunity to 
contribute to an issue they really care about. It can be 
satisfying and fulfilling to do something that helps others. 
Volunteering can enable employees to demonstrate the 
council’s corporate values and behaviours.

Having fun

Most employees enjoy volunteering enormously, seeing 
it as an opportunity to do something completely different 
from their day job.
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Benefits to the local community
The voluntary sector relies on outside support to meet the 
needs of the community it serves. Employee volunteers 
contribute time, skills and enthusiasm to get things done. 
Skilled employee volunteers can not only provide the 
professional skills which voluntary organisations struggle 
to afford, but also help the organisation’s own employees. 
Volunteers, in turn, develop new skills and increased 
confidence.

Benefits to the council
Employee volunteering can help the council to:

Help the local community

The council recognises the importance of playing an active 
part in the local community and believes it is important 
for employees to get involved in community activities as a 
way to give something back.

Improve local reputation

Employee volunteering can attract positive media 
coverage, enhance the council’s reputation and raise its 
profile. Employee volunteers make great ambassadors and 
will help make the council an employer of choice and a 
great place to work.

Build important relationships

Employee volunteering will help the council to establish 
beneficial relationships in the wider community.

Enhance the skills of employees

Employees have the opportunity to develop and 
practice a wider range of skills, especially leadership, 
communication, creative thinking, problem solving, 
decision making, project management and team working. 
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Time allowed for volunteering 
and application request

What can I request?
Employees can take a maximum of 7.5 volunteer hours 
during any 12-month period, which is paid time away from 
work (part time employees will be on a pro rata basis), to 
carry out voluntary work.

The hours may be taken as a whole block of time or can 
be spread across the year. However, time off must be 
agreed in advance with the employee’s manager and will 
be subject to service needs. Employees can also top-up 
volunteering allowances with annual leave, flexi or unpaid 
leave if required, with manager approval.

The work time that is spent as a volunteer is in addition to 
any other time allowed off for special duties such as:

• Jury Service

• School Governor

• Magistrate

• Trade Union Activity

• Reservist

All volunteering activities will ideally be undertaken 
within the East Herts district to benefit our residents and 
customers. However, managers may agree a volunteering 
request outside of the district where it supports the 
employee’s personal development plan. Advice should be 
sought from HR.
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How do I make a request for volunteering?
It will be the employee’s responsibility to organise his 
or her own volunteering activity, whilst being supported 
by the council. Employees can suggest their own ideas, 
choose to use their paid time off at an organisation they 
already volunteer for, work with local voluntary agencies 
who will be able to recommend activities, or take part in a 
team volunteering activity organised through the council. 

For information about volunteering opportunities please 
visit the HR pages on the intranet.

Once the employee has identified a volunteering activity 
and made contact with the voluntary organisation, they 
must complete the Employee Volunteering Request 
Form (see Appendix A) and submit to their manager with 
reasonable notice (at least 4 weeks). 

What happens next?
The manager will consider the application and then let 
the employee know their decision. The manager reserves 
the right to decline an application. Reasons could include 
service needs, planned structural changes etc.

Once agreed or declined a copy of the Employee 
Volunteering Request Form will be sent to HR for 
monitoring and evaluating purposes.

Once agreed, times and dates of the volunteering activity 
should be agreed in conjunction with the employee’s 
manager and the voluntary organisation/charity.
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Conditions of the employee 
volunteering programme
• The volunteering activity should not bring the council  

into disrepute.

• The volunteering activity must not conflict with the 
employee’s work for the council, for example acting as 
a treasurer for a charity that the employee has regular 
contact with in their council role. Employees should seek 
further advice from their manager if they are concerned 
about potential conflicts of interest.

• As an employee of the council it is important to adhere to 
the council’s policies and procedures including the Code 
of Conduct. Employees must also respect confidentiality 
when undertaking voluntary activity. 

• Employees should demonstrate the council’s values  
and behaviours.

• Time taken for voluntary activities must be recorded as 
“volunteer hours” on the flexi sheet.

• Employees who accept a volunteering activity are 
expected to attend and meet their commitment. If an 
employee is unable to attend a pre-agreed volunteering 
activity they will need to inform the voluntary organisation 
as well as explain their non-attendance to their manager. 

• Volunteers must not be paid, receive financial benefits or 
gifts by the organisation they are supporting, except for 
expenses incurred. Employees will not be able to claim 
back from the council for any hours volunteered outside 
of normal working hours or any travel and subsistence 
incurred. 

• Activities must be undertaken with organisations who 
deliver services that are ‘not for profit’. 

• Any abuse of the scheme could result in disciplinary 
action in accordance with the council’s policies. 
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Monitoring and 
evaluation
Evaluation of the employee volunteering programme is 
vital so that we can improve and build on it. We endeavour 
to continually monitor and evaluate its impact to ensure 
long term success.

Employees must send a copy of their completed Employee 
Volunteering Form (please see Appendix B) to HR. 
Their manager will keep the original to discuss with the 
employee during PDR meetings and 121s.

It is the responsibility of the employee and their manager 
to monitor the number of volunteering hours their 
employees undertake.

Health and safety
It is the employee’s responsibility to satisfy themselves 
that the volunteering organisation’s quality assurance and 
health and safety policies are adequate and request sight of 
risk assessments if they have any concerns. The voluntary 
organisation will be responsible for providing any induction, 
health and safety or other training required in order that the 
volunteer can perform activities correctly and safely.
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Insurance
Unless an employee is volunteering to assist an activity 
directly managed by the council, no insurance cover 
will be afforded by the council and employees should 
check arrangements with the organisation that they are 
supporting. 

Disclosure and Barring  
Service (DBS)
Certain activities that involve working with young people or 
other vulnerable groups may require employees to have a 
DBS check. Any requirement for DBS checks will be at the 
cost of the voluntary organisation and in accordance with 
their procedures. 

Programme review 
This programme shall be reviewed after three years or 
sooner, in line with legislation and best practice to reflect 
the best possible level of support and management.
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APPENDIX A

EMPLOYEE VOLUNTEERING 
REQUEST FORM
This form should be completed when applying for the Volunteering Programme
Time away from work must be agreed with your manager in advance, giving as much 
notice as you can (preferably 4 weeks) as this will help you and your manager to make 
any necessary arrangements for cover etc where the request is approved.

Name

Signed (employee)

Signed (manager)

Time off required
(dates and no of hours requested)

Date

Date

Job title

Service

Details of the request (to be completed by the employee)
Reason for the request (please attach any available information you may have about the 
volunteering opportunity)

When you have completed this section pass the form to your manager who will advise 
you of the decision and return a copy of the completed form to you.

Line manager to complete: Decision agreed not agreed

If not agreed, please give the reason(s) for your decision

Form to be sent to HR for monitoring and evaluating purposes
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APPENDIX B

EMPLOYEE VOLUNTEERING 
EVALUATION FORM
This should be discussed at the employee’s 121s / PDR.

Name

Job title

Service

What did you enjoy about the volunteering activity?

Where did you find out about the volunteering opportunity?

What new skills or knowledge did you acquire?

What did you least enjoy about the volunteering activity?

Are there any changes to the programme you would wish us to reflect on?

Any other comments?

Manager to retain original and a copy sent to HR

How would you rate the overall volunteering activity?
Poor Satisfactory Good Excellent
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