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introduction
Stroud District Council recognises the contribution that an employee volunteering scheme can make to the wider community, whilst at the same time enhancing flexibility and development opportunities for its employees.
Volunteering opportunities will be promoted and supported by the Council and it will be the responsibility of the employee to organise activities which must be undertaken within or in support of the local community.
Employee volunteering acts as a development tool, providing “hands on” experience and the opportunity to make a real, worthwhile difference to the community. A range of skills can be acquired through participating in voluntary work which in turn will benefit local communities. Volunteering is a chance to get out and meet new people, interact with other members of staff and explore new challenges. Opportunities will be raised through the formal 1-2-1 process.  Exceptional contributions to volunteering projects will be recognized at Proud of Stroud sessions.
The Council is committed to supporting employees who wish to take time to volunteer during their normal working hours. 
The Employee Volunteering Scheme is intended to support an increased take up in volunteering by any Council employee and it is hoped that employees will continue to volunteer in their own time outside the scheme.

WHAT CAN I REQUEST?
Up to 3 days per year may be granted for the sole purpose of voluntary work. These hours will be paid. These hours will not be paid in addition to normal working hours. Temporary employees’ leave for the purpose of volunteering will be pro rata depending on the length of the contract.
Subject to the approval of your Head of Service, this time can be taken in block or spread over the leave year.

WHAT SKILLS COULD I DEVELOP?
The skills that could be developed through participating in the Employee Volunteering Scheme could include for example: -
Communication skills, interpersonal skills, organisational skills, time management, negotiating, questioning, listening, planning, budgeting, leadership, motivating, goal setting, creative thinking, problem solving, decision making, team working or project management skills.

WHAT ACTIVITIES CAN I PARTICIPATE IN?
Volunteering activities include (but are not limited to):

Challenges
Groups of 8-12 people to undertake a one day challenge, working on projects such as clearing children’s play areas, painting buildings, undertaking a community garden project or taking on other exciting challenges. These challenges are designed to meet community needs, as well as giving individuals the chance to try something new. Challenges can also be undertaken as either group or individual team activities and will support team building.

Mentoring
Mentoring is the offer of one-to-one advice, encouragement and support to the person being supported. Mentors will work with the individual on a positive agenda which includes motivating and setting goals for the person. 
· Working in partnership with Education & Business Partnership (EBP) mentoring young people who are in danger of becoming disengaged from vocational studies at school.
· Mentoring older workers to support career development or change in career.

Regular Volunteering
Volunteering positions which can provide a great opportunity to build skills in specific areas and work with different community groups for example:
· Right to Read Schemes - Listening to children read on a one-to one basis during school time. 
· Numeracy schemes - Helping children improve their maths by playing educational games.

HOW DO I MAKE AN APPLICATION?
You must complete the employee volunteering form (Appendix 1) every time that you make an application to volunteer:
The following information must be detailed:
· The number of hours that you wish to take for a particular volunteering activity
· Where you intend to volunteer
· A Head of Service signature 
· A signature of a representative of the voluntary organisation

WHAT HAPPENS NEXT?
Your Head of Service will consider your application and grant time off for volunteering purposes, basing their decision on individual competencies and training needs. Time off will be staggered within a service area to ensure that there is no impact on service delivery and the Head of Service reserves the right to decline an application.

NOTICE REQUIREMENTS

Under the policy a minimum of four weeks notice is required to allow Heads of Service to organise any necessary cover within their team.  Leave taken for voluntary work must be recorded on your time sheet and detailed as ‘volunteer leave’.

POINTS TO CONSIDER
Voluntary work must not conflict with the work that you complete for the Council for example, acting as a treasurer for a charity that you have regular contact with in your Council role.
All employees are required to remind themselves of the Officers’ Declaration of Interest and the Code of Conduct to ensure there is no conflict (See 2.7). Volunteering activities should not bring the Council into disrepute.
As an ambassador of the Council it is important to adhere to our policies and procedures including the Code of Conduct and equalities and diversity. You must also respect confidentiality when undertaking voluntary work.  In practice this will mean being aware of sensitive or confidential information disclosed to you. 

USE OF COUNCIL RESOURCES AND EQUIPMENT
In preparing for a volunteering placement it is anticipated that it will be necessary to make reasonable use of Council resources.  Your Head of Service can advise further.

CONDITIONS OF VOLUNTEERING ACTIVITIES SUPPORTED BY THIS SCHEME
· Volunteers will not be asked to undertake work that is normally carried out by Council employees.
· Volunteering activities will normally be limited to the Stroud district. 
· Once placed, the Council will expect employees to comply with our policies and procedures.
· There must not be a conflict of interest and staff must not carry out volunteering work for political parties or pressure groups
· Either party has the right to terminate an arrangement to volunteer, however a reason for the discontinuation will be required.
· Employees who accept a volunteering placement are expected to attend and meet their commitment.  If an employee fails to attend a pre-organised volunteering event they will be asked to explain their non attendance to their Head of Service.  If non attendance is due to sickness absence then it must be covered by the usual sickness absence notification procedures. 

EMPLOYEE’S RESPONSIBILITIES
It will be the employee’s responsibility to organise their own volunteering events whilst being supported by the employer. Individuals wishing to undertake voluntary work will be required to co-ordinate events and ensure risk assessments have been carried out by the voluntary organisation, providing the Head of Service with a copy of the relevant documents.


Additional responsibilities:
· To identify health and safety issues.
· To make their line manager aware of any training requirements for a particular volunteering activity.
· To arrange the meeting places on the day.
· To identify and provide appropriate clothing, tools / resources which need to be taken.
· To provide own lunch / refreshments for full days.
· To have prepared plans for unexpected changes or bad weather.

Insurance
Employees will not be covered under Stroud District Council’s insurance policy; therefore it will be the employee’s responsibility to ensure that they are covered by the voluntary organisation’s insurance policy.
Employees are advised to check that the organisation they are volunteering with covers them for public liability and personal accident insurance.
You may also need to undertake additional Health and Safety training or the DBS  process, dependent on the type of volunteering to be undertaken.

HEALTH AND SAFETY
Employees will receive basic information on health and safety during their induction. Tasks carried out by volunteers must be risk assessed by the voluntary organisation. A copy of the risk assessment must be provided with the application form. 

LINKS TO OTHER POLICIES
This policy needs to be considered in conjunction with the Council’s Hours and Leave Policy (Section 2.2.1).

APPENDIX 1 TO
SECTION 2.4.2
APPLICATION FOR EMPLOYEE VOLUNTEERING

Please complete the form below once you have identified a volunteering placement in the local area that you would like to be considered for.
Personal details

Name:						Email address:

Service Area:					Extension number:

Contact Number:				Fax:
Volunteering organisation

Name of organisation:				Address of organisation:
							………………………………………..

Name of representative:				………………………………………..


Position of representative:			Contact number of representative:
							………………………………………

Type of voluntary work to be carried out:



Are there any health and safety issues?   			Yes		No

If yes please state……………………………………………………………………………..
…………………………………………………………………………………………………...………………………………………………………………………………………………….

Does the volunteering activity require any specific training?   Yes		No

If yes please state……………………………………………………………………………..

Has a risk assessment been carried out?			Yes		No


If yes please attach a copy of the risk assessment.


If no, you will not be authorised to undertake the voluntary placement.
Date(s) of voluntary work:				Number of hours to be taken:………...


Representative’s signature:…………………………………………………………………..
Service area

Head of Service consent.

I have read the details above and am happy for ………...............................................
to undertake a voluntary placement.

Dates for time off have been agreed.


Head of Service name:……………………………………………………………………..

Head of Service signature:……………………………………………………………….


I (the employee volunteer) understand that the council is permitting me to have absence from work to pursue a voluntary activity arising from my initiative and in that respect I am not acting as an employee of the council and therefore not covered by any of their insurance or other arrangements. 

I confirm that I have been advised to ensure that the voluntary organisation covers me for public liability and personal accident insurance. 


Employee volunteer’s name:…………………………………………………………………

Employee Volunteer’s signature:…………………………………………………………….





Please return your completed form with an attached copy of the risk assessment slip to your Head of Service, thank you.
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