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1. INTRODUCTION

Employer Supported Volunteering (ESV) describes when organisations
actively support and encourage their employees to volunteer. Volunteering is
the commitment of time and energy, for the benefit of society and the
community, the environment, or individuals outside (or in addition to) one’s
immediate family. The volunteering is unpaid and undertaken freely and by
choice. Volunteers should not replace paid employees and should not be for
the purposes of covering tasks that employees are not prepared to do or that
the organisation is not prepared to pay for.
This document sets out Rutland County Council’s policy on promoting and
supporting involvement in voluntary activity by its staff. The voluntary activity
must take place in Rutland. It must be linked to the Council’s Vision of Rutland
as a great place to live, learn, work, play and visit and to the Council’s
strategic aims, which are:
•
•
•
•
•
•

Creating a safer community
Creating an active and enriched community
Creating a brighter future for all
Meeting the health and wellbeing needs of the community
Creating a sustained environment
Building our infrastructure

Volunteering can provide a great opportunity to build skills in specific areas
and work with different community groups.
The Policy covers the following areas:
The support that the Council can offer
Promotion and internal communication
Practical arrangements
Please refer to the Council’s Umbrella Leave Policy and Procedure for
information on leave for School Governor duties.
1.1

Statement of commitment to Employer Supported Volunteering
Rutland County Council encourages all staff to consider volunteering because
it benefits the community, staff and the organisation. It offers a personal and
professional development opportunity for all staff i.e. team bonding,
developing skills and interests, boosting staff morale. There are many health
and wellbeing benefits that volunteering can offer. It raises the profile of the
Council in the local community and can give staff an opportunity to connect
with existing / potential clients.
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2. SUPPORT
The Council offers the following support:
2.1

Time off
Staff will be allowed the equivalent of 1 working day’s paid leave pro rata,
which may be split into hours over separate occasions, to participate in
voluntary activities during working hours within any 12-month period. Paid
time off may be calculated in annualised hours which would equate to 7.5
hours (pro-rata for part-time staff).
Time-off will be granted by line management. Approvals will be considered on
their individual merits taking into account the business needs of the Council
which will be the determining factor. Volunteering must also be relevant to the
Council’s Strategic Aims. Volunteers will not be reimbursed for any of their
free time.

2.2

Insurance
Whilst the Council may endorse the chosen volunteering activities of staff, it
cannot accept responsibility for insuring them when engaged in activities
outside of its premises. Individuals must therefore ensure that they are
adequately covered by their chosen voluntary organisation. During events
organised by the Council, the Council will take responsibility for checking that
adequate insurance cover is provided and will inform staff about this.

2.3

Activities Covered
Support will be provided both to staff becoming involved in new volunteering
activities as well as those who may already be actively involved. Volunteering
on behalf of political groups will not be supported.
Teams can also apply for support for community focussed volunteering. Some
examples of the types of Team Activities are:
•

•

2.4

Groups of 4 – 8 people undertake a 1-day challenge, working on
projects such as clearing children’s’ play areas, painting buildings,
revamping a community garden or decorating schools/community
buildings
These challenges are designed to meet community needs and in
addition give individuals the chance to try something new and support
team building

Disclosure and Barring Service Checks
Some external organisations, for example, those working with children or
vulnerable adults may require their volunteers to undergo Disclosure and
Barring checks. Such checks will normally be carried out by the external
organisation itself.
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2.5

Confidentiality
Staff should be aware of Data Protection issues and maintain confidentiality
procedures. Information of a confidential nature should only be discussed with
the designated person of the organisation.

3. PROMOTION AND COMMUNICATION
3.1

Support for Volunteers
This ESV Policy is designed to support those staff members who have limited
or no experience of volunteering. We also see it as a way of enhancing the
experience of those already involved in voluntary work. We would encourage
staff to view the National Council for Voluntary Organisation website at
www.ncvo.org.uk. In addition the Council will support staff to take part in
volunteering wherever possible, in line with these policy guidelines.

3.2

Development of Skills
The skills that can be developed through employee volunteering include:
• Communication skills
• Interpersonal skills
• Organisational skills
• Time management
• Negotiation
• Questioning

• Problem solving
• Decision making
• Team working
• Project management skills
• Goal setting
• Creative thinking

4. PRACTICAL ARRANGEMENTS
4.1

Discussing ESV Proposals
Staff should discuss proposals for ESV activities and associated needs for
support with their line managers well in advance of their involvement.

4.2

Volunteering Application
A form to apply for time off should be submitted by the employee to their line
manager, at least 4 weeks in advance (see form on pages 7-8). The
information provided must include:
a. The name of the voluntary organisation
b. Nature and extent of the involvement
c. Time off required etc.
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4.3

Monitoring and Evaluation
Individuals who have been granted volunteering leave under these
arrangements must provide formal confirmation from the voluntary
organisation confirming their participation, covering the period of
volunteering leave. Failure to provide these details may result in the individual
being required to use annual leave or TOIL to cover the period of absence.
The amount of time volunteered by an individual will be passed to the Human
Resources Department for recording. The Council may seek further
information from staff, to assist in the review or evaluation of this policy.

4.4

Further Information
Further information on the ESV policy or clarification of its content can be
obtained from Human Resources.
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APPLICATION FOR VOLUNTEERING LEAVE
Name:

Job Title:

Department:

Section:

Name of Organisation you are volunteering with:
Nature of Volunteering:

How does this link to the Council’s Vision and Strategic Aims and Objectives?

Total time spent volunteering:
Time off required during working hours (please include date(s)/day(s), as
appropriate):
Employee’s signature:

Date:

Manager’s comments:
I* support / *do not support the volunteering leave request.
If not supported, please state the reasons why below and whether as an alternative
the use of flexi-leave and other alternative arrangements have also been
considered.

Line Manager’s/ Supervisors Signature:

Date:

Head of Service Signature:

Date:

Staff Member informed by line manager of outcome of application:

Date:

* please delete as applicable
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PLEASE FORWARD TO THE HR DEPARTMENT FOR RECORDING

FOR HR USE ONLY
Confirmation received from the voluntary Date confirmation received:
organisation:
Yes
No
Volunteering leave records updated:

Yes
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A large print version of this document is
available on request

Rutland County Council
Catmose, Oakham, Rutland LE15 6HP
01572 722 577
enquiries@rutland.gov.uk
www.rutland.gov.uk
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