Employee Volunteering Policy
Template

1. Introduction

At [Company Name], we believe in the power of giving back to our communities.
Our Employee Volunteering Policy is designed to encourage and support our
employees in their efforts to make a positive impact through volunteer work. This
policy outlines the guidelines, benefits, and procedures for participating in our
corporate volunteering program.

11 Purpose
The purpose of this policy is to:
» Encourage employee engagement in community service
o Support causes that align with our company values
e Enhance our corporate social responsibility efforts
o Foster a culture of giving and social awareness

e Provide opportunities for personal and professional growth

1.2 Scope

This policy applies to all full-time and part-time employees of [Company Name].
Temporary employees and contractors may be eligible on a case-by-case basis,
subject to management approval.

2. VVolunteering Guidelines

2.1 Eligibility
To be eligible for the volunteering program, employees must:

o Have completed at least six months of continuous employment
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» Bein good standing with the company

e Have obtained approval from their immediate supervisor

2.2 Time Allocation

Eligible employees are granted:
e Up to 16 hours (2 days) of paid time off per calendar year for volunteering
e The option to use these hours in full-day or half-day increments

e Additional unpaid time off for volunteering, subject to management approval

2.3 Approved Activities

Volunteer activities must be:
e Associated with a recognized nonprofit organization
o Aligned with our company's values and social responsibility goals
» Non-political and non-religious in nature

o Conducted outside of the employee's regular work responsibilities

2.4 Restrictions

The following activities are not eligible under this policy:
» Volunteering for political campaigns or lobbying efforts
o Activities that could be perceived as a conflict of interest
» Volunteering that interferes with regular work duties

o Activities that pose significant safety risks

3. Procedures

3.1 Application Process

To participate in the volunteering program, employees must:

Employee Volunteering Policy Template



Identify an eligible volunteer opportunity
Complete the Employee Volunteering Request Form

Obtain approval from their immediate supervisor

B owon e

. Submit the approved form to the HR department at least two weeks prior to
the volunteering date

3.2 Approval Criteria

Approval for volunteering time off will be based on:
e Alignment with company values and goals
o Impact on work responsibilities and team deadlines
o Frequency of previous volunteering requests

» Overall departmental workload and staffing levels

3.3 Reporting and Documentation
After completing the volunteer activity, employees must:
1. Submit a brief report on the volunteering experience

2. Provide documentation from the nonprofit organization confirming
participation

3. Log the hours in the company's time tracking system using the designated
code

4. Benefits and Recognition

4.1 Employee Benefits

Participation in the volunteering program offers employees:
o Personal growth and skill development opportunities
o Networking possibilities within the community

» Increased job satisfaction and engagement
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e The chance to make a positive impact in their communities

4.2 Company Recognition
[Company Name] will recognize employee volunteering efforts through:
» Annual awards for outstanding community service
» Highlighting volunteer activities in company newsletters and social media

o Consideration of volunteering efforts in performance reviews

5. Team Volunteering

5.1 Group Activities

We encourage departments and teams to organize group volunteering activities.
These events:

e Promote team building and collaboration
» Increase the impact of our volunteering efforts

o Strengthen relationships with community partners

5.2 Annual Company-Wide Event

[Company Name] will organize an annual company-wide volunteering day, where:
» All employees are encouraged to participate
o Multiple volunteer opportunities will be available

» The company will cover associated costs and provide necessary resources

6. Partnerships and Sponsorships

6.1 Nonprofit Partnerships
We will establish long-term partnerships with select nonprofit organizations to:

e Provide consistent volunteering opportunities for employees
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e Maximize the impact of our community involvement

« Align our volunteering efforts with our corporate social responsibility goals

6.2 Sponsorship Opportunities

[Company Name] may consider sponsoring events or initiatives related to
employee volunteering, including:

e Matching employee donations to approved nonprofit organizations
e Providing resources or funding for specific volunteer projects

e Supporting employee-led fundraising efforts for approved causes

7. Health and Safety

7.1 Risk Assessment

Before participating in any volunteer activity, employees must:
e Review and understand any potential risks associated with the activity
o Ensure they have appropriate training and equipment for the task

e Report any safety concerns to their supervisor and the volunteer organization

7.2 Insurance Coverage

[Company Name] will provide insurance coverage for employees during approved
volunteer activities, including:

o General liability insurance
o Accidental injury coverage

e Travel insurance for volunteering-related trips

8. Policy Review and Updates

8.1 Annual Review
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This Employee Volunteering Policy will be reviewed annually by the HR
department and senior management to ensure:

e Alignment with company goals and values
o Compliance with relevant laws and regulations

» Effectiveness in promoting employee engagement and community impact

8.2 Employee Feedback

We encourage employees to provide feedback on the volunteering program
through:

e Annual surveys
e Suggestion boxes

e Direct communication with the HR department

9. Contact Information

For questions or concerns regarding this policy, please contact:
[HR Manager Name]
Email: [hr@companyname.com]

Phone: [XXX-XXX-XXXX]

10. Acknowledgment

| have read and understood the Employee Volunteering Policy of [Company
Name]. | agree to comply with the guidelines and procedures outlined in this
document.

Employee Name:

Signature:

Date:

This Employee Volunteering Policy is effective as of [Date] and supersedes any
previous policies on this matter.
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