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1. Introduction 

Participation in a volunteering project can be a truly rewarding experience. As part of our 

Offer, the Council is eager to encourage its employees to enjoy the benefits of volunteering 

and to contribute to improving life for people living, working and visiting our area.  Employer 

supported volunteering can support employees who are currently participating in volunteering 

or it can give employees who feel inspired to explore volunteering the chance to become 

involved. It can also encourage teams or groups of like-minded employees to volunteer for a 

specific project or event which will benefit our local communities. 

Supporting our employees to utilise their skills out with their role reinforces the Council’s 

commitment to collaborative working with our communities and fosters an environment where 

employees are encouraged to support local community groups and voluntary organisations. 

mailto:HR@pkc.gov.uk
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Being involved in Employer Supported Volunteering has a large range of benefits for 

employees, the Council and for the local community: 

Benefits for the Employee 

• Personal development 

• Learning new skills 

• Meeting new people 

• Boosting confidence  

• Making a difference 

• Sharing knowledge/expertise 

• Engaging with the local community 

• Adding variety to their work 

 

Benefits for the Council 

• Enhancing the skills of employees 

• Improving local reputation 

• Improving morale and motivation  

• Improving community relations 

• Building local partnerships 

• Teambuilding 

 

Benefits for the Local Community/Voluntary Organisations 

 

• Raising their profile 

• Access to new or specialist skills and knowledge 

• Access to extra resources 

• Increasing partnership working 

• Improved links with the Council 

• Gaining a fresh perspective 

 

Consultation/Agreement process 

This is a Council Policy which has been subject to consultation with the relevant Trade 

Unions. Any substantial review or amendment by the Council will be following consultation 

with the Trades Unions. 

 

Services, employees and representative groups such as established Staff Networks have 

had the opportunity to contribute to the development of the policy and associated guidance. 

 

Perth and Kinross Council have a number of externally awarded accreditations and the 

design of this policy has been undertaken considering the requirements of these. 
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2.` Application 

Perth and Kinross Council aim to deliver fair work that offers all our employees an effective 

voice, opportunities, security, fulfilment and respect and that balances the rights and 

responsibilities of employers and workers. The development and implementation of our 

policies is fundamental to this.   

 

The Employer Supported Volunteering Policy applies to all employees in Perth & Kinross 

Council. However, there may be specific service areas where employees being absent from 

their post may not be practicable, e.g. social work employees in care homes, teachers or 

other key staff working in schools and educational establishments.   

 

Service Management Teams should identify these posts within their Service. All requests 

should be fully considered by Managers taking account of the employee’s individual 

workload and the requirements of the Service. 

 

Where replacement cover is required to meet agreed staffing ratios or where compliance is 

necessary with legislative requirements or agreed standards, Managers must consider the 

impact on service delivery and financial resources. 

 

The Council may seek volunteers from the workforce for specific corporate events or 

activities which employees would undertake in the course of their normal working hours 

rather than require approval under this policy. These events will be ad hoc and defined in 

advance by the Executive Director. There may also be specific corporate events or activities 

which take place out with working hours or at weekends and those who volunteer will be 

expected to do so in their own time. 

 

This policy is applied regardless of : 

• length of service 

• protected characteristic – there shall be no discrimination on grounds of age, sex, 

disability, race, religion, sexual orientation, gender reassignment, marital or civil 

partnership status or pregnancy or maternity status 

• caring responsibilities 

• care experience 

• military experience 
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An Equality Impact Assessment has been completed to ensure that the design and 

application of this policy meets our obligation under the Public Sector Equality Duty 

requirements of the Equality Act 2010 to: 

• Eliminate unlawful discrimination, harassment and victimisation, and other prohibited 

conduct. 

• Advance equality of opportunity and foster good relationships between people who 

share a relevant protected characteristic and those who do not. 

The completed assessment can be found on our website. 

 

3.` Scope 

Volunteering brings huge benefits to local communities and makes an invaluable contribution 

to everyday life. Many employees may want to volunteer, but due to working hours or 

working patterns find that it isn’t feasible. Employer supported volunteering aims to 

encourage and support employees to contribute to their local community out with their work 

role, resulting in Perth and Kinross being a more vibrant place for us all to work and live in. 

 

Employer Supported Volunteering is the phrase used to describe any volunteering project 

that an employee may wish to undertake that will benefit the local community, within the 

Perth & Kinross Council geographical area. 

 

Listed below are some non-exhaustive examples of activities which may and may not be 

appropriate for consideration under this policy: 

In Scope 

• Helping with a local community environmental initiative.   

• Volunteering in activities such as befriending, committee work, charity shops, youth 

work etc. 

• Volunteering to join a Timebank and agreeing to donate any time credits received. 

• Community organised litter picking. 

• Supporting youth organisations, e.g. Scouts or Guides. 

Not in Scope  

• Volunteering as part of a commercial activities eg. a marshal at a golf tournament. 

• Volunteering activities based out with the Perth and Kinross area. 

• Helping people (e.g. next door neighbour) out with a structured or organised 

programme of activity. 

https://www.pkc.gov.uk/media/24690/Employer-Supported-Volunteering/pdf/Employer_Supported_Volunteering.pdf?m=637654004802770000
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Specific volunteering opportunities, for groups such as Planners who want to participate in 

Planning Aid, may be prohibited within their employing Local Authority, because this would 

be a conflict of interest. In these cases, an exception can be considered and volunteering 

activity out with the local area may be approved. 

 

Employer Supported Volunteering can also be used by teams as a team building exercise or 

by colleagues who wish to join up with others to support an approved activity.  

4. Principles and Procedure 

 

Employees who wish to participate in Employer Supported Volunteering projects can apply 

to do so with a shared contribution for the time off required out of the workplace. Employees 

should request they use their annual leave, flexi leave or Time Off in Lieu (TOIL) for half the 

time required and the Council will match the employee contribution through special paid 

leave, up to a maximum of one day per annum. Time off for volunteering will be approved in 

whole or part day blocks. The provision would be pro-rated for part time employees. Any 

time requested should be during normal working hours. 

 

In practice, this means an employee could request approval for community-based 

volunteering for up to a maximum of two days per annum – one day contributed by the 

employee from their leave allocation and one day granted as special paid leave for 

volunteering by the Council. 

For example: 

1 If an employee wishes to volunteer for one full day, they should use either annual leave, 

flexi leave or TOIL for half of that day and request a half day special paid leave for 

volunteering. 

2  If an employee has already completed a volunteering placement within the last year and 

has received a half day special paid leave for volunteering, and they wish to volunteer 

again, they should apply to use either annual leave, flexi leave or TOIL for half of that day 

and request a further half day special paid leave for volunteering. 

3  If an employee wishes to volunteer for two full consecutive days, they should apply to use 

either annual leave, flexi leave or TOIL for one of the days and request one day special 

paid leave for volunteering. 

 



   

 

Employer Supported Volunteering Policy, April 2014  Last Updated March 2023 
                                        

Managers are responsible for: 

• Promoting and raising awareness of the policy and the benefits it can have for 

employees, the Council and the local community. 

• Meeting with employees to discuss the volunteering activity, benefits to the local 

community and the impact that this will have on the employee’s workload and on 

service delivery. 

• Ensuring that fair consideration is given to every volunteering request received. 

• Ensuring that the maximum number of approved volunteering requests per employee 

is not exceeded in each calendar year. 

• Ensuring that all approved Employee Volunteering Requests are properly recorded 

on MyView to assist monitoring and reviewing. 

• Ensuring that any refused requests are communicated to employees timeously via 

MyView and the reasons for refusal are fully explained. 

Employees are responsible for: 

• Identifying and researching volunteering activities in which they wish to participate in 

and ensuring that there is no conflict of interest. PKAVS or Voluntary Action 

Perthshire can provide further information on local volunteering opportunities that 

employees may want to consider. 

• Requesting time off by discussing the volunteering activity with their Manager in the 

first instance and then making the formal application for time off via MyView. 

• Once the placement has been approved the employee is then responsible for 

organizing their workload accordingly in conjunction with their Manager. 

• Checking either with the Local Community Organisation or the Voluntary 

Organisation that the appropriate risk assessments are in place. The Council’s 

Health, Safety & Wellbeing Team will provide any advice in this area, if needed 

• Ensuring that any confidential information obtained during a volunteer placement is 

treated as such. 

• Agreeing to share their experience once their placement has ended. This could be 

communicated via a team meeting, by speaking to groups of staff or putting 

information on eric etc. 

• Terminating any volunteering placement if they believe that there may be a conflict of 

interest. 
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Local Community Organisations and Voluntary Organisations are responsible for: 

• Organising any induction training that may be a necessary part of enabling the 

volunteering activity to take place. 

• Ensuring that all volunteering placements are fully risk assessed. 

Making Requests – Process 

The employee should identify the volunteering activity and discuss this with their Manager 

before making any commitments. This will enable the Manager to establish if the activity is a 

suitable volunteering opportunity which will benefit the local community and whether it is 

feasible for the employee to undertake volunteering at that time. 

 

The employee should then make a formal application for Employer Supported Volunteering 

on MyView which will be sent to their Manager for approval. 

Provisions 

Employees should be made aware that the time given for any volunteering placement is not 

inclusive of travelling time to and from the activity location. 

 

Managers should clarify with employees that travelling expenses will not be paid for any 

volunteering activity. 

 

If employees wish to extend the period of time of their volunteering placement to enable 

them to fulfil their commitment, then this should be facilitated by using either annual or flexi 

leave or in their own time. 

 

If, for any reason, an employee is unable to attend their planned volunteering placement on 

the agreed day, they should inform their Manager of the reasons as soon as possible. They 

are also responsible for informing their key contact at the activity placement. If non-

attendance is due to sickness absence then the Council’s normal sickness absence 

reporting procedure should apply and employees can re-arrange their volunteering 

placement. If no reason is given for non-attendance this will be recorded as an unauthorized 

absence and will be dealt with in accordance with the Council’s relevant policies and 

procedures. 

 

Refusing Requests 

Managers should fully consider if the volunteering request can be accommodated and if this 

is not feasible, then the reasons should be fully explained to the employee.  The manager 

should formally reject any request on MyView which will trigger a non-approval email to the 

https://www.pkc.gov.uk/media/48132/Requesting-Volunteering-Leave-on-MyView/pdf/Revised_-Volunteer_Leave_MyView_Guidance.pdf?m=638144701336370000
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employee.  If the request is refused, employees should be reassured that the refusal is 

related to that specific request only and should be encouraged to re-apply or explore other 

options to support volunteering. 

 

Reasons that a Manager may refuse a request include: 

• If the volunteering opportunity does not fall within the Perth and Kinross area. 

• Having a detrimental effect on the ability to deliver services. 

• Having insufficient financial resources to provide critical cover in areas where staff 

ratios or minimum standards apply. 

• An inability to reorganise workload within the business area. 

Risk Assessment 

It is the responsibility of the Local Community Organisation or Voluntary Organisation to 

ensure that all placements are appropriately risk assessed. Employees are responsible for 

determining this at the planning/application stage of their volunteering placement. Time off 

for volunteering will not be granted unless a risk assessment has been completed. 

Insurance 

Employees who volunteer to work with a Local Community Organisation or a Voluntary 

Organisation will be covered by the organisation’s insurance cover for the time they are with 

them or working on their behalf. All organisations’ employers’ liability insurances must 

extend to cover trainees, volunteers and work placement students. 

 

Where employees are using their own vehicle or method of transport to carry out 

volunteering duties, they are responsible for contacting their own insurers regarding the 

extension to include volunteer work. Volunteers should be able to produce evidence of this 

cover. Travel to premises where volunteering work will be carried out will not be considered 

as mileage on behalf of the Council and will therefore not be reimbursed. 

 

Employees should also check other relevant insurance that they have in place, for example, 

personal accident and critical illness, to determine if there will be any impact on their cover 

when carrying out volunteering activities. 

Employee Conduct During a Volunteering Activity 

Employees participating in an Employer Supported Volunteering placement are 

representatives of Perth & Kinross Council. As such, normal standards of behaviour and 

conduct continue to apply. 
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Monitoring and Review 

The uptake of Employer Supported Volunteering placements will be recorded via MyView 

and the information will be reviewed regularly to ensure that the policy continues to meet 

the needs of the Council and to ensure it is compliant with relevant legislation. We will also 

seek feedback from Local Community Organisations and Voluntary Organisations on 

benefits and their experiences of having Council employees as volunteers. 
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7. Appendices 

The information contained within the policy should be used in conjunction with other relevant 

policies and procedures as appropriate, including: 
 
• Employee Code of Conduct 

• Achieving and Maintaining Standards 

• Conflict of Interest 

• Volunteers of the Emergency 

Services 

• Fairness at Work 

• Elections 

• Health and Wellbeing Framework 

• Corporate Health & Safety Policy 

 

 

 

 

 

 


