[image: image2.jpg]&=

ENTREPRENEURS’

F O U N D A T 1 O N




[image: image1.jpg]&=

ENTREPRENEURS’

F O U N D A T 1 O N





Sample Volunteer Time Off (VTO) Policies

Sample 1

COMPANY Volunteer Time Off Policy

Beginning January 1, 20XX, COMPANY has added a Volunteer Time Off (VTO) policy to its list of employee benefits.

Purpose/Goal:

The purpose of the COMPANY philanthropic program is to support activities that enhance and serve communities in which we live and work and the issues that impact quality of life.

The intention is to participate in giving back and supporting the community and to allow the employees of COMPANY to share in that effort.  At the same time, COMPANY recognizes that participating in these sorts of activities enriches the lives of its employees.  Community is not defined as just local community, but may encompass the global community.

Amount of Time:

Employees can donate up to 24 hours (3 days) per calendar year toward a 501c3 charitable organization, in accordance with COMPANY’s giving and volunteering guidelines.  More than one organization may be chosen.  

The hours break down as follows:

· 2 half-days off for group volunteer activities, sponsored by the company (8 hours)

· 16 hours off for personal volunteering by the employee

This donated time, up to 24 hours per calendar year, will be considered paid time off.  The pay rate will be the employee’s current base salary on the day(s) the time is taken.

This time is refreshed at the beginning of each calendar year, unless the program is amended or discontinued, and does not accrue from year to year.  Usage of this time or lack thereof does not affect vacation accrual or sick leave usage.

Eligibility:

All full time regular employees of COMPANY are eligible to participate in this program.  There is no minimum service requirement for participation in this program.  Employees can choose a charity of their choice or work together with other employees of COMPANY on a team effort.

Ineligibility:

You are ineligible to participate in the Program, if:

1. The employee’s employment with COMPANY terminates for any reason.

2. The employee is on a Performance Improvement Plan.

3. The Program is discontinued.  The Company reserves the right to amend or terminate this program at any time without prior notice.  The Company also reserves the right to revoke approval if it is felt that the employee is misusing the Program. 

Approval Process:

Employees must fill out the VTO Request Form and submit it to his/her manager at least one week before the requested time off.  The manager should then get HR approval as well.  Approval is at the discretion of the employee’s manager and HR.  

COMPANY sponsored VTO may not be used for organizations that discriminate based on creed, race, religion or sexual orientation. 

Examples of appropriate uses for VTO:

· Building a house for Habitat for Humanity

· Donating your time at a food bank

· Cleaning up the beach, highway or park

· Coaching a basketball team of inner city disadvantaged young adults

· Participating in Big Brother/Big Sister programs

Inappropriate examples:

· Taking a ski vacation and charitably giving ski lessons

· Coaching your kid’s basketball team 

· Attending your kid’s PTA conference

· Attending a professional, religious, or personal interest conference

Community Service Program Enrollment Form

	Employee Name:
	 

	Work Phone:
	 

	Email:
	 

	Community Organization Name:
	 

	Address:
	 

	City/State/Zip:
	 

	Phone:
	 

	Website:
	 

	Tax ID number:
	 

	Date(s) and time(s) of VTO requested 

(e.g. 7/26/08, 9AM-Noon):
	

	Total Number of hours requested:
	 

	I will be doing this action with other COMPANY employees, GROUP ACTIVITY ORGANIZED BY:  
	

	
	

	Description of volunteer activity you will do:

	 
	 

	 
	 

	 
	 

	 
	 


Employee Signature

date


Manager Approval


date

Submit to Human Resources when approved

Sample 2

Community Involvement Program

XXXXX will from time to time, typically on a quarterly basis, offer opportunities for employees to become involved in the community.   This may include the opportunity to help build homes for needy families through a Habitat for Humanity project, or to participate in a food drive to support the Second Harvest Food Bank.  The Company’s goal in having this program is not only to support the community with financial and/or human resources, but to foster employee collaboration and team-building, enrich the lives of employees and positively impact the morale and culture at XXXXX. 

XXXXX has formed a Community Involvement (CI) team to discuss and decide on company events, activities, and potential financial contributions.  The CI team is composed entirely of XXXXX employees and includes representatives from each of Company’s primary functional areas.  Any employee wishing to be a member of this team should notify a representative of the HR department, so that his or her membership may be considered for future openings.   

If you have suggestions regarding community activities and/or non-profit organizations for XXXXX to support, please send them to a member of the CI Team.  The names of all CI Team members can be found ____.  Please understand that the CI Team may have many more requests for activities than can be reasonably accommodated.  The CI Team will set reasonable guidelines for determining which activities to pursue, with special consideration given to projects that fall into areas of interest as identified by periodic surveys of the employee base.  The CI Team will not support activities that are political or religious in nature, or that involve the personal interests or agenda of the recommending employee.  

Since XXXXX is in a relatively early growth stage, the budget for financial contributions is very limited.  Small grants, typically in the $100-$500 range, may be made from time to time to select non-profit organizations.  In deciding on the recipients of such grants, the CI team will refer to the same guidelines used for determining which non-profits to work with on a volunteer/activity basis.  
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