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Introduction 

 
The University believes that volunteering is an integral part of what we do and 
encourages its staff from all parts of the University and on both campuses to participate 
in voluntary work. Consequently, volunteering figures highly in the University Strategy 
2017-27.  The Staff Volunteering (SV) scheme gives staff the opportunity to take time 
off from their normal work - without losing pay - to get involved in voluntary activities of 
mutual benefit to you, the University and the community. The actual amount of time off 
will depend on the type of activity you have chosen, the needs of the organisation or 
group involved and agreement by your line manager. The scheme is acknowledged in 
the staff appraisal process so your voluntary work and the skills you develop can be 
acknowledged. 
 
The scheme is open to all staff, regardless of grade or position– new to volunteering 
and seasoned veterans alike.  If you already volunteer, you may wish to have your 
existing voluntary work recognised and brought into the SV scheme.   
 
It is important to stress that time off to volunteer through the University scheme is not 
a formal automatic entitlement – staff have the opportunity to apply to volunteer but 
approval is based upon line manager approval, taking into account 
individual/departmental operational requirements.  Having said that, given volunteering 
is an important part of the University’s strategy; we strongly encourage all managers 
to do their utmost to support volunteering, wherever possible 
 
The purpose of this document is to provide concise guidance to staff as to what they 
can do under the SV scheme and to provide supporting information.  Further guidance 
can always be sought from the SV team.  
 
Scope 

 
This policy applies to all University staff, regardless of grade, in line with their 
contracted hours.  See the following sections for definitions of eligibility  
 
 
Staff Volunteer definition 

 
For the purposes of this policy a staff volunteer is defined as an employee of Durham 
University who engages in volunteering tasks in normal work time1, approved and 
supervised by the SV team.  Such tasks are voluntary, unpaid and for the benefit of 
our Community Partners.  In order to comply with this definition, staff must be 
registered with the SV team and have line manager approval to participate. 
 

                                            
1 The staff member’s normal working hours as defined by their contract of employment 



We make clear definitions that volunteering is not specifically a team building activity 
as the primary driver of all volunteering must be to support and assist our Community 
Partners.  It is acknowledged that a welcome by product of volunteering is significant 
staff development and wellbeing 
 
Volunteer rights and responsibilities 

 
By participating in the volunteering the SV team warrant that: 
 

 Opportunities will be as wide ranging in terms of type, location, timing and flexibility, 
but always with the aim of contributing meaningfully to the aims of our Community 
Partners 

 Volunteers will be matched with volunteering opportunities which match their skills, 
interests and abilities 

 The administrative process will be as streamlined as possible 

 Any specific volunteer needs identified through the registration process will be 
managed sensitively  

 Appropriate guidance and training, where appropriate, will be provided prior to 
undertaking any task 

 Appropriate Personal Protective Equipment (PPE) will be provided 

 Risk Assessments will be carried out prior to each task 

 Appropriate supervision will be in place 

 All personal data will be held appropriately for the purposes for which it was 
collected and will be deleted when no longer required, in line with the Data 
Protection Act 1998 and the University’s own data protection protocols  

 
We expect all volunteers to: 

 Throughout their volunteering in work time, volunteers remain University 
employees and are expected to represent the best interests of the University at all 
times  

 Volunteers have the right to withdraw from volunteering at any time, without 
prejudice 

 
 
 
Eligible time off in work time 

 
The volunteer approach approved by UEC confirms that all staff may apply to volunteer 
in work time for up to five days a year.  For the sake of clarity, the year is defined as 
the Academic year and the five days is identified as 35 hours. 
 
There is no provision for staff to be paid (other than to receive reasonable expenses) 
nor can volunteer time outside of working hours be counted ‘in lieu’.  Part-time 
employees can apply to volunteer pro-rata, e.g. someone working 17.5 hours a week 
can apply for a maximum of 2.5 days in any one year.  Unused volunteer time from 
one year cannot be carried over to the next. Staff applying to volunteer must be eligible 
to be at work, i.e. not signed off as ill, on annual leave, maternity leave or similar 
 
When staff apply to take volunteer time, it is reasonable to include some travel time to 
and from the task and that, in the event that the activity requires a change of clothes, 
staff should be permitted sufficient time to change and clean up if returning to the 
workplace.  
 



The SV team will record all volunteering undertaken directly through scheme but for 
other approved individual volunteering it is expected that staff will record their hours 
via the SV online system.  
 
In the event of a line manager declining an application to volunteer, in the first instance 
an informal discussion with the line manager should be sought to resolve the issue.  
Advice may be sought from the SV team, but ultimately the decision rests with the 
individual’s line manager, which is final. 
 
  
Volunteer training  

 
The majority of Team Challenges require no specialist skills or training.  Nevertheless, 
for all team activities a task briefing and Health & Safety talk will be given to volunteers, 
either by the Community Partner or the University representative.  Appropriate safety 
equipment will always be made available.  Although the risk assessment, registration 
and briefing process should eliminate any issues, staff retain the right to refuse to 
undertake any task if they feel uncomfortable doing it, without prejudice. 
 
 
Staff development 

 
Numerous studies highlight the benefits of volunteering in terms of staff wellbeing and 
development 
 
 
DBS checks 

 
Staff volunteering directly through the SV scheme will not be required to have a DBS 
check for one-off tasks.  Where an individual has agreed a longer volunteering 
placement which requires a DBS, the expectation is that the Community Partner will 
facilitate this and carry the cost. 
 
 
Expenses 

 
The SV team has a very small budget but all reasonable requests for expenses will be 
considered.  We encourage staff to car share where possible to Enquiries should be 
direct to the Head of Staff Volunteering 
 
 
Insurance 

 
All staff members volunteering in work time, via the SV scheme are covered by the 
University’s standard insurances.  It is confirmed that the University has appropriate 
Public Liability and Employer’s Liability insurance.  Additionally, as part of the 
registration process, all Community Partners are required to confirm their own 
appropriate insurances.  If staff are using their own vehicles to travel to a volunteering 
task and/or carry colleagues, they should ensure they have the appropriate motor 
insurance in place. 
 
 
 
 



Recognition 

 
There are a number of mechanisms whereby volunteers are recognised by the 
University for their contribution.  These include: 
 

 University Volunteer Awards Ceremony, held annually in June, including: 
o Individual Staff Volunteer of the Year Award 
o Staff Volunteer Team of the Year Award 

 Annual Volunteer day Celebration to which all staff volunteers are invited 

 Staff completing a full five day commitment in any one year can be eligible for 
an ILM accredited certificate 

 Volunteering can be raised and discussed within the Annual Development 
Review process 

 All staff volunteering through the SV team also receive a small token of thanks 
after the event. 

 
 
 
Benefits of being a SVO volunteer include: 

 

 Making a meaningful and worthwhile contribution to supporting approved groups 
and organisations and the communities they serve, 

 Time out from normal work routines and environments to re-energise and gain a 
different perspective, 

 The chance to meet and socialise with people from different parts of the University 
and the wider community, while engaged in a common purpose, 

 Volunteering support, including access to the complete database of staff 
volunteering opportunities, assistance provided by the SVO Volunteer Coordinator, 
a newsletter, celebrations of volunteering, and Volunteer Celebration Day in June, 

 Bringing new experiences, knowledge and skills back to the workplace, which can 
be included in annual staff appraisal reports and will contribute to the personal and 
professional development of individual staff members, 

 Having what you do recognised by the University, e.g. annual awards ceremony, 
ILM accredited certificate 
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