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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Volunteer Time-Off Policy  (VTO)

The Company offers a Volunteer Time Off (VTO) program to all regular employees.

The purpose of this philanthropic program is to support activities that enhance and serve the communities in which we live and work.  The intention is for the Company to give back to our community and to allow Company employees to share in that effort.  At the same time, the Company recognizes that participating in volunteer activities enriches the lives of our employees.

All regular, full-time employees receive 40 hours of VTO per calendar year; regular part-time employees receive 20 hours of VTO per calendar year.  New employees receive VTO on a prorated basis.  VTO is refreshed at the beginning of each calendar year.  Unused VTO cannot be carried over from year to year, and is not paid out at termination.  VTO may not be converted to PTO, or any other form of paid time off.

VTO may be used during an employee’s regularly scheduled work hours.  VTO may only be used outside of these hours for Company-sponsored activities.  VTO is considered compensated “non-work” time, so is not included as “hours worked” for overtime purposes.

VTO may be used in support of any charitable organization.  Employees can choose a charity of their choice, or work together with other employees of the Company on a team effort.  VTO may not be used to support organizations that do not adhere to the Company’s core values, including equal employment opportunity, harassment-free environments, and mutual respect.  Employees using VTO are also asked to be proactive in fostering the Company’s positive community relationships.

When you identify a VTO opportunity, fill out a VTO Request Form and submit it to your supervisor at least one week before the requested time off.  Requests will be considered in light of business needs.  
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