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Volunteering Policy 
 
Introduction 

Amey's objective is to be an active and responsible member of the communities in which it 
operates.  One of the ways we can do this is to give back and volunteer in our local 
communities.  
Amey define volunteering as ‘time off during the working week for employees to pursue their 
own personal community activities, or employee involvement organised by the company as part 
of its strategic community investment’. Amey believes volunteering additionally offers routes for 
employees’ personal and professional development, enabling us to share our skills and know-
how to help create better places to live, work and travel. 

Community Involvement Days 
Amey encourages employees to undertake volunteering activities and actively promotes 
volunteering opportunities through our ‘Community Involvement Day’ programme.  
Full time employees of Amey are eligible for a maximum of 1 Community Involvement Day 
(CID), taken as paid leave, each financial year. This is the equivalent of 8 hours; 1 working day 
is 8 hours, 7.5 hours plus a 30 minute lunch break. CIDs can be done by the hour or as an 8 
hour day. Volunteering hours cannot be ‘carried’ into the following financial year.  
CID activities must take place during normal working hours. Use of CIDs outside of normal 
working hours will only be recognised as part of the programme where the opportunities are 
promoted by our corporate programme. 
If an employee’s CID is only possible out of regular working hours – whether as part of a 
recognised and/or an Amey promoted opportunity or a personal community activity – time off in 
lieu is not provided. However, it is up to the discretion of line managers and heads of 
departments to allow the arrangement of flexible working hours if required to facilitate the 
activity. This would not constitute any change to terms and conditions of employment. 

Scope of CID activities 
Amey encourages employees to undertake activities in liaison with community organisations or 
charities, recognising as legitimate volunteering opportunities those activities that address social 
or environmental issues. These may, or may not, be specifically related to the business 
activities of Amey.  
An employee may use a charitable fund-raising event/day as their CID. 
The activity must benefit a not-for-profit, community organisation, or a UK registered charity. 
The organisations must support one or more of the following: the environment, the local 
economy, education or employment.   
Examples of suitable community days are as follows:  
• Environmental – local park or village litter-pick days, tree-planting. 
• Local economy – through either offering employment and skills training or helping people be 

more “work ready” (i.e. STEM). 
• Educational – working with youth organisations (training or activity days), school 

governor/committee activities, after school/youth worker activities. 
• Employment – adult learning volunteer groups, back to work/job seeker help and advice. 
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Exclusions 
Amey do not make investment in or donations to political parties or religious organisations, 
however it is recognised that some charities may have links to religions organisations as a 
secondary motif. Employees wishing to undertake these activities may do so in their own time, 
independent of their employment with Amey and their volunteering hours.  

How to Apply 
Employees will need to speak to their line manager in the first instance, in order to coordinate 
with other work related responsibilities. They will need to:  
• Complete a ‘Community Involvement Checklist’ (AMEY-SV-VOLUNTEERING-FO-01) and then 

provide this to an appropriate manager for approval 
• Register your CID via HR Self Service - in the same way as an annual leave request (there is 

an  ‘Volunteering Day’ option). 
Wherever possible, requests for CIDs should not conflict with any peak work schedule, other 
work related responsibilities or cause conflicts with other employees’ schedules. 
Where appropriate your manager will record details of your volunteering activities on the 
contract community register. 

Expenses 
Amey will reimburse expenses for reasonable travel during normal working hours only. 
Expenses for CIDs are considered as regular business expenses and must comply with the 
Business Expense Policy.  
Each contract or function will identify to what level it can further support the community 
activity, we encourage you to work with your manager to find an option that suits you and your 
team and our clients. All requests will be considered at the manager discretion and considered 
in line with operational requirements. 

Recording Data 
Amey reports volunteering data in monthly and annual reporting. A record needs to be kept of 
how many people volunteer, how many hours and equivalent days are spent volunteering, what 
opportunities are chosen and the impact our CID programme has on our employees, our 
business and the beneficiaries.  
After completing your CID (either on promoted activities or personal community activities) 
employees must complete a ‘Community Involvement Day – Feedback’ survey, which can be 
accessed via AmeyWorld. 
If the opportunity is ongoing, e.g. mentoring, the survey should only be completed once for 
that particular activity at the end of the financial year.  
Completing the feedback survey serves to log volunteering hours and collect information for 
measurement and reporting of the impact of the volunteering programme and for improvement 
of the programme.  

Insurance, Risk and Health & Safety 
Amey will ensure that employees undertaking recognised and/or promoted volunteering 
activities as part of our volunteering programme are either directly or indirectly covered for 
insurance purposes in respect of personal injury, professional and public liability insurance.   
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Where employees undertake personal voluntary work not promoted by the Amey CID 
programme, the responsibility lies with the employee to confirm or arrange appropriate 
insurance coverage requirements. Where necessary they should check with the organisation 
they are supporting to ensure that the project itself is covered by the appropriate 
public/employers liability insurance. Health and safety checks will also need to take place and 
any relevant training undertaken. 
To support and ensure appropriate consideration has been given, a ‘CID Checklist (AMEY-SV-
VOLUNTEERING-FO-01)’ must be completed by the person co-ordinating the CID/volunteer and 
reviewed by an appropriate manager, as part of the approval to proceed. 
The HSEQ team (including Operational Safety Advisors) do not need to attend volunteering 
days as a form of supervision – but can be used to advise and guide employees in planning 
their Community Involvement Days. 

Summary of Community Involvement Day Responsibilities 
All employees have a responsibility to: 
• Ensure their CID is within the specified criteria before applying 
• Ensure a CID Checklist is completed and approved by an appropriate manager before they 

undertake their CID 
• Record volunteering using HR  Self Service - where they are not able to do so directly 
• Complete the ‘Community Day – Feedback’ survey. 
 
People Managers have a responsibility to: 
• Ensure employees are aware of this Volunteering Policy. 
• Review completed CID Checklists and approve employee requests to use their Community 

Involvement Day 
• Record volunteering using Manager Self Service for each employee who takes part – where 

they are not able to do so directly 
 
 

Amanda Fisher 
Chief Executive  
June 2020 
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