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Dear Councillor

I am now able to enclose, for consideration at the 12 March 2019 meeting of the Joint Human 
Resources Committee, the following supplementary information that was unavailable when the 
agenda was printed.
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2 Minutes  

To approve the minutes of the Extraordinary Joint Human Resources 
Committee meeting held on 13 September 2018 and 6 December 
2018.
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EXTRAORDINARY JOINT HUMAN RESOURCES COMMITTEE

13 September 2018

EAST HAMPSHIRE DISTRICT COUNCIL AND HAVANT BOROUGH COUNCIL

At an extraordinary meeting of the Joint Human Resources Committee held on 13 
September 2018

Present 

Councillor: K Carter (Vice-Chairman in the Chair)

Councillors: J Branson, P Crellin, A Glass and Y Weeks

6 APOLOGIES FOR ABSENCE 

Apologies were received from Councillors N Noble, I Scott and K Smith.

7 CHAIRMAN'S ANNOUNCEMENTS 

There were no Chairman’s announcements.

8 DECLARATIONS OF INTERESTS 

There were no declarations of interest.

9 WELLBEING STRATEGY 

The committee considered the report of the HR Business Partner and 
commended officers on the quality of the strategy and the simple layout of the 
summary document.

The committee requested that its strong recommendation that the strategy be 
approved by Full Council be noted.

Following the discussion it was RESOLVED that the Wellbeing Strategy be 
Recommended to Council for approval.

The meeting commenced at 4.00 pm and concluded at 4.31 pm

……………………………….

Chairman
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EXTRAORDINARY JOINT HUMAN RESOURCES COMMITTEE

6 December 2018

EAST HAMPSHIRE DISTRICT COUNCIL AND HAVANT BOROUGH COUNCIL

At a meeting of the Joint Human Resources Committee held on 6 December 2018

Present 

Councillor Smith K (Chairman)

East Hampshire District Council: Councillors Carter (Vice-Chairman) and Glass 
Havant Borough Council: Councillors Weeks, Crellin and Scott

10 APOLOGIES FOR ABSENCE 

Apologies for absence were received from Councillors Branson and Lowe.

11 DECLARATIONS OF INTERESTS 

There were no declarations of interest. 

12 APPOINTMENT OF RECRUITMENT PANEL 

The Committee considered the report from the Monitoring Officer for the 
appointment of a Panel to recruit an Interim Chief Executive and Service 
Directors.

Members were advised that the process set out in the report complied with the 
Constitution of both Councils.

RESOLVED that;

a) An Appointment Panel be established to interview the candidates and 
recommend to Full Council the appointment of the preferred candidate to 
fill the post of Interim Chief Executive. This Appointment Panel will 
consist of Cllrs Millard, Butler, Wilson and Pike, along with Martin 
Horton, HR adviser (in a non-voting role).

b) An Appointment Panel be established to interview the candidates and 
appoint to the Interim Service Director (Neighbourhoods and Operations) 
and Interim Service Director (Regeneration and Place) posts. This 
Appointment Panel will consist of Cllrs Millard and Wilson along with the 
preferred candidate of the Interim Chief Executive post (as referred to in 
(a) above). Martin Horton, HR advisor, will also be a non-voting member 
of the Panel. 

The meeting commenced at 11.00 am and concluded at 11.15 am

……………………………….

Chairman
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Section 1 - Purpose 
 
1.1 The aim of the Volunteer Leave Scheme for employees of the Council is to; 
 

• Support the Councils’ Community agenda by encouraging employee 
participation in volunteering; 

• Benefit local voluntary community organisations where possible; 

• Allow employees to apply and improve their skills and give them a greater 
range of experience;  

• Encourage a healthy work/life balance for employees.  
 
1.2 Whilst all employees are actively encouraged to participate in volunteering, the 

Council reserves the right to refuse or defer any request for volunteer leave to 
ensure that quality services continue to be delivered to customers and 
residents at all times.  This applies to both front line and support services 
equally. 

 
1.3 The Council is committed to being an equal opportunities employer and is 

therefore committed to equality and diversity principles in operating this 
scheme.  

 
 
Section 2 - Definition of a Volunteer 
 
2.1 There is currently no legal definition of what a ‘Volunteer’ is, however, the term 

‘volunteering’ is broadly described as ‘any activity which involves spending 
time, unpaid, doing something which aims to benefit someone (individuals or 
groups) other than or in addition to close relatives or to benefit the 
environment’. (Volunteering England) 

 
2.2 A ‘Volunteer’ is therefore anyone who freely commits time and energy for the 

benefit of others, without expectation of any financial reward.  
 
 
Section 3 - Scope 
 
3.1 This procedure will apply to all employees who currently undertake 

volunteering or are considering volunteering in the future. 
 
3.2 This procedure aims to provide clear direction and guidance to employees 

who wish to volunteer and Manager’s who manage staff who volunteer. 
 

 

VOLUNTEER LEAVE 
 
Agreed April 2013 
Reformatted Oct 2015 
Revised Mar 2019 
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Section 4 - Principles 
 
4.1 Volunteer Leave will only be recognised for volunteering activities which are 

undertaken for a registered charity or voluntary organisation.  One-off projects 
that will benefit the community or individuals will also be considered. 
Examples of one off projects are community organised days to tidy/maintain a 
neighbourhood and marshalling at a community event. 

 
4.2 The Council recognises that the voluntary sector can face challenges in 

sourcing volunteers. As such, under this scheme an employee will be able to 
volunteer for up to an equivalent of two working days per annum (pro rata to 
hours of work). For the purposes of this scheme, volunteering will normally be 
undertaken during an employee’s normal working hours.  

 
4.3 In exceptional circumstances, an employee may volunteer outside of their 

normal working hours and take an equivalent amount of time off in lieu during 
normal working hours. Where this occurs, approval must be sought from an 
employee’s Head of Service in advance of undertaking volunteering activities 
and evidence of the volunteering activity must be provided.  

 
4.4 Volunteer Leave will count as paid special leave and will be subject to Head of 

Service approval. The needs of the service must be considered as a priority in 
agreeing to any request for volunteer leave. Agreement by the Head of 
Service must be sought before any volunteering takes place, or the employee 
commits to any volunteering. 

 
4.5 Where an employee already volunteers they may benefit from this scheme 

provided their volunteering meets the criteria. No backdated volunteer leave 
will be provided. Volunteer leave will commence from when an employee’s 
volunteer leave application is approved. 

 
4.6 Volunteer leave may be taken in a number of ways, which best meets the 

needs of the volunteering organisation, the employee and the Council, and 
which is approved by the Head of Service e.g. two consecutive days, four half 
days or taken in blocks of a few hours.  

 
4.7 A Volunteer Leave Application (attached) must be completed by the employee 

and authorised by the Head of Service before any volunteering is undertaken 
or committed to by the employee.  Leave taken under this policy must be of 
benefit to the employee and the Council equally. A copy of the completed and 
signed form must be provided to Capita HR.  The application details further 
principles which form part of the scheme. 

 
4.8 Employees wishing to volunteer under this scheme will be responsible for 

organising their placement with the appropriate volunteering bureau or directly 
with the organisation concerned.   
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4.9 Employees planning to undertake an approved period of volunteer leave must 
enter the dates into the relevant leave recording system, in advance of the 
volunteering taking place.  

 
4.10 Employees who have successfully applied to undertake volunteering activity 

within the scope of this Scheme should request special leave through the 
normal leave booking procedures, where the activity will be undertaken in 
normal working hours.  Where the volunteer activity will be undertaken outside 
of normal working hours, staff should reclaim this as Time off in Lieu (TOIL), 
again using the relevant leave booking procedures. 

 
4.11 Employees benefiting from this scheme will be required to provide an annual 

update to the Council on the contribution their volunteering has made. This will 
raise the profile of the scheme and in turn, encourage more staff to volunteer. 

 
 
Section 5 - Review of Procedure 
 
5.1 This procedure will take effect from 12th March 2019 and will be subject to 

regular review in consultation with representative bodies. 
 
5.2 The Capita HR team will collate completed Volunteer Leave request forms and 

will report leave taken under the Scheme to Executive Board on an annual 
basis. 
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APPENDIX A: VOLUNTEER LEAVE SCHEME APPLICATION 
 
The Council recognises that employees gain valuable skills and experience in 
undertaking voluntary work and consider voluntary leave to be an opportunity for 
personal development.  In line with other learning and development activities, 
volunteering should be planned to obtain the maximum benefit for the employee and 
the Council.  Employees wishing to undertake a volunteer placement under the 
Scheme must provide the information requested below, in discussion and agreement 
with their immediate line manager.  The relevant Head of Service must also approve 
the application prior to submission. 
 
To be completed by the employee: 

Name  
 

Job title   
 

Directorate  
 

Line Manager  
 

Head of Service  
 

Start and end dates  
 

Required time commitment 
(days/hours) 

 
 

Name and address of voluntary 
organisation/project 

 
 
 
 
 

Brief description of volunteer duties 
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To be completed by the employee and line manager/Head of Service: 
 

What specific skills and experience 

will you gain from this placement? 

 

 
 
 
 
 

How will you apply these skills and 
experience in your role? 

 
 
 
 
 
 

In what way(s) will your team benefit 
from your volunteer placement? 

 
 
 
 
 

Line manager comments on the 

above 

 

 
 
 

Head of Service comments on the 

above 

 

 
 
 

 
Authorisation: 
 
To be signed by the applicant: 
 
The information given above is correct and I agree to abide by the Scheme rules.  If 
the application is approved and subsequently I do not undertake the placement, I will 
notify my line manager and cancel my request for volunteer leave. 
 
In addition, I commit to report back to my line manager on the experience and skills I 
have gained through volunteering. This will be provided on an annual basis to my line 
manager. 
 
 
 
Signed………………………………………… Date………………………... 
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To be signed by the Head of Service; 
 
I agree to the application for Volunteer Leave under the Scheme details. 
 
 
 
Signed………………………………………… Date………………………  
 
OR 
 
 
I am unable to agree to the application for Volunteer Leave under the Scheme details 
at this time and have outlined my reasons below, including an alternative proposal 
where reasonably practicable. 
 
Reasons: 
 
 
 
 
 
 
 
Signed……………………………………  Date………………………... 
 
 
Once signed by the above this form should be sent to Capita HR. 
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