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[bookmark: _Toc15550359][bookmark: _Toc15550530]At Programmed, we recognise the value of volunteers in supporting our vision and making a positive impact in the community. This guideline outlines the principles, expectations, and procedures for employees who participate in our corporate volunteer program. 
Purpose 
The purpose of this guideline is to establish a framework that ensures a positive and mutually beneficial volunteer experience for both the volunteers and Programmed. It also aims to promote a culture of respect, inclusivity, and transparency. 
Benefits of Paid Volunteer Leave
Increased company pride and loyalty from employees
Heightened image and positive recognition by external stakeholders​
Improved employee morale, motivation, team spirit and initiative​
Enhanced relationships between people from different areas of the organisation​
Better employee attendance, recruitment and retention​
Professional and skill development opportunities for employees
Improved triple bottom line​
Transformative relationships between the company and the local community
Volunteer Opportunities 
Programmed recognizes the importance of investing in our local communities and provides volunteer leave in accordance with this guideline to support this commitment. It is the responsibility of each individual to actively seek, organize, and implement these opportunities in alignment with their skills, interests, and availability.
Volunteer opportunities may include, but are not limited to, event support, community outreach, skill-based projects, and mentoring programs. Employees are encouraged to take initiative in exploring and arranging these activities to enhance both their personal development and community engagement.
. 
Eligibility and Entitlement​
Volunteer leave is available to all part-time and full-time PPS, PFM and Group employees, including those on parental leave. 
2 days per financial year, paid at the employee’s normal rate of pay as though they had worked normally​.
Volunteer leave is available at the start of each calendar year for existing employees​, and for new employees, volunteer leave will become available following their first standard pay cycle. 
Volunteer leave is not cumulative year on year. ​


Principles​
Where possible, employees should take the leave as a team to promote connections and team building​.
Subject to standard leave policies, i.e. employees must provide  sufficient notice, obtain manager approval, and apply via MyHub​ as ’Volunteer leave”, for salaried employees and via Timefiler for waged employees.
When applying for the leave, employees are required to provide details of their volunteer organization, location and expected start and finish times​.
Leave can be taken in conjunction with other leave types​.
Where the volunteering event does not take a full day, the employee will still be paid as such and pay will not be deducted.  
Volunteer Responsibilities 
Whilst taking volunteer leave employees are expected to: 
Comply with Programmed's policies, guidelines, and procedures, including but not limited to the code of conduct, confidentiality, and safety guidelines. 
Perform their assigned duties to the best of their abilities and in a timely manner. 
Respect the confidentiality of sensitive information they may encounter during their volunteering. 
Act in a manner that reflects positively on Programmed and our values. 
Report any concerns, incidents, or accidents to the designated contact person promptly. 
Code of Conduct 
Employees utilising volunteer leave are required to adhere to a code of conduct that includes: 
Treating all individuals with respect and dignity, regardless of their background, ethnicity, gender, or beliefs. 
Refraining from any form of harassment, discrimination, or abusive behaviour. 
Respecting the confidentiality of sensitive information and data related to the organisation and its’ stakeholders. 
Using resources responsibly and only for authorised purposes.
Insurance and Liability 
Employees on volunteer leave will be covered by Programmed’s insurance policy for any work-related injuries or accidents that occur while volunteering within the scope of assigned duties. Employees should not operate vehicles or equipment unless authorised and appropriately trained. 
Choosing a Volunteer Organisation​
All organisations will be considered, provided they meet some or all of the following criteria:​
The organisation is registered​.
The location is easily accessible by car or public transport​.

	Example Volunteer Industries / Areas:

	Not for profit
	Partnering with established charities or community-based non-profits to create significant impact and offer various volunteering opportunities.

	Environmental
	Companies focused on sustainability and environmental conservation that protect the environment and work on ecological projects.

	Schools and educational institutions 
	Collaborating with schools to provide opportunities for mentoring, tutoring, and supporting educational initiatives. 

	Animal shelters and rescue organisations
	Working with animal shelters for activities such as walking dogs, socialising cats and assisting with pet adoption events

	Healthcare
	Partnering with hospitals, clinics, or health-focused organisations to provide opportunities to volunteer in health-related projects. 

	Food banks and hunger relief
	Food banks to help address food insecurity and support vulnerable communities 

	Elderly care
	Partnering with nursing homes or elderly care facilities to engage with and support senior citizens. 

	Environmental clean-up groups
	Local groups dedicated to cleaning up beaches, parks, and other natural areas. 

	Youth mentoring
	Opportunities to guide and support young individuals. 

	Homeless shelters
	Collaborating with organisations that assist the homeless population with activities such as serving meals, providing clothing or participating in outreach programs. 

	First Nations 
	Supporting local and regional First Nations programs.





Partner Organisations
	Australia
	New Zealand

	Australian Red Cross
https://www.redcross.org.au/charity-corporate-partnerships/#become
	KidsCan/ Oxfam Aotearoa 


	The Smith Family https://www.thesmithfamily.com.au/get-involved/partnerships/corporate-social-responsibility  
	Kaipatiki 


	Conservation Volunteers Australia
http://conservationvolunteers.com.au/partnerships/corporate-partnerships/
	MOE/ Volunteering NZ

	Willum Warrain Community
www.willumwarrain.org.au/partners/
	SPCA

	Fare Share (Corporate Volunteering) 
www.fareshare.net.au/corporate-volunteering-melbourne/
	Starship/ ADHB


	Australian Wildlife Conservation
www.australianwildlife.org/support-us/partnerships/
	Kore Hiakai

	Volunteering Australia
www.volunteeringaustralia.org/get-involved/partners-supporters/
	The Selwyn Foundation

	RSPCA
www.rspca.org.au/node/54661
	Auckland Council

	Greening Australia
www.greeningaustralia.org.au/our-corporate-partners/
	Big Brothers Big Sisters NZ

	Beyond Blue
www.beyondblue.org.au/about-us/who-we-are-and-what-we-do/our-funding/corporate-partners   
	Auckland City Mission / Orange Sky NZ


	Habitat for Humanity - Corporate partnerships with ongoing participation fee of $5,000

	Ronald McDonald House - Varies between Australian states and New Zealand
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