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Requesting Volunteering Leave

2

Open MyView. In the left-hand panel, click ‘My Time 
Management’, then ‘Employee Calendar View’.

In ‘Employee Calendar View’, navigate to the calendar and 
right-click on the day of the activity. 
Hover over ‘Add’ and click on ‘Volunteering’.
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Requesting Volunteering Leave
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In ‘Comments’, enter a brief description of the planned 
activity, then enter the Date and select Full Day or Part 
Day as appropriate.

When booking a Part Day, enter the Time that the 
volunteering leave will start, and the number of Hours 
off required.

Click ‘Submit’.
Your request is now complete.
However, please note that, as part of our Volunteering 
Policy, you will be required to provide feedback after 
the event or activity has been completed. 
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Feedback form after Volunteering Leave
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The feedback form can be accessed via ‘My Forms 
Landing Page’ in MyView (at the bottom of the left-hand 
panel).

In ‘My Forms Landing Page’, navigate to ‘Volunteering 
Activity Log’ and click the ‘Start’ button to open the 
form.

When you have completed the form, click the ‘Submit’ 
button at the bottom of the screen.
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Approving Volunteering Leave
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Once the request has been submitted, the appropriate line 
manager will receive an Absence notification in their 
‘Authorisation’ widget, alongside the date of the request.

The request can be authorised by either clicking the green 
tick in the ‘Authorisation’ widget, or by clicking on the date of 
the request and selecting ‘Authorise’ in the following screen.

The volunteering leave will then appear in the line manager’s 
calendar views under ‘MyTeam Time Management’, as well 
as in the employee’s calendar views.
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Approving Volunteering Leave
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The line manager can check the employee’s remaining 
volunteering entitlement balance by navigating to ‘MyTeam
Time Management’ -> ‘Calendar View’ and selecting the 
relevant employee.

The employee can view this information by navigating to 
‘Entitlement Details’ and selecting the ‘Volunteering’ 
absence type.
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