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Requesting Volunteering Leave
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Requesting Volunteering Leave

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.

Comments | Severfield Foundation careers fair }

Dates Full Day Part Day Time Hours off

e.g. 15:30 for half
past three

F *
oM 22/0002023 B O o) [ 08:30
To*| 22/02/2023 B&

hrs decimal

hrs decimal

[ 4.00

N 2000

Total Time \

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

The feedback form can be accessed via ‘My Forms
Landing Page’ in MyView (at the bottom of the left-hand

panel).

My Delegated Responsibility S
N
\

My Forms N
\

70

Z

I My Forms Landing Page

Z

D

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.

\ Volunteering Activity Log ‘

I

@ / Dashboard / My Forms Landing Page / Start Volunteering Activity Log

Volunteering Activity Log

Please use this form to let us know about any social value/CRS-related events or activities that you participated in. We only need one submission per
event/activity.

This form should take no more than 2 minutes to complete and is used to report on Severfield's social value activities. Any data used for either internal or
external reporting is always anonymised.

This form is mandatory for anyone who has participated in a business-approved social value/CRS-related event or activity.

General Ceneral

When did the activity take place?

Optional
[ dd/mm/yyyy 5
Where did the activity take place? (Postcode or nearest town)
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Approving Volunteering Leave
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Approving Volunteering Leave

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.

Outstanding Balances (with period end date)

Holiday(31/12/2023) : 199.25 Hours

Volunteering(31/12/2023) : 6.0 Hours

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

My Time Management ”~ . )
User Guide - Full Day User Guide - Part Day

Employee Calendar View This screen shows your annual leave balance.

Calendar View Agreed annual shut down period will be pre loaded.

Entitlement Details Balances shown are the available remaining days to use.
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