


Guidelines for
Employees Requesting to Serve as Volunteers in a Disaster
Policy 

The Hospital recognizes and supports the contributions employees make as unpaid volunteers. An unpaid Volunteer Service Leave may be requested to assist other healthcare facilities or community service organizations in response to requests for assistance due to an urgent community need or a disaster situation.  

Procedure

1. Definitions.  The following definitions shall apply to this Policy:
a. Disaster means a situation or event which overwhelms local capacity to respond to the immediate needs of the community and requires immediate response.  A Disaster may result in a declaration of a disaster, emergency or public health emergency by an authorized governmental official, and require regional, state, federal, or international assistance, or may be limited to an event which overwhelms the ability of the Hospital to care for patients in the ordinary course of business.  A Disaster can be of short duration or may be a sustained incident.
b. Community Need means a need for healthcare, social service, or similar services which exceeds ordinary needs and cannot be met in the ordinary course of business.
c. Community Service Organization means an organization which is recognized by the Hospital and is authorized to, and is actively involved in, providing assistance to those in need during a Disaster.  Community service organizations include, but are not limited to, non-governmental charitable entities authorized under law to provide disaster services.  
d. Volunteer Service Leave means an unpaid leave of absence approved by appropriate Hospital administrative personnel to permit an employee to provide services to or to assist another healthcare facility or Community Service Organization in the event of a Disaster or other urgent community need.  The term Volunteer Service Leave does not include a request for leave from employment at Hospital to take employment at another healthcare facility not experiencing a Disaster. 
2. Employees may request an unpaid Volunteer Service Leave to assist other healthcare facilities or Community Service Organizations in response to requests for assistance due to a Community Need or a Disaster. 
3. The granting of a request for Volunteer Service Leave is at the discretion of the Hospital.  Hospital will not approve a request for Volunteer Service Leave if Hospital's ability to provide care or function efficiently would be adversely affected by such leave.  Volunteer Service Leave will not be granted if the Hospital is affected by the Disaster.
4. Employees are to provide written documentation regarding
a.  the organization for which he/she will be volunteering
b. general description of roles and responsibilities of the volunteer for the organization
c. the length of time expected to be involved in this volunteer service activity
5. Hospital may require confirmation of the employee's volunteer status from the agency for which the employee is volunteering.
6. To be eligible for Volunteer Service Leave, the employee must
a. be in good standing
b. have completed at least 90 days in his/her current position; and
c. have had no corrective actions during the 12 month period prior to his/her request
7. The maximum amount of time approved for a Volunteer Service Leave will be four weeks per twelve-month period.   However, an employee may request, in writing, approval for Volunteer Service Leave in excess of four weeks per twelve-month period. The decision to grant such extension is at the discretion of the Hospital.
8. The following Benefits Policies will apply in a Volunteer Service Leave:
a. Time spent on Volunteer Service Leave is unpaid time.  An employee, who is approved for Volunteer Service Leave, may be permitted to use his/her accrued paid time off (PTO) hours upon request.
b. Payment of PTO hours will be according to regular policy and be pro-rated, based on the employee’s full time equivalency (FTE) status.
c. Sick Time is not available for Volunteer Service Leave.
d. Employees will not be covered by Workers’ Compensation during a Volunteer Service Leave.
e. The availability of other benefits during the Volunteer Service Leave will be explained to the Employee by Human Resources.
f. Clinical employees considering a Volunteer Service Leave should confer with Human Resources and/or Risk Management regarding liability insurance coverage issues.
9. During the period the employee is on an approved Volunteer Service Leave, the Hospital will hold open the employee’s position or a similar position, to the extent possible, based on patient care needs and the needs of the Hospital. If an employee chooses not to return at the end of his/her approved Volunteer Service Leave, the Hospital will be unable to guarantee that the employee’s position will remain available. 
10. Responsibilities of the Employee on Voluntary Service Leave
a. The employee must complete a Request for Volunteer Service Leave Form. The completed request form should be submitted to the employee’s manager at least 30 days prior to the start of the requested Volunteer Service Leave or as soon as possible in the event of a Disaster. 
b. Upon receiving approval, the employee may request PTO for the days during the leave according to FTE status.
c. The employee must provide in writing a request for extension, and receive approval, prior to the agreed upon end of Volunteer Service Leave.
d. Employees may not indicate or suggest that they are acting as employees of Hospital while on Volunteer Service Leave.  Employees should not wear Hospital identification when providing services on Volunteer Service Leave.
11. Responsibilities of the Department Manager/Director:
a. The Department Manager/Director is to review the Volunteer Service Leave request and may approve the request, if Hospital and department needs will not be adversely affected by the employee’s absence.
b. The Department Manager/Director is to approve the request by signing the Voluntary Service Leave Form and returning the original to Human Resources.
c. The Department Manager/Director is to initiate a Change In Status form and forward the form to Human Resources.
d. The Department Manager/Director is to verify the timecard, if PTO is requested.
e. The Department Manager/Director is to submit a second Change In Status form to Human Resources, upon return of the employee from Volunteer Service Leave 
12. Responsibilities of Human Resources:
a. Human Resources is to assist the employee in completing the Volunteer Service Leave form and answer any questions the employee has regarding the Volunteer Service Leave and provide advice regarding benefits coverage.
b. Human Resources is to process the Change In Status forms. 
13. Inapplicability of Policy. This policy does not apply to deployment of employees as members of the National Disaster Medical System, such as a Disaster Medical Assistance Team, or any other governmentally-authorized deployment which triggers the protections of the Uniformed Services Employment and Reemployment Rights Act (USERRA) or any similar law.
Request for Volunteer Service Leave

	Name


	

	Job Title


	

	Department


	

	Scheduled Hours/week


	

	Date of Hire


	

	While on Volunteer Service Leave, I choose (check only one)

 FORMCHECKBOX 
 to be paid PTO hours each pay period (up to my FTE status) during the Volunteer Service Leave

 FORMCHECKBOX 
 not to use PTO during this Voluntary Service Leave

	Employee Status 
	 FORMCHECKBOX 
 Exempt

 FORMCHECKBOX 
 Non-Exempt


I hereby request that I be granted Volunteer Service Leave from (date) ____________________ 
to (date) _________________________________________________ for the following purpose:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Signature of Employee






Date

 FORMCHECKBOX 
 Volunteer Service Leave Approved from (date) ___________ to (date) __________________
 FORMCHECKBOX 
 Volunteer Service Leave Denied

______________________________________________________________________________

Department Manager







Date

______________________________________________________________________________

Human Resources Manager






Date

cc: Payroll Benefits Coordinator
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