ATHENS G

REAlURE

oM oRTs
iéuw‘"ﬂ&

Volunteer Time Off Policy

Beginning March 7, 2022, Creature Comforts has added a Volunteer Time Off (VTO) policy to its list of
employee benefits.

PURPOSE

The purpose of every one of our company’s community initiatives is to support the agencies and activities
that enhance the communities in which we live and work, with an emphasis on community-identified
priorities.

The intention of this VTO policy is to encourage employees to partake in community development activities
that are meaningful, impactful, and enjoyable. We recognize that participating in these projects will also
enrich and inspire the lives of our staff. ‘Community’ here is not restricted to geography only, but may
encompass a global perspective.

VTO LIMITS, GUIDELINES, & EXCEPTIONS

All employees may take time off from work to volunteer up to 24 hours per calendar year with a 501(c)(3)
nonprofit, or its equivalent. These hours are not prorated; even mid-year hires will receive 24 VTO hours,
once eligible (see Eligibility below).

e Employees—both hourly and salary—will be paid at their normal pay rate for VTO time.

e VTO is refreshed at the beginning of each calendar year, and cannot be carried over into the
following year—VTO is a ‘use it or lose it’ policy.
o Usage of VTO time does not affect vacation accrual, sick leave, or PTO.
o VTO is not overtime eligible.

There are unique circumstances under which additional VTO hours may be granted:
e If an employee is fully engaged as a Get Comfortable literacy mentor through Books For Keeps.
Since this is the company’s flagship Community Impact program, we want to ensure all employees

wanting to participate in this work will have sufficient VTO hours to do so.

e A manager-approved VTO overage may occur in relation to natural disaster emergency relief work.


https://www.booksforkeeps.org/programs/storytellers

Company-organized Serve Our City projects (SOCs) WILL count against an employee’s VTO tally,
provided that the SOC takes place during business hours. Once an employee has used 24 VTO hours for
the year, below is a summary of how exempt and non-exempt employees should treat SOC opportunities:

e Exempt Employees:

o Exempt employees may attend departmental or team-specific SOCs with no special
requests or permissions.

o However, in order to attend an all-company SOC (e.g., an Adopt-a-Highway day) after
having used 24 VTO hours:

m  They must submit a VTO Request Form at least 10 days in advance.

m If manager-approved, employees are still expected to meet job responsibilities
and deadlines independent of this time. .

e Non-exempt Employees:
o Non-exempt employees may attend departmental or team-specific SOCs with no special
requests or permissions.
m  They should clock-in when serving.

o However, in order to attend an all-company SOC after having used24 VTO hours:
m  They must submit a VTO Request Form at least 10 days in advance.
m If manager-approved, employees can arrange to make up the missed time, use
PTO or use unpaid time. .
m  They should not clock-in when serving.

If you are unsure about the status of an organization, the VTO policy specifics, or you have questions about

Get Comfortable literacy mentorship, please contact Danielle Bezila (danielle@ccbeerco.com) for
guidelines and recommendations.

ELIGIBILITY

e All regular employees are eligible to participate in this program one month after their date-of-hire.
The employee must be in good standing.
They must complete the Approval Process, providing reasonable notice to their manager—and
work demands may take priority over a VTO request.

® Employees can choose an organization of their choice, or work together with other company
members on a team volunteer activity.

INELIGIBILITY

Employees are ineligible to participate in the program, if:

e The employee is on a Performance Improvement Plan (PIP).
e VTO is affecting the employee’s performance standards.
o  We reserve the right to revoke an employee’s VTO approval if it is felt that the employee is
misusing the program.
e The program is discontinued.


https://creaturecomforts.typeform.com/to/w63xvAA6
https://creaturecomforts.typeform.com/to/w63xvAA6
mailto:danielle@ccbeerco.com

O  We reserve the right to modify, suspend, or terminate this program at any time without
prior notice.

APPROVAL PROCESS

1.

Employees must fill out a VTO Request Form at least 10 days prior to requested time off.

Once submitted, the VTO request is automatically sent to the Community & Culture Department
(C&C), who will review the request* and contact the employee’s manager for final approval.
o Approval is completely at the discretion of the manager, who may consult HR with any
questions or concerns prior to approval.

Once approved, C&C will (1) inform the employee to let them know to proceed, and (2) notify
Human Resources to log the approved VTO time.

For SOC projects, the above approval process is unnecessary since the service project was
organized in tandem with departmental leadership. Following the SOC, the C&C department will
simply notify HR to update each participant’s VTO tally in Paylocity.

* We want to ensure that employee VTO is reserved for organizations who share our core
values and continue to have a positive impact in our communities.

“When SHOULD you use VTO?”

Whenever participating in a company-organized Serve Our City project during normal business
hours.

Donating blood at a Red Cross blood drive.

Building a house with Habitat for Humanity.

Serving meals at a local food bank.

Cleaning up a trail, highway, river, or park.

Coaching a team of disadvantaged youth.

Participating as a Big Brother / Big Sister.

Volunteering at a local hospital.

Serving on a nonprofit board.

“When SHOULDN'T you use VTO?”

Participating in a Serve Our City project on a company holiday: e.g., the MLK Day of Service.
Recovering from a recent blood donation.

Attending a professional or personal-interest conference.

Taking a ski vacation and charitably providing ski lessons.

Coaching your child’s basketball team.

Serving as your child’s scout leader.


https://creaturecomforts.typeform.com/to/w63xvAA6
https://www.accgov.com/mlkday

