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Leon County Employee Volunteer Program

“Giving Employees Time to Give Back”

Project LEAD encourages and supports the volunteer involvement of employees through a planned, managed effort that seeks to motivate and enable employees to effectively serve community needs through VolunteerLEON. 
.
Employees Can Take Up to 52 Hours of Administrative Leave Each Year:
	Option 1
	Option 2
	Option 3

	Volunteer 1 hour each week
	Volunteer for 2 hours twice a month**
	Volunteer a 4-5 hour block each month**

	Example:
	Example:
	Example:

	Tutor a child at school 

for 1 hour.
	Sort donations

 for 2 hours at the food bank.
	Volunteer at a special event for

 4-5 hours.


To Get Started:
1. Go to the “Get Connected” accessed from our website at www.VolunteerLEON.org.

2. Choose a volunteer opportunity that fits your interests from the matching system.  

3. Contact the organization for more information.
4. Download the Project LEAD enrollment form and time sheet under Volunteer Services on the county intranet 
5. Send the completed enrollment form to VolunteerLEON via fax, email or inter-office 
6. Once you obtain approval from your supervisor and the agency begin volunteering!
7. As you complete your hours report them on your payroll time sheet as administrative leave hours and include the completed Project LEAD timesheet to payroll.    
Division/Department Team Volunteering Option
Option 1 
One time special event/project- team up with your colleagues to volunteer at special event for up 4 hours. Find an opportunity at volunteerleon.org
Option 2

Adopt an Agency- form a team and commit to an agency on a weekly basis rotating members of your team.  Example- Adopt a  Meals on Wheels route with two members of your team going out each week to deliver meals. For more information on setting up your team, contact Jeri Bush:bushj@leoncountyfl.gov
