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Template Volunteer Expenses Policy

About this template

This template is provided for general informational purposes only and does not constitute legal or professional advice. While every effort has been made to ensure the accuracy and relevance of the content, users are responsible for reviewing and adapting the template to suit their specific circumstances, legal requirements, and organisational needs.

Gloucestershire VCSE Alliance accepts no liability for any loss or damage arising from the use of this template. 
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[bookmark: _Toc219926832]Introduction
[Organisation name] recognises that volunteers should not be financially disadvantaged as a result of their volunteering. This policy explains what expenses can be claimed, how to claim them, and the process for approval and reimbursement.

This policy supports equality, transparency, and good financial governance.

[bookmark: _Toc219926833]Scope
This policy applies to all volunteers who are formally registered with [Organisation name], including trustees where they are acting in a voluntary capacity.

Expenses are reimbursed only where they are reasonable, necessary, and directly related to volunteering activities.

[bookmark: _Toc219926834]General Principles
· Volunteers are entitled to claim legitimate out-of-pocket expenses.
· Expenses must be claimed promptly and supported by receipts where possible.
· Expenses are reimbursed at cost and are not payments or rewards.
· Claims that do not comply with this policy may be declined.

[bookmark: _Toc219926835]Types of Expenses That Can Be Claimed
[bookmark: _Toc219926836]Travel Expenses

Volunteers may claim travel costs incurred while volunteering, including:

· Public transport: bus, train, tram (standard class only)
· Mileage when using a personal vehicle:
· Cars: up to HMRC approved rate (currently 45p per mile)
· Motorcycles: up to HMRC approved rate
· Bicycles: up to HMRC approved rate
· Parking fees related to volunteering activities

Taxi fares will only be reimbursed where:

· Public transport is unavailable or impractical, or
· The volunteer has specific accessibility needs (approval should be sought in advance where possible).





[bookmark: _Toc219926837]Meals and Refreshments

Volunteers may claim reasonable meal or refreshment costs where:

· Volunteering lasts more than [X] hours, or
· Volunteering takes place over a normal mealtime
· Alcohol will not be reimbursed.

[bookmark: _Toc219926838]Other Allowable Expenses

With prior approval, volunteers may also claim:

· Care costs (e.g. childcare or adult care) incurred solely to enable volunteering
· Materials or resources purchased for volunteering activities
· Phone or internet costs where used specifically for volunteering
· Training costs agreed in advance

[bookmark: _Toc219926839]Expenses That Cannot Be Claimed

The following are not reimbursable:

· Expenses not related to volunteering
· Loss of earnings or honoraria
· Fines or penalties
· Personal clothing (unless specifically required and agreed)
· Alcohol or luxury items

[bookmark: _Toc219926840]Claiming Expenses

[bookmark: _Toc219926841]How to Claim

Volunteers must complete an Expenses Claim Form (included at the end of this policy).

Claims should include receipts or evidence wherever possible

Mileage claims must include date, purpose of journey, and miles travelled





[bookmark: _Toc219926842]Timeframe

Expenses should be claimed within [e.g. 30 days] of being incurred unless agreed otherwise.

[bookmark: _Toc219926843]Payment of Expenses

Approved expenses will be reimbursed by bank transfer / cheque / cash

Payments are usually made within [e.g. 14 days] of approval


[bookmark: _Toc219926844]Approval and Monitoring

All claims must be authorised by [role, e.g. Volunteer Coordinator / Manager]

The organisation reserves the right to refuse claims that do not meet this policy

Records of expenses will be retained in line with financial regulations


[bookmark: _Toc219926845]Equality and Accessibility

[Organisation name] is committed to ensuring that no one is excluded from volunteering due to financial barriers. Volunteers who have difficulty paying expenses upfront are encouraged to speak confidentially with [named role].

[bookmark: _Toc219926846]Review of Policy

This policy will be reviewed every [e.g. two years] or earlier if required due to changes in legislation or organisational practice.

Approved by:
Date:
Next review date:




Volunteer Expenses Claim Form

Volunteer Details
Name:
Role / Volunteering activity:
Address:
Email:
Phone number:

Expense Claim Details
	Date
	Detail of expense
	Category
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Total amount claimed (£): _________

Mileage Claim (if applicable)
	Date
	Travel from
	Travel To
	Total mileage

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Total amount claimed (£): _________


Receipts
☐ Receipts attached
☐ No receipt available (please explain):


If you have difficulty paying expenses upfront, please speak confidentially with [role/contact].


Payment Details
· Preferred payment method: Bank transfer / Cheque
· Bank name:
· Account name:
· Sort code:
· Account number:

Volunteer Declaration
I confirm that:
· The expenses claimed were incurred by me in connection with my volunteering
· The information provided is correct and complies with the Volunteer Expenses Policy
· I have not claimed these expenses from another organisation


Volunteer signature: 	_______________________
Date:				 ___________________

For Office Use Only
Checked by:
Approved by:
Date approved:
Payment made on:
Payment reference:
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