Policy 016 – Volunteer Expenses
[image: image1.jpg]Volunteer
Centre
Manchester






POLICY DESCRIPTION

· All volunteers should be made aware that they are entitled to out of pocket expenses.
· All volunteers should receive out of pocket expenses for any inductions/training/ interviews and volunteering at your organisation or attendance at an event.

· All Host Organisations, Event Organisers, Volunteer Managers, supervisors and team leaders must be made aware that they must provide expenses when working with volunteers.

· Volunteer Centre Manchester will be responsible for informing Host Organisations of their responsibilities regarding out of pocket expenses

· Volunteer Centre Manchester will not be responsible for providing out of pocket expenses, unless prior agreement has been made with the Host Organisation.

POLICY IMPLEMENTATION

The reimbursement of expenses is regarded as Good Practice and is an equal opportunities issue.  Organisations should offer to pay all volunteers out of pocket expenses for costs incurred whilst volunteering, even if they do not accept them.  By not paying expenses you create a barrier and will exclude individuals who do not have financial resources to participate.


Volunteer Centre Manchester guidelines state that expenses can be paid for the following: 

· Bus and Train travel expenses.  Where possible you advise volunteers to use the cheapest form of public transport and retain their tickets as evidence of expenditure.  Please remember to account for and make reasonable adjustments for people with disabilities or volunteers working late shifts where it may not be possible to travel on public transport (i.e. providing taxis or alternative transport). 

· Costs of petrol used in the course of volunteering should be reimbursed.  Charges will depend on the fluctuating cost of petrol prices and include depreciation and other running costs. Please visit www.hmrc.gov.uk for more information on mileage allowances and tax implications).

· Meals, meal allowance and refreshments (usually if volunteering for over a minimum agreed period).  This equates to ONE meal for 4 or more hours of volunteering.  TWO meals for 8 or more hours.  Up to £5 for a meal and a drink is recognised as a reasonable amount. 

· Postage and telephone costs (if working from home). 
· Care of children of other dependents.
· Protective clothing (PPE) or essential equipment (if required). 

Organisations should only pay volunteers’ actual out of pocket expenses and preferably not fixed amounts per session, lump sums or honoraria.   Expenses payments that exceed volunteers’ costs may be seen as a payment for work they have carried out.  This cause a number of issues but the two main ones are: 
· Volunteers may have their benefits jeopardised or be liable to taxation. 

· There is an increased possibility of organisations being classed as employers and therefore responsible for complying with statutory obligations (i.e. national minimum wage). 

If you are writing a policy for your organisation it should include:

· What expenses can and cannot be claimed.

· Set out your expenses rates clearly, particularly if there is an upper claim limit.

· The organisations procedure for claiming expenses.  This will include when they can claim, the records or receipts required

· How and when payment will be made (i.e. on the day, on a specific date, by cheque, cash or directly into a bank account).

· Information on how your organisation can help complete forms

· The procedure for fraudulent claims and the implications for volunteers.
EXCLUSIONS

· There may be some exclusions and these will be discussed on a case-by-case basis.   If expenses cannot be provided, this must be advertised beforehand to ensure that volunteers can choose whether they can are financially able to take part.

FURTHER INFORMATION

The Department for Work and Pensions 

Tel: 020 7712 2171 

www.dwp.gov.uk
HM Revenue and Customs 

www.hmrc.gov.uk 
The information in this sheet is for guidance only and is not a substitute for professional advice.  If you would like to discuss any part of this document, please contact us on: 

Volunteer Centre Manchester

Tel:      0161 834 9823

Skype: 
Email:  info@volunteercentremanchester.co.uk 
Post:   VCM, c/o Macc, 3rd Floor, Swan Buildings, 20 Swan Street, Manchester, M4 5JW
Sample claim form 

Volunteer Expenses Claim Form 

This form is to be used to record those expenses you incur while volunteering for [Insert name of organisation or group] for which you wish to be reimbursed. The types of expenditure for which we provide reimbursement are:

1.

2.

3.

Expenses will be reimbursed on production of the relevant receipts. Please remember to keep receipts, bus tickets etc. You can attach relevant receipts to this form.

	Date
	Type of expense
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total
	


These represent an accurate account of my out of pocket expenses. 
Name of volunteer:              

Volunteer role:

Signed:



Date:          

Authorised by:

Signature:



Date:
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