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Good Practice Guide to Volunteer Expenses
What are expenses?

An amount of their own money a volunteer has spent in the course of volunteering. 

Why should you reimburse expenses?
Expecting volunteers to cover their own expenses could be a barrier and by ensuring that no volunteer is out of pocket due to their volunteering, may actually increase the number of potential volunteers.

Volunteer expenses are a legitimate cost associated with volunteering and as such should be included in your budgets and funding applications so you can afford to pay them.
Have a clear policy and keep records.
What are the rules on paying expenses?
Only pay the actual expense incurred by the volunteer, getting a receipt and never pay a fixed amount.

Which expenses should be reimbursed?
Any reasonable expense associated with their volunteering, should be reimbursed and could include:
· Travel, including to and from the place of volunteering

· Meals and refreshments

· Care of dependants, including children

· Equipment such as protective clothing
· Postage, telephone calls, etc., paid for by the volunteer during their volunteering 

· Cost of equipment or specialist clothing required for the volunteering to be done safely (for example, protective goggles, gardening gloves) 

· Cost of attendance at training events/courses the volunteer is participating in on behalf of the organisation. 

You may wish to stipulate an amount for meals and refreshments. Whatever you decide, you should ensure that this is outlined in your volunteer handbook.

Follow the guidance from Inland Revenue for guidance on mileage rates: https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-allowances/travel-mileage-and-fuel-rates-and-allowances
Reimbursing expenses
Encourage your volunteers to claim their expenses. You should only reimburse out of pocket expenses and ask your volunteers to submit receipts for expenses claimed.

Try to reimburse expenses as soon as possible and preferably by cash or bank transfer rather than a cheque and only reimburse the actual amount.
If you only process expenses at certain times, makes sure this is in your volunteer handbook and ensure that your volunteers are aware of this.

It’s usually a good idea to have a volunteer expenses claim form, an example is provided on our website.
If you want to reimburse expenses before they occur, make sure your policy covers this and that receipts are obtained once this money has been spent.
More help?
If you would like more help or advice on this subject, please contact the volunteer centre on the following:

Tel 01636 679539
Email: volbureau@nandscvs.org
