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Paignton Place Leadership Board Volunteer Expenses Policy
1. Why we have this policy
The Paignton Place Leadership Board is grateful for the help volunteers give.
We do not want anyone to be out of pocket because they have volunteered for the Board.
This policy explains when volunteers can claim money back for costs they have paid while doing approved volunteer work.
2. Who this policy is for
This policy applies to all volunteers carrying out approved work for the Board.
This policy does not apply to:
· Council employees.
· Agency workers.
· Contractors.
· Councillors when acting as elected members.
3. Our promises
The Board will:
· Pay back reasonable costs that volunteers have paid themselves.
· Help remove money worries that could stop people volunteering.
· Treat everyone fairly and consistently.
· Make sure volunteers are not left out of pocket.
· Make sure volunteers are not treated as employees.
Volunteers do not get paid for their time.
The Board will only pay back actual costs linked to approved volunteer activities.

4. What expenses can be claimed?
Travel costs
You can claim for:
· Bus, train and other public transport tickets (standard class only).
· Mileage when using your own vehicle.
· Necessary parking charges.
· Road toll charges.
· Taxi fares if agreed in advance or needed because of a disability, accessibility need or other special reason.
Current mileage rates are:
· Car or van: 55p per mile
· Motorcycle: 24p per mile
· Bicycle: 20p per mile
Food and drinks
If you are volunteering for a long period of time, you may be able to claim for:
· Drinks and refreshments.
· Meals.
These must be agreed by the Chair before you spend the money.
Care costs
If agreed in advance by the Chair, you may claim for:
· Childcare costs.
· Costs for looking after an adult who depends on you.
· Costs of replacing your normal carer.
5. What cannot be claimed?
The Board will not normally pay back:
· Costs that needed approval but were not approved first.
· Fines or parking tickets.
· Alcoholic drinks.
· Costs not related to volunteering.
· Personal shopping or purchases.
· Loss of earnings from work.
6. Getting permission
If you expect to spend a significant amount of money, you should ask for approval before spending it.
Where possible, agree any costs before the volunteering activity starts.
The supervising officer can refuse a claim if the spending was not needed, was too expensive, or does not fit this policy.
7. How to make a claim
To claim your expenses you must:
· Complete an expenses claim form.
· Send your claim within three months of spending the money.
· Provide receipts, tickets or other proof if possible.
· Explain why there is no receipt if you cannot provide one.
The Board may ask for more information before approving a claim.
8. How claims are paid
Approved claims will usually be paid directly into your bank account.
We will process claims as quickly as possible and aim to pay them within the next monthly payment cycle.
9. Help with costs before you volunteer
We understand that some volunteers may not be able to pay costs up front.
In exceptional circumstances, and with approval, we may:
· Buy travel tickets for you.
· Pay suppliers directly.
10. Equality and inclusion
We want volunteering to be open to everyone.
We will make reasonable adjustments where needed.
Extra costs linked to a disability, caring responsibilities or similar needs may be paid back if approved in advance by the Chair.
11. Benefits and tax
If you receive benefits, it is your responsibility to check whether volunteering could affect them.
The Board only pays back genuine expenses and does not pay wages.
If you are unsure, you should ask the relevant benefits office or adviser for guidance.
12. Reviewing this policy
The Board will check from time to time that this policy is fair, easy to use and affordable.
The policy will normally be reviewed every three years, or sooner if needed.
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