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Policy Statement 

George House Trust believes that volunteers should not be out of pocket as a result of volunteering. Volunteer expenses play an important role in ensuring the involvement of volunteers from a diverse range of backgrounds. As part of our commitment to supporting volunteers, we reimburse travel, subsistence and some childcare expenses. 
We are committed to reimbursing expenses promptly and to paying expenses in advance of volunteer activity, if required.  Volunteers can choose whether to receive their expenses in cash or via BACS payment. 

We do not pay flat rate expenses and aim to follow best practice guidance in the reimbursement of out of pocket expenses.  

We encourage all volunteers to claim expenses, however, if you do not wish to receive expenses, you can donate them back to George House Trust. 
Who this policy covers

This policy covers George House Trust volunteers and trustees.
1.0
Volunteer Travel Expenses
1.1
We refund expenses for travel undertaken in the course of your volunteering. 
Broadly, this falls into three categories:

· Travel to/from George House Trust from your home

· Travel to/from volunteering activities in other locations (e.g. community events)

· Volunteer driving jobs for service users or to distribute George House Trust materials

1.2
As an organisation we try to work cost effectively, so would ask volunteers to use the cheapest method of transport whenever possible.  Generally this will be by public transport.

Please note that for travel to/from volunteering activity and training courses, we will only reimburse mileage up to a maximum equivalent to the cost of making the journey by public transport, even if you choose to travel by car. 

We recognise that in some situations/for some people it may be necessary to travel to/from volunteer activities by car. If you have a reason for using your car and want to claim mileage based expenses in excess of the public transport equivalent, please check with the Volunteer and Development Manager first.

1.3
By Public transport

We pay the cheapest appropriate public transport rate.  If you are undertaking a long distance journey as part of your volunteering, the travel must be approved in advance by a GHT staff member and train travel must be purchased via Charityline. Charityline tickets must be booked 7 days or more in advance to avoid special delivery charges. 
We will pay a contribution of £3.30 per journey towards a weekly travel ticket.
1.4
By Car

Travel to and from George House Trust and to/from offsite volunteering

Mileage is paid at 40p per mile up to a maximum of £4500 per year. After this point, the mileage rate reduces to 25p per mile, in line with HMRC guidance. Please note that for travel to/from volunteering activity and training courses, we will only reimburse mileage up to a maximum, equivalent to the cost of making the journey by public transport, even if you choose to travel by car. 

We recognise that in some situations/for some people it may be necessary to travel to/from volunteer activities by car. If you have a reason for using your car and want to claim mileage based expenses in excess of the public transport equivalent, please check with the Volunteer and Development Manager first.
1.5
Travel as a “Volunteer Driver”

We pay all mileage incurred by volunteers undertaking driving jobs (e.g. driving for service users or for distribution) for George House Trust at 40p per mile up to a maximum of £4500 per year. After this point, the mileage rate reduces to 25p per mile, in line with HMRC guidance.
1.6
By Taxi

We do not normally pay for taxis, however, we can look into this on a case by case basis (for example, if you have mobility problems, or are volunteering late at night/in an isolated location).  The cost of taxis will only be reimbursed if a George House Trust staff member has agreed it first.

2.0
Subsistence

2.1
We will also reimburse you for the cost of, or provide, a light meal (up to £4), if you are volunteering for four hours or more, or over a meal time (please attach receipts to your Volunteer Expenses Claim Form).  

	4-7 hours of volunteering or volunteering over a mealtime


	£4

	More than 7 hours volunteering







	£8


2.2
George House Trust staff may purchase additional refreshments for volunteers at their discretion, based on individual circumstances and activities being undertaken.
Expenses incurred as part of Community Support volunteering (e.g. coffees etc), should be agreed with a member of staff first.  

Subsistence rates for attending events that require 7 hours or more outside Greater Manchester and/or an overnight stay will be paid at 

	Daily Subsistence Rate


	Up to a maximum of £10

	Overnight Subsistence Rate
	Up to a maximum of £20




2.3
The above rates are cumulative, for example for a 2 day conference with overnight stay the subsistence rate would be up to a maximum of £40.  Volunteers are expected to use their judgement as to what is appropriate based on what refreshments are available as part of the event. For example if the conference includes an evening dinner the overnight subsistence rate would not be claimed.  We ask that volunteers keep all receipts and attach them to their Volunteer Expenses Claim Form. We can only reimburse actual out of pocket expenditure.
2.4
If a volunteer has to travel to an event the afternoon or evening before, the daily subsistence rate is not applicable, but the overnight rate may be claimed.

2.5
George House Trust will book accommodation for volunteers, as required, in order to attend events.

3.0
Childcare


3.1
In order to make volunteering at George House Trust accessible to a wide range of individuals, we are able to reimburse some childcare costs for volunteers. As an organisation, we try to work cost effectively and so would ask that, where possible, volunteers try to make their own arrangements for childcare.

3.2
We reimburse the cost of childcare for volunteers attending Induction Training for volunteer roles within George House Trust.  We pay £6 per hour for childcare up to a maximum of £36 for a full day. 

Please note that we cannot pay childcare costs for attending ongoing training or for attending social events. If you are unsure whether a course is “Induction Training” please check with a member of staff first. 

3.3
Volunteers are required to get the person providing the childminding service to sign the receipt and this must be returned to George House Trust as soon as possible. Please note that if signed receipts are not returned we may not be able to reimburse future childcare expenses claims.
4.0
Claiming expenses

4.1
All volunteer expenses should be submitted on a Volunteer Expenses Claim Form or on the online volunteer expense facility with details of the dates, distance and reasons for expense together with receipts for all expenditure where practicable. Volunteers should also add in the relevant “code” for the activity that has been undertaken. Codes are listed on the Volunteer Expenses Claim Form.  If you do not know which code to enter, please check with a staff member first.

4.2
The Expenses Claim Form should then be signed by the volunteer claiming the expenses and approved by a George House Trust staff member.

4.3
Expenses submitted electronically include a statement that expenses have been incurred genuinely which is equivalent to a signature. 

4.4
At events, volunteer expenses can be claimed on the day in cash from the staff member in charge. Volunteers will be required to detail the cost incurred and sign for the expenses.

5.0
Payment of expenses

5.1
Volunteers expenses will be paid via BACS once a week on Fridays.

5.2
Cash payments (other than for subsistence) will only be made:

· If the expense is £5 or less

· In group situations, where a mixture of cash and bank transfer payments would be expected, where cash payments will be offered to all volunteers. 

· In circumstances, where, for economic reasons, expenses are more appropriate to be paid in cash immediately. 
Policy Review

This policy will be reviewed on an annual basis by Policy and Employment Sub Committee.
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