Volunteer Expenses Policy
For Hearts in the Stand Last updated: 15 May 2026
1. Purpose of this policy
This policy explains how Hearts in the Stand (“we”, “our”) reimburses volunteers for reasonable expenses incurred while carrying out their roles. Its purpose is to ensure volunteers are not left out of pocket and that expenses are managed fairly, transparently, and consistently.
2. Our commitment
We will:
· Reimburse volunteers for reasonable, approved expenses
· Provide clear guidance on what can be claimed
· Process claims promptly
· Keep accurate financial records
· Ensure fairness and consistency
3. Who this policy applies to
This policy applies to:
· All volunteers
· Coordinators
· Board members
· Anyone representing Hearts in the Stand in an unpaid capacity
4. What expenses can be claimed
Volunteers may claim reasonable expenses that are necessary for their role, including:
Travel
· Public transport fares
· Mileage for car travel (HMRC volunteer rate)
· Parking fees (not fines)
· Taxi fares (only if pre‑approved or for safety reasons)
Materials and supplies
· Items purchased for events or activities
· Printing or stationery costs
· Small equipment needed for volunteering (pre‑approved)
Food and drink
· Light refreshments for long volunteering sessions (over 4 hours)
· Meals only when pre‑approved or part of an event duty
Training
· Costs for approved training courses
· Travel to training sessions
Other costs
· Phone calls made for organisational purposes
· Accessibility‑related expenses (e.g., support needs)
5. What cannot be claimed
Volunteers cannot claim for:
· Alcohol
· Fines or penalties (parking, speeding, etc.)
· Personal items
· Unapproved purchases
· Clothing (unless part of an agreed uniform)
· Fuel receipts instead of mileage
· Loss or damage to personal property (unless agreed)
6. Approval process
Expenses must be:
· Necessary
· Reasonable
· Agreed in advance where possible
Approval levels:
· Up to £25 — coordinator approval
· £25–£100 — Volunteer Lead approval
· Over £100 — board approval
(You can adjust these amounts if needed.)
7. How to claim expenses
Volunteers must:
1. Complete an expenses form
2. Attach receipts or proof of purchase
3. Submit the claim within 30 days
4. Send the form to the Finance Lead or coordinator
Claims without receipts may not be reimbursed unless exceptional circumstances apply.
8. Payment of expenses
Expenses will be reimbursed:
· By bank transfer
· Within 14 days of approval
· With clear documentation for financial records
Cash payments are avoided unless absolutely necessary.
9. Mileage rates
We follow HMRC volunteer mileage rates:
· 45p per mile for cars
· 24p per mile for motorcycles
· 20p per mile for bicycles
Mileage claims must include:
· Date
· Start and end location
· Purpose of journey
· Total miles
10. Accessibility‑related expenses
We will reimburse reasonable costs required to support volunteers with disabilities or additional needs, such as:
· Support worker costs
· Adapted transport
· Assistive equipment (pre‑approved)
11. Lost receipts
If a receipt is lost:
· A written explanation must be provided
· Approval is at the discretion of the Finance Lead
· Repeated missing receipts may lead to claims being refused
12. Fraud or misuse
We have zero tolerance for:
· False claims
· Inflated claims
· Claims for personal items
Misuse may result in:
· Withdrawal of volunteering duties
· Repayment of funds
· Reporting to authorities if necessary
13. Record‑keeping
We keep:
· Expense forms
· Receipts
· Approval records
· Payment logs
Records are kept for at least 6 years.
14. Review of this policy
This policy is reviewed annually or sooner if:
· Financial regulations change
· Organisational needs change
· Issues arise that require updates

