📝 ACTS Scotland CiC – Volunteer Expenses Policy
Date: [Insert date]
Approved by: [Director / Board]
Next Review: [Insert review date]

1. Purpose
The purpose of this policy is to ensure that volunteers are not out of pocket as a result of their voluntary work with ACTS Scotland CiC.
We value the time and contribution of our volunteers and will reimburse reasonable, agreed, out-of-pocket expenses incurred while volunteering.

2. Scope
This policy applies to all volunteers engaged in any capacity with ACTS Scotland CiC, including those supporting our Employability Skills Development Programme and other community initiatives.

3. Principles
· Volunteering is unpaid and freely given.
· Volunteers will not receive payment for time given, only reimbursement for actual expenses incurred.
· Reimbursed expenses are not classed as income for tax purposes, in line with HMRC guidance.
· No volunteer should be prevented from volunteering due to financial barriers.

4. Eligible Expenses
ACTS Scotland CiC will reimburse volunteers for reasonable expenses that are directly related to their volunteering duties, including:
	Expense Type
	Examples

	Travel
	Public transport fares, mileage (at HMRC approved rate), parking fees, tolls

	Meals & Refreshments
	Meals/snacks when volunteering for more than 4 consecutive hours

	Telephone / Postage
	Costs of calls or postage made on behalf of the organisation

	Materials
	Small purchases required for volunteering duties (must be pre-approved)

	Training
	Travel or costs related to approved volunteer training events



5. What Cannot Be Claimed
· Expenses not directly related to volunteering duties
· Alcohol or personal items
· Unapproved purchases
· Loss of earnings or time
· Flat-rate or “allowance” payments

6. Claim Procedure
1. Volunteers must complete a Volunteer Expenses Claim Form (available from [Admin / Programme Coordinator]).
2. Receipts or other proof of purchase must be attached to each claim (where possible).
3. Claims should be submitted within 30 days of the expense being incurred.
4. Expenses will be authorised by [Designated Staff Member / Programme Lead] and reimbursed by [bank transfer / cash / cheque].
5. Claims without receipts may only be reimbursed at the discretion of the Manager (e.g. bus fares).

7. Reimbursement Rates
· Mileage (car): [Insert current HMRC rate, e.g. £0.45 per mile]
· Mileage (bike): [e.g. £0.20 per mile]
· Public Transport: Actual cost (standard class fares only)

8. Record Keeping
· Expense claim forms and receipts will be kept securely for 6 years in line with financial record-keeping requirements.
· Data will be processed in accordance with the Data Protection Act 2018 and GDPR.

9. Disputes
Any disputes regarding expenses should be referred to [Manager / Board of Directors]. The final decision rests with the Board.

10. Policy Review
This policy will be reviewed annually or sooner if required by changes in legislation or organisational procedures.

11. Acknowledgement
By signing below, volunteers confirm they have read and understood this policy.
Volunteer Name: ______________________________
Signature: ___________________________
Date: ______________________
Manager / Authoriser: __________________________
Signature: ___________________________
Date: ______________________

Would you like me to generate this as 

