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Bold Vibes: Volunteer Expenses 
Policy and Process
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1. Purpose
Bold Vibes values the time and commitment of our volunteers. We are committed to ensuring that no one is out of pocket for volunteering with us.
This policy outlines:
What expenses can be claimed
How to claim them
How payments will be made

We aim to ensure volunteering remains accessible to everyone, regardless of personal circumstances.

2. Key Principles
Volunteers will only be reimbursed for actual, reasonable expenses incurred while volunteering
Payments are not wages or rewards
Volunteers should not be financially disadvantaged by volunteering
All claims must be supported by receipts or evidence where possible

3. What Expenses We Will Reimburse
Reasonable expenses may include:
Travel
Travel to and from the place of volunteering
Travel during volunteering activities

Car travel:
Reimbursed at HMRC rate (currently 45p per mile for cars, 24p per mile for motorbikes and 20p per mile for bicycles. You can also claim an additional 5p per passenger per mile if carrying fellow volunteers and/or required personal assistant(s))
Volunteers are encouraged to use the most cost-effective option

Public transport:
Bus, tram, or train fares
Tickets or proof of journey must be provided

Parking:
Reimbursed where free parking is not available
Receipt required

Meals & Refreshments
If volunteering for 4 hours or more and food is not provided up to £5 per session will be in advance
Alcohol will not be reimbursed

Equipment
Essential items required for volunteering (e.g. protective clothing)
Must be agreed in advance

Administration Costs
Postage
Phone calls
Printing or stationery
Receipt/evidence required

The above reasonable expenses will also be reimbursed for a volunteer’s personal assistant(s) should they be needed (as deemed appropriate by the volunteer and Bold Vibes).

4. Flexibility
Bold Vibes recognises that costs can vary.
We will:
Consider individual circumstances
Be flexible where additional costs are necessary

For example:
Dietary requirements may increase food costs
Accessibility needs may require more expensive travel

These should be discussed in advance where possible.

5. What We Cannot Pay
Bold Vibes cannot:
Pay fixed allowances, wages, or stipends
Provide gifts or financial rewards
Reimburse expenses without evidence where required

Any payments above reasonable expenses may:
Be treated as taxable income
Affect benefits
Create an employment relationship

6. Claiming Expenses (Process)
To claim expenses, volunteers must:
Complete an Expenses Claim Form
Provide receipts, tickets, or suitable evidence of costs
Submit the claim to the designated contact

Timescales
Claims should be submitted monthly where possible
All claims must be submitted within 3 months of the expense

7. Payment Method
Payments will usually be made via bank transfer
Volunteers will need to provide bank details
Payments will be made within one month of receiving a completed claim

Where bank transfer is not possible, alternative arrangements may be made.

8. Advance Payments
In some circumstances, expenses may be paid in advance.
This will be decided on a case by case basis
Any unused funds must be returned or deducted from future claims

9. Record Keeping
Bold Vibes will:
Keep clear records of all expense claims
Retain receipts and documentation
Ensure compliance with legal and financial requirements

10. Volunteer Responsibilities
Volunteers are expected to:
Claim only actual expenses incurred
Provide accurate information
Keep receipts and evidence
Use cost-effective options where possible

11. Review
This policy will be reviewed regularly to ensure it remains fair, clear, and compliant with best practice.

Bold Vibes is committed to removing financial barriers so everyone can take part and contribute 
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