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1.  POLICY STATEMENT 
 

Good practice towards volunteers includes giving volunteers the opportunity of 
claiming reimbursement for out of pocket expenses incurred whilst undertaking 
volunteering duties with the hospice.   Volunteers may choose to claim for travel from 
their home to hospice and return; and are expected to claim for ‘agreed business 
journeys’ undertaken for the hospice.  Also, volunteers are not expected to be out of 
pocket if they have purchased an item or items on behalf of the hospice, with the 
prior agreement of their Department Manager/Director or the Voluntary Services 
Manager.  
 
In the context of this policy, “Volunteers” includes Trustees (which term includes 
Shadow Trustees). 

 
2.  RESPONSIBILITY / ACCOUNTABILITY 
 
 The ultimate responsibility for incidents concerning this policy belongs to: 
 Title: The Chief Executive Officer 
 
3.  POLICY MONITORING AND REVIEW 
 

A three yearly review will be held, unless required sooner 
 
4.  Related Hospice Policies 
 

HR 40 Volunteer Policy 
HR 5   Equal Opportunities Policy 
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5.  SCOPE 
 

This policy is applicable to all ‘registered’ volunteers who are providing a service to St 
Clare Hospice, under the supervision of a member of SCH staff and relates to 
volunteers working in any of the departments. 
 
Trustees (including Shadow Trustees) are also volunteers but are under the 
supervision of the Chair of the Board of Trustees, who fulfils the role of Department 
Manager/Director in the procedures set out below.  In addition to general restrictions 
for volunteers, the following applies to Trustees: 
 
Trustees are not expected to claim for Routine Trust business, which includes: 
 Quarterly Board meetings 
 meetings of the two sub-committees of which they are likely to be a member 
 Three Development sessions per year 
 The Board AGM 
 Any events at the Hospice 
 
UNLESS it becomes apparent during the selection process that such restrictions 
would discourage a potential trustee from taking up the role 

 
6.  GENERAL EXPENSES 
 

When a volunteer has been asked to buy an item on behalf of the hospice, then the 
volunteer should produce an official receipt to their supervisor or line manager, who 
made the original request.   
 
The appropriate Department Manager/Director will authorise the reimbursement and 
then: 
 

 the receipt will be returned to the volunteer to obtain reimbursement from the 
Finance Department; or 

 the receipt will be passed to the Finance Department and arrangements made for 
the reimbursement to be received by the volunteer. 

 
In some cases where it is not possible for the Department Manager/Director to 
authorise the receipt, if the details are known to the Voluntary Services Manager, 
then that person can authorise the receipt to allow reimbursement to take place. 

 
7.  TRAVEL EXPENSES 
 
7.1  Occasional Journeys 
 

If the expense has been incurred using public transport – bus (not applicable if the 
person has a bus pass), taxi (by pre-arrangement only) or train (2nd class fare) the 
volunteer will need to produce a receipt or appropriate evidence to prove they have 
spent the sum of money, so they can claim full reimbursement.  The Finance 
Department will pay cash up to a maximum of £50 and arrangement for collecting the 
money will need to be made with the Finance Department.  If the volunteer is unable 
to come to the hospice a cheque can be arranged.   
 

7.2  Regular Journeys 
 

Volunteers incurring regular expenses, e.g. patient transport drivers, will normally 
complete an expenses form on a monthly basis.  N.B.  Please note that expense 
forms can be completed for a maximum period of three months before being 
submitted.  However, no expenses claim can run across two financial years.  
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Therefore, expense forms must end at 31st March and a new form started from 1st 
April. 
 

Expense forms are available from the Department Manager or the Voluntary Services 
Manager.  Once completed with all necessary information the expense form should be given 
to the appropriate Department Manager/Director for verification and forwarded to the 
Voluntary Services Manager for authorisation.  It will then be passed to the Finance 
Department for action.   
 
Volunteers who receive regular reimbursement may be asked to provide details of their bank 
account so settlement can be made direct.  However, if the sum is small the Finance 
Department may prefer to settle in cash and the volunteer would be informed of this. 
 
Volunteers will be paid at the current mileage rate agreed by the hospice.  This rate is 
reviewed every three years, coinciding with the review of this policy. 
 
Whatever expense has been incurred by a volunteer, the volunteer should seek 
reimbursement as soon as is practicably possible and must not delay the reimbursement for 
any great length of time (no more than 3 months). 
 
 
IN CONCLUSION 
 
This policy does not state that volunteers must always claim.  It sets out to make sure that 
those volunteers who would welcome this facility are able to take up this opportunity.  A 
volunteer gives their time and it should not automatically be assumed that they also 
volunteer additional expenditure.  

 
Volunteers can choose to donate back to the hospice some or all of the expenses claimed, if 
they so wish.  They may also choose, if they are tax payers, to Gift Aid the sum they donate, 
so allowing the hospice to benefit even more from their donation. Details are available from 
the Fundraising Office. 
 
 
 
 

 


