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Age UK Wandsworth - Volunteer Expenses Policy
Travel Expenses

All Age UK Wandsworth volunteers are entitled to claim travel expenses incurred to and from the place of volunteering, and any travel undertaken in the course of volunteering.  This will be at the rate for public transport.  If you are unable to use 
public transport or drive a car, you will be encouraged to use Dial-a-Ride or to apply for a Taxi card.  In certain circumstances, it may be necessary to use a taxi, for which 
fares will be reimbursed.  Receipts e.g. bus tickets, should be submitted in all circumstances with each claim (including weekly / monthly passes).

It is expected that volunteers over the age of 60 will use their Freedom Pass (where possible) and not claim travel expenses from Age UK Wandsworth.

If you use a car, you will be able to claim mileage at the rate specified by HM Revenue and Customs, currently 45p per mile.

Volunteer Drivers

If it has been agreed that you will take on the role of a volunteer driver, you must notify your insurance company.  Failure to do this can invalidate the policy and render you personally liable for any resulting damage or injuries.

As a volunteer driver you will be reimbursed for mileage at the same rate as above.

Other Expenses

Age UK Wandsworth will also reimburse the following expenses:

a) meals taken during a period of voluntary work, up to a maximum of £3.50, where the volunteer has worked 4 hours or more in one day.  Receipts must accompany any claim.

b) postage and telephone costs incurred as part of your voluntary work.  Postage will be reimbursed at second-class rates, and telephone calls on the basis of 25p per call.

Tea And Coffee

Free tea and coffee will be provided to volunteers working at the Age UK Wandsworth office premises at 549 Old York Road, Wandsworth, London, SW18 1TQ.
Welfare Benefits

If you start voluntary work and you are receiving benefits, you should discuss this with the Volunteer Manager, to ensure that your benefits will not be affected.  The primary rule is that benefits should not be affected, as long as the only payments you receive during the course of your voluntary work are reasonable out-of-pocket expenses.

How to Claim Expenses
Volunteers with Age UK Wandsworth are encouraged to claim any travel, subsistence or other expenses for which they are eligible, and we endeavour to ensure that they are repaid as soon as possible. 

If the volunteer works in the office, we aim to repay all out-of-pocket expenses in cash on the day that they work.

Volunteers who work in the community are sent expenses forms on a regular basis from their Project Coordinator.  They should then send the completed expenses form back to their Project Coordinator who will arrange for this to be paid every month by cheque.  Payments are made by cheque if they are over £10 (all expenses under £10 are paid in cash).  All expense forms must be supported by receipts – no expenses without receipts will be paid.  

For oyster card expenses please provide a printout of journeys you are claiming for (these can be provided by oyster card top-up merchants such as newsagents).

If a volunteer does not have a bank account and payment by cheque would be difficult, they should discuss this with their Project Coordinator and accordingly other arrangements will be made. 


