NI Youth Forum – Volunteer Expenses Policy


NI YOUTH FORUM STAFF AND VOLUNTEER EXPENSES POLICY
(January 2008 Updated June 2017)

1
Introduction

2
Administration
3
Travel expenses

4
Meals and accommodation
5
Other expenses
6
Volunteer expenses and tax

7
Volunteer expenses and welfare benefits

Volunteers and staff are important to the NI Youth Forum and their contribution is valued. 
It is our policy to offer volunteers and staff full reimbursement for out of pocket expenses incurred on the NI Youth Forum’s behalf, providing that the nature of these expenses has been agreed in advance.  
All staff and volunteers should be made aware that they are entitled to claim expenses as part of their induction, and told how to make a claim.  It is the responsibility of respective staff project leaders to inform their volunteers of their right to make a claim for out of pocket expenses.
The NI Youth Forum will only reimburse volunteers and staff  for actual expenses, supported by a receipt where appropriate.  

The NI Youth Forum will pay the following out of pocket expenses to staff:

· petrol/mileage costs incurred whilst attending agreed meetings/events for the NI Youth Forum;
· meals taken whilst working, subject to a minimum time commitment and an upper limit of payment;
The NI Youth Forum will pay the following out of pocket expenses to volunteers:
· travel from home to and from the place of volunteering and any additional travel necessary in the course of volunteering; 

· postage, phone call and stationery costs necessary to the volunteering work;
· meals taken while volunteering, subject to a minimum time commitment and an upper limit of payment;
· accommodation costs if overnight stays are necessary to the volunteering activity.
It is not acceptable for a volunteer or staff member to claim sums above out of pocket expense levels. Claiming sums for travel not actually taken, or food not actually consumed is fraudulent and defrauding the NI Youth Forum. 
2
Administration

Volunteers and staff must complete a claim form (Appendix 1) and expenses will usually be reimbursed by cheque. Original receipts (i.e. not photocopies or credit card vouchers) must support all claims.  
In certain circumstances it may be possible to make provision for advances against expenses.   This will be agreed in advance with the volunteer’s supervisor and volunteers will return original receipts to cover the expenses incurred.  Staff are not entitled to make expenses claims in advance unless there are extenuating circumstances.

Staff working with volunteers may be able to avail of a “kitty” to enable them to pay volunteer expenses in advance or to reimburse volunteers on the day of an event.  Staff must make a request to their respective line manager and produce a Purchase order setting out the amount required.  

A credit card withdrawl can be made.  The staff member is then responsible for returning receipts and surplus cash to the Office Manager for reconciliation.  If the expenses paid out exceeds the amount of cash given the staff member will be given the balance by cheque on receipt of all invoices and receipts and a cover sheet detailing these expenses.
Travel expenses forms must be signed to the volunteer supervisor on in the case of a staff member to their line manager.  All forms must be checked by this person and signed in the box “Checked by”.  The form will be processed by a member of the Admin Team and finally passed by a signatory of the Executive Committee. 

3
Travel Expenses

3.1 
General

The NI Youth Forum will reimburse travel expenses from home, to and from the place of volunteering.  The NI Youth Forum will also reimburse the travel costs of anyone attending a volunteer event or training as a Youth Forum volunteer.  As the NI Youth Forum is a charity volunteers are encouraged to keep travel expenses to a minimum.  
The normal mode of travel will be by public transport and all travel expenses claims must be supported with a receipt. The NI Youth Forum recognises that in some circumstances it may be more effective to travel by the volunteer’s own car, or that the volunteer’s role may require the use of their own car.  
3.2 
Use of alternative forms of transport 

In circumstances where volunteers are unable to travel by bus or rail, taxis may be used with prior approval by the volunteer's supervisor.
The volunteer’s supervisor will use their discretion where there are concerns about personal safety, e.g. late night travel to authorise travel by taxi. 

3.3 
Rail

Travel by train must be arranged on a second class (standard) basis. A receipt should be requested at the time of ticket purchase, as these are not usually given automatically.

3.4 
Own car

If prior approval has been obtained, volunteers will be reimbursed for the use of their own car whilst volunteering for the NI Youth Forum.  A mileage allowance of 45 pence per mile will be paid.  Claims for parking expenses should be supported by a receipt.  Volunteers are also advised to notify motor insurers that their car is being used for volunteer work.  This should not affect the insurance premium.

Passenger Allowance:  Drivers may claim in respect of each passenger as follows:

First passenger 


5p per mile

Each additional passenger

2p per mile

4
Meals and Accommodation

4.1 Meals

The NI Youth Forum will reimburse volunteers for the cost of a meal if they work for five continuous hours or more in one day.  Only the actual cost of the meal will be reimbursed, subject to a maximum limit of £7.00 per person, however this may be increased in certain circumstances subject to prior approval by the volunteer’s supervisor.  If a volunteer is attending an event where a meal will be provided for them, they should not then incur additional expenses for food against the Youth Forum.  
All claims for meals must be supported by receipts.

4.2 
Hotel accommodation
On some occasions it may be necessary for the volunteer to stay overnight at a hotel, eg whilst attending training or events.  Authorisation for an overnight stay must be approved in advance through the volunteer’s supervisor and the accommodation must be booked via the NI Youth Forum. 
5
Other expenses

The NI Youth Forum will reimburse other out of pocket expenses incurred by volunteers such as the cost of postage, phone calls and stationery.   These expenses should clearly relate to their voluntary work and should be agreed with their supervisor in advance and should be supported by appropriate paperwork. 
6. 
Volunteer Expenses and Tax

6.1 General
It is stated in NI Youth Forum policy to only reimburse its volunteers for actual out of pocket expenses incurred, for which there is no tax liability. Volunteers would only be liable to pay tax if payments were made which either exceeded actual expenditure, or which were not supported by original receipts.

7 
Volunteer expenses and welfare benefits

The receipt of payment for expenses whilst volunteering for NI Youth Forum should not affect any welfare benefits volunteers may receive.  Problems may arise if the volunteer is paid more than actual out of pocket expenses, in which case they may be classed as a ‘paid’ volunteer and this could put any welfare benefits at risk.  NI Youth Forum only pays out of pocket expenses and so this should not be a problem. 

RECEIPTS ARE ONLY VALID FOR THREE MONTHS AND EXPENSES WILL NOT BE PAID FOR RECEIPTS SUBMITTED OUTSTIDE THE THREE MONTH PERIOD.  HOWEVER THIS MAY BE RELAXED IN EXCEPTIONAL CIRCUMSTANCES AND SUCH INSTANCES SHOULD BE DISCUSSED WITH YOUR SUPERVISOR. 
Please note that all expenses need to be submitted by financial year end which is currently 31st March each year

COMPLETION OF FORMS:  To follow is an illustration of how an expenses form should be completed.  Please note that failure to follow these instructions may lead to a delay in the payment of your expenses claim as forms may need to be returned to you. 

APPENDIX ONE



[image: image1.png][ ———— T 2 uesion o bl
DEEHROERTE L RB S0 C(8E T B o, co Bz uEEEEE g
e S pmacaBrds Al Rlidyg —— - «-2- @3- m@E-sEnakiizliasi B

SUBMITREPORT TO SENIOR ADMINISTRATOR, NI YOUTH FORUN 244 ANN STREET, WILSONS COURT, BELFAST BIV4EF

NI YOUTH FORUM EXPENSE REPORT

NEWE TS TCERTIFY THAT THE AMGUNTS CIAWED BELOW WERE RECESSARILY INCURRED €Y WE TN CONNEC IO WITF Y T
MEMEERSHE. | ALSD DECLARE THAT | HAVE ADEGUATE INSURANCE DN 'Y VEMICLE T0 COVER BUSINESS USE:
ADDRESS: | 4 A7 el SIONED: | megth
B PLERSE NOTE THAT EXPENSES WILLNOT BE PAID OUT WITHOUT PROOF OF TRAVEL TICKETS ARE ONLY
T VALID FOR 3 MONTHS, CLAIMS MUST BE SUBMITTED BY 25 OF THE MONTH. PLEASE ENSURE YOU
COMPLETE THIS FORM FULLY LISTING TRAVEL IN CHRONOLOGICAL ORDER,
PROJECT(S) CLAIMED BEING MADE UNDER: CoreCFNIY ImpactNICCY CDUbthet (please circle or specky):_Engage Youth
For car drivers orly
T 5
2 3 MILEAGE 5 AMOUNT FOR 7 8 9
1 | DESCRPTIONOF JOURNEY | yugace | AMOUNT | 5 | PASSENGERS |  pusLc | OTHER | TOTALSOF
DATE | (Busitrainkir) 8REASONFOR | gioarme | , (C13XIY ST | fedymesyy | TRANSPORT £ COLUMS 4,6,7
JOURNEY EG. EXEC MTG oy | Comimae commipuiars : 28

77,05 | Bangor - Beftast (Rewurn) Exec

Meeting Na Na Na Na £4.20 - £4.20

50705 Bangor - Belfast (Return) Eng V. AAnoter 075 Na - 28
Plenary Day 15 6,00

5.7.05 | Car Parking —Eng V. Plenary Day | Na Na N N N 7500 7500

5105 Lunch Receiptattached) Na Na Na Na Na 450 450

TOTAL OF COLUWN 9 (please carty balance over page ff liecessaty) | £20.45

Corowe s (s N NOO A B O-L-A-==Sa 0]
Page 1 Sec 1 y2 oA o col REC TRK EXT OV Engish(UK  OF
Bse| [BH O OEHEEHSEOR |8 20 w2

| 5] imbox - Microsoft ... | [3] MicrosoftExcel | &) MM Hotmai - Tods...| &% Sage Line 50 Accou. | 3] volunteer Expense... | [ ] Expense Claim Fo... ] Document2 - Micros...| |~ @@ Wednesday






[image: image2.png]rosoft Word

xpense Claim Form

‘Bl Edt Vew Inet Fomat Took Table Window

Help

NEHRSGRIVE $ 2RI 9-C- 83T B A4 Normal + aria, + Arial
K@ rmacmBErds Al nlidy

-0 - [B]7r U

w-Z-|[@ -3 -EE S -gEE Al

=18l x]

Type aquestionfor help  + X

-A-E

=
S EEIE I

SUBMITREPORT TO SENIOR ADMINISTRATOR, NI YOUTH FORUN 244 ANN STREET, WILSONS COURT, BELFAST BIV4EF .

T 7
DESCRIPTION OF JOURNEY

3
MILEAGE

T

MILEAGE

AMOUNT
A

5

T

PASSENGERS | AMOUNT FOR

PASSENGERS

B

7 T
PUBLIC OTHER

TRANSPORT 3
s

5
TOTALS OF
COLUNS 46,7
88

BALANCE FROMPAGE T

045

TOTAL OF COLUMN D

FOR OFFICE USE ONLY

PROCESSED BY:

DATE RECEIVED:

CHECKED BY:

CHEQUE NO:

PASSED BY:

DATE PAID OUT:

NOMINAL CODE

MILEAGE RATE:

=t

ipraw- g | Auoshapes- \ N O] 441 @[ O~ Z- A

Page 1 Sect 2 A I

Bsor| |G SO ECEHE 0B

| []1mbox - rosoft o...| (€] irosoft excel | ) M Hotmi - s,

REC TRK EXT OVR Englsh(UK CF

|@[, 2T o

B Sage Line 50 Accou...| ] volunteer Expense... [ ] npense Claim Fo... ] Documentz - Micros.. | | @) Wednesday





Please ensure you complete the calculations as detailed under each column heading. 





Please ensure that you sign the statement below.  Unsigned forms will be returned and this may delay payment of expenses.





Please complete your full name and postal address for cheques to be forwarded to.





If you do not use the full form, please put a line through the unused form as shown in the sample above. 





Complete the claim section using as much detail as possible as shown on the sample form.





Please indicate the project to be charged. If unsure, please check with your supervisor.
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