This model policy should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.
VOLUNTEER POLICY

(For a volunteer led group)

(Insert name of the organisation) works for the interests and rights of its members.  

To achieve this aim members and committee members work on a voluntary basis by:

· Applying for funding and running activities for members and the wider community;

· Attending committee meetings and undertaking any work to ensure the smooth running of the committee;

· Taking part in events, training & meetings which further the aims of the association and the members;

· Taking part in county wide consultations which will influence the services provided;

· Organising events in order to raise the profile of the organisation.

Any member or management committee member who undertakes any of the activities above must be authorised by the management committee.  They will be expected to report back to the committee on progress.

EXPENSES
Any member or management committee member who undertakes any work for (Insert name of Organisation) is entitled to claim expenses.

Expenses can be claimed for out-of-pocket expenses including:

· Travel from home to any venue agreed by the (Insert name of Organisation);

· Meal allowance if work is around meal times and more than four hours a day;

· Child care or dependent care costs.

· Telephone calls made on behalf of the (Insert name of Organisation) can be claimed

· Stationery, postage etc.
· Printer cartridges, copying paper and internet connection for emails plus completing things on-line e.g. Charity Commission returns.
Acceptable expense levels:

· Full reimbursement of public transport

· Car travel, mileage can be claimed at 40p per mile

· Parking – actual cost

· Taxis – if there is no reasonable public transport and a taxi is required the actual cost will be reimbursed

· Food – A maximum of £5 per meal

· Child/dependent care costs – actual cost

· Telephone calls – actual cost

· Stationery & postage – actual cost

Making an Expenses Claim

Any claims for out-of-pocket expenses must be made on an approved Expenses Claim Form and handed to the Treasurer.  

Recompense Payments

Any recompense payment received by the group e.g. from consultations is paid to the group and not the individual who participated in the meeting or carried out any activities on behalf of the project.

The individual can claim any travel expenses from (Insert name of Organisation).
Insurance

Any volunteer carrying out approved work for the association will be covered by the public liability insurance of the association.

Policies & Procedures

All volunteers are expected to comply with all policies and procedures of the association.  
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