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Why should I claim?
We want to ensure that as many people as possible can volunteer for us. For this reason, we are keen to ensure that no one is disadvantaged financially by volunteering. Volunteers are already donating time to PSPA, it would be wrong to expect them to end up out of pocket – effectively donating money as well.

Payment of expenses is important from an equal opportunities point of view. People on benefits or low incomes should not be excluded because they cannot afford the cost of travel for example. Not paying expenses will make it harder to recruit, as the more barriers we place in the way of volunteers the less likely they are to volunteer.

Another key reason for encouraging all volunteers to claim their expenses is so we can build an accurate picture of volunteers’ costs, and this helps when making applications to funders.

What can I claim for?

As a volunteer, you can claim out-of-pocket expenses for:
· Telephone costs
· Travel – costs of bus, train (standard class) fares for travel which is necessarily undertaken during your volunteering
· Mileage allowance (volunteers’ own car) currently paid at a rate of 55p per mile
· Refreshments during meetings.

How do I claim expenses?

Expenses can be claimed by:
1. Completing a PSPA expense form. These are available from head office or can be downloaded from the Volunteer Hub on the website. 
2. Claim forms need to be submitted to the Volunteer Coordinator who will then pass them to the PSPA finance team within two working days. Expenses are paid directly into your bank account. Please do keep receipts so that they can be attached to the form. 

3. If you are a local group coordinator and hold petty cash, expenses can be paid in cash and logged onto the local group petty cash form. Groups are given the finance procedure and all petty cash and fundraising forms that need to be completed. please do keep receipts so that they can be attached to the form.

4. Pre-paid top up cards are available to all PSPA Support Groups. These are to be used to pay all group expenses such as refreshment cost. Invoices for venue hire should be emailed directly to PSPA Finance team to be paid.

Any questions, please contact the Volunteer Coordinator on Volunteering@pspassociation.org.uk. 
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