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Team Expenses Policy & Procedures 

1. Summary 

1.1 As a Proud2Be team member, you are entitled to claim reasonable, actual, out-
of-pocket expenses incurred whilst working/volunteering. In line with national 
standards of good practice in supporting employees and volunteers we are 
committed to ensuring that no employee or volunteer is out of pocket because 
of expenses incurred when working for Proud2Be. 

1.2 This policy applies to all employees, directors, volunteers, and sessional 
workers. 

1.3 This policy does not form part of any employee's contract of employment, and 
we may amend it at any time. 

1.4 Proud2Be Employees and volunteers' expense procedures are described 
below under the following headings: 

1.4.1 Who is a Proud2Be Employee and Volunteer? 

1.4.2 Before making an expense claim 

1.4.3 Travel 

1.4.4 Administration 

1.4.5 How expenses are claimed, and reimbursements made 

1.4.6 Reviewing this document 

2. Who is a Proud2Be employee and volunteer? 

2.1. A Proud2Be employee and volunteer is someone who undertakes activities 
that involve spending paid or unpaid time using their skills, knowledge, and 
experience to deliver or enable the work of Proud2Be.  

2.2. We will reimburse all reasonable employee and volunteer expenses incurred 
through carrying out employee and volunteer activities that are in line with our 
organisational remit. 

2.3. This policy covers ALL Proud2Be employees and volunteers including 
directors. It does not cover expenses for supporters, or people participating in 
user involvement activities. 

3. Before making an expense claim 

3.1. Before making an expense claim, employees and volunteers must check that: 

3.1.1. the expenses they are claiming were necessary expenses incurred as a 
result of undertaking their Proud2Be employee or volunteer role 

3.1.2. the expenses are reasonable and were made using the most cost-
effective method available, considering personal safety and well-being 

3.1.3. prior approval has been sought in advance for any expenses requiring 
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this, such as taxi journeys. 

3.1.4. all items of expenditure being claimed for occurred within the last 30 
days 

4. Volunteer travel 

4.1. Proud2Be will reimburse volunteers for travel (from their home address) to and 
from their regular place of working up to a maximum of 50 miles as well as any 
travel undertaken as part of their volunteer role including travel to different 
locations, meetings, training, and events. 

5. Employee travel 

5.1. Proud2Be employees cannot claim travel expenses from their home address to 
the Newton Abbot hub. Employees may be able to claim travel expenses from 
the hub to other venues they are working at e.g., community buildings for 
groups, coffee shops for 121 meetings etc. Please ask your line manager for 
clarification. 

6. Transport options 

6.1. Public Transport 

6.1.1. Standard class public transport should be used when travelling on 
behalf of Proud2Be. We ask that employees and volunteers try, where 
possible, to travel by the cheapest form of public transport. Employees 
and volunteers should book tickets as far in advance as possible, 
making use of any concessions, special offers or discounts. This includes 
bus, coach, train, tram, ferry and where appropriate, air travel. Tickets 
purchased must be for journeys made on behalf of Proud2Be only, if 
you are using a pre-pay scheme such as an Oyster card, a print-out of 
the individual journeys made should be submitted, highlighting which 
journeys are being claimed for. 

6.1.2. Unfortunately, we are unable to reimburse the purchase of any form of 
season ticket or railcard (such as young persons, senior or disability 
railcards) as these can be used for other journeys and are classed as a 
taxable benefit by HMRC. 

6.1.3. Any employees or volunteers wishing to travel by first class can pay the 
supplementary amounts themselves if they are happy to, but this will 
not be reimbursed. 

6.2. Taxis 

6.2.1. Taxis should only be used when considered essential, and where public 
transport is not practical, accessible, safe, or where there is an 
emergency. When planning to use a taxi, we advise employees and 
volunteers to provide a quote or estimation to their named contact in 
advance for approval. 
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6.3. Use of Private Vehicles 

6.3.1. Employees and volunteers must only use a taxed vehicle which is 
roadworthy with a current MOT. Volunteers must inform their insurance 
company that they will be using the vehicle for volunteering purposes. 
Please note that neither employees nor volunteers may assist 
individuals into and out of vehicles, as they are not insured for the 
moving and handling of people. 

6.3.2. Please note it is often considerably cheaper to travel by public transport 
than by car. For longer distances, it is also sometimes more cost-
effective to hire a car, but please agree on this in advance with those 
who sign off the expenses. Please try to use the cheapest means of 
transport where it is safe and practical to do so. 

6.4. Claiming Mileage Costs whilst Using Private Vehicles 

6.4.1. If public transport is impractical or more expensive than the cost of 
using a private vehicle, we will reimburse the cost of travel at the 
following set mileage rates : 

The first 10,000 miles in the tax year Over 10,000 miles in the tax year 

Car 45p per mile 

Motorcycle 24p per mile 

Bicycle 20p per mile 

Car 25p per mile 

Motorcycle 24p per mile 

Bicycle 20p per mile 

6.4.2. Employees and volunteers can claim an additional 5p per mile for each 
passenger they carry in relation to their role. 

6.4.3. Employees and volunteers should be aware that these rates are 
reviewed annually, and any changes are at the discretion of Proud2Be. 
The current rates will be printed on the employees and volunteers 
expenses claim form and Proud2Be will ensure this is kept up to date to 
reflect any changes to the mileage rates. 

6.4.4. Parking costs, tolls and congestion charges can also be claimed where 
necessary; however, we do not reimburse parking fines or speeding 
tickets under any circumstances. 

7. Administration costs 

7.1. There may be times when employees and volunteers incur administration 
costs undertaking their role, for example, when making phone calls, printing 
materials, or sending letters on behalf of Proud2Be. We can reimburse the 
costs of phone calls, stationery and postage when supported by receipts or an 
itemised bill. We are unable to reimburse the costs of furniture, utilities 
including gas, electricity, broadband/phone line installation, rental costs or 
computer equipment. 
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8. Subsistence  

8.1. Subsistence costs (e.g.: for refreshments, meals & hotel accommodation) can 
only be claimed when an employee or volunteer is on authorised Proud2Be 
business away from their regular place of work. 

8.2. If an employee or volunteer is attending a conference or training event where 
refreshments and meals are provided, additional subsistence may not be 
claimed. However, when volunteering for a full day (over 4 hours and at 
scheduled mealtimes) and refreshments and lunch are not provided, it would 
be expected that this will be reimbursed at the agreed rate. 

8.3. Current rates are : 

8.3.1. Breakfast/lunch/refreshments : up to a maximum of £10 in total per day 

8.3.2. Evening meal : up to a maximum of £20 per day (no alcohol will be 
reimbursed) 

8.3.3. Detailed receipts to support expenses incurred for subsistence should 
be included with the claim form. Please provide a VAT/itemised receipt 
rather than a credit card receipt. Any amount in excess of the current 
rates will not be reimbursed. 

9. Other types of expenses 

9.1. The above examples of expense claims are illustrative, not definitive. Expenses 
not detailed above will only be paid if authorised (in advance whenever 
possible) by the Head of Community Services or, if not available, a person 
appointed by the directors to act on their behalf. 

10. How expenses are claimed, and reimbursements made 

10.1. Expenses can be claimed back through the employees or volunteers named 
contact at Proud2Be. 

10.2. An employee and volunteer expense claim form must be used, and receipts 
must be provided as proof of purchase.  

10.3. To avoid employees and volunteers being out-of-pocket for long periods of 
time, we encourage employees and volunteers to make regular claims and are 
committed to processing all employee and volunteer expense claims within 
four weeks from the date the form was submitted, however, employees and 
volunteers can usually expect to receive reimbursement in around two weeks. 
If information is incorrect or missing, we will strive to contact the employee and 
volunteer as quickly as possible to resolve the issue. 

10.4. We strongly recommend that employees and volunteers claim any expenses 
incurred whilst working for Proud2Be. However, we understand that not all 
employees and volunteers will wish to claim their expenses. If this is the case, 
we would still encourage employees and volunteers to make a claim but 
donate it back to Proud2Be. Whilst this may seem onerous, it is important that 
we understand the true costs of involving employees and volunteers. 
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