
This policy is intended to provide a clear set of rules for all volunteers within The Link Visiting Scheme to 
ensure that volunteers do not inadvertently incur expenses which we can neither justify nor reimburse. We 

need at all times to ensure that our expenditure is relevant to our charitable objectives and can be fully 
justified therefore all expenses should be reasonable and kept to a minimum.

Who the policy applies to
All Link Visiting volunteers and support volunteers.

Why we have this policy
The work of Link Visiting is critically dependent on the extensive network of volunteers. We are very grateful 
to the vast majority of volunteers for not only providing their time free, but also choosing to meet incidental 
expenses from within their own resources i.e. at no charge to The Link. Otherwise, with the large number of 
volunteers involved, we could not afford to deliver our programmes at the current levels of scale and quality. 
Our general approach on expenses therefore is that reimbursement will be at the local staff management’s 
discretion, based on their assessment of The Link’s requirements, the available budget and the volunteer’s 
own needs.
Link Visiting try as much as possible to match volunteers to elderly friends who live locally and hence to keep 
volunteers travel requirements to a minimum/short distances. In some cases this is not possible and so the 
Link will reimburse expenses where a volunteers round trip to visit a Link  Friend exceeds 10 miles.

Details
•    All volunteers must claim expenses by completing the Volunteer Expenses Claim Form.
•    Only expenses submitted on the relevant form and correctly authorised will be reimbursed.
•    Forms are available from the Link visiting Office who will also authorise completed claims. Expenses     
      should be claimed monthly or quarterly to minimise the administration   and processing 
•    Only actual costs incurred can be reimbursed, Expenses do not represent a reward or compensation for 
     loss of time.
•    The standard car mileage rate for volunteers working for The Trust is 40p per mile. Volunteers can only           
      claim for journeys to/from their Link Friend’s house where the round trip is greater than 10 miles. The Link 
      will not reimburse volunteers for any trips that they take their Link Friend on.
•    Support volunteers are required to contact their volunteers for feedback on visits on a quarterly basis. A 
      contribution towards their telephone costs can be claimed through the expenses claim form to a                           
     maximum of £10.00
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Examples of travel expense
i)   A Volunteer has been linked up with an elderly friend who lives 8 miles from the volunteer’s home.  Hence 
the round trip for 1 visit would be 16miles. The volunteer visits their elderly friend once per week. 
On a monthly basis, assuming 4 visits per month  the volunteer would be able to claim 
4visits x 6 miles per visit x 40p  = £9.60.

ii)   A volunteer visits 2 elderly friends. One lives 8 miles from their home as in (i) above. The other elderly 
friend lives 4 miles from the volunteer’s home. 

In this scenario the volunteer would still only be eligible to claim £9.60 as in (i) above as the other elderly 
friend is within the 10 mile round trip threshold.

If you have any questions about our expenses policy, please don't hesitate to contact us. 


