
General guide for 
volunteers to claiming 
expenses from CSSC

Introduction
As volunteers for CSSC, you know that we could not operate without your help. We know you give 
so much of your valuable time to help CSSC so obviously we don’t want you to be, or maybe more 
importantly feel, out of pocket.

It is good practice to reimburse volunteers for expenses they incur while volunteering for CSSC, 
although we have been advised by the National Council of Voluntary Organisations that we should 
exercise caution when it comes to reimbursing expenses or making any payments to volunteers. This is 
because paying ‘expenses’ automatically, without justification, can be seen as the equivalent of paying 
a salary - at which point you stop being a volunteer and the rules change dramatically! So please take 
a few minutes to read on and find out what exactly you can claim for, and please encourage any other 
volunteers you know to do the same.

What costs can I claim for?
CSSC volunteers are entitled to claim for all reasonable out of pocket expenses incurred 
directly through and for the purposes of their volunteering with CSSC upon production of 
receipts showing actual expenditure.

1. Travel- to and from the place of volunteering and travel whilst volunteering:-

• Motoring-.details and applicable rates for travel by car (and motorbike) can be found here link 
to current mileage rates. In addition, volunteers may claim in respect of passengers conveyed in 
connection with their volunteering (see above link for current rates). Only entitled passengers, i.e. 
other CSSC volunteers or members may be claimed for.

• Not by car / motorbike - if not travelling by car, every reasonable effort should be made to use the 
most cost effective form of alternative transport including public transport.

2. Food and accommodation:-

• all reasonable out of pocket costs for food and accommodation incurred directly whilst and for the 
purposes of carrying out a CSSC volunteering role, will be reimbursed

• only the cost of non-alcoholic drinks will be reimbursed except in exceptional circumstances and on a 
pre-approved basis.



3. Miscellaneous-to include:-
• Personal protective equipment (PPE)
• Postage, stationery, phone calls

The above list is not exhaustive and if you are unsure, please contact your Volunteer Support Advisor or 
a member of Head Office.

How do I claim?
Complete a volunteer expense claim form which you can find in the Document Library on the volunteer 
pages of CSSC web site. Alternatively, please speak to the relevant affiliated association or a member of 
staff at Head Office for details of how to apply in your individual circumstances for reimbursement for 
any out of pocket expenses incurred whilst volunteering with CSSC.

More information
CSSC is only allowed to reimburse out of pocket expenses.

Volunteers are strongly encouraged to claim and not to use their own personal funds to pay for CSSC 
events/activities.

Volunteers who are on benefits may lose part of their means tested benefit if they over-claim, and the 
nature of their volunteering may also be called into question. Money over and above out of pocket 
expenses is regarded as income by HM Revenue and Customs, and is therefore taxable, and in fact the 
entire sum a volunteer received would be taxed, not just the portion above the actual expense.

Why EVERY volunteer must claim their expenses!
Some of our volunteers say that they do not need or want to be offered the chance to claim back their 
expenses. Whilst we obviously appreciate their generosity, we have good reason to ask everyone to 
claim. First of all, not everyone can afford to write off costs incurred through volunteering, so because it 
is important that there is no stigma attached to claiming expenses, it would simply be better if everyone 
put in a claim.

Volunteers must claim their expenses in order for CSSC to have an accurate picture for costs each year.
Volunteers are more than welcome to return the sum as a donation if they wish!

If you have any queries relating to the above, please do not hesitate to contact the CSSC finance team 
at finance@cssc.co.uk” or Volunteer Support, on 01494 888449 or email volunteer@cssc.co.uk

Thank you for reading and thank you for volunteering. CSSC really values the hard work and 
commitment of each of our volunteers.
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