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VOLUNTEER EXPENSE POLICY

Purpose

The purpose of this policy is to provide procedures for all volunteers incurring
travel, accommodation and other reasonable out-of-pocket expenses on behalf of
Scottish Gymnastics.

Scottish Gymnastics is committed to ensuring good working practices in our
management of travel and expenses and that economic efficiencies are always

met.

To minimise the out-of-pocket expenses of any volunteer, all travel and

accommodation MUST be booked through the Scottish Gymnastics office.

Principles

Reimburse volunteers when additional expenditure is necessary and
inclusively incurred while performing Scottish Gymnastics business.
Ensure we obtain the best value for money and the lowest cost consistent
with the appropriate level of service.

The responsibility of ensuring that the submitted claim is for a valid
business purpose and in compliance with Scottish Gymnastics policies lies
with the individual submitting the claim. Scottish Gymnastics reserve the
right not to reimburse claims that do not comply with Scottish Gymnastics
policies. Failure to comply with this policy and its principles may be treated
as a disciplinary matter and be dealt with under the conduct in sport code.
The amount of expenses claimed must be what was actually incurred and
for the purpose stated on the claim. All necessary receipts must be
attached.

Authorisation should be obtained from Scottish Gymnastics before
committing to any expense.

Reimbursement

Travel

Expense incurred should be noted on the expense claim form and the
relevant detailed receipts attached.

Claims older than 90 days after the event will not be reimbursed.
Club nominated volunteers are not eligible to claim expenses.

All travel and accommodation MUST be booked through the Scottish
Gymnastics office.

Must only be undertaken when there is an essential business need and no
reasonable alternative, such as conference call is available.
Travel must be undertaken, where possible by the most cost-effective
mode of transport, and must be booked as far in advance as possible
through Scottish Gymnastics. This will ensure that Scottish Gymnastics
obtain the best corporate rates available. The amount reclaimed will be
capped, if the most cost-effective method of transport is not used and this
has not been agreed in advance with the budget holder.
Volunteers are responsible for their own travel insurance, if required.
Methods of transport
e Car:
o Mileage is paid at a rate of 45p per mile. If long distances are
involved, hiring a car should be considered as it may be less
expensive.



o Car sharing is expected, where possible.

o It is the responsibility of the volunteer to ensure that a valid
driving license is held, that the vehicle is roadworthy and that
they have appropriate car insurance that covers them for
business purposes.

o When there is a parking fee, receipts should be attached to the
expense form.

e Train & Air:

o All train & air travel must be booked through Scottish Gymnastics
administrators with prior approval from the budget holder.

o Volunteers traveling abroad should have a valid passport and
should obtain relevant visas where appropriate.

e Taxi:

o Taxis should only be used where there is no other public
transport available or when they are more cost effective than
other forms of transport. They may also be used for short
journeys with heavy luggage.

Accommodation
e Scottish Gymnastics will book accommodation

o When the event is over more than one day, where home is more than
50 miles away. An evening meal can be reclaimed, if not provided.

o A one-day event of over 12 hours. An evening meal can be reclaimed,
if not provided

o A one-day event with a finish after 7 p.m. where the journey time is
longer than 3 hours, or 150 miles. An evening meal can be reclaimed,
if not provided.

o An event with a start before 8 a.m. and home is more than 50 miles
away. An evening meal can only be reclaimed if the travel time to the
hotel is over 3 hours.

¢ Accommodation may also be provided when it is not appropriate or cost
effective to return home and with the agreement of the budget holder.

¢ When multiple people require accommodation, volunteers will be expected
to share a twin room. Volunteers will be required to pay the additional
costs, should they not wish to share.

e [f not eligible for accommodation, the volunteer will only be able to reclaim
the cost of travel that Scottish Gymnastics is willing to fund.

Meals

e Meals and non-alcoholic drinks can only be claimed if a volunteer is away
from home, and they have not been provided by Scottish Gymnastics.

e Please inform the relevant Scottish Gymnastics staff, if you have dietary
requirements to be catered for.

e Scottish Gymnastics has a duty of care towards health and safety and, as
such, Scottish Gymnastics neither promotes nor approves the purchase of
alcohol for consumption. The cost of any alcoholic drinks will not be
reimbursed.

e Meals and non-alcoholic drinks are capped at the following:

- Lunch (where it has not been provided) - £7

- Evening meal - £20

- Breakfast - £10 (When staying in accommodation provided by
Scottish Gymnastics and breakfast is not included)



