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Expenses Policy and Procedure - October 2024
Policy

As thriving athletics club Preston Harriers and Athletics Club depends on the support of its
volunteers including committee members, officials and event organisers. It is the policy of
the club that no volunteer should be financially compromised and should be appropriately
reimbursed for reasonable expenses incurred whilst volunteering.

The following procedure defines who is eligible to claim expenses, the circumstances where
expenses can be claimed and the process for claiming those expenses.

Procedure
Eligibility

To be eligible for claiming expenses the applicant must be one of the following:
a) A gualified coach or assistant coach
b) A qualified official
¢) Undergoing training to gain qualifications for the above roles
d) An elected member of the committee
e) An organiser of an official club event e.g. competition or social event.

In exceptional circumstances there may be individuals who do not meet these criteria, but
who complete a volunteering role for the club on a one-off basis as agreed by the
management committee. In all such expenses will be prior agreed by the committee.

Circumstances where expenses can be reclaimed are as follows:

1. Travel

a. Competitions - where a qualified official travels to an event to represent the
club then travel expenses will be paid. If hotel accommodation is required,
this must be agreed and formally approved by the management committee
before being booked.

b. Expenses will only be paid for events where Preston Harriers are competing,
and the club is required, or has been specifically requested to provide
officials. Expenses will not be paid for officiating at schools or
county/area/national events where there is no specific requirement for the
club to provide officials. In all such cases, expenses claims should be
submitted to the relevant organising body.



c. In all cases reimbursement will either be for driving at a rate of 30p per mile or
the cheapest standard return by train or coach on submission of valid receipts
or tickets. The club will not reimburse for taxi fares.

2. Courses
The club will fund any approved coaching or officials courses for those who wish gain
gualifications to support the club. Travel expenses for attendance at these courses
will also be reimbursed, however, it is expected that a venue as close as possible to
the volunteer's home address should be selected when arranging the course. The
volunteer must ensure they discuss their plans with the relevant co-ordinator, or a
management committee member in advance. All such requests must be prior
approved by the relevant sub-committee, and where there is any doubt, cases will be
referred to the management committee. Courses booked without prior approval will
not be reimbursed.

On completion of a coaching course (including assistant and leaders courses) we
expect a commitment from the individual to coach at club sessions at least once a
fortnight for a minimum of two years. Initially, an individual will be required to self-
fund the course with the possibility of reimbursement once they have commenced
coaching and completed at least 5 sessions. For those taking officiating courses the
expectation is that the individual completes at least 5 days of officiating. Where the
club pays for a course and the individual then fails to complete the minimum
requirements or leaves the club within 12 months of gaining any qualification, the
club maintains the right to seek repayment of fees prior to any resignation being
approved.

3. Other expenses
In exceptional circumstances, any volunteer may incur additional costs at certain
times, and they may seek to reclaim these from the club. In these instances, a prior
request should be made in writing to the chair, the secretary or treasurer so that a
decision for approval can be made by the management committee. Any claims made
without prior approval will not be reimbursed.

Where the cost is particularly high the volunteer should discuss any expenditure with
the committee in advance.

Note — Any requests for equipment, such as training aids or timekeeping
instruments, measuring equipment, etc. should be made to the relevant sub-
committee, who have been allocated a budget to cater for these expenses. Where
possible, any such requests should be made towards the end of the year, to assist in
planning the following years budget.

Where any such equipment is provided, it remains the property of the club, not any
individual coach or official.



Claiming expenses

1, All expense claims must be recorded on an approved Preston Harriers and Athletics Club
expenses claim form (please see following page). Where applicable, please include
receipts. Claims in any other format will not be accepted.

On completion, forms should be submitted to the Treasurer, Pete McDermott at

treasurer@prestonharriers.co.uk

2. Courses - As stated above, an individual planning to participate in a course should
discuss their plans with the relevant co-ordinator or a management committee member in
advance (in the case of coaching courses this should be the coaching co-ordinator, or
endurance sub-committee, and for officials the officials co-ordinator).

3. Other approved expenses - claim in a timely fashion as outlined above, and where
applicable include a further written explanation.

The committee will process all claims as quickly as possible but reserves the right to seek
further clarification where it is felt necessary.

Conclusion

Preston Harriers and Athletic Club values the contribution of its volunteers and through this
policy aims to ensure that they are supported with all costs they incur. The committee will
aim to look at all applications in a positive way. The club would expect all applications to be
accurate and relate only to club business. Where this is proven not to be the case the club
reserves the right to request repayment of money provided and take disciplinary action
against the individual concerned.
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EXPENSES CLAIM FORM (PLEASE COMPLETE IN BLOCK CAPITALYS)

NAME
ADRESS

If you require BACS payment, please provide account details

BANK NAME
NAME ON ACCOUNT
SORT CODE
ACCOUNT NUMBER

DETAILS OF CLAIM

DATE OF DETAILS OF EXPENSE (for travel by | AMOUNT RECEIPT (where
EXPENSE | private vehicle please show journey applicable please
details and mileage) submit receipts)

TOTAL AMOUNT CLAIMED

I confirm that this claim is accurate and that the above expenses have been incurred
by me on an approved activity/expenditure in line with the current Preston Harriers

and Athletic Club expenses policy.
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