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APPLICABLE TO:
All Employees (except staff managed by School Governors)

1. INTRODUCTION

The Council will pay all reasonable expenses necessarily incurred by employees in the performance of their official duties.  

These expenses may arise because the employee is required to carry out duties, attend training courses, seminars, workshops, etc or to represent the Council, or the Council’s interests, at a location away from their normal place of work or outside their normal hours of work.

The general principle of reasonableness underlies the payment of expenses and employees have a responsibility to ensure that costs to the Council are kept to a minimum without unduly reducing the efficiency with which they carry out their duties.

Expenses should be paid using the standard ordering process or using a purchase card where possible.  Where no other options exist and staff use their own resources they will be reimbursed through payroll.

2. FOR WHOM WILL EXPENSES BE PAID?

Council employees can claim for expenses necessarily incurred in the performance of their duties, including expenses involved in attending training courses.

To receive car users allowance, reimbursement of travel expenses, parking costs or congestion charge, the recipient must be a direct employee of the Council.  Agency staff or self employed contract staff or consultants are specifically excluded from this policy.  

NOTE:  Subsistence expenses incurred in relation to duties carried out less than 5 miles from the employee’s normal place of work and/or for a period of less than 5 hours (excluding travelling time), will be taxable.

3. WHAT EXPENSES CAN BE PAID?

Expenses will be paid by the Council if they are incurred in relation to the duties of the post, attending training courses, seminars, workshops, etc or representing the Council, or the Council’s interests, at a location away from the normal place of work or outside the normal hours of work.

Employees may claim for reimbursement of travel expenses, parking costs or congestion charge (see below).  In addition employees may claim subsistence allowance in accordance with the guidelines below.

Employees must obtain prior agreement from their Manager before incurring any expenses.  Failure to do so may result in non-payment.  

4. HOW WILL EXPENSES BE PAID?

Wherever possible, purchase orders should be raised in advance of incurring expenditure.  For instance, hotels and long distance travel should be booked in advance in this way by raising an order on SAP.
Employees can also use a purchase card for low value purchases such as a travel ticket.

Where no other options are available, staff may use their own resources and claim back the expenses via the payroll.  .  

When claiming reimbursement of expenditure, all claims must be supported by a valid VAT receipt.

All reimbursements of expenses will be made through Payroll irrespective of whether the expense is taxable.  Payments will no longer be made to employees in cash via petty cash vouchers/floats.

5. GUIDANCE ON TRAVEL COSTS

Employees who incur additional travelling costs in the performance of their official duties may claim for payment.   Consideration should always be given to using the most practical and cost effective method of travel in terms of both cost and time.  The most economic form of travel should be used, subject to provisions below.   

a) Employees who use public transport (and are not in receipt of an essential car user allowance) may claim for payment provided that evidence in the form of bus, tube or train tickets or travel cards are submitted.

b) In exceptional cases, where approved by a Director air-fares may be paid.  For example, air-fares may be appropriate when this obviates the payment of a subsistence expense. 

c) In addition, taxi fares may be reimbursed where use is considered to be justifiable, e.g. for short journeys where speed or convenience is in the council’s interest; where public transport is not readily available especially when travelling early in the morning or late at night; where public transport is not running or running irregularly; where the employee is pregnant or has a temporary or permanent disability; where personal or financial security is an issue or where equipment or heavy baggage is being carried.  Permission to use taxis must be obtained, prior to travel, from the Director.

d) Where a journey is undertaken by car, the appropriate petrol or car allowance will be paid.   Employee’s receiving an Essential User Car Allowance should claim on their usual monthly mileage claim form.  Other employees may claim Casual User Allowance where this is more economical than using public transport unless the issues raised in c) above apply.  

6.   PARKING CHARGES

Employees who necessarily pay parking charges in the course of their duties will be reimbursed on production of a receipt or other evidence of payment (subject to 12 below).
7.  CONGESTION CHARGE

Employees who necessarily pay the Congestion Charge in the course of their duties will be reimbursed on production of a receipt.

8. SUBSISTENCE PAYMENTS

a) Meals

Subsistence expenses for meals will be payable to employees who are prevented by their official duties from taking a meal at their home, administrative centre or establishment where they normally take their meals and thereby incur additional expenditure, up to the agreed rates.  

Claims for subsistence will not be paid where a suitable meal is provided (taking into account special dietary or ethnic needs).

Claims for meals will only be paid where the employee actually consumes the meals and beverages for which the expenses are claimed.  Claims for payment must be supported by receipts.  

Employees may claim the actual cost of a meal, up to the agreed rates, as follows if required to be away from his/her normal place of employment at the times indicated:-

	
	Can claim for:

	Before 07:00hrs
	Breakfast

	Between 12:00 and 14:00hrs
	Lunch

	*Between 17:30 and 20:30hrs 
	Tea

	*After 20:30hrs
	Evening Meal


Notes: 

*Tea and evening meal expense will not both be paid in respect of the same evening’s work.

The meal may be actually eaten outside of these hours.  However, the employee must meet the above qualifications in order to be eligible to claim for subsistence. 

Where a subsistence expense has been claimed, the additional hours claimed must reflect a meal break of at least 30 minutes.

A list of current subsistence allowances payable are attached as an appendix to this policy.

Where employees are required to work overtime throughout the night, they are eligible to claim the actual expenditure up to the appropriate meal allowance.

b) Working Outside Normal Hours

Employees required to work at their normal place of employment but outside their normal hours will be entitled to claim subsistence expenses.   The following guidelines will apply:

Where a subsistence expense has been claimed, the additional hours claimed must reflect a meal break of at least 30 minutes.

	Before 07:00hrs
	Can claim for Breakfast

	Between 19.00 and 20:30hrs 
	Can claim for Tea

	After 20:30hrs
	Can claim for an Evening Meal


c) Overnight Expenses

If an employee is required to work away from their permanent place of employment or stay away from home overnight on approved official duties, including training, the Council will pay reasonable expenditure (eg accommodation up to 3 star standard, meals up to the agreed rates, car parking fees etc., excluding personal incidental expenditure). 

This will generally apply where travel home is not practicable or cannot reasonably be expected, e.g. where official duties finish after midnight and the journey home is more than 30 miles or where more than 100 miles round trip would be incurred during the course of one day.  Alternatively, travelling expenses (e.g. air fares) may be paid.

In addition, employees required to spend a night away from home on approved official duties/training, etc. may claim for out-of-pocket expenses in accordance with the agreed subsistence rates (see appendix to this policy).

Out-of-pocket expenses incurred by employees required to spend a night away from home on approved official duties/training, etc. may be claimed (see appendix to this policy).  Where a course lasts one week or more, the allowance should not normally exceed the amount set out and the provision is limited to 6 weeks in respect of any course and is subject to review thereafter.  The agreed allowances are set out in the appendix to this policy.

Note:

Where an employee has to arrive for a week’s course of training at the training establishment on the preceding Sunday night, and thus will be in attendance for five nights, he/she should receive the nightly allowance for that night in addition to the weekly allowance.

9. INTERVIEW EXPENSES

Where departments pay candidates’ expenses related to attending for job interviews, the following should be followed:

· Candidates selected for interview can claim reasonable travelling expenses incurred in attending for interview/selection process.

· Travel expenses for candidates who travel by car will be reimbursed at the lease car mileage rate.

· If a candidate rejects an offer of employment, they will cease to be eligible for payment for travel expenses.

Candidates, other than the appointed candidate, will receive their travel expenses in the form of a cheque issued by Accounts for Payment.

GUIDANCE NOTE:  Directorates should only offer to pay travelling expenses in exceptional circumstances. 

10. TRAINING LEADING TO QUALIFICATIONS

Employees may only claim expenses related to obtaining a qualification as detailed on their individual, signed and authorised learning agreement.

11. TAX

Where expenses are subject to Income Tax, these will be deducted in accordance with the relevant regulations.

If you fail to submit receipts, your claim for subsistence will be subject to income tax.

APPENDIX

Subsistence Allowances

These figures are payable from 1st April 2010
Meals

Breakfast
  £6.70
Lunch
  £9.20

Tea
  £3.62
Evening Meal
£11.41
Receipts must be provided.

Out of Pocket Allowance

(Residential Training Courses)

Per night
  £5.14
Per week
£20.54
Travelling and Disturbance

Allowances for Transferred Officers

Excess Travelling Expenses
    £4.08
Lodging Allowances
£136.66
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