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Thispolicysetsoutthe Council'srulesonhowemployeescanclaimforexpensesincurredin the
performance of theirduties forthe Council. The purpose of this policy isto ensure that employees are
properly reimbursed for legitimate business expenses and to ensure that these expenses are treated
appropriatelyfortaxpurposes. ltdoesnotapplytocouncillors.

General procedure

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily and
exclusivelyinconnectionwith authorised dutiesthatyou undertake inthe course of your
employment. To claim for expenses, you must use the Council's expenses claim forms and set out
the reasons why the expense was incurred on the claim form. If you are unsure whether an expense
canbeclaimed, you must seek priorwritten authorisation fromthe Clerk.

Expenseswill not be paid unless supporting evidenceis provided, together with acompleted
expense claimform. This should include originalreceipts orinvoices withthe date and time of the
transaction (unlessyou are claiming for mileage). When claiming for travelexpenses on public
transport, you should enclose the tickets showing the departure point and destination of yourjourney,
where possible. Creditand debit card statementswillnotbe accepted. Whereyou are submittinga
VATreceipt,youshould setout:

e thenameandVAT registration number ofthe retaileror service provider;
e thegoodsand services provided; and

e theamountofVAT payable.

Oncecompleted andsigned, you should submityourexpenseclaimformtothe Clerkfor approvalat
thenextcouncilmeeting.

Expensesclaims mustbe submitted within 30 days of the expense beingincurred. Ifthisis not
practical, written approval for any extension will be required fromthe Clerk. The Council reservesthe
right to withhold any paymentwhere prior written approval has not been given.

The Councilmayreturnanexpense claimformtoyouwithout paymentifitiscompleted incorrectly or
lacks supporting evidence.

The Councilwill pay claimsforauthorised expenses by BACStransferintothe samebank account
into which your salary is paid.

Ingeneral, you should notincurexpensesotherthaninthe categorieslisted below. However, if you
have claimsforexpenditure otherthan forthose categorieslisted below, you should seek written
approvalfromthe Clerk orthe Chair before incurringthe expense. The Council will acceptemail as
written approvalwhereitisrequiredinthispolicy.

Any queriesinrelation to this policy should be directed to the Clerk.
Homeworkers

Information about homeworking expensesis outlined inthe Homeworking Policy.
Training

Whenattendingtrainingcoursesallemployees are ableto claimtravelexpensesforthe
differenceintheusualhometowork costs. Wherethetraining takes place outside contracted
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dailyhours, part-time employees should be paid onthe basisastime spentontrainingis
workingtime.

Sometraining can be very expensive and as a condition forfundingtraining, the councilmay require
youtoreimbursesomeorallofthe costsincurred bythe Councilforanytrainingcourse undertaken. If
thisclauseappliestoyou,youwillbe informed priorto agreeingtoundertake the coursethat
repayment of costs may be required should you notcomplete the training or leave the councilwithin
ayearofcompletion. Theamountwillbe agreedwithyourselfand confirmed priorto committingto
studyingthecourse.

Travel

Employeesand managersshould considerwhetherornottravelisnecessaryorifthereare

more appropriate means (forexampletele-conferencing orvideo-conferencing).
Rail

You may claim for standard classrailfares only. Where possible, railjourneys should be booked well
inadvanceto benefitfromany discountsfor early booking.

Useofyourowncar

Iltmay be appropriate and cost-effective to use your own carwhentravellingon business, for example if
you aretravelling with other staff or councillors or, where there is limited public transporttoyour
destination, orthe journeytimeis significantly shorterthanusing public transport. Any use of your
owncaronbusinessissubjecttoyou:

e holdingafullUKdrivinglicence;
e ensuringthatyour caris roadworthy and fully registered; and

e holdingcomprehensive motorinsurancethat providesforbusinessuse.

Priorauthorisationshould be soughtfromthe Clerk, before usingyourown caronbusiness.The
Councilacceptsnoliability forany accident, loss, damage or claim arising out of any journey that
youmake onbusiness. The Councilwillnotpayforthe cost ofanyinsurance policyonyour owncar.

To claim for petrol expenditure, you should set out the distance of the journey undertaken on your
expensesclaimform. The Councilwill payyou amileage allowance of 45p per mile for mileage
under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such other rate as setoutfrom
timetotime by HMRevenueand Customs. The Councilwill payfortolls, congestionchargesand
parkingcostsincurred, whereapplicable.

Useofbicycle orMotorcycle

If use of yourbicycle or motorcycle is approved, you can claim amileage allowance of 20p or 24p per
milerespectively. Anyuse of yourownmotorcycleonbusinessissubjectthe same requirements
as acar(seeabove).

Taxis

Any use of taxis will require prior approval and only in limited circumstances. These are:

e wheretakingataxiwouldresultinasignificantly shortertraveltimethanusing public

transport;

Reviewed: May 2026



e wherethere are severalemployeestravellingtogether;or
e wherepersonalsecurityand safety of employeesis anissue, forexampletaxismaybe
permitted after 9.30pm.

Youmustobtainareceiptwithdetails ofthe date, place of departure and destination of the
journey.

Overnightaccommodation

Asaguidelinefortravelon councilbusinessyou should bookaccommodation equivalentto
three-starstandardorless. Youmaybookhotelaccommodationofupto£120maximumina
majorcityand £100 elsewhere. Itisyourresponsibilitytoensurethatanyhotelreservations are
cancelled within the required cancellation period if they are no longer required.

Meals
Ifyou arerequired to be away from home on council business, you may claimup to:

e £10forbreakfast (ifthisis notincluded inthe hotel room rate);

e $£15forlunch;

e f£20fordinner

e adailyallowanceof £5pernightforgeneralincidentalcosts suchasanewspaperor
telephonecalls.

The maximum amounts above are inclusive of drinks. Alcohol cannot be reclaimed under any
circumstances.

You should supply receipts and invoices for all hotel and meal expenses otherthan forthe daily
allowance,wherenoreceiptisrequired.

Entertainment/gifts

The Councilhas strictrulesaboutofferingorreceiving both entertainment and gifts. Any gifts,
rewardsorentertainmentofferedtoyoushould bereportedimmediatelytothe Clerk. As a general
rule, smalltokens of appreciation, forexample flowers or a bottle of wine, may be retained by
employees.

Annualevents

TheCouncilmaydecidetoholdastaffevent, suchasaChristmasmealorothercelebration. Except
where agreedtothecontrary, attendanceis notcompulsory,andyouwillremain responsible for any
expensesyouincur.

Expenses thatwill notbe reimbursed
The Councilwillnotreimburseyoufor:

e thecostofanytravelbetweenyourhome andusualplace ofwork(exceptin exceptional
circumstances forearly morning/late nighttransport as set outabove);

e thecostofanytravelundertakenfor personalreasons;

e thecostofanytravelforyourpartnerorspouse;

e anyfinesorpenaltiesincurredwhile oncouncilbusinessforwhateverreason,including
penaltiesfor notpayingforarailticketinadvance of boardingthetrainand penalties or
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fines associated with motoring offences, including speeding or parking fines, clamping or
vehicle recovery charges;
e alcohol; and

e cashadvancesorwithdrawalsfromanATM machine.

You arerequiredto payforanytravelcostsincurred byyourpartneror spouseintheeventthat he or
sheaccompaniesyouonbusiness. Yourspouse or partnermusthave adequatetravel insurance
forthatjourney.

False claims

Ifthe Councilconsidersthatany expenditure claimed was not legitimatelyincurred on behalf of the
Council,itmayrequestfurtherdetailsfromyou. The Councilwillthoroughlyinvestigate and checkany
expensesclaimasitseesfit. tmaywithhold paymentwhereinsufficient supporting documents
havebeen provided. Where paymenthasbeenmadetoyou priortothe discovery thatthe claimwas
not legitimate or correct, it may deductthe value of that claim from your salary.

Any abuse of the Council's expenses policy willnot be tolerated. Thisincludes, butis not limited to:

o falseexpensesclaims;

e claimsforexpensesthatwere notlegitimatelyincurred;

e claimsforpersonalgain;

e claimsforhospitality and/or gifts without them having been declared; and

e receiptbyyou of hospitality and/or gifts from contacts that may be perceived to
influence your judgment.

The Councilwilltake disciplinary action where appropriate and, in certain circumstances, may treat
abreach ofthis policy as gross misconduct, which mayresultinyour summarydismissal. In
addition, the Councilmayreportthe mattertothe policeforinvestigation and criminal prosecution.

Thisis a non-contractual procedure which will be reviewed from time to time.

Date of next review: May 2026
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