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1. Introduction 
1.1 This policy sets out the circumstances in which academy trust staff, Trustees and Governors may be able to claim various allowances with regard to reimbursement of costs for travel, subsistence and expenses incurred in the course of their employment and whilst engaged on authorised Trust business (except normal day to day travel to and from home). 
1.2 Adherence to this policy will ensure that employees are reimbursed fairly for legitimate business expenses and that such reimbursement is treated appropriately for tax purposes. 
1.3 The Trust will set levels of expenditure that are deemed appropriate and cost effective and which may only be varied at the discretion of the Board. The key principle to be applied is value for money.  
1.4 The level of reimbursement allowed should be sufficient to provide a standard and quality that adequately meets the needs of members of staff and promote the effective conduct of the Trust’s business. The rate of reimbursement is set out below.  
1.5 All staff should complete a travel, subsistence and expenses claim form and return them to the finance office, attaching any relevant VAT receipts.  
1.6 All claim forms should be submitted, where possible, within one month of the event or payment being made. 
1.7 Failure to follow this policy may lead to non-payment of expenses or where the employee has intentionally sought to defraud the Trust, disciplinary action.  
1.8 This policy should be read in conjunction with the Trust’s Financial Regulations. 
1.9 This expenses policy will be monitored by the CEO, Finance Director and the Board of Trustees and reviewed annually. 
2. Purpose and Scope 
2.1 The policy is applicable to: Trustees, governors, teaching, support staff and any other category of employee whose employment contract provides that travel and associated arrangements will be as determined by the Trust (except where other provisions have been specifically notified to them).
2.2 As Trustees and Governors do not have access to our online HR platform, they should complete a travel, subsistence and expenses claim form and return them to the finance office, attaching any relevant VAT receipts. 
Trustees will claim expenses on a termly basis unless the amount to be claimed is substantial and/or urgent. Claims will be made using a claim form and submitted to the chief operating officer. 

3. Travel Expenses 
3.1 The Trust’s Financial Regulations require cost-effective travel arrangements. Car users should not therefore automatically use their cars for travel. Public transport can be more convenient or air travel may be more cost effective for significantly longer journeys. In order to achieve best value, the person who makes a claim should ensure that they are able to demonstrate the cost effectiveness of the journey claimed. Authorisation must be sought from the Headteacher of the Academy. In the case of Trust based staff including all Heads of School, the CEO must authorise. 
3.2 Employees should only undertake business journeys when they are absolutely necessary. Other options which are more efficient and cost effective (for example email, telephone, video or conference call) should always be given full consideration before travel is undertaken.  
3.3 Where a business journey is deemed necessary, employees are expected to organise this using the most cost effective route. 
3.4 The Trust will support necessary business travel, including reimbursement of costs arising from the use of employees own vehicles and the provision of other support.  
3.5 Receipts must be submitted for all traveling and subsistence expenses with the exception of mileage payments. VAT receipts in particular are essential to reduce the MATs costs by recovery of the VAT element. In exceptional circumstances where it is not possible to obtain a receipt, authorisation for reimbursement must be obtained from either the headteacher or CEO.
3.6 Careful consideration will be given to staff with mobility problems which they may experience when undertaking journeys. Adjustments may, for example, include payment of taxi fares or overnight accommodation.  
3.7 Where more than one person is traveling to the same event, arrangements should be made to share transport if appropriate and convenient.  
4. Travel and Mileage Allowances 
4.1 Employees who use their own car, van, motorcycle or cycle for official school work purposes are entitled to be reimbursed in accordance with Her Majesty’s Customs and Revenue (HMRC) approved mileage rates. 
The following rates apply to employees who are required to travel on Trust business from 1st September 2024:  Latest Further details rates are available from http://www.hmrc.gov.uk 
	Type of Vehicle
	First 10,000 miles (pence per mile)
	Above 10,000 miles(pence per mile)

	Privately owned cars and vans
	45p
	25p

	Motorcycles
	24p
	24p

	Bikes
	20p
	20p

	Passengers
	5p
	5p



4.2 The basic principle for claiming mileage is that it should be calculated from the employee’s workplace and back again. Normal everyday home to workplace mileage is the responsibility of the employee and no mileage payment will be applicable. When an employee returns home following a business trip, the normal home to base mileage should be deducted from the mileage claim. Due to the voluntary status of the Trustees and local governor roles, there is an exception to this principle and mileage can be claimed from home.   
4.3 Where a number of employees undertake the same or similar journey for official school purposes, they should always travel together (unless there is a clear justification for not doing so).  
4.4 In addition to mileage rates, employees who take passengers in a car or van may claim a passenger mileage payment per passenger per mile, where such payment is likely to involve the Trust in less expense than would have been incurred by paying full travel expenses of the passenger(s).  
4.5 To claim a passenger mileage payment any passenger must also be an employee of the academy and must be travelling on the same trust business. Where the passenger does not start or finish their journey at the same time as the driver, then the driver can only claim for the number of miles that the passenger was actually present in the vehicle.  
4.6 Taxi fares may be claimed when travelling in an unknown location, carrying unusually heavy
baggage, where the saving in time is important and where there are issues surrounding personal
safety. Receipts should be obtained. 

4.7 When using your car (employees, Trustees and Governors), on Trust business you must have a current driving license, use a vehicle that is roadworthy, have a valid MOT and personal insurance protection that covers business use. 
4.8 Documentary evidence must be produced when requested. All fines for motoring offenses, including parking tickets, are the responsibility of the individual, not the Trust.  
5. Parking Expenses 
5.1 Car parking costs, while on Trust business, will be met when receipts are provided. Necessary road and bridge toll cost will be met including the congestion charge where there is a genuine business need to incur it.  
5.2 No reimbursement will be made for parking charges at the employee’s normal place of work.  
6. Bus and Rail Travel 
6.1 Bus fares for authorised business journeys will be reimbursed in full on production of an appropriate receipt or record of travel.  
6.2 If an employee requires a rail ticket for business purposes they must complete the necessary paperwork giving full details of travel i.e. from and to station destinations and whether an underground travel card is required. Rail tickets are purchased using the Trust/School charge cards at least a week in advance of departure. 
6.3 All employees are expected to travel Standard Class and to take advantage of off peak or other reduced rates if the circumstances allow. First class travel may be permitted if value for money can be demonstrated, a record of this must be submitted to the Director of Finance and Operations and the CEO.
7. Air Travel 
7.1 Because of distance, air travel may be the most cost effective mode of transportation. If this is the case value for money should be demonstrated. As with rail travel, whenever possible, flights should be booked well in advance using the most effective ticketing arrangements. For flights over six hours’ duration, business class travel is only justifiable on health grounds.
7.2 All air tickets should be booked though the Trust/School finance office using the Trust/School charge card. All air travel should be authorised by the headteacher, director of finance and operations or the CEO. 
8. Authorisation of Business Journeys 
8.1 The formal responsibility for authorising business journeys rests with the headteacher (or in the case of the headteacher, director of finance and operations or the CEO and in the case of the CEO, the Chair of Trustees or Vice-Chair). Employees are advised to seek approval in advance for any unusual journeys where there may be any doubt about the legitimacy of the journey or of the amount of mileage that can be claimed.  
8.2 If employees choose to undertake journeys by car when it would be practical and/or cheaper to travel by train, then the employee’s claim should be limited to the equivalent of the train fare.  
9. Subsistence 
9.1 Employees are only entitled to claim a subsistence (meal) allowance if: 
a) Their duties have prevented them from following normal meal arrangements; and
b) They have had to incur additional expenditure as a consequence; and
c) They have received prior authorisation 
9.2 In order to make a legitimate claim an employee must have had to incur expenditure that was over and above that which they would normally have spent.  
9.3 The trust expects that claims for subsistence allowance will only be made when additional expenditure is necessarily incurred. In other words, when away from base, employees are expected to take meals that are reasonably comparable to the meal that they would otherwise have taken. In some situations, this may not be possible but employees are expected not to incur greater expenditure on meals than is reasonably necessary.  
9.4 Expenditure on subsistence will normally only be reimbursed if receipts are submitted with the claim. If the charge card is used VAT receipts must be produced. 
9.5 If an employee is on official Trust business that takes them away from their normal place of work, they are entitled to claim for the following:  
	
	Breakfast
	Lunch
	Dinner

	Day 1
	No - If travelling after 8.30am
Before 8.30am -£15.00
	£15.00
	If away after 7.00pm 
£40.00 
If before 7.00pm £10.00 towards a snack

	Day 2
	£15.00
	£15.00
	As day 1



Please note: Any exception to this must be authorised by either the CEO or headteacher. 
For the avoidance of doubt, subsistence claims for the consumption of alcohol will not be accepted. 
The Trust may, only in exceptional (documented) circumstances and at their absolute discretion, waive the necessity for receipts. 
10. Accommodation 
10.1 All overnight stays must be approved in advance by the designated authorised individual (this will normally be either the CEO or headteacher. In the case of the CEO the Chair of Trustees.) and booked via the finance centre using the Trust/School charge card. A reasonable quality hotel will be booked on your behalf within reasonable traveling distance of the event/workplace you are attending. Acceptable room rates of up to £150 outside London and £250 in London. Anything exceeding this must be pre-approved by the CEO or Director of Finance and Operations.
10.2 In some situations, particularly certain training courses, accommodation and meals are provided as part of the package, in which case employees do not need to make any claim. All employees attending conferences and seminars may stay at the conference hotel, attend the conference dinner and have table d’hote meals at the hotel if they so choose. Alternatively, individuals may stay at another suitable hotel however the cost incurred must not exceed that of the conference hotel. Reasonable expenses will be reimbursed on production of receipts attached to a travel claim form. 
10.3 The actual cost of bed and breakfast accommodation, and where appropriate, evening meal, will be reimbursed upon production of valid receipts attached to a travel claim form on the following basis: 
a) Costs are reasonable and have been incurred as part of a business journey or event 
b) Costs are agreed prior to overnight stay with the Headteacher or Office Manager of the academy. 
c) If the charge card is used VAT receipts must be produced. 
11.Out of Pocket Expenses 
11.1 Trust staff that are required to make business calls on their home or mobile telephones must attach the appropriate bill to the travelling, subsistence and expenses claim form with the relevant business calls highlighted and only these will be reimbursed.  
11.2 In all cases provision of top up cards for Pay as you Go services are not permitted as HMRC rules cannot be met.  
11.3 Broadband and internet connections purchased whilst travelling will be reimbursed to staff for business use only. 
11.4 If employees are required to travel for the purposes of a school trip or on other business necessarily related to school, a separate allowance in respect of incidental out of pocket expenses may be claimed. Such allowances should, whenever possible, be finalised (and the agreed amount documented) in advance of the trip.  
12. Eye care
12.1 As a responsible employer the Leading Learners MAT will cover the cost of eye tests and make a contribution towards a pair of glasses for all staff who are display screen equipment (DSE) users. 
12.2 DSE users are classified as those who work on computers daily, for an hour or more at a time.
12.3 To apply for an eye care voucher please contact the Director of Finance and Operations or the Head of Finance and Operations. If you are deemed to be a DSE user a voucher will be issued to you, which can then be exchanged at any Specsavers store for an eye test and £50 contribution towards frames.
12.4 Eye care vouchers are for employee use only and are not transferrable. Any misuse of the scheme will result in disciplinary action
12.5 In order to obtain optimal value for money for the Trust we cannot accept reimbursement claims from any other optical vendor, nor will the Trust reimburse receipts from Specsavers where the voucher was not issued in advance.
13. Staff wellbeing 
A wellbeing budget is available to celebrate significant milestones in the life of our employees (long service, weddings, birth of child, significant birthdays, illness etc) applications for funding, up to the value of £35, must be submitted to the CEO for approval.
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This policy will be reviewed every three years unless circumstances demand an earlier review.
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