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COUNCIL




Expenses Policy

February 2016
	1.0
	Policy Objective

	1.1
	This policy is based on the Council’s Constitution and sets out the Council’s arrangements for the control and accountability for expenses incurred during the course of Council business, and the procedures for reimbursement of appropriate expenses.

	1.2
	Council purchasing and payments procedures exist to ensure that the majority of non-pay supplies are procured through the creditors system without employees having to incur personal expense.

	1.3
	The Council will reimburse actual and reasonable business related expenditure in accordance with the terms of this Policy.

All expenses are subject to the Council’s normal checking/signatory procedures before reimbursement is made.

There are also obligations on employees not to abuse the system by :

(a) “saving up” travel claims and then seeking urgent payment.  Claims will normally not be paid more than three months from the date of incurring expenditure.

(b) Obtaining reimbursement through a departmental petty cash float for personal expenses.

	
	

	2.0
	Scope

	2.1
	This Policy applies to all employees.

	
	

	2.2
	This policy refers to “manager”.  This should be taken to mean the manager with the appropriate power to make the decision.

	
	

	3.0
	Employee’s Responsibilities

	3.1
	It is an employee’s responsibility to ensure that they are familiar with the content of this Policy.

	3.2
	An employee must seek specific prior approval from their manager before committing to a journey and/or other expenditure out of the District’s area which would result in them submitting an expense claim to the Council.

An employee who carries out field work (e.g. Planning/ Building Control Officer) may commit to a journey and/or other expenditure within the District’s area as long as they have previously received their manager’s approval to do so.

Whenever possible all journeys made must be pre-planned so that they can be batched together geographically to minimise mileage.

	3.3
	An employee must always :

· Select the most appropriate option to meet their requirements, taking into account both time and costs, in order to keep overall costs to the Council to an absolute minimum.  (This may mean hiring a vehicle under the Council’s agreed hire car arrangements).

· Only ever submit legitimate expense claims, and supply receipts in order to validate their claims.

	
	

	4.0
	Manager’s Responsibilities

	4.1
	It is a manager’s responsibility to ensure that they are familiar with the content of this Policy and The Financial Procedure Rules in The Constitution.

Adherence to The Financial Procedure Rules ultimately rests with the Chief Finance Officer.



	4.2
	A manager must ensure that they give specific prior approval to their employees before their employees commit to a one off journey and/or other expenditure which would result in them submitting an expense claim to the Council.

A manager must ensure that they give their employees who carry out field work (e.g. Planning or Building Control Officers) approval before their employees commit to regular journeys and/or other expenditure within the District’s area.

A manager must ensure that, whenever possible, all journeys that their employees make are batched together geographically to minimise mileage.

	4.3
	A manager must check all claims submitted to them for authorisation to decide whether or not the claim will be paid and ensure valid receipts are attached to it.  Such checks will include cross checking against an employee’s time worked and any other travel record e.g. mileage log book etc.  A manager may only authorise legitimate and compliant claims.  They must also check that the expense was justified and that the expense claim is accurate.

	
	

	5.0
	Audit Trail

	5.1
	In general, appropriate VAT receipts must be obtained for all expenses incurred.  In cases where it is impossible to obtain an appropriate receipt, the reasons for non availability of receipts should be set out by the employee in the appropriate claim.  Reimbursement of the VAT element, or the entire sum may be withheld in cases where there is no receipt, approval to pay the claim in part or full must be approved by both Head of Service and Head of Financial Services or their nominated representatives.

	5.2
	With regard to VAT on road fuel purchased by employees, a proper tax invoice should be obtained to evidence, as a minimum, sufficient fuel purchased to cover the journey being reimbursed.  It should be for fuel purchased on or before the journey being claimed.  It is accepted that not all claims will have a VAT receipt where, through low usage, a tax receipt may cover more than one claim.

	5.3
	Council resources including cash can only be committed or spent within certain limits of both authority and amount.  Employees are expected only to claim for expenses legitimately incurred on behalf of the Council, and only up to approved limits.  Any allegation that an employee’s claim was fraudulent or broke the rules governing such claims will be investigated as an allegation of gross misconduct under the disciplinary process and, if proven, may result in instant dismissal.  If a criminal offence is suspected the Council will additionally report the allegation to the police.  Depending on the circumstances the Council’s internal fraud procedures may be invoked.

	
	

	6.0
	Travel Expenses

	6.1
	Employees may claim travel expenses for travel on Council business :

An employee must agree in advance with their manager their mode of travel for each journey (as detailed under 3.2 earlier in this document).  Only standard class rail travel may be used (not first class).  Public transport/car sharing must be used wherever practicable/possible.

Air travel must be specifically approved by the employee’s Head of Service.

Essential and Casual Car User rates are subject to a National Agreement.

Essential and Casual Motorcycle User Rates are subject to a Regional Agreement.

The Cycle mileage rate is the published Inland Revenue Cycle mileage rate.

All rates can be obtained from either a manager, Payroll, Insite or Human Resources.  The appropriate mileage rate will need to be claimed on an expenses claim form and authorised by the manager.

Please note in order to make a legitimate claim for mileage, vehicles must have an up to date MOT and be taxed and insured (as detailed in the Guide to Employees’ Responsibilities For Travelling On Council Business).

	6.2
	Employees must log sufficient information relating to all of their work related mileage to evidence that journeys were planned geographically and by location to minimise route length.  Each journey logged must detail the employee’s :

· Vehicle registration number

· Location and milometer reading at the start of the journey

· The route taken (including all places visited)

· Location and milometer reading at the end of the journey
· Reason for making the journey

	6.3
	Mileage Claims

Where an employee, who is either an Essential or Casual Car User, has incurred business mileage to work at a different workplace on a given day or to attend a training seminar or course, they should claim this mileage at Essential or Casual Car User rate.

The lesser mileage (of home to temporary workplace and back, or normal workplace to temporary workplace and back) may be claimed i.e. mileage should be claimed as per the principles in the following examples :

Employee A who lives 10 miles north of Barnstaple with Barnstaple being their normal workplace, is required to work the day in Exeter.  Mileage to be claimed is Barnstaple to Exeter and back.

	
	Employee B who live 10 miles south of Barnstaple with Barnstaple being their normal workplace, is required to work the day in Exeter.  Mileage to be claimed is home to Exeter and back.

Where an employee works at another location, either en route from their home to their normal place of work, or from their normal place of work to their home, then the employee may claim the additional (detour) mileage.Where more than one employee is attending a training course car sharing should occur.

Employees who work additional hours at their normal workplace e.g. to attend an evening meeting, or to work at a weekend, are not eligible to claim home to work and back mileage in respect of these instances.



	6.4
	Car Parking

If an employee’s contract of employment entitles them to park free whilst at work, but the car park is full and they are not granted access, they may claim back the cost of a parking ticket for parking in a long stay Council public car park (e.g. Seven Brethren or Fairview).



	
	If an employee travels on behalf of the Council and uses public car parks (or parks at the Civic Centre for work purposes on a Saturday), they must buy a ticket.  This cost can be claimed back.  The ticket should be attached to the claim form whenever possible.  The Council will not cancel or reimburse an employee for any excess charges.

	6.5
	Cycle Expenses

Employees can claim mileage for business journeys undertaken on their own cycle within a 3-mile radius by bicycle of the designated workplace.



	6.6
	Rail Travel

Whenever possible rail journeys should be planned in advance and second class tickets purchased through Human Resources.  Doing this as far in advance as possible enables significantly cheaper tickets to be purchased to minimise costs.

The procedure for doing this is as follows :

1. The employee should ask one of the authorised signatories in their Service Area to e-mail the HR Co-ordinator with their travel request details.

2. The employee should provide as much notice as possible.  The minimum amount of time being seven working days.  This is to allow time for the tickets to arrive.

3. When the ticket arrives the HR Co-ordinator will contact the authorised signatory who requested it so that they, the employee travelling or their administrator can collect it from them.

If tickets cannot be purchased in this way at least seven days in advance, employees will have to purchase the ticket themselves.  They may then claim the cost back from the Council as long as they can demonstrate that they had purchased the cheapest ticket available at that time.

	6.7
	Subsistence

Subsistence is reimbursement from the Council to an employee in respect of actual food and/or drink costs they have incurred during their work for the Council.  Expenses will not be paid where a suitable meal is provided as part of the event (e.g. at a course/conference).

Any claim for subsistence must be pre managed i.e. the employee must agree in advance with their manager what they may and may not claim.  This agreement must be within the acceptable claim rates as shown on Insite.
Subsistence cannot be claimed in respect of work at any time within the North Devon Council area apart from in exceptional circumstances e.g. a major emergency requiring out of hours working.

For work outside of the North Devon Council area, lunch (at a reasonably priced rate with full supporting receipt) may be claimed if it is not provided.

In exceptional circumstances, if an employee is required to stay away from home overnight on Council business, then dinner, bed and breakfast (at a reasonably priced rate with full supporting receipts) may be claimed.

	
	

	7.0
	Professional Fees

	7.1
	Employees who are required to be a member of a professional body as part of their job may claim one fee through their Service Area.  If the Council considers that other professional memberships are desirable then additional membership fees may be reimbursed.  Invoices must be attached to the Service Area claim form.

It should be noted that additional fees beyond one professional subscription to an organisation approved by the Inland Revenue are reportable as a taxable benefit through the P11D process.

	
	

	8.0
	Telephone Allowances

	8.1
	Mobile Telephones

Bills are sent by the Mobile Phone company directly to Service Area which requested the Mobile Phone.  The Council’s mobile phones are provided for business use and the corporate expectation is that personal use will be incidental and occasional.  There should therefore be no or minimal private calls on bills.

	
	

	8.0
	Hotel accommodation (all employees)

	8.1
	Hotel accommodation will only be provided in exceptional circumstances and will normally be booked in advance.  An employee must seek specific approval from their manager in advance before booking hotel accommodation that they would expect the Council to pay for.  The manager’s decision will be based on consideration of a number of factors e.g. the location the employee is required to be at, the timing – is it possible and safe for the employee to leave early to travel there ? or travel home afterwards that same day ?, the duration of time an employee is expected to be at the location, etc.

	
	The accommodation will usually be in a reasonably priced hotel (e.g. Travel Inn or 3 Star hotel).

Where possible, arrangements should be made for the account to be sent directly to the Service Area organising the accommodation.

Where employees pay the hotel bill and seek reimbursement for the accommodation costs, such claims will need to be supported by a receipt.

	
	

	9.0
	Eye Tests / Protective Clothing & Equipment

	9.1
	Please see the health and safety pages on Insite, or contact your manager, our Health & Safety Adviser or a Human Resources Adviser.

	
	

	10.0
	Long Service / Retirement Awards

	10.1
	Please see Employee Handbook.  This can be found on Insite.

	
	

	11.0
	Transfer Of Employee’s Workplace On A Permanent Or Temporary Basis

	11.1
	Please see separate local agreement.  This can be found on Insite.

	
	

	12.0
	Manner Of Expense Reclaim

	12.1
	Claims relating to expenses incurred in a month, should be itemised on the appropriate claim form at the end of the month.  Each item should be supported by an appropriate VAT receipt, or an explanation as to why no receipt is available.  The claim from should then be signed by the claimant, and passed to an officer authorised to approve claims for that section, and forwarded for payment to Financial Services.

Claims must be submitted promptly and within three months as an absolute maximum.  The Council will not normally make any payment to an employee in respect of a claim made after three months.

	
	

	13.0
	Chief Executive/Chief Officers

	13.1
	The Council shall reimburse the Chief Executive and Chief Officers reasonable out-of-pocket expenses actually incurred.  Receipts must be produced.


