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Scope and General Principles
This policy applies to all employees, for the reimbursement of travel and other expenses incurred in the

performance of Trust duties. Expenses must be limited to a threshold level that enables effective
performance of their duties.

Bookings and Claims

Bookings must be made through school/Trust finance personnel, except where impractical or prior
permission has been granted. Where possible, bookings should be made in advance to take advantage
of cheaper fares or accommodation.

Wherever practicable, claims for reimbursement should be made within one month of the expense being
incurred, detailing the purpose of the journey and breakdown of expenses incurred. The Trust has
discretion to refuse any claims made after one month has elapsed.
Mileage
Mileage rates follow HMRC guidelines:

Cars (petrol/diesel/electric): 55p per mile (first 10,000 miles)

Motorcycles: 24p per mile
Bicycles 20p per mile

Journeys should normally take the shortest distance, but allowances may be made for journeys
taken by quicker routes. Claims starting and ending at the employee’s home address should
subtract mileage incurred in their typical daily commute. Wherever possible, journeys should be
minimised to prevent time wastage and excessive mileage claims.

All journeys must be justified, reasonable, and approved by line managers.

Third parties persons must not travel at the Trusts’ expense, except where prior approval is obtained.
The Trust bears no responsibility for their journey.

Car Hire

Car hire may be more cost-effective in some circumstances. Wherever possible, Trust finance
personnel should be provided reasonable advance notice to make a booking. The Trust is not
responsible for any traffic violations, speeding or parking fines, or similar.

Use of Own Car

Staff must have a valid licence, legal and roadworthy vehicle, and insurance cover for business or

occasional business use.
A CAT ‘Vehicle Indemnity Form’ (Appendix 1) must be completed confirming these details.

Accommodation

Where possible, finance personnel should be provided with reasonable notice to make bookings.




Car Parking

Claims must be supported by receipts. Excess charges or charges for wheel clamp unlocking or similar
will not be met by the Trust.

Taxis

Where possible, taxi use should be authorised in advance and only when not practical or cost-effective
to use public transport.

Subsistence

Subsistence claims should be discussed and approved in advance, where possible. Generally, claims
for evening meals are allowable if the return journey is scheduled to arrive at school/finish after 6pm.

Allowances are as follows:

Breakfast: £15

Lunch: £10

Evening Meal: £25

Staff may purchase a meal at higher cost but will only be reimbursed up to the claim limits.
Alcohol

The Trust cannot reimburse any claims for alcohol.

Approval

Expenses are approved by the relevant cost centre manager and supported by receipts where possible
and required. The Trust retains the right to refuse claims not following policy guidelines.




Appendix One

CARLTON

ACADEMY TRUST

Use of Private Vehicle on Trust Business Indemnity Form

Employee Details

Name:

School

Post:

Vehicle Details

Make/Model:
Engine Capacity:
Diesel/Petrol/Electric

Registration Number:

Insurance and Vehicle

| confirm that my vehicle:
Is roadworthy and has a valid MOT certificate (where appropriate).

Has business use insurance and covers the person driving the vehicle on school
business OR | can confirm | am using the schools ‘Occasional Business Use’
insurance as this is a one-off journey.

Name:

Signature:

Date:
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Vehicle Mileage Claim Form

Name: School and Job Title:
Vehicle Make and Model:
Registration Number: Engine Capacity (CC):

| have completed the Car Indemnity form and supplied a copy of my insurance certificate confirming
| have Business Insurance |:|

| am using the schools ‘Occasional Business Use’ insurance for this journey, and | am aware this
is only for occasional/irregular journey{ ]

. Mileage Mileage Mileage
Date Journey Details/Reason Private Official Claimed
Total
Mileage
Claimed

Declaration: | agree/confirm that:

e These expenses have been wholly, exclusively, and necessarily incurred during authorised
business duties.

e Accurately represent costs incurred

e | will report any duplicate payment or overpayment without delay

Name: Signed:

Date: Authorised by:




