
EMPLOYEES 
EXPENSES 
POLICY

Reviewed By Date March 2020

Reviewed By Trust Board Date

Approved By Trust Board Date

Next Review Due



EMPLOYEES EXPENSES POLICY
Page 2

EMPLOYEES EXPENSES 

POLICY 

CONTENTS            PAGE

1.0 Introduction            

2.0 Aim             

3.0 Responsibilities            

4.0 Legislation and regulation           

5.0 Claims             

6.0. Travel              

7.0. Accommodation            

8.0. Meals             

9.0 Telephones             

10.0. Other expenses             

11.0 How to claim             

12.0. Dispute              

13.0 Training  
            
14.0 Whistleblowing            

15.0 Monitoring, Evaluation and Review         
     
     

This policy does not form part of the contract of employment and may be amended from time to time.
The School reserves the right to depart from it as appropriate to individual circumstances, whilst always 

taking account of the ACAS Code of Conduct.
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  INTRODUCTION 

As a national charitable company, it is important that employees of Wickersley Partnership 
Trust (hereafter known as WPT) are mindful of the potential costs of expenses incurred on 
the Trust/School and as such act responsibly when selecting travel, accommodation and 
subsistence options. 

1.0

     

  AIM

This policy provides guidance to employees on what they are allowed to claim expenses for and 
how to do this. It is important to note that this is for employees in relation to WPT related 
activities only.  

2.0

     

  RESPONSIBILITIES

The following responsibilities apply in relation to this policy:

• Board of Directors – has overall responsibility of the application for this policy and its 
approval. 

• Audit and Finance committee have the responsibility of monitoring the implementation of 
the policy.

• Chief Financial Officer – has the responsibility to implement and ensure the policy is legally 
compliant and tailored to WPTs circumstances. 

• Employees – have responsibility to understand and adhere to the policy 

3.0

     

  LEGISLATION AND REGULATION 

This policy complies with the following legislation and regulation:

• Guidance on volunteer pay and expenses 
• Mileage Rates

4.0
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  CLAIMS

5.1  Employees may claim reasonable expenses for travel, subsistence and other relevant   
 expenses incurred whilst on WPT business.  

5.2  All claims for expenses must be for activities undertaken in their capacity as employees  
 of the Trust.

5.3  WPT expects that claims will only be made for expenses that would leave a person out- 
 of-pocket compared with their routine personal expenditure.  

5.4  Whilst this policy provides a framework for a working expenses policy, it is recognised  
 that it cannot be fully comprehensive and the Headteacher/Line Manager may authorise  
 expenses not explicitly referred to herein.  

5.5  Please note that where employees ask the Trust/School to book travel or    
 accommodation arrangements on their behalf, the upper limits stipulated within the
 policy will still apply.  

 https://www.gov.uk/expenses-and-benefits-business-travel-mileage/rules-for-tax 

 A record of the employees expenses will be maintained for annual disclosure and   
 scrutiny by the WPT Finance team (finance@wickerlseypt.org).

5.0

     

  TRAVEL

6.1  Employees can claim for travel to and from training courses and conferences, or other  
 schools outside the Local Authority, or if you are representing the Trust in some other  
 way in your capacity as an employee.

6.2  WPT employees can claim travel if you are representing the Trust at an agreed regional  
 or national function organised by WPT.  If you are invited to represent WPT by a third  
 party, travel reimbursement may be given in exceptional circumstances, but can only be  
 authorised by Headteacher/Line Manager.

6.3  Travel by public transport is encouraged wherever possible and you are expected to   
 allow the necessary time that this may add on to your journey.  

6.4  Taxis should only be used where there is no public transport alternative or where it may  
 be dangerous to use public transport (e.g. late at night). Where this is the case, the
 upper limit that WPT will reimburse is £25 per journey.  

6.5  Travel by taxi is not ordinarily appropriate for over 30 miles. Any journey that is over this  
 distance or value requires prior permission from the Headteacher/Line Manager. The full  
 details of the journey should be listed on the expenses form.  

6.0



6.6   Please note that additional costs, such as discretionary gratuities, will not be reimbursed.  

6.7  If travel by train or plane is required, the cheapest available ticket consistent with the   
 timings of the activity for which you are attending should be purchased. If eligible,
 employees should use discount railcards or any other discount card that they are entitled  
 to.  

6.8  Train fares are cheapest when booked more than twelve weeks ahead of the date of   
 travel and this is encouraged where possible.  

6.9  If a higher grade train or plane travel ticket is purchased, WPT will only reimburse you  
 for the standard rate for the equivalent journey (e.g. off-peak return). 

6.10  WPT will reimburse mileage claims at the rate of 45p per mile. Mileage claims do not   
 need to be supported by receipts but WPT will confirm the mileage through use of
 Google maps. Please bear in mind that it may be cheaper for WPT if you use public
 transport, even if travel by car is more convenient.  

6.11  Unavoidable costs of car parking and congestion charge incurred whilst carrying out   
 employee duties will be reimbursed.  

     

  ACCOMMODATION 

7.1 WPT will reimburse the actual cost of hotel accommodation, but would expect that this  
 would not exceed £200 (outside London) and £300 (in London), including VAT but   
 excluding breakfast charges. 

7.2  Any booking in excess of this amount will need to be approved by the  Headteacher/  
 Line Manager prior to booking. Where possible, service charges should be detailed
 on the bill. Except in emergencies, we will not reimburse the cost of laundry or dry-  
 cleaning nor calls made on hotel phones.  

7.0

     

  MEALS

8.1 WPT will reimburse reasonable out-of-pocket expenses when a journey on WPT business  
 makes it necessary to stay away from home overnight.  

8.2 Employees  may claim up to the following for each night whilst they are away: evening  
 meal including a non-alcoholic beverage per night of up to £35 and a breakfast of up to  
 £15 when not included within accommodation costs.  

8.3 WPT will not reimburse any alcohol purchased and gratuity is included within this   
 allocation

8.0
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5.0

     

  TELEPHONES  

Telephone calls made whilst undertaking the role of employees of the Trust can be reimbursed 
where an itemised bill to support the claim for reimbursement is provided; or where they have 
made a note of the date, time and length of the call and to whom the call was made. The first 
method of proof is greatly preferred. 

9.0

     

  OTHER EXPENSES  

Any expenditure not covered by the categories outlined in the paragraphs above should be 
discussed and agreed with the Headteacher/CFO/CEO before it is incurred, otherwise there is 
no guarantee that it may be reimbursed.  

10.0

     

  HOW TO CLAIM    

11.1  Expenses will be reimbursed on submission of the expenses claim form. The form must  
 be properly completed and signed, and receipts must be provided.  This must include a  
 copy of the original VAT receipt unless it is a local transport fare.   

11.2  Expenses without a supporting receipt or adequate explanation may not be reimbursed.  
 If VAT receipts are not attached to a claim, no payment will be made other than   
 exceptional circumstances and the reason for the lack of attaching a receipt must be
 stated on the claim (e.g. wallet stolen). 

11.3 The Headteacher/CFO/CEO  will provide initial authorisation before the form is passed  
 on to the Finance Team (this must be done electronically via email (finance@   
 wickersleypt.org) by scanning the receipts for approval but original receipts must   
 be retained also).  

11.4  Employees should claim any expenses they incur on a regular basis. Expenses are   
 required to be submitted at least quarterly and any expenses submitted outside of that  
 window may not be reimbursed. 

11.5  Expenses will be paid directly into your named bank account by the Finance Team.  

11.0



     

  DISPUTE   

Should any individual dispute arise over the payment of expenses which cannot be settled 
informally, the Local Governing Body/CFO/Finance and audit committee shall review the matter 
at their next meeting, and their decision shall be final. 

12.0

     

  TRAINING 

Training on the claiming and submission of expenses shall be provided by the Finance Team 
upon appointment and at any point when a refresher is required. 

13.0

     

   WHISTLEBLOWING  

Any employee who becomes aware of a breach of policy must report this immediately (see 
Whistleblowing Policy).

Any personal interest that may impinge or might reasonably be deemed by others to impinge 
on an employee’s impartiality or conflict with the duty owed to the Trust in any matter relevant 
to an employee’s duties (such as conflicting business interests) should be declared in writing.

Dealings conferring personal gain, or involving relatives or associates of employees must supply 
details of such transactions to the Finance Team (finance@wickersleypt.org) for entry into the 
Register of Business Interest.

14.0

     

  MONITORING, EVALUATION AND REVIEW 

The Trust will review this policy and assess its implementation and effectiveness. The policy will 
be promoted and implemented throughout all schools.

This policy links to other policies on:

• Whistleblowing 

15.0


