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1. Scope 
 

This policy applies primarily to trustees, the senior leadership team and other centrally and 

regionally employed staff.  Where consultants or volunteers are entitled to claim expenses, 

this policy will apply equally to them. 

 

For the sake of clarity this policy does not apply to staff engaged directly on individual 

academy business, for which the respective academy policy will apply. 

 

The policy applies only to the expenses incurred by the employee wholly and exclusively in 

delivering Aldridge Education’s work.   

 

Staff expenses should be completed on a regular basis using the official claim forms 

provided.  It is the responsibility of the staff member to ensure that entries on the claim 

forms are accurate and comprehensive for the expense claim to be appropriately authorised 

for re-imbursement.  Expense Claims can only be reimbursed with evidence of expenditure 

being incurred i.e., a receipt. 

 

2. POLICY OBJECTIVES 
 

The objectives of this policy are to: 

 

(i) Ensure that Aldridge Education manages funds under its custodianship in the most 

effective and efficient way possible and secures best value for money for expenses 

incurred, and  

 

(ii) Ensure that employees are appropriately reimbursed for the expenses they incur 

in carrying out the company’s business. 

The principle underpinning this policy is that the best value option for travel and 

accommodation should always be chosen, provided that this does not compromise the health 

and safety of the employee or hinder the employee from being effective in his/her work. 

Employees are therefore expected to plan their journeys as far ahead as possible to enable 

the best cost tariffs to be obtained. 
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3. TRAVEL ARRANGEMENTS 
 

Public transport 
It is important in representing the values of Aldridge Education that staff and other users of 

this policy are seen to be using public money appropriately. 

 

Train travel should therefore normally be by standard class, unless best value can be 

demonstrated for the purchase of advance first class tickets. Where travel arrangements 

change or trains are delayed, receipts should be retained and passed to the finance team for 

a refund from the operator where eligible. 

 

In exceptional circumstances when no standard class seats are available and business meetings 

or work is required on a particular journey or part of a journey an upgrade to first class may 

be purchased.  Members of staff will use their professional judgement in these cases and may 

be asked to justify in writing their decision to their line manager. 

 

First class travel is permitted where the cost between standard class and first class is paid for 

by staff and other users of this policy.  Evidence to show the difference in cost will need to 

be submitted as part of the expense claim, so that only the element of the standard class 

purchase is reimbursed. 

 

All airline travel will be by Economy Class unless, by exception and where best value can be 

evidenced, approved otherwise by the Chief Executive or Chair. 

 

Taxis should only be used when travel by public transport is unavailable or where the time 

taken to travel by public transport would be an overly inefficient use of resources. The schools 

and trust have a number of taxi accounts set up with local firms and this should be used where 

possible.  Taxi fares paid for directly by staff will only be reimbursed on production of an 

official receipt. In areas where there is a choice of taxi operators, the lowest tariffs should be 

sought where possible. 

 

Car Users 
Aldridge Education will reimburse employees for the use of their private car on company 

business where it is the most cost-effective method of travel and/or where public transport 

is unavailable or impractical.   

 

Mileage rates are reviewed annually in line with HMRC guidance and are attached in 

Appendix 1. All mileage claims must be approved by the employee’s line manager and using 

the attached Expenses Claim Form (Appendix 2). 

 

Before using their car for business purposes, all employees should ensure that their personal 

motor insurance policy covers use of their vehicle for this purpose and that they submit to 

the Director of Finance their signed confirmation. The Director of Finance will maintain a 

register of all authorised car users. 
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Only authorised vehicle users are entitled to make such claims.  The basis of making claims 

is as follows: 

 

• All claims must be based on the actual mileage incurred for the journeys undertaken; 

 

• Journeys should normally be undertaken by the most direct route; 

 

• Claims must relate to the vehicle for which details have been provided to the 

Director of Finance  

Parking costs may be reimbursed. For airport parking employee are encouraged to use pre-

booked long-term parking where possible. 

 

For the avoidance of doubt, parking fines or other penalties incurred whilst using an 

employee’s car for business purposes will not be reimbursed. 

 

 

Car Hire 
From time to time if such hire provides best value, rather than train or using their own car, 

such as a one-way journey or one in which car parking costs make this inefficient, car hire 

may be a cheaper or better value option. 

 

4.  ACCOMMODATION 
 

Where it is necessary for employees to stay overnight, reasonable hotel expenditure will be 

paid by the trust. Unless there are exceptional circumstances, all hotel reservations should be 

booked as soon as they are known to be required.  Professional judgement should be used to 

determine the risk of booking non-changeable accommodation as against the extra cost of 

booking a flexible rate.  

As a guide, an overnight stay may be appropriate where travelling distances or a lack of public 

transport availability would not enable business to be conducted, or where the total journey 

time, including the business to be conducted exceeds 14 hours.  Alternative means of 

conducting business without necessitating lengthy travel and overnight stays should be 

explored where possible.   

If in doubt, approval should be gained from line managers. 

 

Staying with relatives 
 

Should employees wish to stay with family or friends, that is acceptable but no charges to 

Aldridge Education for accommodation will be claimed. 
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5. SUBSISTENCE 
 

Reasonable allowances may be claimed for subsistence when working away from the normal 

place of work and on submission of receipts with the Expenses Claim Form. No refund will 

be made for alcohol.  

 

It is the employee’s responsibility to charge only reasonable costs that are incidental to costs 

they would otherwise have incurred if working at their normal place of work. It is the line 

manager’s responsibility to challenge any costs that appear unreasonable. 

 

As a guide it would be appropriate to claim the following: 

 

- Breakfast – (if not included in hotel overnight stays), where the journey is not to the 

normal place of work and requires starting the journey before 6.00am. 

 

- Lunch – if away from your normal place of work during the working day 

 

- Dinner – where the journey is not from the normal place of work and would mean the 

employee arriving home after 8pm. 

The rates allowable are attached in Appendix 1.  

 

6.  LEADERSHIP CONFERENCES 
 

Where there is a requirement for staff to attend school or trust organised conferences, the 

School or the Trust will be given for reasonable cost allowance to host such events.  The 

nature and level of expenditure should be commensurate with that appropriate for publicly 

funded organisations.  Approval for such expenses is required by the CEO/COO prior to the 

event taking place.   

 

 Travel  In line with Section 2 (travel arrangements) 

  

 Accommodation In line with Section 3 (accommodation) 

  

 Subsistence Breakfast and lunch is likely to be provided as part of the event  

  Otherwise claims are to be in line with Section 4 (Subsistence 

   

  Dinner – a maximum allowance of £25 per head 

 

Reasonable allowances may be claimed when working away 

from home.  No refund will be made for alcohol as per Section 

4 (Subsistence) 
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7.  ENTERTAINMENT 
 

The costs associated with corporate or business-related entertainment is usually associated 

with your role and responsibilities and will therefore be reclaimable.  

 

• Business-related entertainment will include discussing a particular business project or 

forming or maintaining a business connection.  For example, the CEO having a lunch 

meeting with a potential new trustee or governor.  

 

• Non-business entertainment relates to entertaining a business connection or 

acquaintance for social reasons and is excluded.  For example, the Chair of LGC wishes 

to take a Principal to dinner to celebrate his/her birthday. 

 

The cost for travel and subsistence within the limits of this policy will apply for business 

entertainment.  If in doubt, please check with your finance lead or with the central finance 

team. 

 

8.  HOSPITALITY 
 

Reimbursement will be given for reasonable costs of hospitality provided to third parties for 

approved business purpose. The nature and level of expenditure should be commensurate 

with that appropriate for publicly funded organisations. Only by exception should such 

expenditure be incurred without prior approval by the budget holder. 

 

9.  MOBILE PHONES 
 

The company will provide employees with mobile phones where they are deemed necessary 

for business purposes. An employee not provided with a business phone but who uses their 

personal phone for business purposes will be reimbursed for the cost of the business calls 

made upon submission of an itemised bill attached to the Expenses Claim Form. The company 

will not reimburse the employee for a proportion of the fixed monthly charge. 

 

 

10.  OTHER INCIDENTAL EXPENSES 
 

Where an employee incurs any other incidental expenses wholly and exclusively in relation 

to the business, prior approval from the budget holder should be sought before claiming on 

the Staff Expenses Form. 
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Appendix 1: Expenses Rates 
 

Nature of expenditure 

 

Rates 

Mileage (cars and vans) 

- First 10,000 miles 

- Thereafter 

 

Mileage (motorcycles) 

- First 10,000 miles 

- Thereafter 

 

Mileage (bikes) 

- First 10,000 miles 

- Thereafter 

 

45p per mile 

25p per mile 

 

 

24p per mile 

24p per mile 

 

 

20p per mile 

20p per mile 

 

 

Subsistence (maximum amounts) 

- Breakfast  

 

 

 

 

 

 

- Lunch 

 

 

- Dinner  

 

 

 

 

For the avoidance of doubt no alcohol may be 

claimed on any expenses incurred by an employee of 

Aldridge Education. 

 

£5.00 (exceptionally if a Bed and 

Breakfast rate has not been 

applied and the hotel’s breakfast 

is more expensive reasonable 

additional costs may be claimed) 

 

£5.00 if away from your normal 

place of work during the working 

day 

 

£15.00 (If an employee claims a 

meal that is more expensive than 

this maximum only £15 will be 

reimbursed)  

Accommodation 

- Outside of London 

 

- London 

 

£120 (maximum) 

 

£150 

 

 



INSERT SCHOOL LOGO HERE IF POLICY IS 

TAILORED FOR LOCAL USE 
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