London Borough of Hackney – Expenses Policy (Summary)


Expenses Policy Summary
The purpose of the Policy is to inform employees of the allowances for which they may be entitled to claim reimbursement. Claims must relate to additional expenditure incurred as a result of meeting the business needs of the Council. Examples include use of their own private vehicles or other types of transport, subsistence costs for meals purchased whilst away from Council premises, hospitality given to guests at Council events or other expenditure incurred.

	Activities for which claims can or can not be made


Any expenses claimed must have been incurred wholly, exclusively and necessarily in the performance of activities related directly to the running of, or furtherance of, the work activities of the Council. Expenses must be agreed in advance by your line manager apart from in exceptional circumstances.

The Council is committed to promoting sustainable forms of transport and reducing car usage.  The Council supports forms of transport that are cleaner, greener and healthier, improving the environment and the well being of the workforce. Employees must try and ensure that they use the most ‘environmentally friendly’ form of transport when undertaking any journey.
1. Use of public transport- Claims must be made against receipts/production of a valid journey ticket. The Council will only reimburse claims for second class/economy travel rates.
2. Car allowance and usage – Employees requiring the use of vehicles for the performance of their duties will be eligible to receive allowances or reimbursement for the use of their car directly relating to Borough business.
3. Taxis- Claims must be made against receipts/production of a valid journey ticket showing the date and the details of the journey. Taxi use must be with prior agreement with the line manager.

4. Air / Foreign travel- The cost of economy travel only will be reimbursed. Claims must be made against receipts/production of a valid journey ticket.

5. Car parking and road tolls fees - Can be claimed against receipt.

6. London Congestion Charge – Can be claimed against receipt.
7. Journeys To and From Home - Travel between home and their work location will not be eligible to claim as a travel expense.

8. Cycle Allowance – A cycle allowance will be paid to employees for business mileage, not home to work travel.

9. Training expenses- These must be authorised in advance by your line manager. The training course costs must be paid in advance.

10. Overnight accommodation- All overnight accommodation must be authorised in advance by their line manager.

11. Subsistence allowances- Actual expenditure can be claimed back supported by a valid receipt provided that it is both reasonable and necessary.  The amount should be agreed in advance with your line manager. 

12. Evening meetings- Employees, whose role does not normally include attendance at such meetings, who are required to attend a meeting involving Members or external parties which is expected to last until at least 8.30pm, qualify for payment of subsistence allowances.

13. Interview Expenses- People attending an interview at London Borough of Hackney can make a claim for their travel expenses incurred. The person can not make any other claim for car parking, tolls or congestion charges, subsistence or any overnight accommodation or other costs incurred.
14. Eye Tests- The policy for the reimbursement of eye tests is not classed as an expenses claim. The eligibility and any subsequent costs are subject to the existing policy on eye examinations.
15. Expenses claims by non-permanent members of staff (not paid via London Borough of Hackney payroll) - Agency and/or interim managers and/or Consultants who are not on the London Borough of Hackney payroll can claim for expenses. Any expenses claim is at the discretion of the line manager. 
16. Expenses claims by work experience placement clients (not paid via London Borough of Hackney payroll) - Students, or similar persons on work experience, can claim for expenses for the cost of travel to/from the place of work. Any claim can only be made if it is an additional cost incurred by the work experience client, e.g. they do not have an existing travel card.

17. Relocation Expenses – Relocation expenses can be claimed following the current policy on Relocation. No additional expenses can be claimed in relation to relocation in addition to what is stipulated in the Relocation policy.

SUMMARY

The following table outlines if a claim can be made.

	Expense
	Eligibility

	Use of public transport
	Yes

	Car allowance
	Yes

	Air / foreign travel
	Yes

	Car Parking Fees and Road Tolls
	Yes

	London Congestion Charge
	Yes

	Journeys to/from work to third party location
	Yes

	Cycle allowance
	Yes

	Training
	Yes

	Overnight Accommodation
	Yes

	Subsistence
	Yes

	Evening Meeting
	Yes

	Interview expenses – for Permanent position
	Yes

	Interview expenses – for Agency position
	No

	Traffic offence or other fines
	No*

	Eye Tests
	See separate policy on Eye Tests

	Non-permanent staff expenses
	Yes

	Work Experience
	Yes

	Relocation
	See separate policy on Relocation


· Please note that in very exceptional circumstances, such as a work related emergency, where a parking fine was incurred it may be reimbursed subject to agreement by your line manager. Speeding fines will not be reimbursed. Late payment of London Congestion Charge will not be reimbursed.

	Scope  


The policy will apply to all employees of London Borough of Hackney including, where appropriate, those on temporary and casual contracts of employment who are paid through London Borough of Hackney payroll. This is irrespective of the grade or the number of hours worked by the person making the claim.
In agreed circumstances, the policy will also apply to Agency or other types of employees who are not paid through the London Borough of Hackney payroll system. In such circumstances, the London Borough of Hackney will directly reimburse such persons for expenses incurred whilst working at or for London Borough of Hackney. See the section ‘Expenses Claims By Agency or Other Staff Not Paid by London Borough of Hackney Payroll’ within the detailed document for details.
Claims for reimbursement will usually relate to the individual making the claim and not to their partner or spouse.  Claims for reimbursement of expenses incurred by a partner or spouse can only be made in exceptional circumstances and with the prior approval of the relevant Director.
The policy applies to all claims for reimbursement.

Reimbursement schedule
For completed claim forms received by Payroll by 1st of the month, you will be reimbursed in the main Payroll which is paid mid month.

For completed claim forms received by Payroll by 15th of the month, you will be reimbursed in an additional Payroll which is paid at the end of the month.

Environmental awareness
The Council is committed to promoting sustainable forms of transport and reducing car usage.  The Council supports forms of transport that are cleaner, greener and healthier, improving the environment and the well being of the workforce. Employees must try and ensure that they use the most ‘environmentally friendly’ form of transport when undertaking any journey.
	Equality and diversity


This Policy will be applied fairly and consistently to all employees employed by London Borough of Hackney regardless of gender, race, colour, marital status, national or ethnic origin, nationality, disability, sexuality, age, religion, status or number of hours worked.
	Monitoring measures  


Expense claims and hospitality registers will be examined regularly as a part of the internal audit programme.

Failure to comply with this policy may result in previously reimbursed expenses, or the costs of providing hospitality, being recovered from the employee responsible. Disciplinary action will be taken against individuals who falsely or wilfully claim expenses or accept or provide hospitality that is not in accordance with the Code of Conduct and the rules set out in this policy.
Further details
Full details of the Procedures to be used are described in the “Detailed - Guidance to employees on travel, subsistence and other expenses and giving or receiving hospitality from external organisations or their representatives”. This is available from the Human Resources departments in the directorates or from Corporate HR. It is also available on the Intranet. A summary of this policy and guidance will be issued to all new employees as part of their induction into the organisation.  

Summary of policy
The Council is committed to promoting sustainable forms of transport and reducing car usage.  The Council supports forms of transport that are cleaner, greener and healthier, improving the environment and the well being of the workforce. Employees must try and ensure that they use the most ‘environmentally friendly’ form of transport when undertaking any journey.
Making Claims

Mileage/expenses claims must be completed at least once every quarter (to 30th June, 30th September, 31st December and 31st March) and submitted for payment as soon after this date as possible. If they are not submitted for authorisation within one month of the quarter end they will be regarded as out of time, and will not be reimbursed, except in exceptional circumstances.
All expenses claims must be agreed in advance by your line manager and must be subsequently authorised by your line manager.

The claim will be paid based on the rates when the cost was incurred and not when it was claimed.
The reimbursement payable will be for actual expenditure up to a maximum which is the standard rate applicable at that time. These are subject to review each year and any changes to rates will be published from 1st April each year. These rates are publicised to managers and will be published on the intranet.
No reimbursement will normally be paid without an authorised claim form with valid VAT receipts attached. You must have a receipt for any expenditure apart from in exceptional circumstances where a ticket or receipt is not available. Your Line Manager will decide if any expenses can be claimed when you have no ticket. 
Giving and Receiving Hospitality
Gifts and hospitality given to an employee must, as required by the Council’s Code of Conduct at the time, be recorded in the appropriate gifts/hospitality register. Similarly, gifts and hospitality given to external organisations or individuals must, as also required by the Council’s rules in force at the time, be recorded in the appropriate gifts/hospitality register. These must be approved by the appropriate line manager.
Offers of hospitality or gifts should only be accepted if there is a genuine need to impart information or it is appropriate that the Council should be represented at a particular function.
Offers to attend purely or mainly social or sporting functions must not be accepted.
Any hospitality given must be with prior agreement by your line manager. Significant personal gifts to contractors and/or outside suppliers must never be given or offered, although small insignificant items of token value may be acceptable. Examples could include Council mouse mats, book marks, pens, mugs, etc.

The detailed guidance in giving and receiving hospitality is in the Detailed Expenses Guidance which is available on the Intranet or via your HR Department.

Employees not paid through LBH Payroll
In agreed and exceptional circumstances, The London Borough of Hackney will directly pay expenses incurred by Agency or other staff who are not paid by London Borough of Hackney through the London Borough of Hackney payroll system. 

Such circumstances will be when the Agency, or similar non-permanent employee, has incurred costs directly as part of carrying out the normal activities as required by the role being undertaken for example transport costs.
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