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STAFF TRAVEL EXPENSES POLICY


This policy provides guidance to ensure that staff travel arrangements and expense reimbursements are processed fairly and in line with the Council's standards of transparency and accountability
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1. Introduction

1.1. Seaford Town Council (the Council) demonstrates high standards of honesty and transparency in efficient and cost-effective use of resources. This commitment extends to all travel expenditures and their reimbursement.
1.2. The Council recognises the importance of reimbursing officers for travel expenses that are necessarily and exclusively incurred in connection with authorised duties undertaken on behalf of the Council.
1.3. Therefore, the Council accepts that no member of staff, whether paid or unpaid, should be placed at a financial disadvantage as a result of using their private vehicle or paying for public transport to conduct Council-related business.
1.4. The Council adopts this policy to provide clear guidance for both officers and their line managers on managing travel expenses incurred and seeking approval for reimbursement, where applicable.
1.5. This policy should be read in conjunction with the officer recruitment pack, which outlines any role-specific requirements, terms, or conditions, relevant to the position and this policy.

2. Aim and Scope

2.1. The purpose of this policy is to provide guidance on the Council`s approach to managing travel expenses and the necessary arrangements for claiming for these expenses.
2.2. To achieve this, the policy aims to:
· Ensure that officers receive fair compensation for additional expenses incurred while performing Council business or attending events on behalf of the Council.
· Ensure that officers are not placed at a financial disadvantage while carrying out work for the Council, nor gain any personal advantage from authorised expenses.
· Provide clarity and direction on which travel expenses are eligible for reimbursement.
· Promote and sustain a work ethic that supports the Council’s commitment to environmentally friendly practices by encouraging officers to use sustainable modes of transport (where it is cost effective) in the course of their duties and responsibilities.
· Ensure that all travel expenses comply with the Council’s objectives and operations and represent best value from a financial perspective.
· Ensure that all managers have the necessary support and resources to clearly explain this policy and the travel expense claim process to newly employed officers, where applicable.

3. Who This Applies To

3.1. Unless stated otherwise, this policy shall apply to all officers of the Council, irrespective of their employment status i.e., whether they are engaged on a full-time, part-time, temporary or permanent basis.

4. Legal Framework

4.1. By adopting and applying this policy, the Council aims to ensure that officers’ travel expenses are reimbursed lawfully and transparently under the relevant regulations, thereby supporting effective participation in Council business while safeguarding the responsible use of public funds.

5. Statement of the Council 

5.1. The Council is committed to adopting a responsible policy that is fair and reasonable for all officers of the Council, while preserving a culture of trust and accountability in service delivery.
5.2. In order to foster this culture in the workplace, the Council shall:
· Maintain a zero-tolerance approach to any unauthorised travel or travel that is strictly prohibited, which may create a safeguarding risk to officers or colleagues involved in collaborative work.
· Ensure that all authorised and approved travel expense claims are considered in a timely manner, with proactive action taken where necessary.
5.3. All officers carrying out work or duties on behalf of the Council are responsible for using limited funds and financial resources responsibly and respectfully, while showing consideration for colleagues and individuals engaged with the Council’s operations.




6. Defining Travel Expenses

6.1. The Council acknowledges that travel expenses are costs associated with travelling for the purpose of conducting Council-related activities (i.e., attending a meeting on behalf of the Council or travelling to, or running an errand for business purposes). 
6.2. The Council expects Councillors and officers to travel together or use shared transport where possible when undertaking any Council business, to promote the responsible and efficient use of Council resources. When this is not feasible, travel expenses will be considered, as follows:

6.2.1. Travel Expenses Covered
· Public transport tickets (e.g., travel by train, ferry or taxi)
· Private cars and motorcycle travel costs
· Bicycle journeys
· Car parking fees (where strictly necessary)

6.2.2. Travel Expenses Not Covered
· Routine commuting costs between officer’s place of residence and their place of work
· Any travel undertaken without the prior approval of the Council while performing duties
· Any kind of parking fines, traffic infringements or penalties incurred while travelling to the working place
· Late booking surcharges for public transport tickets
· Luxury or premium travel upgrades (e.g., first-class train tickets) or additional costs incurred due to personal preference rather than operational or safeguarding necessities.
· Travel costs resulting from the relocation of an officer’s workplace
· This list is not exhaustive and will be based on a case-by-case basis

7. Travel Expenses 

7.1. The Council emphasises that an expense will only be paid for “approved duties” as outlined in section 26(1) of the Local Authorities (Members Allowances) (England) Regulations 2003 (see Section 4) and as determined by the Council. These duties include, but are not limited to:
· Participating in approved training sessions or conferences outside the town, relevant to the Council’s operations and objectives.
· Conducting site visits, inspections, or consultations on behalf of the Council.
· Attending events where an officer officially represents the Council.
· Travelling between different organisations or premises to carry out official duties in relation to Council business.
7.2. In circumstances where shared transport (see Section 6) is not reasonably practicable, the Council may reimburse travel expenses for the following options:
· Using an officer’s private vehicle, as the preferred and most cost-effective option when travelling on Council business.
· Purchasing public transport tickets, at standard-class fares, and booking in advance where possible to benefit from any available discounts.
· Travelling by taxi, which will only be reimbursed in emergency or exceptional circumstances that involve safeguarding risks.
7.3. For officers to be able to claim travel expenses whilst using their private vehicles they must provide the HR & OD Manager with the following documents as proof that they have suitable “occasional business use” cover: 
· A full UK driving licence
· Proof of a valid MOT certificate and/or DVLA registration
· Comprehensive motor insurance that includes business use 
7.4. Travel expenses for use of the officer’s private vehicle are reimbursed on a per mile basis. Business mileage will be reimbursed in accordance with HM Revenue and Customs guidelines, as follows:
	Type of vehicle
	First 10,000 business
miles in the tax year
	Each business mile over 10,000 in the tax year
	Additional passenger @ 5p per mile

	Cars and vans
	55p
	25p
	50p / 30p

	Motorcycles
	24p
	24p
	29p / 29p

	Bicycles
	20p
	20p
	N/A


   *Approved mileage rates from tax year 2011 to 2012 to present date

7.5. The mileage is calculated from the officer’s normal place of work to the location of the activity carried out on behalf of the Council, not from their private residence. 
7.6. Standard business mileage, as shown in the table, is paid at a fixed rate per mile up to a threshold of 10,000 miles per tax year, above which the rates decrease for car and van drivers. Officers should be aware that business mileage in all types of vehicles counts toward the 10,000-mile threshold.
7.7. Officers must adhere to all driving safety rules when using their private vehicle for Council business. Otherwise, the Council accepts no liability for any accident, loss, damage, or claim arising from such journeys, except where directly caused by the Council’s negligence. 

8. Claiming Reimbursement

8.1. Reimbursement claims are subject to actual expenditure incurred, specifically and exclusively in connection with the Council duties.
8.2. Officers may claim the cost of travel to other locations (see Sections 6 and 7) if, they use their own vehicles or public transport, provided the travel is undertaken for Council business.
8.3. Expense reimbursement is generally valid for travel within the town and nearby locations. The Council will only reimburse travel costs for the most appropriate route. 
8.4. If officers use their private vehicles, they can claim for the cost of business-related mileage (see Section 7). Alternatively, they may claim reimbursement for valid bus or train ticket fares (standard class) when using public transport for travel on Council business 
8.5. To claim expenses, officers must complete the Council’s Travel Expense Claim Form, providing details of why and how the expense was incurred. If an officer is unsure whether an expense is eligible for reimbursement, they must seek guidance and obtain prior authorisation from their line manager in the first instance, or the HR & OD Manager in their line manager’s absence.
8.6. Officers must ensure that the form is completed accurately, dated, signed, and submitted for authorisation at the end of the month in which the expense was incurred, or by the payroll cut‑off date, in order for it to be paid within that month’s payroll. 
8.7. Expenses will not be paid unless supporting evidence is provided, together with a completed expense claim form. This should include original receipts or invoices with the date and time of the transaction (unless claiming for mileage). When claiming for travel expenses on public transport, officers must enclose the tickets showing the departure point and destination of the journey.
8.8. Once the form is completed and signed, officers should submit it by email to their line manager for approval or a member of the Strategic Management Team for approval in the absence of their line manager. Once approved, the claim form should be sent to the Finance Manager for payment.
8.9. The Council may return an expense claim form without payment if it is completed incorrectly or lacks supporting evidence.

9. Approval of the Expenses

9.1. The Council is only responsible for, and eligible to approve, travel that is necessary for the conduct of official Council business.
9.2.  The cost-effectiveness of travel expenses will be reviewed by the Finance Manager.
9.3. Once approved, the claim will be forwarded to the Deputy Town Clerk before payment is authorised by the Finance Manager.
9.4. Claims should be approved within four (4) months of the expenditure being incurred.
9.5. Line managers do not have authority to approve expenses that fall outside of the limits explained under this policy.

10. Failure to Comply with the Policy

10.1. Any officer who fails to follow the Council’s procedures for expense claims, or who misuses this policy in any way (including submitting false claims or receipts), may be subject to a thorough investigation and this will be treated as a serious matter. Depending on the severity of the breach, formal action may be taken under the Council’s disciplinary or relevant conduct procedures.
10.2. In such cases, all related expenses and claims will be considered unauthorised and will not be reimbursed.

11. Monitoring and Recording

11.1. All travel expenses, whether major or minor, will be subject to regular review, and expenditure performance will be monitored.
11.2. The Finance Manager will ensure that all travel expense records and related documentation are recorded, treated as confidential, and securely stored in the Council’s database, in accordance with the Council’s Data Protection Policy.
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