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1. Introduction 
 

Personal expense claims are for the reimbursement of day-to-day personal expenses incurred 

whilst working on behalf of University of Lincoln Academy Trust. 

 

These can include expenses such as: 

 Mileage costs (whilst attending meetings etc.) – paid in accordance with the amounts 

detailed in this policy 

 Parking (whilst attending meetings) 

 Public transport – including taxi fares (subject to prior approval) 

 Subsistence (providing you are attending a meeting or function with no provided 

subsistence and within the constraints of this policy) 

 Overnight accommodation 

 

2. Claim Forms 
 

All claims should be made using the relevant claim form available from your Academy finance 

department. 

 

Please complete the form electronically or download a printable PDF version. 

 

In order for claims to be processed, the following criteria must be met: 

 Only the original claim form with attached receipts will be accepted. 

 Completed forms must be signed and dated by the employee who incurred the 

expense and by the relevant authorising individual for the Academy who is duly 

authorised to approve claims. 

 Claims can only be made in respect of an individual employee’s costs and should not 

include costs incurred by other employees. 

 Claims cannot be made on behalf of another employee. 

 Receipts or proof of travel or expenditure must be submitted with each claim. 

 All receipts must be stapled to the claim form. 

 Completed forms must be sent to the Academy finance team. 

 

Claims for mileage must be made within 3 months of completing the journey. 

 

3. Travel 
 

Employees are responsible for any costs incurred in journeys between their home and their 

normal place of work, defined as “ordinary commuting”. These journeys can never be claimed 

as business mileage. 

 

Employees are required to carry out their duties by having the ability to travel efficiently, by 

ensuring that the journey is carried out in the most effective way possible i.e. in a timely, cost 

effective and appropriate way and includes the use of public transport. 

 

Employees should agree in advance with their Principal the appropriate method of travel (e.g. 

car, train, public transport etc.) before any journey is undertaken and should be reviewed 

regularly to ensure the method is still effective. 

 

Employees are required to research the most economical method of purchasing train tickets 

where they are required and generally purchase tickets as far in advance as possible to benefit 

from lower rates that may be applied. 
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Receipts for any expenses associated with public transport should be attached to the claim 

form. 

 

Receipts or confirmation of travel will be required for all journeys in order for claims to be 

reimbursed. 

 

Travel for Business Purposes 
 

Employees who have to use their own vehicle for business purposes must ensure that it meets 

the following criteria: 

 That the vehicle has a current Road Fund Licence and is in a road worthy condition 

complying with Road Traffic Acts. 

 That they have a valid driving licence and MOT certificate. 

 That they have confirmed with their insurance company that they are fully insured for 

business use. 

 

The relevant information relating to the vehicle used to complete the journey must be included 

on every claim form. 

 

Business purposes are defined as journeys made from the normal place or work or other 

designated place of work, with the authority of the relevant individual in the Academy for the 

purposes of carrying out work on behalf of the Academy. 

 

Mileage will be paid for the shortest practicable route for any journey, rounded to the nearest 

mile and can be checked on the RAC route planner (https://www.rac.co.uk/route-planner/). 

 

Claims cannot be made in respect of “ordinary commuting” which is defined as your usual 

home to normal place of work and normal place of work to home mileage (the total mileage to 

go to and from work each day). 

 

Where a journey is made from home to another location other than an employee’s normal 

place of work, a claim can only be submitted if the distance exceeds that of their “ordinary 

commuting” mileage. 

 

For example if your ordinary commute is 5 miles from home and you travel to a meeting also 

5 miles away (leaving from home) you will be unable to claim. 

 

Reimbursement Rates 
 

The Trust mileage rates (per mile) for claims are currently as follows: 
 

Type of Vehicle First 10,000 Miles Above 10,000 Miles 

Cars and vans 45p 25p 

Motorcycles 24p 24p 

Bikes 20p 20p 

Passenger mileage 5p 5p 

 

These rates are reviewed in line with (but not restricted to) HMRC guidance in regard to the 

maximum amount of mileage which may be paid tax-free per tax year. 

 

 

 

 

https://www.rac.co.uk/route-planner/
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4. Subsistence, Accommodation and Other Expenses 
 

Subsistence 
 

All claims for subsistence, accommodation and other expenses must be supported by valid 

receipts. Any claims submitted without a valid receipt will be returned. Receipted claim for 

subsistence will be paid up to the maximum amounts agreed by the Trust but only to the value 

as detailed on the receipt. 

 

Employees will be eligible to claim for subsistence in respect of meals only where they incur 

expenditure while carrying out the normal duties of their job or attending training courses. Any 

claim will be subject to the employee having to be absent from their normal place of work for 

the qualifying time period(s) set out below, while carrying out their official duties and to the 

prevailing maximum rates in operation within the Trust at the time when the expenditure is 

incurred. 

 

The maximum rates for subsistence are as follows (per meal): 
 

Breakfast Leave home before 6am £5.00 

Lunch Travelling between 12pm and 1:30pm £5.00 

Dinner Return home after 6:30pm £15.00 

 

Where subsistence is required as part of overnight accommodation (away on Trust business 

for multiple days) the rates are as follows: 
 

Maximum for each 24 hour period £25.00 

- If breakfast included in accommodation Reduce maximum by £5.00 

- If lunch is provided Reduce maximum by £5.00 

- If dinner is provided Reduce maximum by £15.00 

 

All claims for meals must be supported by an itemised VAT receipt and not just a card receipt. 

Claims for alcoholic drinks are not permitted under any circumstances. 

 

Only the actual cost of the meal as indicated on the receipt will be reimbursed. Employees 

can only claims for their own individual costs incurred, as per the above criteria. If more than 

one employee is dining then each person wishing to be reimbursed must submit their own 

claim, with individual itemised receipts. 

 

Overnight Accommodation 
 

Where employees require overnight accommodation, the room rate should not exceed the 

limits detailed below wherever possible. If accommodation cannot be sourced within these 

limits, prior written approval attached to the claim form must be sought from the Principal and 

fully justified on any accompanying claim forms as to the rationale for the excess costs. If 

trains are being used for travel, overall costs for accommodation should also take account of 

potential additional costs such as taxis for reaching hotels. 

 

It is expected that staff will generally seek rooms from recognised low cost hotels such as 

Travelodge, Premier Inn etc. in order to minimise any unnecessary expenditure. 

 

All overnight accommodation must be agreed in advance with the Principal/CEO. 
 

 Outside London London 

Room only £100.00 £130.00 
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Other Expenses 
 

Car parking and congestion charges will be reimbursed when incurred on official business 

where receipts are provided. 

 

Parking tickets will not be covered in any other circumstances. 

 

At the discretion of the employees line manager, the Trust will contribute in whole or in part to 

an employee’s relevant professional subscriptions. Care must be taken to ensure that the 

subscription is required for the employee’s role and must adhere to the HMRC list of 

professional bodies approved for tax relief to avoid a Benefit In Kind liability. 

 

At the discretion of the Trust, contribution will be made in whole or in part to an employee’s 

relevant professional training and study programmes when fairness and relevance is 

assessed. 

 

General and mandatory training programmes will be available and paid for directly by the Trust 

with any associated travel and other expenses claimable in line with this policy. 

 

There may occasionally be a claim for an item that does not fit within the categories identified 

in this policy, although these should be kept to a minimum. Reimbursement will be at the 

discretion of the Academy authorised approver, any such claims should seek pre-authorisation 

where possible, so long as it does not breach any part of this or any other Trust policy. 

 

Trustees’ expenses will be paid in line with this policy in the absence of any over-riding 

regulatory requirement or policy. 

 


