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Subsistence and travel claim policy  

The aim of this policy is to define for staff, Trustee Board members and non-staff the expenses that can be claimed. It aims to make sure that NAVCA funds are used effectively to achieve NAVCA objectives.


1.
Authorisation

1.1
Claims for travel and other expenses must be authorised by your manager (for staff) or the Chief Executive (for Board members and non-staff). Claims will only be authorised where the expense was clearly incurred in the course of your NAVCA work. If you are in any doubt please ensure you receive authorisation first as you may not be reimbursed.

1.2
All claims should be made on the correct form and, with the exception of mileage allowance, should have bills, receipts or a signed voucher to support them.  Please attach these securely to the claim and, if there are several, number them.

1.3
Your claim should explain why the expense has been incurred.

1.4
There may be occasions when your line manager/the Chief Executive may require further information in support of a claim. This will be to ensure that NAVCA funds are used effectively.

2.
Payment
NAVCA will reimburse claims within two weeks, by cheque.  

Pre-payment of expenses can be made by special arrangement with the Director of Finance and Administration.

3.
Practicality
The following considerations should be used in deciding questions of practicality. Calculation of journey time and duration (3.4 and 3.5) are based on the journey from Sheffield city centre or your home whichever is the shorter.

3.1 
You should make every effort to schedule meetings and appointments to 
ensure the restrictions can be met.

3.2
You are expected to use the most cost effective method of travel, subsistence and accommodation available to you. Rail journeys will therefore normally be second class but where first class travel is cheaper this may be claimed. Where a long car journey is involved you should investigate whether the cost of hiring a car and buying fuel would be less than a mileage claim. 

3.3
Approval of claims will be based on a consideration of the most cost effective way of meeting claims, for instance, you may want to stay overnight if this means that a cheaper fare is available. 


3.4
Journey timing – You are generally not expected to begin a journey before 6.00 am and end it later than 9.00 pm.
 

3.5 
Travelling time – You are generally not expected to travel for longer than 
eight hours in total in a day and for more than two six hour travelling 
periods each day on two or more consecutive days. Journey times are 
based on the most cost effective route and times.

3.6.
Consideration will be given to the special needs of people with disabilities or health problems such that they require assistance, special travel and/or accommodation arrangements. Please discuss your needs with the Director of Finance and Administration prior to incurring additional expenditure.

4.
Travel expenses 

4.1 
The cost of travel between your home and the office cannot be claimed. 
Claims should be made at the actual cost less the usual daily cost of your 
travel to work. 


4.2 
Journeys should be made by rail, second class at the lowest possible rate. 
Where possible meetings should be arranged to allow travel at the lowest 
possible rate. 


4.3 
Alternatively where public transport is not practicable, claims may be 
agreed for a mileage rate for the journey (see latest schedule). The 
mileage should be calculated on the return journey between the meeting 
venue and your home or place of work, whichever is the shorter. Car 
parking fees will be paid.

4.4 
Claims for taxi fares will only be met where the use of public transport is 
not practical (but see 4.5). 


4.5 
If leaving home before 7.00 am or arriving at the station after 8.30 pm a 

taxi may be used to or from your local station or car parking may be paid. In both cases maximum amounts apply (see current rates). 


4.6 
If travelling to Sheffield station by car you will not normally be able to claim 
for parking (but see 4.5). However, if your normal journey to work is such 
that you have to drive to work and if you have to be at the station before 
8.00 am or leave it after 6.00 pm you may claim for parking if you feel 
unsafe using the NAVCA car park. You should seek your manager’s/the 

Chief Executive’s approval before doing this for the first time.


5.
Subsistence allowance
5.1 Breakfast may be claimed if you have an overnight stay where breakfast is not provided or if you have to leave home before 6.30 am. 


5.2 Lunch may be claimed if not provided at the meeting you are attending. You are not expected to have to pay more for lunch than you would on a normal working day. You are, therefore, not expected to buy your own lunch where, for instance, there is not an easily accessible, reasonably priced source of food or where the meeting adjourns to a restaurant. 


5.3 A snack may be claimed for if you have an overnight stay where dinner is not provided or if you have to leave home before 7.00 am or arrive at home after 8.00 pm (see current schedule of rates). 


5.4 You may claim for a non-alcoholic drink during any period of travel which lasts more than two hours and does not include a mealtime. If travel lasts more than four hours you may claim for a non-alcoholic drink as well as a meal.


5.5 The actual cost of meals will be paid up to the maximum rates (see current schedule of rates). Rates include VAT, tips and the cost of non-alcoholic drinks taken with meals. Please supply all receipts. 


5.6 Overnight stays should be authorised in advance by your manager/the Chief Executive. The actual cost of accommodation may be claimed up to the maximum rate (see current schedule of rates). In exceptional circumstance higher amounts may be paid but this must be authorised in advance by your manager/the Chief Executive.


5.7 If you stay with friends or family a hospitality allowance can be claimed (see current schedule).

6.
Telephone calls
Reimbursement for the cost of essential phone calls will be made. This includes the cost of mobile phone calls. Where possible an itemised bill should be provided in support of your claim.

7.
Childcare/dependants care fees
Consideration will be given to meeting the cost of childcare or dependant care fees where you are required to meet commitments outside normal working hours. You should discuss your needs with your manager/the Chief Executive prior to incurring expenses.

8.
Carers
Where staff, Trustee Board members and non-staff with a disability require the services of a carer for help with travel to and from meetings and other business, full consideration will be given to meeting the cost of the carer's travel expenses.  You should discuss your needs with your manager/the Chief Executive prior to incurring the expenses.
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