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WYMONDHAM PRIMARY CLUSTER 
TRAVEL POLICY
	Responsible Person
The appropriate responsible person for the updating of this policy is: The Chair of the Wymondham Cluster
Review and Monitoring:
This policy will be reviewed every three years.
Developed:

March 2016 - Reviewed January 2019
Next Review due:

Spring Term 2022
Reviewed by:
This policy was reviewed by the Primary Cluster Heads at their meeting on 24/1/19



1. Introduction

The purpose of this policy is to set out the procedures that must be followed when making business travel arrangements and claiming for expenses that have been incurred in connection with Cluster business.

The key objectives of this policy are:

· To set out the Cluster’s policy relating to business travel,

· To ensure reasonable standards of service, comfort, convenience and safety for those who need to travel on Cluster business whilst achieving best value for money

· To ensure that the Cluster complies with the requirements of the HMRC rules and requirements for tax

This policy applies to employees of the Cluster and shall apply to all travel claims.
Please note that the Cluster assumes no obligation to reimburse expense claims that are not compliant with these instructions.

2. Mobile Workers 

We consider that Cluster employees are Mobile Workers.

Mobile workers have an office base but regularly work away from the office, including at home, doing client visits, in meetings or at other premises.  Mobile workers are likely to be required to use hot desk facilities or touchdown areas when in the office. Typically, mobile workers spend around 30-50% of time at their office base, although this may vary. 

Mobile Workers who start and finish at home may claim all time and mileage incurred on Cluster business except their first and last journey.  If either the first or last journey exceeds the normal home to office journey, then the excess mileage may be claimed.

For example, an employee goes from home to Location A, then on to Location B, then on to their contracted base, then on to Location C, on to location D and then home.  The employee will be able to claim the time and mileage for the journeys from Location A to Location D inclusive. If D is further than home to office the employee can claim the excess mileage.
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Where mobile workers do not have a designated office and use their home as their base, the same rules apply that they cannot claim mileage to their first appointment from home and their last appointment to home. Where these journeys are excessive (i.e. outside their normal working area), then employees can claim mileage after they leave the area boundary in which they are required to normally work within, i.e. western, northern etc. /or their nominal base).

3. General principles

· Employees should only make business journeys when absolutely necessary. Other options which are more efficient and cost effective should always be considered before travel is undertaken. 

· Employees whose post requires them to travel are responsible for their travel arrangements and these must be carried out in the most effective and efficient way to perform the job.  

·  Employees are responsible for their own travel to and from work and must deduct this mileage from any claims.

4. Please consider
· Can you can use the telephone, email, online facilities, video conferencing or other technology instead

· Public transport may be available 

· Can you can combine your journey with other meetings at that venue or nearby

· Can you can travel with a colleague 

· Has your manager authorised your journey

· Have you read the driving for work policy P655.

5. Mileage Payments

Employees who use their own car, van or motorcycle for official Cluster work  are entitled to be reimbursed in accordance with Her Majesty’s Customs and Revenue (HMRC) approved mileage rates.

Where there are changes to the HMRC rates, these will be applied. 

Where more than one employee makes the same or a similar journey, they should travel together. 

Home to office mileage is payable only where a second journey from home to a place of work is made on the same day in order to carry out official duties. Where an employee agrees to work on a day they would not normally work, it is still their responsibility to get to and from work (including training courses). 

6. Bus fares and parking expenses

Bus fares and car-parking charges incurred on Custer business may be reclaimed.

No payments will be made for parking charges at the employee’s normal place of work. The only exception relates to employees with a declared disability affecting mobility. In this situation, reasonable charges for car parking at, or as near as possible to, their usual place of work will be reimbursed where there is no free parking available.

Wymondham Cluster will not reimburse parking or other similar fines.

7. Checking driving licences

It is essential that procedures are in place to make sure driving licences of existing and prospective employees who need to travel are checked, therefore photocopies of licences, signed by the manager that checked them should be kept on personal files.

8. Insurance

Employees who use their vehicle for work should make sure they have insurance to cover business travel. This is normally referred to as ‘Business, Social and Domestic’ cover by Insurance companies. The employee is responsible for making sure they are insured.
9. Claims

All mileage claims must be made within 8 weeks’ of travel and must be submitted on a completed Travel Expenses Form – F304.  Completed forms should be signed and submitted with the necessary receipts to the School Business Manager at Robert Kett Primary School for processing.
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