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1.
INTRODUCTION 

1.1 The purpose of this policy is to ensure the consistent use of appropriate, economic transport by all Trust employees who are required to travel for the necessary undertaking of their duties.

1.2 The Trust has a duty to ensure the economic/effective use of funds, that appropriate levels of authorisation are obtained in respect of reimbursed expenditure to ensure value for money. 

1.3 All employees will be made aware of the need to minimise the cost and environmental impact of travel consistent with the Trust’s aims and values.

1.4 This policy draws on the NHS National Terms and Conditions Handbook and the Whitley Council Handbook for Medical & Dental staff, as well as guidance from Internal Audit.

2. PRINCIPLES 

2.1 
This policy applies to all Trust employees. 

2.2
All travel related expenditure must be justified in terms of the use of Trust money 
and should only be authorised where it is in the Trust’s interests.  

2.3 
The Trust is committed to serving the local community by providing quality 
healthcare services.  In doing so it recognises its responsibility to ensure any impact 
on the environment is minimised.  In this respect, the Trust aims to:

· Reduce the overall amount of travel

· Increase the use of alternative ways of travelling e.g. car sharing and public transport where appropriate.

· Reduce business travel by using audio/video conferencing.

· Reduce the environmental impact of travel.

2.4 
Where an employee has a concern regarding the application of this policy, s/he 
should raise this via the Trust’s Grievance Procedure.
2.5 
All Trust employees are reminded that deliberate falsification or attempted 
falsification of travelling and subsistence expense claims may lead to disciplinary 
and/or criminal action (including prosecution) under the relevant legislation.  In 
some cases prosecution, disciplinary and civil action to recover any monies may be 
pursued concurrently. 

2.6 
Where employees make rail or air travel arrangements outside of this policy, E.g. by 
other than the Trust Travel Officer, the expenses incurred may not be paid by the 
Trust and the employee may be required to settle these him or herself.  
2.7 
Where there is a requirement for the job holder to travel to/work at various sites 
across the Trust (possibly on a daily/short notice basis), then this must be clearly 
stated as essential in the job specification and candidates shortlisted and appointed 
on this basis.  

See Appendix 1 “Terms & Conditions for Travel & Subsistence Expense Claims”
3. MINIMISING TRAVEL 

3.1 
Where car use is essential for business journeys, the Trust will encourage car 
sharing and better planning of business, which could minimise the need for travel.

3.2 
The Trust will monitor all business mileage to ensure Managers are aware of the 
environmental impact of travel as well as the cost and time for individuals.

3.3 
Employees/Managers should consult the checklist below prior to making any travel 
arrangements:

· Is the journey necessary for Trust business purposes?

· Has prior approval been obtained?

· Can the cost of the travel be reclaimed from a third party organisation?

· Is the most economical form of travel being used?

· Does the employee have adequate insurance cover etc if they are using their own private vehicle

· Have alternatives to travel been considered, e.g. video conferencing?
4. HER MAJESTY’S REVENUE & CUSTOMS (HMRC) GUIDANCE ON EMPLOYEE TRAVEL (see guide HMRC 490 “Employee Travel”)

4.1
Ordinary Commuting and Private Travel

4.1.1
Employees cannot claim travel expenses for the cost of a journey which is ordinary 
commuting – i.e. the journey made most days between their home and permanent 
workplace/base.

4.2
Employees with multiple workplaces/bases
4.2.1
Employees who are regularly required to attend at one or more workplaces/bases to 
perform a significant part of their duties may be classed as having multiple 
permanent workplaces/bases (see below for guidance on Permanent and 
Temporary workplaces). 

4.2.2
Any journey made between their home and any one of these permanent 
workplaces/bases is classed as ordinary commuting for which employees cannot 
claim travel expenses.

4.2.3
Employees may claim travel expenses for a journey between bases, where the 
purpose of the journey is to carry out their contractual duties.

4.3
Permanent / Temporary Workplaces

4.3.1
A workplace is classed as permanent if there is an expectation at the outset that an 
employee will carry out their contractual duties at that base for a period of 24 
months or more.

4.3.2 If, at any time during that 24 month period, it becomes apparent that the period will be less than 24 months then this would, from this point forward, be classed as a temporary base. At this point the employee would be entitled to tax relief on mileage claims for travel from Home to that base.

4.3.3 Conversely, if at the outset, the working arrangement is expected to last less than 24 months then the employee would be entitled to tax relief on mileage claims from the start. However, if it subsequently becomes apparent that this arrangement will last 24 months or more, then from that point the base becomes permanent. At this point the employee would no longer be entitled to tax relief going forward on home to base travel.

4.3.4 It is the line managers’ responsibility to distinguish between temporary and permanent workplaces/bases. The line manager will be required to maintain records/rotas to support any claims for Home to Base Travel for a period of 2 years plus the current financial year, this information could be required by HMRC during a Tax Inspection.

5. DUTIES AND RESPONSIBILITIES 

5.1
Board of Directors 

5.1.1
The Board of Directors is responsible for approving this policy and for monitoring 
the compliance of it. 
5.2
Chief Executive 

5.2.2
The Chief Executive has ultimate responsibility for ensuring that robust systems are 
in place to ensure that staff adhere to the policy and procedures against relevant 
legislation, NHS rules/guidelines.  The Chief Executive therefore supports the Trust 
wide implementation of this policy.
5.3
Directors of Finance and Human Resources 

5.3.1
The Directors of Finance Human Resources are the nominated Director leads for 
the management of this policy and directly responsible to the Chief Executive for 
facilitating the implementation of it following consultation with staff side 
representatives.

5.4
Employees 

5.4.1
Employees are required to comply with the rules set out in this policy.

5.4.2
Employees who use a private vehicle for Trust business must ensure that they have 
a current/valid driving licence, ‘business cover’ insurance for the type of vehicle they 
are using and (where necessary) an up to date MOT certificate.

5.4.3 Employees must, prior to submitting their first/initial claim for travel expenses, provide a copy of the relevant documents to their Manager in advance, where they have used their private motor vehicle for the journey and on an annual basis thereafter if they continue to submit claims.

5.4.4 Employees who use a private motor vehicle for Trust business must ensure that they comply with the current UK road traffic laws.

5.4.5 Employees must claim only for those expenses incurred during the course of their duties.

5.4.6 Employees must complete claim forms and provide accurate, comprehensive details and reasons for journeys/expenses.

5.4.7 Employees must ensure that all claims are submitted to their manager for authorisation as soon as possible aft her expenditure is incurred.  Claims must be authorised and received in the Payroll Department, no later than the 4th day of the second month following the date of the claim; e.g. – an expenses claim incurred on 17 July should be submitted for authorisation in a timely manner and received in the Payroll Department no later than 4 September. 
5.4.8 Claims not submitted and received as detailed above will not normally be paid, though consideration will be given where delays have been caused by exceptional circumstances e.g. unexpected sick leave.  

5.5
Managers 

5.5.1
Managers must ensure they obtain a copy/have sight of an employee’s relevant 
documents (insurance, road tax/MOT etc) prior to authorising a first-time/initial 
travel expense claim involving the use of their private motor vehicle and on an 
annual basis thereafter if s/he continues to claim. 

5.5.2 Managers must satisfy themselves that any claims submitted for travel expenses are justified and that they authorise these in accordance with the criteria set out in this policy and/or national guidance.

5.5.3 Managers must ensure that they authorise valid claims no later than the 4th day of the second month following the date of the claim; - e.g. a claim for expenses incurred on 17 July should be authorised and received in the Payroll Department no later than 4 September.

5.5.4 Claims not submitted, authorised and received as detailed above will not normally paid, though consideration will be given where delays have been caused by exceptional circumstances e.g. unexpected sick leave.         

5.6
Financial Services 

5.6.1
To verify claims and make appropriate payment of travel related expenses provided 
an authorised/completed travel claim form has been received, substantiated by the 
necessary receipts/tickets etc.

5.6.2
To make appropriate payment in accordance with the relevant NHS mileage and 
subsistence rates/Trust terms and conditions and HMRC rules.

5.6.3 To ensure correct returns are made to the HMRC at the end of each financial year.

5.6.4 To undertake audit/quality checks as deemed necessary to ensure travel expense claims are correct.

5.6.5 To report any discrepancies to the local Counter Fraud Team in accordance with NHS Counter Fraud guidance.

6. PUBLIC TRANSPORT USE AND RATES 

6.1 
Wherever it is most cost effective and practical, public transport i.e. bus OR rail 
should be used when travelling on Trust business.

6.2 
City Hospitals Sunderland will pay for standard class rail travel, with seat 
reservations where required, making use of any economy/discount fares available.  
Any member of staff wishing to travel by first class may do so by paying the 
difference in fare by cheque, submitted to the Travel Officer along with the Travel 
Booking Form, unless this is formally justified as a business need and approved by 
the relevant authorising manager.     

6.3 
Employees should book tickets for bus and rail travel and any associated 
accommodation via the Trust Travel Officer in the Financial Services Department.  

7. LEASE CARS FOR BUSINESS USE
7.1 
The Trust operates a business lease car scheme, the conditions of which are set 
out in a separate policy – City Hospitals Sunderland NHS Foundation Trust 
Contract Car Hire Scheme.

7.2 
Employees who have a lease car should always use this for Trust business unless 
public transport is more efficient/cost effective.  However, in the event of theft, 
mechanical breakdown or accidental damage, a suitable temporary replacement 
vehicle will normally be provided, though not necessarily of the same standard as 
the out-of-service vehicle.

7.3 
Employees who have a lease car, should not book hospital transport or taxis for 
Trust business. 
8. USE OF OWN VEHICLES 

8.1
Employees who are required to travel on Trust business as part of their role can use 
their own vehicle for business use, provided that they have the appropriate 
business use cover in place on their own motor insurance policy.

8.2
Particular care should be taken when employees are driving a car insured by a 
spouse, partner, parent or other person as business use insurance would normally 
need to be specifically requested from the insurance company. 
8.3
It is the driver’s responsibility to ensure the car is roadworthy, this includes:

· Valid MOT; 

· Valid Road Licence Tax;

· Tyres (tread depth is road legal); 

· Lights (including indicators are in full working order); 

· Windscreen (not chipped or cracked); 

· Horn and speedometer.
8.4
The Trust cannot be held responsible for fines or costs relating to the above. 
8.5
In addition the Trust cannot be held responsible for fines or costs relating to traffic 
offences on Trust business. These may include: 

· Speeding fines; 

· Parking tickets; 

· Seat belt penalties; 

· Mobile phone fines; 

· Fines relating to congestion charges or permits.

(Note: The above lists are not exhaustive).
See Appendix 2 – “Car User Authorisation/Cancellation Form”

9. TRAVEL AND SUBSISTENCE RATES 

9.1 
The travel and subsistence rates payable to employees are agreed by the National 
Staffs Council and are set out in the relevant national terms and conditions as 
referred to in Paragraph 1.4.  These are available at www.nhsemployers.org
10. AIR TRAVEL

10.1 Air travel covers domestic/internal and international flights.

10.2 Whilst the need of the traveller will be taken into account, all air travel must be cost 
and time effective.  The Trust is committed to taking advantage of the lowest cost 
practicable fare at the time of the booking.  A change of itinerary may be offered as 
cost effective alternative.

10.3 Where there is a business need/it is more efficient/economical to travel by air, 
employees must do so at tourist/economy class rates and take advantage, 
wherever possible of any reduced/discounted rates.  

10.4 Employees should help the Trust to ensure value for money by:

· Booking all air travel through the Trust’s Travel Officer;
· Planning travel well in advance wherever possible to ensure the best prices are obtained;
· Planning travel with as much certainty as possible – ‘open’ tickets are expensive and should be avoided;
· Discussing travel arrangements with the Trust’s Travel Officer as this may help with itineraries and ensure any discount fares are taken advantage of;
· Specifying any non-standard criteria such as the need for flexibility as this will avoid last minute changes which can be costly.
10.5 Employees must have prior approval for air travel from the relevant Divisional 
Director/Executive Board lead or Chief Executive as appropriate. 

11. TAXIS

11.1 Travel by taxi should only be undertaken where there is no viable public transport 
available or the cost will be lower than mileage and parking/public transport. 

12. CYCLE USER RATE 

12.1 Where employees use a cycle for travelling on Trust business, a mileage rate of 
20p per mile will be paid.

13. PROCEDURE FOR CLAIMING EXPENSES 

13.1 All new claimants for mileage expenses must have completed and submitted to 
Financial Services, a Car User Authorisation Form, countersigned by their Manager 
and accompanied by the relevant documents, prior to incurring/submitting any 
claims. 

13.2 All travel and subsistence expenses must be claimed using the Trust’s Expenses 
Management System – Expenses 2010, which is accessed via the following web 
site link - https://sel-expenses.com/shared/logon.aspx?ReturnUrl=%2fdefault.aspx
13.3 Employees must complete their claims promptly and submit these to their manager 
for authorisation as soon as possible. Claims must be input online within 2 months 
of the expenditure being incurred (claims outside of this timeline will be rejected by 
the system), they should be submitted for manager approval before the deadline 
published each month on the Broadcast Message seen when logging into Expenses 
2010

13.4 Claims not input and approved as detailed above will not normally paid, though 
consideration will be given where delays have been caused by exceptional 
circumstances e.g. unexpected sick leave.

13.5 Proof of expenditure must accompany claims, e.g. original petrol receipts, train 
tickets, car park receipts, (photocopies of receipts/tickets etc will not normally be 
accepted).  Where no proof of expenditure is provided, Financial Services may not 
process payment and claims may be rejected. 

13.6 The amounts being claimed should not exceed those stated in the relevant national 
terms and conditions/contracts of employment.  

13.7 The Trust reserves the right not to authorise or pay a claim, which is not properly 
substantiated.

See Appendix 4 – “Mileage Allowances/Rates”

14. MONITORING COMPLIANCE

14.1
It is the responsibility of the Divisional Directors to monitor the compliance of this policy by ensuring appropriate checking and authorisation of staff travel and associated expense claims. 

14.2
In addition to the above, the Trust’s Internal Audit team will monitor compliance via   regular audits of claims and payments and report the outcome of this to the Trust’s Audit Sub-Committee and Board of Directors.

15. DISSEMINATION AND IMPLEMENTATION 
15.1   Dissemination of this policy to Managers will be via the following means:

· Executive Board/Team Briefings;

· E-mail communication by the Director of Human Resources to all Outlook users;

· Directorate Meetings;
· HR Policies list on the Trust Intranet.
16. CONSULTATION

16.1 This procedure has been developed in consultation with Trust senior managers, 
Financial Services Department and the relevant Trade Unions.
17. APPENDICES

Appendix 1 – Terms & Conditions for Travel & Subsistence Expense Claims

Appendix 2 – Car User Authorisation/Cancellation Form

Appendix 3 – Mileage Allowances/Rates

18. REFERENCES/ASSOCIATED DOCUMENTS 

Trust Contract Car Hire Scheme

NHS National Terms and Conditions 

Grievance Procedure

Disciplinary Procedure

Fraud Corruption and Response Policy 

HMRC Guide 490(E) – “Employee Travel”

Trust Standing Financial Instructions 

Expenses 2010 - https://sel-expenses.com/shared/logon.aspx?ReturnUrl=%2fdefault.aspx
19. USEFUL CONTACTS

· Lease Car Administrators:
· Ext 49171

· Ext 49172  

· Local Counter Fraud Specialist – Tel 0191 5699565 Ext 45216 or Ext 42333 
· Travel and Subsistence Payments Section:
· Surnames A-G, ext 45331 

· Surnames H-O, ext 42130

· Surnames P-Z, ext 42760

APPENDIX 1

Terms & Conditions for Travelling and Subsistence Expenses

1. Expenditure incurred by staff travelling on Trust business will be reimbursed in accordance with NHS mileage and subsistence allowances, (See Appendix 4), regardless of the source of finance.   

2. All expense claims must be received in the Payroll Department no later that the 4th day of the second month after the expenditure has been incurred.    

3. Members of staff invited by external bodies to give lectures, present papers or attend meetings, should claim travelling and subsistence from these bodies wherever possible and not from the Trust.  Claimants from the Trust are required to certify that the relevant expenditure will not be recovered from any other source.  

4. Approval of all journeys made by staff and associated travel and expense claims chargeable against departmental financial resources, must be approved in advance as follows:

	Claimant
	Approving Manager/Officer

	Chief Executive/Non Executive Directors
	Trust Chair

	Executive Directors
	Chief Executive

	Executive Board Members/Divisional Directors
	Chief Executive

	Clinical Directors
	Divisional Director

	Department Heads, Directorate Managers, Assistant/Deputy Directors
	Executive Board Member/Divisional Director

	Consultant Medical/Dental Staff
	Clinical Director

	Other Medical/Dental Staff
	Clinical Director

	Trust HQ, Site Support and other Directorate Staff
	Department Head, Directorate Manager


Members of staff should use the most economical method of transport at all times. This includes the value of time used in making the journey. 

Members of staff using private vehicles on Trust business must ensure that personal insurance policies cover such use. The Trust will not accept liability for the use of private vehicles. 

Reimbursement of expenses incurred on behalf of the Trust by staff to third party suppliers will be 'taxable' unless the third party supplier makes their invoice out to the Trust i.e. the reimbursement of the expenditure incurred will be treated as taxable income of the claimant by HMRC unless it is clear that the supply has been made to the Trust.
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APPENDIX 2
CAR USER AUTHORISATION/CANCELLATION FORM

Employee Name: ………….  ……………….  Date Appointed Car User: ………………

Payroll Number: …………………..…….
  Name of Person Replaced: …………….………

Job Title: ………………………………………………………………………………………..…

Official Base: ……………………….………………………………….………………………..

Does the Employee Have Multiple Bases? Yes / No (Circle as appropriate - see Section 4 of Travel Policy)

Home Hospital (GP Rotation/Foundation Trainees Only): ………………………………………………………………………………………..……………

Car User Type:  Standard / Regular / Lease Car / Cancellation (Circle as appropriate)

Change in Car User Type? Yes / No (Circle as appropriate)

If Yes please state effective date of change: ………………………….……………………

Estimated Annual Business Mileage:
   …………………………………………………….

Will employee use the car on average 3 days or more per week? Yes / No (Circle as appropriate)
Car Details:

Make & Model: ………………….…….…………………………………




Engine Size:
  ………ccs




Registration No: ……………………………………. ………………….
Declaration

Insurance/MOT/Road Tax: The employee’s insurance policy has been seen and provides a minimum of 3rd party cover whilst on the Trust business. The employee has provided evidence of a valid MOT certificate (where appropriate) and Road Tax document that would not invalidate the insurance schedule.

Signed:…………………………………………………………………...…..

Date:……………………………………………………………………….…..

Print Name: …………………………………………………..……………….

Designation:
……………………………………………….. (Head of Department)

APPENDIX 3
NHS Mileage Allowances/Rates

1. Public Transport Rate
23 pence per mile

2. Regular User Allowance
	Engine Capacity
	Up to 1000cc
	1001 to 1500cc
	Over 1500cc

	Lump Sum
	£508
	£626
	£760

	Up to 9000 miles
	27.0 pence
	33.5 pence
	40.0 pence

	Thereafter
	16.2 pence
	18.3 pence
	20.5 pence


3. Standard Mileage Rates
Cars
	Engine Capacity
	Up to 1000cc
	1001 to 1500cc
	Over 1500cc

	Up to 3500 miles
	34.0 pence
	43.0 pence
	53.0 pence

	Thereafter
	16.2 pence
	18.3 pence
	20.5 pence


Motor cycles
	Engine Capacity
	Up to 125cc
	Over 125cc

	Up to 5000 miles
	16.2 pence
	25.3 pence

	Thereafter
	6.1 pence
	9.0 pence


4. Passenger Allowance 
2 pence per mile per passenger
5. Pedal Cycles
20.0 pence per mile
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