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Department for Work and Pensions Business Travel Policy

1. Travel avoidance

Staff should always discuss their travelling needs with their line manager and determine whether travelling is a necessity, having considered the business needs, sustainability issues and cost.

DWP Travel Policy is focused on achieving sustainable travel. This means limiting DWP’s and your personal carbon footprint. To do this, we must consider what is:

· Better for the environment, 

· Better for you and 

· Better for the DWP

Before making your travel arrangements, consider the following questions. These have been set out with the preferred option first.

If the answer to the question is “No” move down to the next option.

· Do you need to travel or could you discuss the business matter by correspondence, telephone or video conference? 

· Can you walk or cycle to your meeting? 

· Can you use public transport (tube, bus, rail, ferry)? 

· Can you use a pool car or a PUS car? 

· Can you use a hire car? 

· Can you use your own car? 

· Do you need to travel by air?

2. Travel authorisation

Before booking any travel arrangements you must:

Discuss the travelling needs with your line manager and assess: 

· The business need to travel 

· The most economical and suitable means of travel, taking into account sustainability factors, value for money and convenience.

Read the rules on overnight expenses in the DWP Expenses Guide. 

Obtain written authorisation from your line manager. It is your and your line manager’s responsibility to ensure that you keep an audit trail of the authorisation to travel. We can however recommend that you print out the booking form or confirmation, get your line manager to sign it and retain a copy of it for audit purposes for a period of 12 months from the date of travel.

3. Mandatory use of DWP contracts

For the purchase of rail tickets of a value of less than £50, staff may purchase the tickets at the station and claim it back via expenses where this is more cost effective for DWP.

DWP contracts should only be used for business use. Private use will not be allowed as there would be a tax liability and inappropriate use of public funds

All travel bookings must be processed by the contracted DWP Service Provider.

Purchase of Business Travel outside of the DWP contracts will only be allowed when staff are stranded or where in emergency situations there are no other options available. This must be paid for by staff and claimed back via expenses. 

GPC should not be used for the purchase of Business travel, unless staff are stranded or where in emergency situations there are no other options available for payment.

4. Business Travel Policy

Ensure that you are booking your travel arrangements within the Departmental Business Travel policies for : 

· Coach and Buses

· Rail Booking Policy 

· Vehicle Hire Booking Policy 

· UK and Overseas Overnight Accommodation Policy 

· Conference Venue Booking Policy 

· Air and Ferry Booking Policy 

· Overseas Travel Insurance Policy 

5. Policy compliance

Where bookings are made outside of the policy, or where the most cost effective ticket is not accepted, this will be recorded by the Service provider and reported to the Department’s Business Travel Team as an exception on a monthly basis.

Advanced management information (MI) enables the Business Travel team to identify any member of staff booking outside policy, with all breaches notified to the relevant business unit’s Finance Director for their action, on a monthly basis. This information will also be reflected in the Management Information presented to the DWP Executive Team.

The DWP Business Travel Team works closely with other DWP business units to share information and best practice. We regularly work with the Risk and Assurance Division (RAD) to ensure that working practices within business travel are robust and that policy is being adhered to and not being breached.

6. Payment of Business Travel

Your Business Travel expenditure will be paid via RM on a central electronic feeder file, which will allocate the relevant expenditure to your cost centre.

Cost centre managers must check their monthly RM cost centre listing to check that what has been charged by the service provider matches what has been booked. Any queries should be raised in writing to the relevant contract manager.

7. Business travel policy - Travel by Coach or Bus

You may purchase bus tickets for business journeys only. These must be purchased directly by staff and claimed back via expenses.

You may be able to claim for purchase of tickets which cover a set period of time if:

· You regularly make business journeys 

· There is a cost saving to the Department that you can demonstrate in writing. Approval should be obtained from your line manager. Full audit trail must be retained. 

· The purpose of the ticket is for business use only. The ticket should not be used for any private journeys otherwise there would be a tax liability.

Hire of coaches for business journeys must be requisitioned via RM.

This policy does not cover the purchase of personal season tickets.

8. Business travel policy - Travel by rail

For the purchase of rail tickets of a value of less than £50, staff may purchase the tickets at the station and claim it back via expenses where this is more cost effective for DWP. 

9. Accepting the most cost effective tickets

Staff should always accept the most cost effective option offered by the service provider. 

10. Standard Class

Standard class travel should be considered in all instances by all staff, regardless of their grade, especially where staff are:

· Not planning to work on the train 

· Travelling as part of a group (3 or more) 

· Travelling on a short journey (less than 1 hour) 

· Travelling outside of peak period (where trains are quieter)

11. First Class

Regardless of grade First class travel does not apply if the journey relates to:

· Continuous daily travel of two or more consecutive days from home or the permanent workplace to a detached duty/official business workplace. 

· A short journey where you are not required to work. 

· Weekend or other visits home from a detached duty/official business workplace 

· Travel for attendance at a further education course 

· Royal Investiture and Garden Party.

If you are a Band E/SEO or above, you may travel first class by rail. When planning your journey, you should always consider travelling standard class especially when you are: not planning to work on the train; travelling as part of a group (3 or more); travelling on a short journey (less than 1 hour) and travelling outside of peak periods (where trains are quieter).

If you are below a Band E, you may be entitled to first class travel if:

· You are travelling with a colleague who is entitled to first class travel. This can only be justified if the journey is excessively long or where you need to work during the journey. You should however consider travelling together in standard class, especially if the journey is less than 1 hour long or when travelling outside peak hours. 

· You are travelling alone overnight or during unsociable hours 

· You are required to accompany a non-Civil Servant on a business journey and they are travelling first class. 

· You cannot find a seat in Standard Class and may need to upgrade to First Class on the train. Such expenses should be claimed via expenses on RM. 

· You are a disabled traveller and you need the extra comfort provided in First Class 

· You are pregnant and you need the extra comfort and service provided in First Class.

12. Executive packages

Regardless of grade, staff should not purchase rail executive packages (or equivalent), which provides optional “adds on” such as a tube ticket, car parking and meal on the train.

Such “adds on” should be purchased and paid for by staff (except for the tube ticket which can be purchased with the rail ticket) and claimed back via expenses.

Executive packages may only be purchased by staff in exceptional circumstances, where the member of staff has no other choice than requesting a First Class fully flexible ticket and purchasing an executive package represents value for money compared to claiming the expenses via RM. A full audit trail demonstrating the value for money gained must be kept.

Staff are encouraged to purchase their meal from the service trolley on board of the train or prior to boarding the train, as it represents greater value for money 

13. Restricted tickets 

Staff should always purchase a restricted ‘Off-peak or Advance’ ticket whenever it is practical to choose a specific train or a specific timescales (e.g. within 2 hours).

If staff miss a train or connection and hold a restricted ticket, staff may pay for their replacement ticket and claim back via expenses.

When eligible to do so, staff should seek to obtain a refund for any unused tickets from the service provider.

14. Open/flexible tickets 

The use of restricted tickets should always be considered first before requesting an open ‘Anytime’ ticket.

Staff should only request and book fully flexible Anytime tickets if they need flexibility on both legs of their journey.

When flexibility is required on one leg of the journey, this should be specified at point of booking, therefore enabling the service provider to offer a mixture of restricted and flexible tickets meeting your requirement, but providing maximum value for money.

15. Book in advance

Staff should always book their tickets as far as possible in advance, therefore accessing the cheapest available tickets.

16. Season tickets

As such tickets can only be attributed to the individual by the train station, the Department is unable to provide such tickets on your behalf via the Department’s service provider. Such tickets must be purchased directly by the member of staff at the train station and claimed via expenses.

You may be able to claim for purchase of a ticket which covers several business journeys over a set period of time if:

· You regularly make business journeys 

· There is a cost saving to the Department that you can demonstrate in writing. Approval should be obtained from your line manager. Full audit trail must be retained. 

· The purpose of the ticket is for business use only. The ticket must not be used for any private journeys as there would be a tax liability and inappropriate use of public funds

17. Rail cards

You may be entitled to purchase a personal rail card (e.g. young people, disable, senior cards) depending on your eligibility. As such cards are classed as a personal card and can only be attributed to the individual, the Department is unable to provide such cards on your behalf via the Department’s service provider. Such cards must be purchased directly by the member of staff at the train station and claimed back via expenses.

You may be entitled to claim back the cost of the rail card minus the personal tax liability (HMRC ruling) via expenses if:

· There is a cost saving to the Department that you can demonstrate in writing. Approval should be obtained from your line manager. Full audit trail must be retained.

As long as the personal tax liability has been met, staff may use this card for private as well as business use. 

18. Oyster card

See Oyster Card page.

19. Booking rail travel for Consultants and Non-DWP Staff

When authorised by the cost centre and/or project manager, staff may make bookings for Consultants or non-DWP staff travelling on DWP business, through the DWP service provider. Read the booking guidance to make such bookings. 

20. Frequent traveller Cards/Points/Rewards/Airmiles

Frequent traveller cards/points/rewards/airmiles that are accumulated on business trips must not be used to make personal bookings. 

Staff who hold or obtain membership to reward schemes due to travelling in the course of their work may only use the rewards to book future business trips.

Staff and line managers must be able to provide a full audit trail of any reward scheme in operation and benefits gained from it, as well as full traceability of how such rewards have been used towards additional business use. Staff must be prepared to provide their line managers with the necessary documentary evidence from the points/rewards provider. Any staff unwilling to comply with this requirement are prohibited from collecting frequent traveller cards/points/rewards/airmiles on business journeys. 

Staff who accrue frequent traveller cards/points/rewards/airmiles on business trips that are collected or paid for using personal frequent flyer cards or credit cards, must be willing to produce a full record or statement for that card for audit purposes, on request by their line manager, and this may involve them providing some personal information in the process. Any staff unwilling to comply with this requirement are prohibited from collecting frequent traveller cards/points/rewards/airmiles on business journeys. 

Individuals cannot be compelled to use personal frequent flyer cards on business flights to accrue points that can be used for business purposes.

No staff member may personally benefit from any Government contract.

21. Note to Line Managers: 

The Data Protection Act allows line managers to request personal information from staff such as credit card or frequent flier card statements in the circumstances stated above as there is a clear, justifiable business reason to do so, i.e. to ensure there is no misappropriation of public funds. However, once personal statements have been provided by the staff member and the line manager is satisfied that rewards/points/airmiles accrued on business are only then used for business purposes, it is not necessary to hold any such personal information but a log must be kept to confirm that you have seen the supporting information and this must be kept for audit purposes.

22. Business travel policy – UK & Overseas Vehicle hire booking

If your office has access to an available Official Vehicle (OV) or Private User Scheme (PUS) vehicle this should be used instead. Only book a hire car if either an OV or PUS car is unavailable. 

The hire vehicle should be re-fuelled prior to being collected by the contractor in order to ensure minimum cost to the department.

Ensure that you comply with the rules on ‘Driving licence checks when a motor vehicle is used for a business journey’ in the DWP Expenses Guide. 

Vehicle size

Staff should request the minimum engine size that is fit for purpose for their business journey.

Staff must request a vehicle with an engine size of no larger than 1.8Ltr diesel. The service provider is contractually bound to offer a diesel vehicle as a priority when available and when such a diesel vehicle is supplied, it must always be accepted. 

When a diesel vehicle is not available, the service provider has been instructed to offer a vehicle of no larger than 1.6Ltrs Petrol. Under no circumstances should a vehicle of greater than 1.8Ltr diesel be requested.

Any requests outside of the policy will be referred to the Business Travel Team for authorisation. Written evidence of the granted authorisation must be kept by staff for audit trail.

Upgrades

To support the sustainability agenda, the service provider has been instructed not to provide systematic upgrades of vehicles to a higher engine size. If a vehicle requested is not available, the service provider will contact you to offer you a lower car group, and obtain your authorisation for delivery. 

Manual transmission

All hires should be for manual transmission. Automatic cars will only be provided with authorisation of the Business Travel Team, based on medical disability requirements or ownership of an automatic licence only.

Documentation

The driver should always inspect the vehicle for damage on delivery and notify the service provider of additional damages not recorded on the paperwork.

At the beginning and at the end of each hire, the driver should always complete and sign the relevant documentation, including mileage, any damage and fuel gauge status. The driver should keep a copy of the document for audit trail and leave a copy in the vehicle. This must be done even if no damage has been incurred. Failure to do so will result in the department potentially being liable for additional unreported damages. 

Re-fuelling

Vehicles must be refuelled prior to returning them to avoid potential extra charges from the hire service provider for refuelling. 

Fines

Payment of any parking fines, speeding tickets or any incurred penalties during the hire of a car is the personal responsibility of the individual. 

Insurance

Vehicle hire is covered under Crown Indemnity and therefore does not necessitate separate insurance within the UK.

No vehicles should be taken outside of the UK.

Under no circumstances should the vehicle be driven for private use (including the transport of non-DWP staff) or outside of the specified hire period.

When booking vehicle hire which commences overseas, additional insurance must be taken at time of booking with the service provider.

Accidents

Accidents must be reported to the service provider and the DWP accident management provider.

23. Business Travel Policy - Staff Using Their Own Vehicles 

When considering the use of a vehicle on official business, staff may only use their own vehicle for business journeys when there is no other practicable mode of vehicle transport. 

You must gain your line manager’s permission for each business journey carried out in your own vehicle.

Before undertaking such journeys, your Line Manager is required to check that:-

· you hold a full current driving licence 

· the Department’s insurance conditions are met 

· the vehicle is roadworthy, and, where it is 3 years old or over, has a valid MoT Test Certificate 

Line Managers must also familiarise themselves with:

· Driving on Official Business – DWP Work-Related Road Safety Policy and complete: 

· Driving on Official Business – Managers Checklist

24. 1000/100 MILE RESTRICTIONS

Restrictions on Business Mileage 

From 1 April 2008, staff who are authorised to carry out business journeys in their own vehicle will be subject to two mileage restrictions:-

You will be allowed to travel a maximum of 1000 miles per tax year on business journeys in your own vehicle 

You will be allowed to travel a maximum of 100 miles per day on business journeys in your own vehicle

Staff who genuinely need to travel more than 1000 miles per year or 100 miles per day in their own vehicle must obtain written permission from a manager of at least UG7 Grade (and at least a grade above for self certifiers). Reasons for granting permission must be clearly documented using the Business Case form. 

2008/2009

All Business Case exemptions must be copied to the Business Travel team at the time of granting exemption, at the following email address 

businesstravel.mileagerestrictionexemptions@dwp.gsi.gov.uk 

2009/2010

All Business Case exemptions for 2009/2010 must be retained by the approver for audit purposes and a notification, stating the number of staff per Business Case and the name of the relevant Directorate, must be e-mailed to the following e-mail address:

BUSINESSTRAVEL.MILEAGERESTRICTIONEXEMPTIONS@DWP.GSI.GOV.UK
Please do not send a copy of the Business Case for 2009/2010 to the Business Travel Team.

Further Points

In response to requests, here is further clarification on the 1000 miles and 100 miles limits:

The start date is 6 April, the beginning of the tax year, and the period runs until 5 April the following year. 

On the Exemption Form, "Proposer" means either an individual requesting an exemption for themselves, or someone requesting an exemption on behalf of others (possibly including themselves).

25. 1000 Miles Yearly Limit

 All staff must gain an exemption if they wish to travel more than 1000 business miles in their own vehicle in a tax year. 

If staff have an exemption approved to travel beyond 1000 miles, they will be reimbursed at 40p per mile above 1000 up to 6000; beyond 6000 miles, they will be reimbursed at 25p per mile.  

If staff do not have an exemption, they may only be reimbursed at 25p per mile for mileage above 1000.

26. 100 Miles Daily Limit

 For 100 mile daily business journeys in their own vehicles, staff need to gain an exemption only if it is likely to be a regular occurrence. Ad hoc, one-off situations, are at the discretion of the line manager to approve locally, and a form does not have to be completed in such circumstances. 

If staff have an exemption, they will be reimbursed at 40p per mile above 100 miles. 

If staff do not have an exemption, they may only be reimbursed at 25p per mile above 100 miles. 
27. Clarification on Policy Relating to 1000/100 Miles Restrictions

A number of staff have enquired about the seemingly contradictory messages that staff must gain an exemption for mileages beyond 1000 or 100 miles, yet they may still be reimbursed for mileages beyond 1000 or 100 miles, even if they do not have an exemption. Please see the following paragraph for clarification:

 The policy is to reduce mileage. Staff must gain an exemption to drive beyond the mileage limits, and line managers are expected to closely monitor mileage. If - for any reason - staff go beyond 1000/100 miles without permission, they may only be reimbursed at the lower rate. The policy is not, however, to have staff driving beyond the limits without exemption.

28. Additional Attendance

Staff using their own vehicle for Additional Attendance must include this mileage in their 1,000/100 mile total.

29. Line Manager Checks

Line Managers must check carefully that the correct mileage rate is being claimed (depending on whether an exemption has been granted). It is worth noting that RM Expenses only makes automatic adjustments (40p to 25p) at the 6000 miles point.

30. Business Travel Policy – Official Vehicle (“Pool Car”) Policy

When considering the use of a vehicle on official business, staff should first check to see whether an Official Vehicle (“Pool Car”) is available (unless they have a Private User Scheme (PUS) vehicle). 

An Official Vehicle (“Pool Car”) is a vehicle provided to enable a number of staff at a particular location to carry out their official duties. Private use of an Official Vehicle is not permitted. 

The main eligibility criteria for an office or site to be allocated an Official Vehicle are:

That the vehicle is necessary to carry out official duties and will be used for at least 75 working days within a contractual year, and that this condition will be met for a period of 4 years.  

The location’s cost centre is willing to fund the cost of the vehicle. 

31. Business Travel Policy – Private User Scheme (PUS) Vehicle Policy

When considering the use of a vehicle on official business, staff should first check whether an Official Vehicle (“Pool Car”) is available, unless they have a Private User Scheme (PUS) vehicle. Non-PUS staff who do not have access to an Official Vehicle must check to see if a Private User Scheme vehicle is available before using hire cars or their own vehicle. 

Under the Private User Scheme, a member of staff is supplied with a vehicle primarily for business needs, and is also allowed to use the vehicle for private journeys. Drivers pay a monthly contribution in respect of their private use of the vehicle. Vehicles are supplied primarily to enable staff to carry out their official duties; they are not intended to provide a fringe benefit to staff as an enhancement to their pay. 

The main eligibility criteria for an officer to be provided with a PUS vehicle are: 

They must be at least 21 years of age 

They must hold a full UK Driving Licence 

That the vehicle is necessary to carry out official duties and will be used for at least 75 working days within a contractual year, and that this condition will be met for a period of 4 years.  

The driver’s cost centre is willing to fund the business use cost of the vehicle 

32. Business travel policy – UK and overseas Overnight Hotel accommodation

With the exception of Travelodges, any hotel bookings booked outside the contract and claimed via expenses will only be refunded at a maximum rate of £45 per night.

Due to problems with securing “billback” at overseas hotel, staff may be requested to pay on departure for their overnight accommodation abroad. This will be paid directly to the hotel. In such instances, staff may claim the full amount back via expenses, as long as the booking has been made via the DWP service provider.

DWP Hotel standards

Hotels offered must meet the Department’s minimum standards, which must:

· Be 3-star or above property 

· Offer single-occupancy room 

· Be situated in a safe, well-lit location 

· Have a work space, desk and chair 

· Offer cooked and/or continental breakfast 

· Have en-suite facilities 

· Have tea & coffee making facilities available 

· Provide room service 

· Be as close to the traveller’s detached duty (DD) location as possible and available (within a 5 mile radius) 

· Be the most economical having taken into account the whole trip cost, such as public transport costs, taxi fares and travelling time.

Swimming pools and leisure facilities are not included in the DWP’s minimum specification. Staff should not use the lack of leisure facilities as a reason to decline a more cost effective hotel.

Hotel Upper Target Limits

The following regional upper target limits are in place:

Data below has been removed to protect the DWP’s commercial interest 

The service provider will systematically offer staff the most economical hotel accommodation that meets or exceeds the Department’s minimum standards within the above target limits.

Staff should accept the recommended hotel offered by the service provider. If they decline the recommended hotel, they must provide a suitable business or operational reason for doing so. Such reasons will be recorded on an exception report and reported back to the Business Travel Team and the relevant business unit’s finance area for investigation.

Only in exceptional circumstances may staff request hotels outside of the set upper target limits. All such requests will be escalated to the Business Travel Team for consideration and will be authorised only where there is a justifiable business or operational reason for the request. All such authorisations will be recorded and reflected in the Management Information presented to the DWP Executive Team.

Staff with special requirements such as: disability, medical, travelling alone or as part of a group, must specify this to the service provider at the time of the booking to ensure that their needs are met.

At peak times, in certain cities, the service provider may offer hotels beyond the upper target limits or further a field than specified due to lack of availability in the market place. This will be clearly identified on the exception report and will not reflect on staff.

Due to the nature of their work, SCS may request hotels within the ‘3-night stay or over’ target limit, regardless of the length of their stay. However, should they decline the recommended hotel offered by the service provider, they must provide a suitable business or operational reason for doing so. Such reasons will be recorded on an exception report and reported back to the Business Travel Team and the relevant business unit’s finance area for investigation.

Five star hotels

Five star hotels must not be requested by staff, regardless of their grade, and will not be booked by the service provider. Such requests will be escalated to the Business Travel Team.

Cancellations and non arrivals

Staff must cancel hotel rooms they no longer require directly with the service provider, in line with the cancellation policy stipulated on the confirmation document. Failure to do so will result in the full cost of the room being charged to your cost centre.

Conference delegate

When hotel accommodation is requested outside of the upper target limits due to attending a conference in the same hotel, this may be granted, as long as prices remain reasonable. All such requests will be recorded on an exception report and reported back to the Business Travel Team and the relevant business unit’s finance area, for monitoring purposes.

Staff must be prepared to provide the service provider with details of the “event” they are attending, in order to justify their stay in the requested hotel.

Weekend Bookings

Where there is a business reason (and subject to expenses policy provisions) for hotel accommodation to be provided for periods that include weekends, bookings must be made through the service provider. All such requests will be recorded on an exception report and reported back to the Business Travel Team and the relevant business unit’s finance area, for monitoring purposes.

Premier Travel Inn/Travel Lodges (and equivalent)

As from the 1st February 2010 Premier Travel Inn properties are now available for staff hotel bookings. Staff will be offered these in the normal way if it proves the most cost effective option available. Staff must note that Premier Travel Inn properties do not offer room service: however, restaurants are available on site. 

If the booking is not acceptable, staff can decline and choose another hotel within the DWP policy limits.Expotel will request an operational reason for this which will be recorded as part of the Management Information report reported to the DWP financial directors.

Travel lodges/Holiday Inn express (or equivalent) can still be booked on request. However, staff should be aware that these types of hotel require a credit card to make the booking and do not offer central billing (billback). Therefore, staff must be willing to provide their credit card details to the service provider to make the booking and be prepared to pay for the accommodation on departure from the hotel and claim the costs back through RM i-expenses. GPC must not be used for such bookings.

Staff may, if they prefer, book Travel Lodges/Holiday Inn Express (or equivalent) themselves and claim the cost back through RM i-expenses, provided that they have ascertained that the hotel offers best value for money and have contacted DWP Business Travel for dispensation to claim the full cost back. If dispensation is not sought from the Business Travel Team, staff will be limited to claiming a maximum of £45.

Serviced Apartments

Staff may request serviced apartments if the price is comparable to that of the most economic hotel available in the area requested. This must be booked with the overnight accommodation service provider.

Royal Garden Parties, Investitures, Award Ceremonies or similar

Staff who are entitled to take family members to a Garden Party, Investiture, Awards Ceremony or similar, must make their hotel booking through the DWP service provider. Read the booking guidance to make such bookings.

Booking hotels for Consultants and Non-DWP Staff

When authorised by the cost centre and/or project manager, staff may make bookings for Consultants or non-DWP staff travelling on DWP business, through the DWP service provider. Read the booking guidance to make such bookings. 

33. Frequent traveller Cards/Points/Rewards/Airmiles

Frequent traveller cards/points/rewards/airmiles that are accumulated on business trips must not be used to make personal bookings. 

Staff who hold or obtain membership to reward schemes due to travelling in the course of their work may only use the rewards to book future business trips.

Staff and line managers must be able to provide a full audit trail of any reward scheme in operation and benefits gained from it, as well as full traceability of how such rewards have been used towards additional business use. Staff must be prepared to provide their line managers with the necessary documentary evidence from the points/rewards provider. Any staff unwilling to comply with this requirement are prohibited from collecting frequent traveller cards/points/rewards/airmiles on business journeys. 

Staff who accrue frequent traveller cards/points/rewards/airmiles on business trips that are collected or paid for using personal frequent flyer cards or credit cards, must be willing to produce a full record or statement for that card for audit purposes, on request by their line manager, and this may involve them providing some personal information in the process. Any staff unwilling to comply with this requirement are prohibited from collecting frequent traveller cards/points/rewards/airmiles on business journeys. 

Individuals cannot be compelled to use personal frequent flyer cards on business flights to accrue points that can be used for business purposes.

No staff member may personally benefit from any Government contract.

Note to Line Managers: 

The Data Protection Act allows line managers to request personal information from staff such as credit card or frequent flier card statements in the circumstances stated above as there is a clear, justifiable business reason to do so, i.e. to ensure there is no misappropriation of public funds. However, once personal statements have been provided by the staff member and the line manager is satisfied that rewards/points/airmiles accrued on business are only then used for business purposes, it is not necessary to hold any such personal information but a log must be kept to confirm that you have seen the supporting information and this must be kept for audit purposes.

Business travel policy – Conference venue booking

As part of the authorisation, ensure that you have the necessary approved funds to pay for the conference. You will be committing the DWP to the cost of the conference (including any cancellation charges) once the booking is confirmed.

All external bookings for meeting space, including associated overnight accommodation, must be booked through the mandatory contract with the selected DWP Conference facilities provider. 

34. Accepting the most cost effective venue

The service provider will systematically offer staff the most cost effective conference/meeting venue facilities and associated accommodation meeting their requirements within the DWP agreed capped rates below:

Data below has been removed to protect the DWP’s commercial interest 

Staff should always accept the most cost effective option offered by the service provider. If the most cost effective option is declined, staff must provide a suitable business or operational reason for doing so. Such reasons will be recorded on an exception report and reported back to the Business Travel Team and the relevant business unit’s finance area for investigation.

Staff with special requirements such as disability or medical requirements must specify this to the service provider at the time of the booking to ensure that their needs are met and a suitable venue sought.

Where there are no suitable venues with the agreed capped rates the service provider may offer venues beyond the agreed limits or further a field than specified due to lack of availability in the market place. This will be clearly identified on the exception report and will not reflect on staff.

Five star venues

Five star venues must not be requested by staff, regardless of their grade, and will not be booked by the service provider. Such requests will be escalated to the Business Travel Team. 

Cancellations

Staff must cancel any aspects of a conference no longer required, at the earliest possible opportunity directly with the service provider, in line with the cancellation policy stipulated on the confirmation document. Failure to do so could result in the full cost of the conference being charged to your cost centre.

35. Business travel policy - Travel by Air

Converting air travel to rail - restrictions on specific routes

Rail travel is 77% less polluting than air travel.

Staff should always consider travelling by rail rather than air and must take into account the full trip time (including travelling to and from the airport, checking time etc.), sustainability impact, business needs, convenience and cost when making this decision.

Staff should travel by rail instead of air when travelling between Manchester and London, Newcastle and London or Birmingham and Newcastle.

In exceptional circumstances, where staff need to travel by air on the above routes, they need obtain written authorisation from their line manager and justify why they need to travel by air rather than rail. This evidence must be kept for audit trail.

The Business Travel Team will carry out spot checks of those justification.

· Accepting the most cost effective tickets

· Staff should always accept the most cost effective option offered by the service provider. 

Economy Class

Regardless of grade:

· Economy Class air travel should always be booked when travelling on domestic flights within the UK or for any flights under 2.5 hour duration.

· Staff should always consider Economy Class air travel, regardless of the destination and flight duration.

Business Class

Regardless of grade:

· No Business Class tickets should be booked on domestic flights or on overseas flights under 2.5 hour duration.

· Staff should always consider Economy Class air travel, regardless of the destination and flight duration.

First Class

Regardless of grade:

· No First Class tickets may be purchased, regardless of the length/duration of journey.

Restricted tickets

Staff should always purchase a restricted ticket whenever it is practical to choose a specific flight.

Open/flexible tickets

The use of restricted tickets should always be considered first before requesting an open ticket.

Staff should only request and book fully flexible open tickets if they need flexibility on both legs of their journey.

When flexibility is required on one leg of the journey, this should be specified at point of booking, therefore enabling the service provider to offer a mixture of restricted and flexible tickets meeting your requirement, but providing improved value for money.

Book in advance

Staff should always book their tickets as far as possible in advance, therefore accessing the cheapest available tickets.

Lounge access

Staff should only consider requesting lounge access at the airport if really necessary, giving consideration to the extra cost and the actual amount of working time intended to spend in the lounge.

Specific airlines

Under no circumstances should a flight with a specific airline be requested by staff just to accumulate air miles or points. Staff should always take the cheapest available flight which meets their requirements.

Overseas Travel

No Business Class tickets should be booked on overseas flights under 2.5 hour duration.

Staff should always consider Economy Class air travel, regardless of the destination and flight duration.

Travel insurance must always be booked prior to travelling overseas 

Booking air travel for Consultants and Non-DWP Staff

When authorised by the cost centre and/or project manager, staff may make bookings for Consultants or non-DWP staff travelling on DWP business, through the DWP service provider. Read the booking guidance to make such bookings. 

Frequent traveller Cards/Points/Rewards/Airmiles

Frequent traveller cards/points/rewards/airmiles that are accumulated on business trips must not be used to make personal bookings. 

Staff who hold or obtain membership to reward schemes due to travelling in the course of their work may only use the rewards to book future business trips.

Staff and line managers must be able to provide a full audit trail of any reward scheme in operation and benefits gained from it, as well as full traceability of how such rewards have been used towards additional business use. Staff must be prepared to provide their line managers with the necessary documentary evidence from the points/rewards provider. Any staff unwilling to comply with this requirement are prohibited from collecting frequent traveller cards/points/rewards/airmiles on business journeys. 

Staff who accrue frequent traveller cards/points/rewards/airmiles on business trips that are collected or paid for using personal frequent flyer cards or credit cards, must be willing to produce a full record or statement for that card for audit purposes, on request by their line manager, and this may involve them providing some personal information in the process. Any staff unwilling to comply with this requirement are prohibited from collecting frequent traveller cards/points/rewards/airmiles on business journeys. 

Individuals cannot be compelled to use personal frequent flyer cards on business flights to accrue points that can be used for business purposes.

No staff member may personally benefit from any Government contract.

Note to Line Managers:

The Data Protection Act allows line managers to request personal information from staff such as credit card or frequent flier card statements in the circumstances stated above as there is a clear, justifiable business reason to do so, i.e. to ensure there is no misappropriation of public funds. However, once personal statements have been provided by the staff member and the line manager is satisfied that rewards/points/airmiles accrued on business are only then used for business purposes, it is not necessary to hold any such personal information but a log must be kept to confirm that you have seen the supporting information and this must be kept for audit purposes.

Business travel policy – Overseas travel insurance

Employees are covered for medical treatment and loss of property for up to 180 days by a departmental overseas travel insurance policy. Before the employee travels they must complete the overseas travel insurance form and send it to the name contact. Failure to complete the form may delay or invalidate any claim.

Child Maintenance and Enforcement Commission UK Travel Policy 

Key things you need to know 

· Travel expenses: You may be entitled to claim expenses for any additional travel incurred as a result of your employment.  

· Home to Office Deduction: You may have to make a deduction to any claims you make to cover your normal home to office journey.  

· Mode of transport: You may be entitled to different amounts depending on your mode of transport.  

· Additional Attendance: you may be entitled to expenses if you attend your normal office when outside your normal contracted days.  

· Miscellaneous travel: You may be entitled to travel expenses if you travel under certain circumstances. 

Travel Expenses 

Eligibility

You may be entitled to claim travelling expenses if you make a business journey to a place away from your permanent workplace to perform the duties of your employment; This includes; 

· detached duty; and  

· official business i.e promotion boards, interviews for posts in other departments, external training.  

You are then entitled to claim travel expenses for your first journey from home, or your permanent workplace, to the detached duty/official business location (hotel or workplace, whichever you travel to first) and for the final journey from the detached duty/official business location (hotel or workplace), to home or your permanent workplace.  

All travel tickets must be booked through the contracted supplier. 

Home to Permanent Workplace Deductions 

If you travel directly from home to the detached duty / official business workplace and / or to home from the detached duty / official business workplace, by any form of transport, you must deduct the cost of travelling from your home to your permanent workplace (single or return as appropriate) from the travelling expenses claim, unless: 

· you hold a current season ticket for bus or rail which covers you for travelling between home and the permanent workplace, or  

· you walk from home to your permanent workplace, or  

· you have or will incur a home to office to home cost that day; for example you attended your permanent workplace and returned home before commencing detached duty/official business.  

· the detached duty / official business is an additional attendance  

· there are no travel expenses being claimed from which to make the deduction, for example when an official vehicle or pool car is used, or when all travel tickets have been provided via the contracted agent. 

Your home to office deduction can be based on:  

· your actual fares or  

· the cheapest form of  season ticket available, divided into a daily rate for e.g. an annual ticket divided by 365.  

· If you travel by motor vehicle to your permanent workplace, it can be based on the appropriate fuel type for the 1400cc or less engine size Private User Scheme rate of mileage to cover fuel only, or the cheapest form of  season ticket available, if this is more advantageous.  

· If you frequently cycle to your permanent workplace, i.e. where pedal cycle is your normal mode of transport most weeks, your deductions can be based on 6p per mile or the cheapest form of season ticket available, if this is more advantageous.  

· If you are in receipt of excess fares allowance for travel to the permanent workplace, the home to workplace deduction should be based on the home to old permanent workplace. 

Where a hire car is used for continuous detached duty at a stay away location then a deduction must be made from any claims for fuel. The deduction is for the cost of journeys between the stay away location and the detached duty workplace.  

Continuous detached duty

If the detached duty/official business is expected to last for 2 or more consecutive days, this is known as continuous detached duty and the location of the detached duty workplace will determine whether you need to stay overnight at the location or whether you can travel daily.  

If your location is within daily travelling distance and is not considered to be a “stay away” location, your claim for travelling expenses, not including travelling time, will be restricted to £60.00 per day for the first 30 days. It is then restricted to the appropriate nightly LA rate and PIEA
This includes: 

· the cost of your travel (does not apply to first journey to and last journey from location)  

· toll, parking or garage fees if a private motor vehicle is used  

· daily meal allowance 

Daily Travel to a “Stay Away” Location Approved

If you wish to travel daily to a detached duty/official business workplace which is considered to be a ‘stay away’, and you have your line manager’s approval, your total daily travelling expenses will be restricted to £60.00 per day for the first 30 days and then to the  appropriate nightly LA rate and PIEA  thereafter. This includes; 

· the cost of your travel (does not apply to first journey to and last journey from location)  

· toll, parking or garage fees if a private motor vehicle is used  

· daily meal allowance  

· Travelling time, if appropriate.  Form TT1 should be used to carry forward any balance of the £60.00 or LA/PIEA per day, from which travelling time can be claimed.  

If the detached duty/official business covers a full working week from Monday to Friday inclusive, you can assume that overnight allowances would have been payable from Monday to Friday inclusive and restrict to £60.00 per day or the nightly LA rate and PIEA. 

Visiting Officers

If you are employed on visiting duties, travelling expenses can be paid to enable you to take a mid-day meal break if the following conditions are satisfied: 

· the meal is not taken at home  

· if you alter the most direct route to your next visit, the journey should be both short and necessary and should not involve any appreciable loss of working time  

· if you return to your permanent workplace for a meal break, provided the journey is less than 2 miles and there are no other suitable food outlets close by. 

Travel Disruptions

You may claim additional travel expenses for your home to your permanent workplace travel when you are travelling at times when public transport is disrupted. 

When the disruption is due to industrial action, the expenses are not taxable. In all other circumstances these expenses will incur a tax liability. 

Modes of transport

Travel by Coach or Bus

The actual fares less a home to office deduction where appropriate, should be claimed.  

You may be able to claim for purchase of a ticket which covers a set period of time if; 

· you regularly make business journeys  

· there would be a cost saving to the Commission  

· the purpose of the ticket is for business use only. The ticket should not be used for any private journeys otherwise there may be a tax liability.  

· you must be able to use the ticket over the whole or part of the business journeys you make.  

Travel by Rail

The actual fares, standard class, less a home to office deduction where appropriate, should be claimed. If you are a Band E/SEO or equivalent or above you can travel first class by rail, when planning your journey you should consider travelling standard class if the journey is not excessively long or you are not required to work during the journey. First class travel does not apply if the journey relates to; 

· continuous daily travel of two or more consecutive days from home or the permanent workplace to a detached duty/official business workplace  

· a short journey where you are not required to work. This is discretionary.  

· weekend or other visits home from a detached duty/official business workplace  

· travel for attendance at a further education course  

· Royal Investitures. 

If you are below a Band E you may be entitled to first class travel if: 

· you are travelling with a colleague who is entitled to first class travel. This can be justified if the journey is excessively long or where you need to work during the journey  

· you are travelling alone overnight  

· you are required to accompany a non-Civil Servant on a business journey and they are travelling first class.  

· you cannot find a seat in standard class on long journeys you may pay to have your ticket upgraded to first class and claim reimbursement for the difference  

· you are a disabled traveller and you need the extra comforts provided in First Class  

· you are pregnant and you need the extra comforts and service provided in First Class,  

When it is necessary to travel overnight, expenses can be claimed for sleeping car accommodation in lieu of hotel costs 

You may be able to claim for purchase of a ticket which will cover several journeys over a set period of time if; 

· you regularly make business journeys  

· there would be a cost saving to the Commission  

· the purpose of the ticket is for business use only. The ticket must not be used for any private journeys as there will be a tax liability and is inappropriate use of public funds.  

· you must be able to use the ticket over the whole or part of the business journeys you make.  

Travel by Ferry or Boat

The actual fares, first class, less a home to office deduction where appropriate, should be claimed. When it is necessary to travel overnight, expenses can be claimed for sleeping berth accommodation in lieu of hotel costs 

Travel by Aircraft within the UK

The actual fares,  economy class, less a home to office deduction where appropriate, should be claimed and used when; 

· it is cheaper when compared with the cost of making the journey by some other means, plus the potential costs of subsistence allowance and travelling time, or,  

· the official business is urgent and can be justified because of a much shorter journey time 

Travel by Pedal Cycle

The  pedal cycle mileage rate, less a home to office deduction, where appropriate, should be claimed. 

Travel by Taxi

The actual fares, less a home to office deduction where appropriate, can only be claimed in the following circumstances; 

· for journeys where there is no other suitable method of public transport, or  

· when heavy luggage has to be handled, or  

· where the saving of official time is important, or  

· where a taxi can be shared with other colleagues and the fare would be cheaper than public transport or  

· Where it is necessary due to health problems or disabilities  

Travel by Official Use Only Vehicle

If travel by public transport is not deemed to be the most efficient way of making a journey, a suitable official use only vehicle (pool car)  if available, should be used. No passenger supplements are payable.  

Travel by  Private User Scheme (PUS) Vehicle

The  PUS motor mileage rate for the appropriate mileage, less a home to office deduction where appropriate, should be claimed. No passenger supplements are payable 

Travel by Hire Car 
The actual cost of fuel should be claimed less any home to permanent workplace deduction if appropriate. No passenger supplement are payable 

Travel by Private Motor Vehicle and Motor Cycle

Employees who are authorised to carry out business journeys in their own vehicle are subject to two mileage restrictions: 

· You are allowed to travel a maximum of 1000 miles per financial year on business journeys in your own vehicle  

· You are allowed to travel a maximum of 100 miles per day on business journeys in your own vehicle 

Employees who genuinely need to travel more than 1000 miles per year or 100 miles per day in their own vehicle must obtain written permission from a manager of at least Band F/Grade 7 or equivalent (and at least a grade above for self certifiers). Reasons for granting permission must be clearly documented using the  appropriate form. 

The  appropriate motor mileage rate  for the mileage, less a home to office deduction where appropriate, should be claimed. You must not use a private motor vehicle on official business unless: 

· all of the  insurance conditions  are met,  

· you hold a full current driving licence  

· The vehicle is roadworthy and, where it is over 3 years old, has a valid MOT certificate.  

· you have your manager’s permission 

If you use a private motor vehicle when public transport or suitable pool/hire car is available, the claim for motor mileage allowance will be restricted to the lesser of public transport fares or 100 miles per day at higher standard rate, less a home to office deduction where appropriate. 

If official passengers are carried, a passenger supplement can be claimed for the actual number of miles that they are carried provided higher standard rate mileage is payable. Passenger supplement is not payable for travel in any official or PUS vehicles. 

Additional charges

The following can be paid in addition to the 100 miles at higher standard rate:

·  Parking charges  

· Toll charges  

· Passenger supplements for actual number of miles carried when higher standard rate of motor mileage in payment 

The 100 mile cost limit is not applied to any relocation expenses for either a move of home or EFA. Nor is it applied to Additional Attendance Travelling Expenses between home and your permanent workplace. 

If you use private motor vehicle without prior approval full insurance conditions must be met and the claim must be restricted to the lesser of public transport fares, or to the cost of 100 miles per day at higher standard rate, less a home to office deduction where appropriate unless: 

· there were good reasons for not seeking approval, and  

· approval would have been given. 

Standard Rate of Motor Mileage Allowance

The actual mileage travelled for business journeys, including any deviation mileage to pick up passengers should be claimed. Where the travel commenced or ended at home, home to office deductions must be made. 

Where the 100 mile per day restriction has been applied, the home to office deduction must be made afterwards. 

The standard rate of mileage allowance which you can claim is governed by the number of miles travelled in a tax year from 6 April to 5 April. Higher standard rate motor mileage allowance is payable up to the annual limit for official travel. 

If you are disabled or have any other health problems and you are unable to use public transport or if the vehicle is supplied under the Motability Contract Scheme you can claim the Standard Rate Motor Mileage Allowance provided you meet the normal conditions.  

Lower standard rate is payable when you have exhausted the annual limit payable at higher standard rate in any one tax year.  

Lower standard rate mileage only is payable for concessionary travel and passenger supplements are not payable unless the passenger is on official business or entitled to concessionary travel in their own right. 

Parking Fees, Garaging, Tolls and Congestion Zones

If you use a motor vehicle for a business journey and you have not been restricted to public transport fares you can claim the cost of parking fees garaging and tolls, provided the conditions, including insurance, for using that vehicle on business have been met.  

When on continuous detached duty/official business you will be reimbursed for parking fees at the detached duty / official business location as follows: 

· On your first journey, if you travel from home or your permanent workplace to the detached duty/official business location, parking is payable at the detached duty workplace, provided you travel there first.  

· If you travel directly to your hotel on the first journey, and then on to the detached duty/official business workplace, no parking is payable at the detached duty/official business workplace.  

· Overnight parking fees can only be paid if you are in receipt of an overnight allowance (NSA, WLA, NLA, F&R) or are on a residential course, for the night in question.  

Driving in a Congestion Zone must be avoided whenever possible.  

The cost of travel in a congestion zone can be claimed if it is necessary and unavoidable to drive in the area.

Parking Fees, Tolls and Garaging for Concessionary Journeys 
Where the travel is for a purpose other than official business the full cost of necessary charges for parking, tolls and garaging can be claimed, provided you are eligible for a motor mileage allowance.  

Occasionally you may need to visit your permanent workplace directly before or after travel to another workplace on official business/detached duty. In these circumstances provided the parking charges are unavoidable you can claim reasonable parking charges while you attend your permanent workplace. 

Visits home

To be eligible for the payment of expenses for one visit home per weekend, you must be receiving:

 Night Subsistence Allowance or  

· Lodging Allowance (nightly or weekly) or  

· Friends and Relatives 

If you are single, not in receipt of one of the allowances mentioned above and not maintaining a home at the old location you will be entitled to one journey home each weekend during the night subsistence period. Thereafter you are allowed 6 further journeys over a 12 month period following the date your detached duty commenced. 

The journeys must be made with intervals of at least one month between them.  

You can use and claim expenses for the following modes of transport;

 Taxi – but only exceptionally when no public transport is available;  

· Coach/Bus – the cost must not exceed a standard train fare;  

· Train – must be standard class fare and if over 5 hours a standard sleeping car can be used;  

· Air – cost of economy class restricted to surface travel unless journey is in excess of 300 miles or 4 hours by land. Tickets must not be open ended and full use of reduced rate fares must be made;  

· Ferry/ Boat – cost of sleeping berth can be claimed if required  

· Private motor vehicle – claimed at lower standard rate of mileage restricted to the cost of cheapest public transport fare or 100 miles a high standard mileage rate. You can also claim passenger supplement for anyone also entitled to journey home.  

· Essential car user, or if public transport is not available – lower standard mileage rate can be claimed 

Payment

Travel expenses for business journeys are not liable for tax or NI unless they are being claimed for a period of detached duty that is lasting over 24 months.

Additional Attendance Travelling Expenses (AATE) Policy 

Eligibility

You may be eligible to claim Additional Attendance Travelling Expenses (AATE) to cover your travelling expenses directly to/from your home when you are required to attend your permanent workplace outside your normal contracted hours/days irrespective of whether or not any overtime payment is due. 

You may claim: 

· the actual cost of public transport fares unless you hold a season ticket, in which case no claim can be made as you have incurred no additional expense.  

· the actual cost of travel by taxi but only if there is no other suitable method of transport or you share the taxi with colleague and the fare is cheaper than the combined public transport cost.  

· the lower standard rate of mileage, if you travel by private motor vehicle and the  insurance condition is met. The amount will be limited to the public transport cost unless  specific circumstances apply. Passenger supplements may also be payable in specific circumstances.  

· up to the equivalent cost of public transport fares if you travel as a passenger provided the driver cannot claim reimbursement and you have incurred extra expense.  

· the appropriate rate of PUS mileage if the journey is made by PUS vehicle although a Fuel Benefit Charge will be applied.  

· the pedal cycle mileage rate if you travel by bicycle. 

Payment

Payment of AATE is liable to tax and NI Contributions except when you are called to the office outside normal working hours to deal with an unforeseen emergency. 

Miscellaneous Travel Expenses (MTE) Policy 

Eligibility

You may be eligible to claim Miscellaneous Travel Expenses to cover your travelling expenses in other circumstances. These are;

 If you are required to work late at your permanent workplace you may be eligible for travel expenses in excess of your normal costs. Any expenses paid as a result of working late are liable to tax and NI Contributions.  

· If you travel to a promotion board or job interview for a vacancy within the Commission or another government department, provided the vacancy was advertised within the Commission, then the journey is classed as official business and  travelling expenses and subsistence can be claimed as normal.  

· If you travel to an interview, written examination or medical examination for a vacancy in another government department that was not advertised within the Commission, you can claim;  

· standard class public transport fares; or  

· lower standard rate mileage limited to the cost of public transport fares if the  insurance conditions  are met.  

If the journey involves a sea crossing then air travel at economy class can be paid, otherwise air travel will be restricted to the cost of surface travel. If it is essential to stay overnight then subsistence can be paid.  

· If you are attending a training course as part of official duty then this is classed as official business and travel expenses can be claimed as normal.  

· If you are attending education or training that is not official duty then you may be able to claim excess travel expenses incurred over normal home to permanent office costs, if:  

· The course is necessary for the duties of the employment, or  

· The course is directly related to increasing effectiveness in the performance of your present or prospective duties in the employment and  

· Your course is approved by your manager 

Travel should be at standard class and motor mileage claimed at the lower standard rate, restricted to the public transport cost. 

· If you are a new entrant and are required to report to a training centre before being assigned a permanent workplace, Employee Services Resourcing will advise you of a Notional Office for the purposes of calculating travel and subsistence. The Notional Office will be the office, excluding Caller Offices, nearest to the employee’s home.  

· If you attend a Civil Service Appeal Board to either support your appeal or to assist an employee who has appealed, travel and subsistence can be claimed. The Commission will also pay travel and subsistence to non-civil servants if the Board approve their attendance to either assist or attend on behalf of an employee who has made an appeal unless they are fully employed as:  

· A trade union representative  

· A solicitor  

· A barrister 

In all cases, mileage will be at the lower standard rate and limited to the cost of public transport costs. 

· If, during the course of your duties, or as a result of your employment, you:  

· attend an appointment with a contracted counselling service or optician, or  

· come into contact with a person suffering from a contagious disease or illness and attend a medical or x-ray examination as a precautionary measure, or  

· attend a Civil Service Medical Examination 

You may claim travel and subsistence following the normal rules. Mileage should be claimed at the lower standard rate and is restricted to the cost of standard rail travel. 

· If you are unexpectedly recalled to duty  from annual leave you are entitled to claim:  

· The cost of travel at the normal rate, mileage can be claimed at the higher rate if the insurance conditions are satisfied.  

· Unavoidable accommodation charges which resulted from the recall to duty 

These payments are subject to tax and will be grossed up by the Commission. 

· If you are under the age of 21 and your first job with the Commission is away from home, travel expenses can be claimed for the initial take up of duty in accordance with the following rules;  

· the cheapest form of transport should be used; and  

· the cost limited to the standard class of rail travel; or  

· mileage can be claimed at the lower standard rate mileage if the  insurance conditions  are satisfied; and  

· If the journey is particularly long, expenses for overnight accommodation or sleeping accommodation on a boat or train may be claimed; and  

· Air travel can be allowed but payment is limited to the cost of surface travel  

· Three visits home a year can be reimbursed until you turn 21. In the year you turn 21, visits can be reimbursed as follows:  

· One visit if your birthday is within the first four months,  

· Two visits if your birthday is in the second four months, or  

· Three visits if your birthday is within the third four months 

All journeys must be taken before the employee reaches 21. Any expenses paid as a result of being aged under 21 are liable to tax and NI Contributions 

Payment

Payments of Miscellaneous Travel Expenses are not liable to tax and NI Contributions, unless noted above.  

Guide To Disability Employment Advisory Committee Expenses: Department for Work and Pensions. 

Disability Employment Advisory Committee travel guidance on reimbursement and travel costs is based on DWP rates of expenses. This is below.  They also pay loss of earnings where that is appropriate.

1. Introduction

1.1
This guidance provides information on DEAC expenses Members may claim, if appropriate, and how this should be done. A claim form DEAC 1 has been designed for use by the Committee Members and examples are provided. The Secretariat hopes both the form and guidance will make the process easier to understand.  Any feedback from you is welcomed.

1.1
The DEAC1 claim form can be electronically saved as a file and copied each time you need to complete it, but you may find it easier to fill it in by hand.  In either case, the disclaimer at the foot of the first page must be signed and dated by hand.

2. Loss of Earnings.

2.1
This fee is only payable when you are self employed and will lose money, or when your employer has not agreed to pay your salary while you are on DEAC business. The current rate for loss of earnings is £144 per 8 hour day, (£72 for half days), when attending meetings, conferences or other business on behalf of DEAC. This works out at £18 per hour.

2.2
A lower rate of Loss of Earnings is paid if you normally earn below £144 per day (whether you are self-employed or employed by an organisation). The rate paid will equate to what you usually earn, per hour, (based on an 8 hour working day) and you, or your employer on your behalf, are asked to provide a signed statement to confirm the hourly amount.

Please complete a suitable statement to the Secretariat by return. The address is provided along with an example of what is required, and you can adapt this or provide your own statement if you wish.
2.3
Please note, if you earn more than £144 per day you will not receive a higher amount. 

2.4
If you are self-employed, the Loss of Earnings payments and allowances for travel and accommodation must be declared for tax purposes.  If you are not self-employed, but working for an employer, the Loss of Earnings portion reimbursed to your employer will not be taxed by the department, because you should be taxed in the normal way.  None of the travel and accommodation payments and expenses allowances are liable to tax providing they are paid at Department for Work and Pension rates as documented in this guidance.

3. Expenses.

Members can also claim for expenses they might reasonably incur whilst involved in DEAC. This might include;

· taxi fares, 

· train fares, 

· airfares, 

· sundries such as computer paper, telephone calls and working from home on the Internet. 

Where such costs arise, a DEAC 1 expenses claim form should be completed and sent to the Secretariat who will arrange payment. 

Receipts or proof of purchase or itemised billing are always required to support your claim and we ask that you submit claims regularly and not save them until the end of the financial year.

4. Travel, Accommodation and Support Costs. 

Travel costs:

4.1 
DEAC Members will be reimbursed for reasonable travel costs, but please check with the Secretariat if requiring flights as it is possible these can be booked by our DWP agent more cheaply as long as enough notice is given.  However if you have a complicated itinerary, it may be better to book your own and reclaim the costs on your DEAC 1 expenses form - if in doubt the Secretariat can advise.

4.1.1 
Members are entitled to claim the following where applicable:

· Fares or mileage to and from home or work, to meeting venues at 1st class rail fares or equivalent.

4.1.2 
Travel by Rail is usually simpler and easier to book individually and reclaim afterwards. 
Receipts are always required.

4.1.3 
Costs may be claimed by people using their own or a vehicle belonging to a support worker who drives them at:

	Standard rate mileage (up to 6 000 miles) of 40p per mile.


Please note:

4.2 
Either you (or your support worker if they are driving) must have the business use and indemnity clauses in your (or their) insurance policy.  If not, you cannot use your (or their) vehicle for any DEAC business.  
Please see Annex, B attached which is the most recent guidance issued to the Department.  

4.3 
Accommodation Costs

The Secretariat will normally make room bookings on your behalf when Committee meetings are arranged which involve overnight accommodation.  This will depend on individual circumstances, access requirements and the location of the venue relating to each meeting.  Members will be asked individually how best the Secretariat may accommodate them both for day conferencing and overnight stays.

There are different rates for situations where accommodation is booked independently; for example:

· For B&B the rate allowed is up to a maximum of £45.00, to cover accommodation costs, plus £21.00 Night allowance and a further £5.00 Personal Incidental Expenses Allowance (PIEA). 

· For staying with friends and relatives a flat amount of £25.00 is payable plus the £5.00 PIEA.

Please contact the Secretariat before making the independent accommodation arrangements if you intend to claim as they may be able to arrange bookings for you at more favourable rates.
4.4 Support Costs

Members of the Committee can claim the following where applicable:

· Child care allowance;

· Adult care allowance; and

· Support worker costs.

Please contact the Secretariat to discuss. 

4.4.1 
Allowances are paid to cover miscellaneous living costs incurred when away from your normal place of work or home, including necessary overnight stays when you are working.

4.4.2 
The amounts are set rates depending on how long you are away from your normal workplace and on how many meals are purchased or provided for you.  

4.4.3
Overnight costs can be claimed where the booking has been made or approved by the DEAC Secretariat.

4.4.4
As shown on the expenses claim form, the following rates apply: 

4.4.5
Day Rates:

	5 hours or under away from home. 
	= nil

	Over 5 hours away from home. 
	= £4.75

	Over 10 hours away from home. 
	= £9.30

	Over 12 hrs away from home. 
	= £13.55


· If you are provided with either lunch or dinner during the day/evening, £4.75 (the over 5 hours rate) should be claimed for the day irrespective of the number of hours you are away from work. 

· If both are provided, no allowance is paid.

· The over 12 hours rate only applies if you are away more than 12 hours and a breakfast is purchased; a receipt for this MUST be provided.

4.4.6
Actual costs incurred (instead of the set rates described above) can be claimed within reason and at the discretion of the Secretary. To support claims, receipts should be provided in all cases.

4.4.7
24 Hour Allowance.

To cover lunch, evening meal, and incidental travel = £21.00

Personal Incidental Expenses Allowance (PIEA).

Over a 24 hour period, while you are away from your home/base and working, but not over weekends there is in addition to the overnight rate: =   £5.00.

· If either lunch or evening meal is provided, you must deduct £4.75 from the total £26 above.
(£21 - £4.75 + £5.00 = £21.25)

· If both are provided, you must deduct £18.80 from the total £26 above. 
(£21 - £18.80 + £5.00 = £7.20) 

· Breakfast is accounted for in the accommodation. If, however, on any occasion you are required to pay separately a supplement for a ‘full’, ‘English’ or ‘cooked’ breakfast as opposed to ‘continental’, you may claim this back.

· We will also pay supplements for room service for breakfast in recognition of access needs; if separately billed, you should reclaim on your form.

You may claim on the DEAC1 expenses form for the above two items but you must provide proof of purchase. 

Annex A

5. Example of Statement if claiming for Loss of Earnings

Loss of Earnings:

I can confirm that as a result of participation in DEAC activities I shall, as a self-employed person or as an employee of:

 …………………………………………..  incur loss of earnings.

The financial loss ie my daily rate for an 8 hour day is

 £……………. per day. ( please complete if you receive less than £144 per day).

Signature………………………………….  Date ………………………

	DEAC Secretariat

Room W10
Moorfoot
Sheffield
S1 4PQ


Annex B

Private Motor Vehicle Insurance Conditions - a reminder

 
You must not use a private motor vehicle on official business, unless all of the insurance conditions are met. 

DWP will not recognise the use of any vehicle if it is not properly insured. Even if you are travelling as a passenger in someone's vehicle, the driver must meet all of the insurance conditions, regardless of whether or not you are claiming any travelling expenses. If the insurance conditions are not met, an alternative method of transport such as pool car, hire car or public transport should be arranged.

The following insurance conditions must be satisfied: 

· The policy must contain the business use clause and employer indemnity. 

· The policy must be a minimum of third party, accident, fire and/or theft insurance cover without financial limits against claims in respect of: 

· bodily injury to or death of third parties; 

· bodily injury to or death of any passenger. 

· The policy must contain a financial limit against claims in respect of damage to the property of third parties of no less than £250,000. 

Business use clause

A business use clause must be included in the insurance policy. The clause must state that the policy holder in person is permitted to use the vehicle in connection with their business or on the business of the Department. If the vehicle to be used on official business belongs to your partner, the insurance policy must specifically cover the use of the vehicle by you on the business of the Department. Insurance cover to enable you to reach your place of business only is not sufficient. 

Employer indemnity clause

The insurance policy must contain a clause to confirm that the insurer will undertake to compensate the employer if a claim is made against them whilst your vehicle is being used for official business. The employer indemnity should be without any limitations or conditions. 

Health and Safety Executive Travel Site 

RAIL TRAVEL

Here you’ll find everything you need to know about booking a journey by rail - the types of tickets you may book, a step-by-step booking guide and advice on what to do if you need to change your itinerary. 

HSE RAIL TRAVEL POLICY 

HSE has set a policy on the type of rail tickets that you are allowed to use for travel on official business. Carlson Wagonlit Travel (CWT) apply this policy vigorously. 

You'll find general rules about business travel in Section B (UK Business Travel) and Section G (Overseas T&S) of the Expenses Code. 

Class of travel 

Band 4 staff (and above) may travel first class.
Band 5 and Band 6 staff may travel standard class.
Band 5 and Band 6 staff travelling with Band 4 (and above) staff may travel first class. 

Restricted tickets 

The best way to save costs on rail travel is to book a specified journey, as far in advance as you can. This takes advantage of APEX and other deals. You must specify train times for both the outward and return legs of your journey. 

Exceptions to policy 

If your particular journey requires an Anytime open ticket you should contact Travel Section, VPN 523 X4309. If your request is deemed reasonable we will ask you to enter comments into the justification box on the booking form when requesting your tickets. 

CWT are aware that there are a small number of journeys that are exempt from the HSE Policy of restricted tickets ,when selecting these tickets through the on-line booking system you will be prompted to enter details into the justification comments box, it is at this stage of the booking process that you should enter your comments as agreed with Travel Management. 

Change of itinerary 

Travel on the first available train. Usually there is a surcharge for amending the tickets. You will need to pay this to the ticket inspector and reclaim it on your ACs 34 form. Some surcharges are quite expensive - make sure you have the means to pay any extra costs. 

If you travel with a colleague and one of you pays the surcharge for both of you, the person who pays the surcharge should not reclaim the costs of both surcharges. Each of you will have to claim the surcharge costs for yourself and arrange to reimburse your colleague. 

Low cost rail fares 

For tickets costing less than £20 it is more cost effective for you to pay and reclaim the costs on form ACs 34. 

REDUCING TRAVEL COSTS 

Besides HSE's mandated travel policies, which are designed to minimise costs, there are other ways that you can help HSE keep down the costs of travel. 

Contact CWT before you travel 

CWT staff may be able to advise you of alternatives if they have more information about particular journeys and individual circumstances. 

Office hours: Mon - Fri 0830-1730 (please note bookings made between 8.30 and 9.00 should be for urgent requests only) 
Phone number: #6 101 or 0203 353 0122 
Fax number: #6 102 or 01925 636886 

Book tickets early 

Staff booking rail travel are asked, where possible, to book tickets 4-6 weeks in advance. A recent analysis of the HSE travel spend shows that tickets booked in this time period are considerably cheaper than tickets booked at short notice and therefore, make considerable savings for HSE. 

Use low-cost air carriers 

Low-cost carriers are opening up routes to many more destinations, and offer the opportunity of budget travel if you book early. CWT can now book and pay for tickets for all low-cost carriers using an HSE GPC card. 

Use a Railcard 

Using a railcard can reduce the cost of most rail fares by 1/3. Please refer to Section B of the Expenses code for more information. 

Urgent tickets 

Tickets should be requested in the normal manner. However, you should telephone CWT before you submit your ticket request to advise them that this is an urgent request. CWT will provide you the relevant information to retrieve your ticket. 

Receiving/obtaining your tickets 

The on-line booking service has a four hour service level agreement and CWT will confirm your booking in this time. Most tickets are obtained via the fast ticket machines available at most stations. CWT will provide you with a fast ticket reference number which you will need to key into the fast ticket machine at the station to retrieve your ticket. 

If you completed the online booking system you will receive an automated receipt through your Lotus Notes/Outlook inbox. This simply confirms that your form has arrived. It does not confirm that the arrangements you requested have been made. 

Paper tickets and documents 

If the station you are travelling from doesn't have a fast ticket machine, CWT will issue a paper ticket through the HSE internal mail, which may take two or three days. When you receive your tickets: Check that they are correct, and keep them safe before and during your journey. 

IF YOUR PLANS CHANGE 

Do you know your rail ticket type? 

Get to know this and you could save HSE money 

If you have booked a train ticket and can't make the journey please check your ticket type as a refund could be due. 

There are now three main rail fare types: 

Anytime and off peak 

The Anytime are refundable less the usual Trainline Admin fee. Refunds can only be requested up to 28 days from the expiry date on the ticket. 

Off Peak fares are refundable less the usual Trainline Admin fee. Refunds can only be requested up to 28 days from the expiry date on the ticket. Part used Off Peak fares are Non Refundable.  

Advance tickets are Non Refundable. But you can make changes to this ticket provided the change is made before the date of travel and the journey is identical to the original booking, the Trainline Admin fee will apply. 

FINANCIAL ARRANGEMENTS 

This page tells you who is responsible for settling travel and accommodation bills. 

Rail tickets 

CWT pay all costs associated with purchasing your ticket at the time of booking and invoice HSE weekly. PFPD process the invoice and debit the cost of travel plus a transaction fee from the cost centre quoted on the booking form. The cost of travel plus a transaction fee will appear on your confirmation and on the end of month Travel and Subsistence report provided to finance managers. 

For tickets costing less than £20 it is more cost effective for you to pay and reclaim the costs on form ACs 34. 

If you incur a surcharge because you do not travel on the train you originally booked, you must pay the surcharge to the ticket conductor and reclaim the costs on your ACs 34. 

If the cost centre is incorrect, you can apply to Travel Management Section VPN 523 Ext 4309 to journal the cost to the correct cost centre. Journals will not be undertaken for amounts less than £25. 

Air tickets 

CWT pay all costs associated with purchasing your ticket and invoice HSE weekly. PFPD process the invoice and debit the cost of travel plus a transaction fee from the cost centre quoted on the booking form. The cost of travel plus a transaction fee will appear on your confirmation and on the end of month Travel and Subsistence report provided to finance managers. 

Surcharges for not travelling on the flight originally booked are normally charged to CWT, who will include the additional charges on HSE's monthly invoices. If for any reason you are asked to pay the surcharge you should reclaim it on your ACs 34. 

If the cost centre is incorrect, you can apply to Travel Management Section VPN 523 Ext 4309 to journal the cost to the correct cost centre. Journals will not be undertaken for amounts less than £25. 

Ferry/boat tickets 

CWT pay all costs associated with purchasing your ticket and invoice HSE weekly. PFPD process the invoice and debit the costs of travel and transaction fee from the cost centre quoted on the booking form. The cost of travel plus a transaction fee will appear on your confirmation and on the end of month Travel and Subsistence report provided to finance managers. 

Surcharges for not travelling on the ferry/boat originally booked are normally charged to CWT, who will include the additional charges on HSE's weekly invoices. If for any reason you are asked to pay the surcharge you should reclaim it on your ACs 34. 

If the cost centre is incorrect, you can apply to Travel Management Section VPN 523 Ext 4309 to journal the cost to the correct cost centre. Journals will not be undertaken for amounts less than £25. 

UK hotels 

Expotel usually pay the bed and breakfast element of your bill and invoice HSE monthly. Expotel also have a credit card to book hotels that won't use a bill back service, this should help staff who need to book hotels in remote locations. PFPD process the invoice and debit the costs from the cost centre you quoted on your booking form. Expenditure usually appears on the invoice the month after the service is taken i.e. a booking is made in February for April, the charge will appear on the May invoice. 

If the cost centre quoted on the booking form is incorrect, apply to Travel Management Section VPN 523 x4309 to have the costs journalled to the correct cost centre. Journals will not be undertaken for amounts less than £25. 

You must settle any other costs you have incurred during your stay when you check out of the hotel. 

Credit card imprint 

Some hotels offer the option of leaving a credit card imprint or a cash deposit on arrival to cover extras. If you don't want to do this, you must pay for extras as you take them. If a hotel insists on a cash deposit or credit card imprint and you do not wish to leave one, please contact Expotel who will do their best to resolve this issue. It is the prerogative of an individual hotel to insist on this procedure. 

Sometimes Expotel cannot book a hotel that offers a bill back facility and you must pay the bill in full when you check out and reclaim the bed and breakfast element of the costs from Financial Operations Systems (FOS). Expotel will check with you before they book you into such a hotel. 

The limits that are applied to your own arranged accommodation also apply to hotels Expotel book that do not offer a bill back facility. Make sure that the limits are sufficient to cover your costs before you agree to let Expotel book the room on your behalf. 

Overseas hotels 

You must pay your bill in full when you check out of the hotel. 

Short-term hire cars 

All costs associated with the hire will be billed back to HSE on a monthly basis. PFPD will process the invoice and debit the costs of travel from the cost centre you quoted on the booking form. Alternative arrangements are in place for the London congestion charge. 

If the cost centre you quoted is incorrect, apply to Ann Bilsborough VPN 523 x4309 to have the costs journalled to the correct cost centre. Journals will not be undertaken for amounts less than £25. 

The hire companies charge a premium, on a pence per litre basis, for refuelling the car. This premium in turn incurs a VAT payment. As a result HSE is charged significantly more for fuel if the hire company refuel the car. Please refuel the car before you return it, and reclaim the costs using form ACs 34. 

If you incur a parking fine, speeding fine or congestion charge fine you must pay the fine and any administration fee that the hire company charges for processing the fine. 

One-way hire 

Sometimes it is cheaper to arrange two separate one-way hires for the outward and return legs of your journey than one single hire for the whole period. For example, if you are away from the office for four days but you only use the hire car on the first and last day of your trip, it may be cheaper to hire the car for two one-way hires than to hire the car for the full four days. 

If you arrange two one-way hires and the supplier decides not to collect the car at the end of the first one-way hire but leaves it for you to use on the return journey, you will only be charged for two days' hire. However, you will not be insured to use it on the middle days of that period. 
HOTELS

Here you’ll find everything you need to know about booking accommodation in the UK or overseas. 

HOTELS - HSE HOTEL POLICY 

You'll find more about HSE rules on overnight stays on official business in Section D of the Expenses Code. 

Location 

The hotel will be as close as possible to the place or area you are visiting or while keeping within HSE cost limits. 

· If you are travelling by car, Expotel will try to book you into a hotel with on-site, or nearby, parking. 

· If you are travelling by car, Expotel may book you into a hotel up to six miles from the location you are visiting.  

· If you are travelling by train, Expotel will try to book you into a hotel that is suitably located for both the railway station and the place you are visiting. 

Standards 

All rooms will have:

·  en-suite toilet, bath and/or shower 

·  television 

· tea and coffee making facilities 

· desk/writing surface and suitable chair  

· security locks on the bedroom doors  

· HSE does not use hotels in areas that are known to be unsafe or unpleasant, and pays particular attention to the needs of women travelling alone.  Wherever possible, hotels will have a restaurant serving a reasonably-priced table d'hôte meal. 

Expotel will: 

· Provide a suitable hotel if you have specified any extra needs on the booking form 

· Ask the hotel to send you a location map of the hotel if you request it on the booking form. If you do not receive the map, contact the hotel, not Expotel. Their phone number is on the Expotel confirmation form.  

· Book a non-smoking room if you asked for it on the booking form. The provision of a non-smoking room depends on availability within the hotel and cannot be guaranteed. 

Arrival Time 

All Expotel bookings are guaranteed for late arrival. You may arrive at any time and the room will be held for you.  

Remote Locations 

In remote areas where the choice of accommodation is very limited and hotels that offer the minimum standard are some distance from where you need to be, Expotel will offer a choice. You may:

·  stay at the nearest hotel providing the minimum standard of accommodation 

· stay at a more expensive hotel or guest house closer to the place of duty 

As long as the overall cost in terms of travelling time and/or travelling costs is cost neutral (or more advantageous) to HSE. Lower standard accommodation may be booked nearer to the place of duty with the agreement of the HSE traveller. If staff choose to stay in a bed and breakfast or guest house establishment, Expotel will try to arrange to settle the bill themselves. If this cannot be arranged, you will need to settle the bill on departure and claim on an ACs 34. For details of the current limit of actual reimbursement contact: 

FOS
Building 6.4 
Redgrave Court 
Bootle 
Phone number (VPN 523) 0151 951 5715 (Surname A to K ) 
Phone number (VPN 523) 0151 951 5714 (Surname L to Z ) 

EXPOTEL'S WOMAN AWARE SCHEME 

Expotel introduced their Woman Aware scheme in response to negative feedback from women travelling alone on business. The scheme identifies hotels that cater better for the needs of the lone female traveller.  

To be considered Woman Aware, a hotel must be nominated by three independent female travellers.  

The ten criteria that a hotel must meet are: 

· Well-lit secure car park or valet parking  

· Room locks as standard  

· Permanently-lit corridors during hours of darkness 

· Room door security peepholes as standard 

· Room number allocation discreet at reception  

· A lone female is never allocated a ground floor room (unless specifically requested or the hotel is ground floor only)  

· Provision of a hairdryer near a mirror  

· Iron and ironing board available in room or from room service  

· Space to work comfortably 

· Provision of a full-length mirror 

If you would like to nominate a hotel as Woman Aware, or give negative feedback on a hotel that is listed as Woman Aware, please e-mail womanaware@expotel.com for a registration pack. 

Not all the hotels that Expotel uses are recognised as Woman Aware, but most of them do meet the criteria detailed above. You cannot insist on being booked into a Woman Aware hotel unless you are certain that the hotel you are being booked into does not meet HSE's policy standards of hotel accommodation - or there is another issue. If you have any concerns about the hotel that you have been booked into, contact PFPD. 

OVERSEAS BOOKING 

Overseas accommodation options 

If you require overnight accommodation overseas you have the following options 

· Book a hotel through the HSE Hotel Accommodation Agent, Expotel.  

· Book a hotel through the HSE Travel Agent, Carlson Wagonlit Travel.  

· Make your own commercial or private accommodation arrangements. There is a limit on how much of the cost HSE will reimburse. For details of the current limit of actual reimbursement contact FINU 3.  

EMERGENCY INVESTIGATIONS  

If an emergency incident occurs, the relevant HSE person should phone Expotel. 

Give them the name of the incident Investigation Leader and inform them that normal HSE rates can be waived to accommodate staff in suitable local hotels. 

Tell Expotel: 

· how many rooms the investigation team needs  

· to which cost centre the booking should be charged  

· the name of the investigation leader 

· Follow up with a booking form on the first working day after the request. 

· Expotel will book the accommodation you request without question, and send the details to HSE on the first working day after the request. 

CAR HIRE

If you need to hire a car for UK or overseas travel, you'll find all the forms and information you need about the class of car you may drive, insurance, delivery and collection, parking and what to do if the car breaks down or if you have an accident.  

Arnold Clark is HSE's preferred supplier - use them first if you can.  


ARNOLD CLARK HIRES 

In an attempt to "weather the storm" in the current economic climate, Arnold Clark are currently operating with a smaller fleet, which means that with fewer vehicles they are unable to service all the delivery areas that they have in the past. This also may result in them not being able to provide vehicles for hires of 3 days or less.  

Each booking Arnold Clark receive is checked prior to confirmation with the customer to make sure the branch can supply. This is dependant on availability, volume of business already confirmed and distance to delivery address.  

If you get a booking through Arnold Clark and you get a confirmation email that says, sorry we cannot service this booking this means they can't provide you with a hire for the time specified and you will need to try and book a hire through Arval instead.   


HSE CAR HIRE POLICY 

Private use 

You may only use hire cars for business travel. Home to office travel is considered private travel and is not permitted. 

Eligibility 

To qualify to drive a short-term hire car you must:  

· hold a full driving licence valid for the category of car that you are driving 

· check the list of insurance criteria on the reverse of the booking form  

· declare, by completing form TR3a, if any of them apply to you - if you declare anything, you must wait for written confirmation from PFPD that the insurers are willing to insure you before arranging to hire a car.  

Group of car (this also applies to overseas hires) 

Car hire companies constantly update the cars on their fleets, so you cannot request a specific make or model of cars. You must always request a 1400cc or the equivalent car unless: 

· you specifically require a 1200cc vehicle  

· you are carrying two or more passengers, in which case you may ask for a 1600cc vehicle should be requested  

· your journey exceeds 200 miles in any one day, for which a 1600cc vehicle should be requested 

· You are required to carry heavy and/or awkward equipment for which an estate vehicle would be best suited. 

Exemptions 

If you have medical or driving licence restrictions you can request a group of car other than that normally allowed by HSE policy. To apply for an exemption, fill in form TR3B and return it to Redgrave Court, Building 6.4, Bootle, Fax 951 4141. They will agree which group of car you may drive. 

Automatic cars 

To be sure that an automatic car is supplied, write on the TR3  form Part 4 (automatic licence only). 

One-way hires 

Sometimes it is cheaper to arrange two separate one-way hires for the outward and return legs of your journey than one single hire for the whole period. For example, if you are away from the office for four days but you only use the hire car on the first and last day of your trip, it may be cheaper to hire the car for two one-way hires than to hire the car for the full four days.  

If you arrange two one-way hires and the supplier decides not to collect the car at the end of the first one-way hire but leaves it for you to use on the return journey, you will only be charged for two days’ hire. However, you will not be insured to use it on the middle days of that period. 

DELIVERY AND COLLECTION 

Delivery 

The supplier will arrange to deliver and collect your car around the hire period that you asked for on the booking form. If a hire period starts early in the morning, the company may deliver the car the evening before without charging additional rental. 

If you collect a car from an airport you must produce your driving licence. If you have a new style driving licence that is in two parts, you must produce both parts of the licence. 

NEVER accept the hire company's insurance when you sign for a car. 

Find out about HSE's insurance policy here. 

Checking the car 

To ensure that HSE is held liable only for those damages incurred while the car is on hire to HSE, you must check the car when you receive it for dents, scratches, cracked or chipped windscreen and other obvious damage.  

Discuss any fault with the representative or supplying depot before you accept the car. 

Also note damage details on the rental agreement. 

If you are not available to accept delivery, phone details of any faults not shown on the rental agreement document to the suppliers' central reservation unit - if possible before you drive the car. If you do not report such faults at the right time, HSE may have to pay for repairs. 

Do the same set of checks at the end of the hire period and report any damage to the CRU. 

Collection 
The company should normally collect the car within eight hours of the end of the hire period. Outside branch hours you can phone the company and leave your details on an answering machine. Ask them to phone you to arrange collection and pick up the keys. 

The hire companies charge a premium, on a pence per litre basis, for refuelling the car. This premium in turn incurs a VAT payment. As a result HSE is charged significantly more for fuel if the hire company refuel the car. Please refuel the car before you return it, and reclaim the costs using form ACs 34. 

Take special care not to incur parking fines or congestion charging fines. 

Airport Hires 

All HSE staff MUST get a member of staff from the Enterprise hire car desk to check the hire vehicle for damage at BOTH check in and check out. Both parties must sign the vehicle check out/in paperwork, clearly noting any damage or stating no damage, a copy of this document should be held by both the hire company and the HSE driver. Should hire company staff state that they cannot check the vehicle for any reason, please ask them to sign the paperwork stating no damage, unless the driver knows otherwise. Should they refuse to either check the vehicle or sign the paperwork, please ask for their name and report this back to PFPD. 

Unless a vehicle is returned out of hours, there should always be a member of staff available either in the car park or the terminal building. If nobody is available, please note the date and time the vehicle was returned on the paperwork that is left with the car/keys, keeping a copy. Please report this directly to PFPD as soon as possible. 

Staff following the above guidelines will help HSE to reduce the number of disputed damage claims received. 

Driving a car outside the hire period 

Occasionally when a car is delivered early you, or a member of your family (they must have a full driving licence), may need to drive it before the hire period starts. For example, the car may be parked on yellow lines or on your driveway, blocking your own car. 

If this happens, phone either the hiring depot or the Central Reservation Unit to tell them that you need to move the car. The hiring company will accept responsibility for insuring the car while it is being moved, but you must only move the hire car the minimum distance you need. 

If you cannot contact the hiring depot or CRU and you (or another family member) move the car and damage it, HSE will assume responsibility for the damage as long as you can justify the need to drive the car. The same applies if you need to move the car after the hire period has ended and you are waiting for the company to collect the car. 

Keys 

At the end of the hire, you should normally hand the keys over to a representative of the car hire company in person. You may also leave the keys with another person to hand over, for example a hotel receptionist, security guard or family member. If you leave the car somewhere other than at your home (and someone will be available to hand over the keys) or at an HSE office, you must tell the car hire company who has the keys. You must agree this when you book or collect the car or when you ring to tell them the car is off hire and ready to collect. 

Very occasionally you may be able to leave the car unlocked and hide the key inside. YOU MUST NOT do this unless the car hire company gives you verbal or written permission when you book the car, or when you ring to advise that the car is off hire and available for collection. 

Our car hire companies have preferred hiding places for keys to be left in cars - they will tell you where if you need to know. If you leave the keys hidden in the car with the door unlocked, without the permission of the car hire company, and the car is stolen or damaged, HSE may be liable for any repair/recovery/write off costs incurred by the car hire company. These costs may be substantial and will be charged to your Divisional T&S budget. 

If you cannot hand the keys over to the hire company representative and do not tell the car hire company where they can collect the keys, they may charge you for the time wasted if their driver cannot collect the car at the right time. These charges will be charged to your Divisional T&S budget. 

Disputed damage 

In any instance of disputed damage, you must phone Royal Sun Alliance on 0845 984 8383 and tell them that you dispute the claim. Confirm that you checked the condition of the car at the beginning and end of the hire period, and state that you can guarantee that there was no damage to the car during the hire period.  

If you do this, the insurance provider will refuse the claim. If you cannot confirm the absence of damage and/or that you checked the car before and after the hire, the insurance provider will settle the claim and HSE will be liable to pay the policy excess, the cost of which will be charged to the cost centre quoted on the booking form. 

If you are not prepared to complete a form for the insurance provider, PFPD Travel Management will settle the claim and charge the full costs to the cost centre quoted on the booking form. In either instance, where a claim is settled there is no financial liability on you. 

If you are asked to produce a copy of the insurance certificate, contact Travel Management.  

As the hirer you must follow this procedure. 

INSURANCE ARRANGEMENTS 

Insurance cover for short-term hire cars 

HSE has arranged a commercial insurance policy through which fully comprehensive insurance cover is provided for short-term hire cars. The insurance cover is applied automatically when you order a hire car. You do not need to do anything UNLESS any of the criteria listed in the Motoring convictions/Health issues section apply to you, in which case you should take action as directed. 

There is no age restriction on who is covered by the policy. However, as with all insurance policies, a policy excess is applied in the event of a claim. The level of policy excess is dependent on the driver. Details of the policy excesses that apply are detailed in the table below. 

Insurance cover is provided in 24-hour periods from the time that the hire period commences for the duration of the period that HSE is responsible for the vehicle. HSE's responsibility for the hired vehicle commences at the time specified on the booking form or when the vehicle is delivered (whichever is the later time). It ends at the time specified on the booking form or when you notify the CRU that the hire has finished (whichever is the earlier time). 

Insurance provision costs £5.80 per day, which is significantly cheaper than the insurance cover provided by the hire companies. Under no circumstances should you accept the car hire companies insurance when signing for a vehicle.  

Declaration 

You are required to declare whether any of the details listed below apply to you. This is to ensure HSE's insurance cover is not rendered null and void. Failure to declare information will render you responsible for the costs of any accident/incident damage and open to prosecution for driving without insurance. 

If any of the details apply to you, you should supply details either in writing, by completing form

• TR3A [1] 
or telephone the Insurance broker (HSBC) direct on 0161 253 1048. Alternatively telephone Travel Management[2] You should not make arrangements to hire a car until you receive written confirmation that you have been cleared by the insurers to drive. 

No action is required on any subsequent bookings unless your circumstances change. 

Important note: If you are in any doubt whatsoever whether something will affect the insurance cover, you are advised to check with the insurance broker. Keep a copy of any correspondence in the event that there is a dispute regarding your eligibility to drive. 

Motoring convictions 

Have you had any serious convictions within the last 10 years or is there any prosecution pending in relation to: 

· Drink/drug related offences? 

· Driving without due care and attention (including dangerous driving)?  

· Taking and driving away offences? 

· Any conviction(s) resulting in the loss of licence? (including under the ‘totting-up’ procedure) 

· Have you had any convictions that have resulted in points being added to your licence? 

Accidents/thefts 

· Have you been involved in a motor accident in the last 5 years (this does not include minor accidents resulting in damage below £500, accidents which were not your fault, or windscreen damage)?  


Disabilities 

Do you suffer from uncorrected defective eyesight or hearing or any other physical or mental defect that would affect your ability to drive? 

Do you suffer from any heart complaint, epilepsy or diabetes? 

PARKING AND CONGESTION 

HSE's liability 

HSE's liability for parking fines begins from the time that the hire period starts and ends three working hours after the hire period terminates. 
Before and after the hire 

If the hire company deliver a car before the hire period is due to commence, and leave it in a location that is subject to parking restrictions, they will be responsible for paying any parking fee due up until the hire period commences. 

If you leave the car in a restricted parking area at the end of the hire period, make sure that the car can be left for up to three working hours and that any parking fees due for that period are paid. Tell the supplier that the car has been left in a restricted parking area. 

The cost of any parking charges (not parking fines) incurred in connection with this requirement can be reclaimed on an ACs 34. Obtain a receipt if you can, and send it in with your claim. 

Parking fines 

If you fail to pay any parking fees and incur a fine, you are liable to pay the fine plus any charge that the hire company imposes for administration. 

The hire company may pay the fine to stop the cost of the fine increasing, and invoice the cost of this to HSE. HSE will pay the cost and ask you to pay the amount. If not, the hire company may give your details to the relevant authority and you will receive a summons and you must pay the fine as directed. 

Congestion charges 

If a car is delivered to you in an area that is subject to a congestion charge, the hire company will arrange for the charge to be paid for the day that the car is delivered. You must pay for any subsequent days that the car is driven in an area that is subject to a congestion charge. 

This may be a problem if you finish the hire on one day, leave the car in an area subject to congestion charge and the hire company do not collect the car until the next day. If this happens, make sure that you tell the car hire company when the congestion charge has been paid for, and agree with them who will pay the charge on the day the car is to be collected. 

If the journey through an area subject to a congestion charge is on official business you may reclaim any costs using an ACs 34. If you can, ask for a receipt and send it with your claim. 

If you fail to pay the congestion charge, for whatever reason, and a fine is incurred, the hire company will pay the fine and the cost of the fine plus an administration charge. HSE will pay the hire company and reclaim the costs from you. 

• Congestion charging in London www.cclondon.com  [1] 



REPORTING AN ACCIDENT OR DAMAGE 

If you have an accident 

If you are involved in an accident or the car is broken into while on hire, phone Royal Sun Alliance Insurance on 0845984 8383 

You will need to confirm the policy number[1]. Royal Sun Alliance will send you a claim form containing the details you have reported. Sign the form and return it to Royal Sun Alliance. PFPD will handle all further correspondence about the accident. If you are involved in an accident while on official business, you must also fill in form ACC1[2]. 

In addition to the above the suppliers branch must also be contacted and advised. As this is their vehicle they will take the details necessary and if required will arrange a transfer vehicle. All contact details can be found on the back of their rental agreement. 


HSE's liability for damage 

HSE's liability for accident/incident damage is strictly limited to damage that is inflicted during the period of hire. If damage occurs outside of the hire period it is the responsibility of the supplier to pay for the repairs. If you are required to drive the vehicle outside of the hire period separate arrangements for insurance cover apply, see Delivery and collection[3]. 

Checking the vehicle before and following the hire period 

In order to ensure that HSE is held liable only for those damages incurred while the vehicle is on hire to HSE, it is essential that you check the vehicle on receipt for dents, scratches, cracked or chipped windscreens and other obvious damage. 

Any fault should be discussed with the representative or supplying depot before you accept the vehicle. You should also note damage details on the rental agreement. 

If you are not available to accept delivery, details of any faults not shown on the rental agreement document must be telephoned to the appropriate CRU, whenever possible prior to using the vehicle. 

Failure to report faults on the vehicle timeously could result in the cost of repairing the damage being charged to HSE. You should undertake the same range of checks at the end of the hire period and notify any additional damage to the appropriate CRU. 

Airport Hires 

All HSE staff MUST get a member of staff from the hire car desk to check the hire vehicle for damage at BOTH check in and check out. Both parties must sign the vehicle check out/in paperwork, clearly noting any damage or stating no damage, a copy of this document should be held by both the hire company and the HSE driver. Should hire company staff state that they cannot check the vehicle for any reason, please ask them to sign the paperwork stating no damage, unless the driver knows otherwise. Should they refuse to either check the vehicle or sign the paperwork, please ask for their name and report this back to PFPD. 

Unless a vehicle is returned out of hours, there should always be a member of staff available either in the car park or the terminal building. If nobody is available, please note the date and time the vehicle was returned on the paperwork that is left with the car/keys, keeping a copy. Please report this directly to PFPD as soon as possible. 

Staff following the above guidelines will help HSE to reduce the number of disputed damage claims received. 

Disputed damage 

The issue of disputed damage claims has been fairly contentious during the life of previous short-term hire car contracts. The suppliers feel that hirers are trying to take advantage of alleged sharp practices that occurred historically within the hire industry to avoid accepting responsibility for damage to vehicles. Because of a substantial reduction in their operating margins they are not prepared to allow the numbers of disputed claims that are not resolved to continue.  

To avoid the imposition of punitive conditions relating to the operation of the new contract, the following course of action has been agreed. In any instance of disputed damage, you must telephone Royal Sun Alliance on 01422 434887, advise them of the claim being made by the insurance company and that you dispute the claim. You will need to confirm that you checked the condition of the vehicle prior to the hire commencing and again when the hire terminated and state that you can guarantee that no damage was inflicted on the vehicle during the hire period. In such cases the insurance provider will refuse the claim. 

If you cannot confirm the absence of damage and/or that you checked the vehicle before and after the hire, the insurance provider will settle the claim and HSE will be liable to pay the appropriate policy excess, the cost of which will be charged to the cost centre quoted on the booking form. 

If you are not prepared to complete a form for the insurance provider, PFPD Travel Management will settle the claim and the full costs of doing so will be charged to the cost centre quoted on the booking form. In either instance, where a claim is settled there is no financial liability on you.  

Important Note: as the hirer you are obliged to follow this procedure. If you are asked to produce a copy of the insurance certificate, contact PFPD Travel Management[4] who will provide one for you.  

BREAKDOWN 

All vehicles hired through either of the main contractors have 24-hour breakdown cover with one or more of the major recovery services. Detailed instructions on what to do if the car breaks down are provided in a document wallet with each vehicle. You may find a freephone telephone number on the back of the tax disc holder or attached to the keys. 

The hire car company will arrange for the AA or RAC to assist you at the roadside. Where possible the vehicle will be fixed at the roadside, allowing you to continue your journey. If the vehicle cannot be repaired you will be taken to the nearest relevant hire car companies office and be given a replacement vehicle. 

OVERSEAS CAR HIRE  

If you are hiring a car in the UK but taking it abroad:  

Contact our suppliers Arval PHH (see how to book car hire[1]). Arval PHH may need to arrange for the car to carry various items (e.g. red triangle, headlight dimmer covers, first aid kit) to meet the legal requirements of the country you are visiting.  

Arval PHH will also arrange for a form VE 103a (Car on hire) to be issued. 

Ask PFPD Travel Management if you need a Green card for insurance purposes. If you do, they will arrange to send you one. You will need to take a copy of the HSE insurance policy with you when you go abroad - you can get a copy from PFPD  Travel Management. 

If your car hire starts overseas: 

Contact our suppliers Carlson Wagonlit Travel (see how to book car hire[2]) Use booking form TR2 - request for an overseas hire car 


AIR TRAVEL

Here you’ll find everything you need to know about booking air travel - the types of flights you may take, a step-by-step booking guide and advice on what to do if you need to change your itinerary. 

HSE AIR TRAVEL POLICY 

HSE has set a policy on the type of air tickets that you are allowed to use for travel on official business. Carlson Wagonlit Travel (CWT) apply this policy vigorously. 

You'll find general rules about business travel in Section B (UK Business Travel) and Section G (Overseas T and S) of the Expenses Code[1]. 

Class of travel 

· If your flight is shorter than 2 hours 30 minutes, you will have an economy class ticket 

· If your flight is longer than 2 hours 30 minutes, you will have a business class ticket 

Electronic tickets 

On routes where electronic tickets[2] are available they will be issued.

Viewtrip change in how you receive your travel itinerary e-tickets 

Passengers who receive an e-ticket with a viewtrip reference are advised to check their itinerary as soon as they receive it. If there are any discrepancies from what you have booked you should contact Carlson Wagonlit Travel on telephone number 0203 353 0122 or if you are in Bootle HQ you can telephone #6101.  

Restricted tickets 

Tickets booked on specified flights are considerably cheaper than open-date or flexible tickets. This is why we: 

· prefer you to plan your trip as far in advance as you can  

· require you to specify flight times for both outward and return legs of your journey 

· prefer you to keep to your itinerary as best you can 

Flexibility of travel times 

We have asked CWT to offer you, where available, alternative flight times that enable you to travel more cheaply. 

For the outward leg of your journey the alternative flight may be up to one hour before your stated time of departure and up to 15 minutes after your stated time of departure (up to one hour for long-haul flights).  

For the return leg of your journey the alternative flight may be up to 15 minutes before your stated time of departure (up to one hour for long haul flights) and up to one hour after your stated time of departure. 

Think about and, wherever possible, take the alternative flights. If CWT feel that refusing the alternative flight is unreasonable, they may contact PFPD for advice before they issue your ticket. We decide what is reasonable on a case-by-case basis. 

Airline carrier 

CWT will purchase the ticket that gets you to your destination for the most economical fare. You may not specify a preferred airline. 

Exceptions 

CWT are aware that there are a small number of journeys that are exempt from the policy of restricted tickets. For these journeys they will book open or flexible tickets. If you you're your particular journey requires an open flexible ticket, contact Travel Management Section, VPN 523 X4309. If your request is deemed reasonable we will ask CWT to issue an open ticket. 

Changes to travel itinerary 

We are sympathetic to unavoidable changes in your travel plans as long as you follow the correct procedure. If you need to change your flight: 

If you miss your intended flight: 

Take the next available flight. Any additional charges incurred will be charged direct to CWT. If you cannot arrange another flight, contact CWT 

+ 44 (0)203353 0122 Mon-Fri 0800 -1730 UK time 
+ 44 (0)208 757 9000 (24-hour, 365-day emergency contact number)  

If you arrive early for your return flight: 

If you arrive at the departure port more than 2 hours 30 minutes before your return flight is due to depart and there is a suitable alternative flight CWT can arrange for a new ticket to be issued or the original ticket to be amended. Any additional charges incurred will be charged direct to CWT. If you arrive at the airport less than 2 hours 30 minutes before your return flight is due to depart, you are normally expected to wait and catch your intended flight. If you want to change your flight, contact CWT and explain the circumstances. CWT may need to obtain permission from PFPD before they book your new flight. 

REDUCING TRAVEL COSTS 

Besides HSE's mandated travel policies, which are designed to minimise costs, there are other ways that you can help HSE keep down the costs of travel. 

Contact CWT before you travel 

CWT staff may be able to advise you of alternatives if they have more information about particular journeys and individual circumstances. 

Book tickets early 

Staff booking air travel are asked, where possible, to book tickets 4-6 weeks in advance. A recent analysis of the HSE travel spend shows that tickets booked in this time period are considerably cheaper than tickets booked at short notice and therefore, make considerable savings for HSE. 

Use low-cost air carriers 

Low-cost carriers are opening up routes to many more destinations, and offer the opportunity of budget travel if you book early. CWT can now book and pay for tickets for all low-cost carriers using an HSE GPC card. 

TRAVEL SITE: PRIVATE USER SCHEME (PUS)

FOREWARD 

1. This guidance document contains details of the terms and conditions for participating in HSE’s Private User Scheme and also the procedures which should be followed to obtain a vehicle. Staff should read the whole document to ensure that they fully understand all of the implications of joining the scheme. Annexes 1- 4 are forms (MS Word) which can be printed and used when applying to join the scheme. Annexes 5 - 10 are for information purposes only. 

2. This document has been developed and will continue to be developed in partnership with HSE Trade Unions. 

3. The only accurate and current version of the Private User Scheme is the Intranet copy. 


INTRODUCTION 

This section provides a brief background to the Private User Scheme (PUS 2000) 

1.1 Based on Treasury guidance aimed at achieving value for money savings on official travel, a car scheme allowing private use for staff has been in existence in HSE since 1988. 

1.2 A formal review of the HSE Private User Scheme was completed in December 1999 and a recommendation for change submitted to the Board in March 2000. A hard copy of the Board Paper is available from Motor Transport section. All recommendations were accepted in full and the scheme has been relaunched as PUS2000. The terms and conditions of the scheme, as detailed within this guidance note, relate to all HSE and HSL staff.

1.3 The scheme is managed by the PUS Manager, PFPD, Motor Transport Section, Redgrave Court, Building 6.4, telephone number 0151 951 (VPN 523) 4309. The main responsibility for ensuring whether or not a PUS vehicle is a cost effective option rests with line management. 

THE SCHEME 

PUS2000 - AIMS & PURPOSE 

2.6 The stated aims and purpose of PUS2000 which have been endorsed by the HSE Board are to: 

· make it easier for HSE to encourage staff to carry out core business functions; 

· assist in the recruitment and retention of staff by providing an attractive option; 

· make the best possible use of capital by providing as many staff as possible with the opportunity to join the scheme and to reduce running costs (ie. fewer payments of Standard Rate Mileage Allowance, hire costs, etc); 

· address current green issues, ie. ensure that the scheme is consistent with Government green policy; 

· treat all participants alike regardless of status, pay structure, etc.  

2.7 Participants in the scheme enter into a contract with HSE whereby they will be provided with a vehicle, normally for a period of 3 years, which they are able to use for both official and private travel. Participants are required to make a monthly contribution (deductable from salary) for the private use of the vehicle (see Section 6 paragraphs 6.3 to 6.9)[1]. Participants will be paid a mileage allowance (PUS fuel rate) for using the vehicle on official business. 

2.8 In certain circumstances, ie. impending retirement, the contract may be extended beyond 3 years up to a maximum contract period of 4 years. Requests for extensions to the contract period should be made to the PUS Manager (see Section 1 paragraph 1.3[2]). 

ELIGIBILITY CRITERIA, & OFFICIAL AND PRIVATE MILEAGE BANDINGS 

This section outlines the eligibility criteria for PUS2000 and official and private mileage bandings. 

Eligibility criteria 


The scheme is open to all staff who: 

· travel at least 5000 official miles per annum (for the purposes of the scheme only official miles travelled as part of normal job content can be considered, see definitions in paragraphs 3.2 and 3.3); and 

· will use the vehicle a minimum of 30 days per annum on official duty. 

Estimating official mileage: reckonable journeys 

3.2 When estimating official mileage to demonstrate eligibility for the scheme, participants should include journeys that: 

a) attract payment of the PUS fuel rate;  

b) attract payment of the standard rate mileage allowance;  

c) attract payment of public transport rate of motor mileage allowance (but see also paragraph 3.3); 

d) are made using official pool vehicles;  

e) are made using short term hire cars. 


3.3 The following journeys must not be included in the estimate for official mileage: 

a) city to city journeys that can reasonably be undertaken by public transport (eg. Bootle/London, Bootle/Aberdeen) 

b) home to office journeys; 

c) journeys which attract payment of Excess Daily Fares under Chapter F of the HSE expenses code[1]; 

d) journeys home at weekends during periods of detached duty;  

e) all journeys undertaken as a result of an officer's first appointment or permanent transfer (eg. to take up duty, search mileage, home visits, superintend removals, etc). 

Note: Although journeys (c), (d) and (e) cannot be taken into account for assessing official mileage, such journeys can be claimed at the PUS fuel rate, and do not count as private mileage. 

Official mileage arrangements 

3.4 Staff who join the scheme will be allocated to an official mileage group depending on their projected and historical (where applicable) annual official mileage as follows: 

	Official Mileage Group 
	Official Mileage Per Annum 

	Group 1 
	5,000 to 7,499 

	Group 2 
	7,500 to 9,999 

	Group 3 
	10,000 to 12,499 

	Group 4 
	12,500 to 14,999 

	Group 5 
	15,000 plus 


3.5 It is not possible to provide specific details about what effect the official mileage group a participant is placed in will have on their monthly contribution. However, as a general rule of thumb the higher the official mileage group the lower the monthly contribution. 

3.6 In instances where a member of staff applies to join the scheme in a particular official mileage group but their historic mileage pattern does not indicate that they have travelled that level of official mileage previously PFPD will initially calculate their monthly contribution based on the official mileage group their previous official mileage pattern supports. At that point a review date will be agreed (maximum period 12 months after delivery of the vehicle) when PFPD will check what actual official mileage has been travelled in the vehicle. If the check indicates that the official mileage is indeed in the higher official mileage group, a recalculation of contributions will be undertaken. Any reduction in contributions will be applied back to the beginning of the contract period. 

3.7 In instances where a member of staff changes jobs during the course of the contract period which results in them travelling more official miles then a recalculation of contributions may be undertaken if the increased official mileage equates to a higher official mileage group. The recalculation process will be the same as detailed in paragraph 3.6. Any subsequent reduction in contributions will be applied back to the date when the change of post is effective. To be eligible for a contributions recalculation PFPD must be notified in writing at the time the change of post is effective and agree to the review of official mileage. 

3.8 In instances when a member of staff applies to join the scheme in a particular mileage group and by virtue of the fact they travel more official mileage than anticipated (within the same post) and this increased official mileage group no recalculation of contributions will be undertaken. Recalculations of contributions in relation to official mileage will only be undertaken if the circumstances detailed in para 3.6 and 3.7 apply. 

Reimbursement of PUS fuel rate for official mileage 

3.9 A separate PUS fuel rate for petrol and diesel engines will be payable to PUS participants for official mileage. Details of the current rates can be found on the HSE Intranet expenses code mileage allowances[2]. These rates are calculated each year by Personnel using the average fuel prices (unleaded and diesel) published by the AA. 

3.10 Not all vehicles available on the scheme will achieve the fuel consumption required to cover all official mileage fuel costs. It is for participants to establish the fuel consumption of their preferred PUS vehicle and decide whether to seek an alternative make/model. PFPD can provide indicative fuel consumption information (extracted from the Vehicle Certification Agency booklet 'New car fuel consumption and emission figures') if specifically requested to do so. This booklet is updated biannually and is also available on the internet at the following address: www.vca.gov.uk/fcb.htm [3
Payment of insurance supplement 

3.11 Following approved dispensation from the Inland Revenue (IR) with effect from 1 November 2001 HSE will reintroduce insurance supplement payments. The rate of the supplement and how it will be paid will differ depending on whether your vehicle is insured through HSE's fleet insurance policy or privately. Details of both methods are detailed below. 

Vehicles insured through HSE's fleet insurance policy 

A supplement will be paid at the rate of 1.8 pence per mile (ppm) for a maximum of 10,000 business miles per contract year. This equates to £180 per year. However, because contract years run independently of financial years the number of business miles to be claimed each financial year will vary from individual to individual. The figures will be calculated by PFPD and input to the TAS system accordingly. An example of the mileage supplements payable each financial year for a contract which started on 01/11/2001 is illustrated below:01/11/01 - 31/03/02 = 4,167 business miles01/04/02 - 31/03/03 = 10,000 business miles01/04/03 - 31/03/04 = 10,000 business miles01/04/04 - 31/10/04 = 5,833 business miles. The supplement should be claimed on your A/c's 34 along with your normal mileage and other travel and subsistence expenditure. The system will automatically stop paying the 1.8ppm when the appropriate allowance for that financial year has been reached. The allowance will then be reset to the appropriate figure at the beginning of the following financial year. 

Vehicles insured privately 

The HMRC have agreed a dispensation of up to 180 per year for vehicles insured privately and payment will be made on an actual basis. To claim the supplement you need to prove the additional cost. To do this you will need to provide written evidence on letterhead paper from your insurance company of how much the vehicle costs to insure on the basis it is owned by HSE and is used to undertake social, domestic and pleasure use and also official business use. You must then provide further written evidence of how much it would cost to insure the vehicle on the following basis i.e. It is owned privately and is only used for social, domestic and pleasure use. 

You should submit a completed A/c's 34 claiming the additional costs to Ann-Marie Bilsborough, PFPD, Redgrave Court, Building 6.4, Bootle. The written evidence from your insurance company should be attached. This additional cost can be claimed each time you renew your insurance. If you do not provide the necessary proof no payment will be made. 

Private mileage arrangements[4] 
Private Mileage Bands 

3.12 The revised scheme allows participants a choice of private mileage bands as follows: 

	Mileage  
	Mileage Bands 

	Up to 4000 
	Band 1 

	4,001 - 5,000 
	Band 2 

	5,001 - 6,000 
	Band 3 

	6,001 - 7,000 
	Band 4 

	7,001 - 8,000 
	Band 5 

	8,001 - 9,000 
	Band 6 

	9,001 - 10,000 
	Band 7 

	10,001 + 
	Band 8 


3.13 It is not possible to provide specific details about what effect the private mileage band a participant selects will have on their monthly contribution. However, as a general rule of thumb the higher the private mileage band the higher the monthly contribution. 

3.14 Participants can apply to alter their private mileage band during the period of the contract and their monthly contribution will be calculated to reflect the change. The reassessment will be based on the total private mileage taken out over the period of the contract. 

Action where private mileage allowance is exceeded 

Private mileage at 10,000 miles or less 

3.15 Participants who opt for an annual private mileage band of 10,000 miles or less and exceed their allowance will be charged the full costs of the appropriate private mileage band for the entire contract period. 

Note: Participants will be advised of the cost differential between private mileage bands when their monthly contribution is calculated at the application stage. 

Example: Participant who opts for 6,001-7,000 private miles per year (up to 21,000 miles over the contract period) but actually drives 21,703 private miles. An excess private mileage charge will be calculated based on the amount that would have been paid for 7,001-8,000 private miles per year (up to 24,000 miles over the contract period) less what was actually paid based on 7,000 private miles per year. Any additional excess private mileage travelled over and above 10,000 private miles per year (30,000 private miles over the contract period) will be charged at the appropriate mileage rate for the vehicle (see Excess private mileage table - paragraph 3.17). 

3.16 Participants who opt for an annual private mileage band of 10,000 miles (or less) and do not use their full allowance will receive a refund in relation to the unused private mileage provided that the actual private mileage achieved falls into a private mileage band below the one they opted for. The refund will be made on the basis of the cost differential between the two private mileage bands not the actual amount of private miles that remains unused. 

Example: Participant who opts for 6,001-7,000 private miles per year (up to 21,000 miles over the contract period) but actually drives 15,345 private miles will be refunded the cost of 1,000 private miles per year (3,000 miles over the contract period) as the private mileage actually driven is in the 5,001-6,000 private miles per year band (up to 18,000 private miles over the contract period). 

Private mileage of 10,001 or more 

3.17 Participants who opt for an annual private mileage of 10,001 miles (or greater) and exceed their allowance will be charged for the actual mileage that they exceeded their allowance by at the appropriate mileage rate for the vehicle (see Excess private mileage table - paragraph 3.17). 

3.18 Participants who opt for an annual private mileage of 10,001 miles or more and do not use their full allowance, will be refunded at the appropriate mileage rate for the vehicle (see Excess private mileage table - paragraph 3.17 for any unused private mileage over and above 10,001 private miles and on the basis of the cost differential between two private mileage bands for any unused private mileage up to and including 10,000 private miles. 

Example: Participant who opts for 15,000 private miles per year (45,000 private miles over the period of the contract) and actually drives 37,000 private miles. A refund will be made for 8,000 miles at the appropriate mileage rate (see Excess private mileage table -paragraph 3.17). 

Example: Participant who opts for 15,000 private miles per year (45,000 private miles over the period of the contract) and actually drives 26,000 private miles will be refunded both 15,000 miles at the appropriate mileage rate (see Excess private mileage table -paragraph 3.17) and the cost of 1,000 private miles per year (3,000 miles over the contract period) as the private mileage actually driven is in the 8,001​9,000 private miles per year band (up to 27,000 private miles over the contract period). 

Excess private mileage charges 

3.19 The following table details the charges that will be levied for excess private mileage if the private mileage exceeds 10,000 miles per year (30,000 private miles over the period of the contract). If additional private mileage in excess of 10,000 miles per year is purchased during the contract and remains unused it is also the rate at which the unused private mileage will be reimbursed to participants (see also paragraph 3.16): 

	Petrol Engines 
	
	Diesel Engines 

	App Engine Size 
	Charge/ Reimbursement rate 
	Engine Size 
	
	Charge/ Reimbursement rate 

	up to 1400cc 
	5.0 ppm 
	up to 1500cc 
	
	4.5 ppm 

	1401​2000cc 
	6.5 ppm 
	1501​2100cc 
	
	6.7 ppm 


Mileage records 

3.20 Participants are not required to provide details of their official/private mileage on an annual basis. However they may wish to use the anniversaries of the delivery date of their vehicle to undertake a comparison of actual private mileage travelled against what was originally forecast. Doing so may provide an early indication of whether a significant amount of excess mileage has been travelled. PFPD can amend monthly contributions at any time, if requested, to take into account any excess private mileage travelled, thus reducing the likelihood of incurring high excess private mileage charges at the end of the contract. 

Submission of completed Accounts 34 forms 

3.21 Participants are required to submit all completed A/cs 34 claim forms directly to PFPD, Redgrave Court, Building 6.4, Bootle marked for the attention of  

Information used to analyse the cost effectiveness of the scheme will be extracted from the A/cs 34s. Claim forms will be hand delivered to FINU3 for processing on the same day they are received by PFPD. 

3.22 Participants must make their vehicle available for the PUS manager or their representative to read the odometer at any reasonable time.

GENERAL TERMS AND CONDITIONS OF THE SCHEME 

This section outlines the general terms and conditions of the scheme including vehicle availability, optional extras, option to purchase at the end of contract and change in circumstances including early termination of PUS2000 contract. 

PUS2000 agreement 

4.1 Participants will be required to sign a legally binding Agreement (see Section 10[1]) to the terms and conditions under which vehicles are leased to HSE staff and managed on behalf of HSE by the PUS manager (see Section 1 paragraph 1.3). 

Vehicles available 

4.2 The choice of vehicles available through the scheme will be restricted to vehicles which: 

a) are purchased through the centrally negotiated Motor Vehicle Purchase Framework Agreement (as at September 2008 these are Audi, BMW, Citroen, Fiat, Ford, Honda, Landrover, Nissan, Peugeot, Renault, Seat, Skoda, Toyota, Vauxhall, Volkswagen and Volvo);  

b) have a maximum “on the road” cost of £16,000 for participants travelling up to and including 9,999 official miles per annum or £18,000 for participants travelling 10,000 (or more) official miles per annum. Because the “on the road” cost” is affected by discounts available to HSE, the “on the road cost” is usually significantly lower than the list price. This price ceiling is revised annually on 1 April in line with Manufacturers price changes. To assist participants, Annex 10[2] provides details of the current maximum list prices of various makes/models of vehicle which can be purchased within the set “on the road” costs; 

c) have an engine size no greater than 2000cc (petrol cars) or 2200cc (diesel cars); 

d) have a minimum fuel consumption of 30.9 miles per gallon (9.2 ltrs/100km); and 

e) have maximum CO2 emissions of 145 g/km. Note: “On the road” cost is the cost of the vehicle taking into account delivery charges, discounts received and VAT 

4.3 Applications for vehicles which do not meet the above criteria will be considered by the PUS manager on an individual business case basis. Applicants must be able to demonstrate that the required vehicle is a cost effective option and that an exceptional operational need for such a vehicle exists. It should be noted that having taken all issues into account, the PUS manager's decision is final. 

Access to safety ratings 

4.4 Staff are reminded that safety is an important consideration when choosing a vehicle, EuroNCAP[3] provides detailed safety information for a wide range of new vehicles. If the vehicle you are interested in is not listed on the website you should visit the manufacturers website or contact them direct. 

Private number plates 

4.5 Private or cherished number plates are not permitted on HSE lease vehicles.  The practice of allowing them was withdrawn in March 2002 following difficulties encountered with HSE's accounting system and our fleet management company's database. 

Optional extras 

4.6 Participants may have optional extras fitted to the vehicle, prior to delivery or at any subsequent time, provided the requirements of Section 10 (the PUS Agreement) paragraphs 10.21 to 10.24 have been met. All work to fit optional extras must be undertaken by a franchised dealership. If at any time the optional extras are removed, any damage to the vehicle must be made good and the cost of doing so must be met by the participant. 

Option to purchase 

4.7 Participants may purchase their PUS vehicle at any time during the course of the contract (but see paragraphs 4.9 and 4.10 for additional early termination charges) or at the end of contract. The purchase price quoted, which is fixed and non​negotiable and which will reflect market forces at the time, will be determined using the ‘CAP Black Book’ ,a motor trade guide publication, taking account of the age’ condition and mileage of the vehicle. Termination costs (where applicable) and the cost of any remaining vehicle excise duty will be calculated separately and included as separate items to the purchase price. 

4.8 In the event of a participant's death, the right to purchase the vehicle transfers to their spouse or partner. 

4.9 In instances where the option to purchase the vehicle is not taken up, HSE reserves the right to charge participants for any work required to rectify damage which, in the opinion of the PUS manager (or nominated representative), will adversely affect the resale value of the vehicle. Fair wear and tear will not be charged (for definitions, see Annex 6). 

Change in circumstances 

4.10 Participants must inform the PUS manager of the following: 

a) Change of job content in current post: where actual official mileage will fall below 5,000 miles per annum and/or the number of days the vehicle will be used on official business will fall below 30. In such cases participants will normally be allowed to retain the vehicle until the end of the contract period. 

b) Maternity leave where a member of staff is going on to maternity leave to include ordinary and additional maternity leave.  

c) Other circumstances: 

Early termination of contract - termination charges 

4.11 Participants who resign from HSE or decide to return the PUS vehicle before the end of the contract period will be liable to pay early termination charges. This charge will be equal to:

a) 6 times the monthly contribution for Agreements terminated within the first 2 years of the contract period; or  

b) 3 times the monthly contribution for Agreements terminated in the final year of the contract period. 

and will be in addition to the monthly contributions due before any notice of termination takes effect. 

Foreign travel 

4.12 Official and private foreign travel is permitted in a PUS vehicle. Participants wishing to take their vehicle abroad should ensure they obtain the following items: 

a) VE103a certificate - This is valid for 12 months from the date of issue and covers multiple trips. The certificate is available from Inchcape Fleet Solutions (IFS). Call 0870 191 4404. There is a charge of £10.00 plus VAT for the certificate. If the trip is for official business the fee will be charged to HSE. If the trip is for private purposes the fee can be paid by debit/credit card.  

b) A "green card" for insurance purposes. HSE's fleet policy includes "green card" cover. Details are printed on the reverse of the insurance certificate.  If you are privately insured you should check with your insurer whether your policy includes "green card" cover. 

c) AA 5 start travel insurance (or equivalent cover).  Some "green card" policies include AA 5 star cover.  Check with your insurer.  HSE's FLEET POLICY DOES NOT INCLUDE AA 5 star travel insurance.  

Accident/Windscreen damage whilst abroad 

Procedure to Follow 

If you are privately insured follow the instructions issued by your insurer. 

If you are insured through HSE's fleet policy contact the Europ Assistance 24-hour motor emergency helpline by first dialling the appropriate international code to the UK then +1444 442900, a fax number is also available by dialling the appropriate international code to the UK then +1444 410164. 

If your windscreen, side glass or rear window require replacement Autoglass are available in a number of European countries, please call one of the numbers listed below:

	BELGIUM 
	0800 13636 

	FRANCE 
	0800 365 800 

	GERMANY 
	0800 0842 842 

	HOLLAND 
	0800 0406 

	IRELAND 
	1850 363636 

	ITALY 
	0800 360036 

	LUXEMBOURG  
	0800 3636 

	PORTUGAL 
	0800 235353 

	SPAIN 
	900 701010 


Give the operator your details and ask them to contact their Central Control. The repair or replacement will be arranged and all you will have to pay is your normal policy excess. 

FINANCIAL ARRANGEMENTS 

Employer costs - Capital Expenditure and Running Costs 

6.1 Vehicles are purchased from a central capital budget administered by PFPD. Running costs once a vehicle has been delivered are charged to D/Ds’ travel and subsistence (T&S) budgets. Finance Managers will be provided with details of expected running costs shortly after delivery of a vehicle (see Annex 5[1]). 

Replacement Hire Cars 

6.2 The cost of replacement hire vehicles when a PUS vehicle is off the road is charged to D/Ds’ T&S budgets. 

Employee costs - Monthly Contributions

6.3 Contributions made by participants for the private use of the vehicle are deducted monthly direct from their salary. 

6.4 Subject to a minimum charge (see paragraph 6.7), the monthly contribution will be calculated taking into account the following expenditure throughout the period of the contract: 

a) the capital cost of purchasing the vehicle; 

b) the projected whole life cost of running, maintaining and servicing (excluding wheel trims and replacement aerials);  

c) vehicle excise duty;  

d) provision of a recovery service (e.g. AA, RAC, Green Flag, etc) and replacement car hire; 

e) the amount of private mileage required by the participant;  

f) a proportion (currently 50%) of the administration costs of providing the service (PFPD staffing costs, calculated using the salary cost ready reckoner and Fleet Management costs);  

g) the official mileage travelled by the participant. HSE contributes an amount based on the level of savings for HSE resulting from reimbursing participants in respect of their official mileage at the PUS Fuel Rate as opposed to reimbursing them at Standard Rate Mileage Allowance; and  

h) the projected resale value of the vehicle at the end of the contract.  

Note: The costs detailed above are fed into a Discounted Cash Flow (DCF) calculation in order to determine the participant’s monthly contribution. The DCF assesses the whole life costs of running a PUS vehicle against the savings achieved as a result of paying a reduced amount in respect of official mileage. The DCF has been verified by HSE's accountants in PFPD. 

Note: As a guide, the lower the 'on the road price' and 'servicing costs' and the higher the projected 'residual value' at the end of contract, the lower the monthly employee contribution. 

6.5 In the event that applicants declare a higher official mileage than previous years' mileage records support, PFPD will calculate the monthly contribution using an official mileage figure that can be verified on HSE's Accounting System. On the first anniversary of the contract start date the official mileage travelled during the year will be reviewed and the monthly contribution will be recalculated if the actual official mileage travelled during the year falls into a higher official mileage group. Any reduction in the monthly contribution will be backdated to the beginning of the contract period. 

6.6 The contribution is fixed for the duration of the contract period except to take account of changes in the:

a) rate of VAT;  

b) cost of vehicle excise duty;  

c) participant’s estimated private mileage; 

d) cost of insurance (fleet insurance only) 

e) participant’s official mileage band (see paragraphs 6.5 and 6.8). 
6.7 The minimum monthly contribution participants will be charged is £20.00 (excluding insurance and tax liability). 

6.8 In circumstances where participant's official mileage fails to achieve the minimum qualifying mileage of the group in which they join the scheme, HSE reserves the right, exceptionally, to reassess their monthly contributions. Any increase in the monthly contribution will be applied from the time that the contribution is reassessed. It will not be applied retrospectively to the beginning of the lease period. 

6.9 Participants will have the choice of either paying the increased charges or terminating their PUS contract. If the officer decides to terminate their contract , termination charges will be levied if the officer has voluntarily moved to a post involving substantially less travel.  

Note: A move will not be considered voluntary if the participant is promoted, or transferred at public expense. 

Price Guides 

6.10 Updated price guides detailing the monthly contribution for a limited selection of vehicles are produced by PFPD every 3 months. The monthly contributions quoted are based on participants travelling 5,000 official miles and 10,000 private miles per annum. The price guides are intended to help prospective participants to identify the comparative costs of particular makes and models of vehicles and assist them in narrowing down their choice of vehicle before approaching PFPD for specific quotes (see paragraph 6.11). 

Price guides are available on request either electronically[2] or in hard copy from PFPD, Motor Transport Section, Redgrave Court, Building 6.4, telephone number: 0151 951 (VPN 523) 4309 or by e:mail to Ann-Marie Bilsborough. 

Requests for Quotations 

6.11 Staff requiring a quotation for the monthly contribution payable for a particular make and model of vehicle should complete form Annex 1 [36KB] and send this to PFPD, Motor Transport Section, Redgrave Court, Building 6.4, or telephone 0151 951 (VPN 523) 4309 or cc:mail Ann-Marie Bilsborough.  Due to the amount of time it takes to process quotation requests, staff should seek quotations for a maximum of three vehicles. A quotation will be guaranteed for a maximum of 15 working days from the date it was assessed by PFPD provided that the manufacturer does not increase the list price of the vehicle during that period.  

6.12 PFPD will allow staff located at, or visiting, the Bootle Headquarters site access to the software to calculate the monthly contribution payable themselves. Appointments are necessary and staff wishing to utilise this facility must telephone Ann-Marie Bilsborough on 0151 951 (VPN 523) 4309 in advance to book a mutually convenient time. Monthly contributions calculated by staff are subject to confirmation (and reassessment where appropriate) by PFPD when an application form is submitted. This facility is only available to staff at the Bootle Headquarters site because of the complexity of explaining how to use the software. 

Taxable Benefits 

6.13 Individuals who privately use vehicles provided by their employers are deemed to be in receipt of a 'benefit in kind' and, as such, are liable to have the benefit assessed for income tax. The Government have recently announced details of a new system effective from 6 April 2002 for assessing how much tax liability PUS cars attract. Details of both the current method and the new method of assessment are provided in Annex 7[4]. Participants are strongly advised to ensure they read and understand both so that they can make an informed choice about the type of vehicle they select. 

6.14 Most participants are likely to have some tax liability. Participants are responsible for notifying the HMRC of any change in circumstances, ie. the use or return of a PUS vehicle. HSE has a statutory obligation to make an initial return within 3 months of the PUS car being delivered and annual returns to the HMRC. 

6.15 HSE cannot give advice on personal taxation matters. 

SERVICING ARRANGEMENTS 

HSE's Fleet Management Company 

7.1 HSE uses a Fleet Management Company, currently Inchcape Fleet Solutions (IFS), to administer all aspects of servicing, repairing and licensing vehicles throughout the contract period. 

7.2 Shortly after a vehicle is delivered, participants will receive an IFS Driver Card (see Annex 9[1]) . With the exception of work detailed in paragraphs 7.3 and 9.5[2], the IFS Drivercard must be produced whenever any work is undertaken on a vehicle. Failure to do so may result in participants being required to settle the repair bill. 

Exclusions 

7.3 Under the terms of PUS2000 responsibility for paying for replacement wheel trims and aerials rests with participants and, in the case of replacement windscreens, with the appropriate insurer (paragraph 9.5 refers[3]). Under no circumstances should the IFS Driver Card be used to pay for this type of expenditure. Should the IFS Driver Card be used for such expenditure and, if it is, HSE reserves the right to seek full reimbursement from the participant. 

Replacement Vehicles 

7.4 When a PUS vehicle is off road participants should, wherever possible, arrange for the supply of a courtesy car for the period that the vehicle is unavailable. 

7.5 When a PUS vehicle is off the road for more than one day and a courtesy car cannot be supplied HSE will allow for a replacement vehicle to be obtained for both official and private use. A replacement vehicle may only be obtained with the prior permission of the PUS Manager and should be booked through HSE's current PFPD short term hire car suppliers whenever possible (see paragraph 7.6); details are available on HSE's Intranet under Administration, PFPD Travel Site. 

7.6 In the event that a replacement vehicle is required outside of normal office hours participants should contact Arval PHH Vehicle Management Services to arrange for the provision of a vehicle. Participants should advise the PUS Manager on the first working day following that a replacement vehicle has been obtained. 

7.7 In arranging a replacement vehicle, participants will be restricted to requesting a vehicle of an equivalent size to their PUS vehicle. However, HSE cannot guarantee that the same make/model or specification of vehicle will be made available. 

7.8 Costs associated with the provision of a replacement hire car will be charged to D/Ds’ T&S budgets. Consequently participants should try to minimise the period of time their vehicles are unavailable. 

7.9 Facility of a replacement hire vehicle when your PUS vehicle is unavailable will not incur any additional tax liability to PUS participants.  The monthly contributions includes an element to cover the use of a hire vehicle including private use. 

INSURANCE 

8.1 All PUS vehicles must be insured fully comprehensively including any excess required. Cover must include both official business and social, domestic and pleasure. However, non HSE staff cannot use the vehicle in connection with their own employment. The vehicle should not be used by anybody to undertake voluntary work which attracts a payment in respect of mileage travelled or travelling expenses. 

8.2 Full details of insurance requirements can be found in the section on specification for insurance[1] and cover can be provided in one of 2 ways:

a) the vehicle may be insured through the HSE PUS Fleet Insurance Policy. Royal Sun Alliance, policy number RSAP0423970200; or  

b) the vehicle may be insured privately by participants.  
8.3 Details of HSE's Fleet Insurance including premium can be obtained from PFPD, Motor Transport Section, Redgrave Court, Building 6.4, Bootle or Telephone: 0151 951 4309 (VPN: 523 4309) or cc:mail Ann-Marie Bilsborough. 

8.4 Participants taking private insurance cover must forward a copy of their insurance policy and renewal certificate on renewal of the policy to the PUS Manager. 

8.5 Participants wishing to insure privately should note that whilst some insurance companies will not provide insurance cover for PUS vehicles, because they are owned by HSE rather than the participant, there are a considerable number who will. Participants are advised to check with their preferred insurer as early as possible. In case of difficulty a list of insurance companies that are Members of the Motor Conference (November 1998) is provided in Annex 7 of the Expenses Code[2]. A majority of these companies will provide insurance cover for PUS vehicles 

8.6 Participants wishing to insure their PUS vehicle privately should note that the registered owner of the vehicle will be Health and Safety Executive (or Health and Safety Laboratory - HSL staff). The registered keeper of the vehicle will show the PUS drivers name c/o 025719, Inchcape Fleet Solutions, Haven House, Compass Road, Portsmouth, PO6 4RP. 

ACCIDENTS IN PUS CARS 

Reporting arrangements - Fleet and privately insured PUS2000 cars

9.1 When a PUS vehicle is involved in an accident, the details must be reported to Inchcape Fleet Solutions (IFS) if the participant is insured through HSE's Fleet Insurance policy. IFS will maintain full and accurate statistics regarding accidents which will allow PFPD to fulfil its reporting requirements to Personnel (Operations C). 

Privately insured vehicles 

9.2 Participants should report the details of the accident to their own insurance company to arrange for the vehicle to be repaired and deal with any resulting claims. 

Fleet insured vehicles 

9.3 IFS will arrange for the vehicle to be repaired and deal with any resulting claims. 

Short term replacement vehicles 

9.4 Details about obtaining a replacement vehicle while the PUS vehicle is being repaired are given in Section 7 paragraphs 7.4 to 7.9[1]. Whenever possible, details of the cost of obtaining a replacement vehicle should be obtained from PFPD, Travel Management Section (VPN 523) x4909 and reclaimed through either the participant's insurer (for those privately insured) or the Fleet Management Company (for those Fleet insured) as an uninsured loss and reimbursed to HSE. 

Replacement windscreens 

9.5 Arrangements for damaged windscreens to be repaired or replaced must be made and paid for in accordance with the terms and conditions of the individual participant's insurance policy. Participants must not use the IFS Driver Card to pay for replacement/repairs to windscreens and HSE reserves the right to seek full recovery of the costs incurred if the IFS Driver Card is used.  

Contact arrangements Fleet Insured 

HSE's Insurers The Royal Sun Alliance will arrange a replacement through Autoglass, their contact number is 0800 783 4695, you must quote HSE's policy number RSAP0423970200. 

Alternatively you can contact Autoglass direct on 0800 731 3172. You may be required to show a copy of the insurance certificate when going direct to Autoglass, if you don't have the certificate, Autoglass can contact the insurer direct quoting the policy number. 

Contact arrangements Private Insured 

Arrangements for damaged windscreens to be repaired or replaced must be made and paid for in accordance with the terms and conditions of the individuals own insurance policy. 

9.6 If an accident occurs on official business, HSE will pay the insurance policy excess (up to the level of excess that applies to HSE's fleet insurance policy, any policy excess due over and above this amount must be borne by the driver). If an accident occurs during private use, the responsibility for paying the insurance policy excess rests with the driver. 

PRIVATE USER SCHEME (PUS) AGREEMENT 

Terms and conditions of PUS2000 

10.1 This Agreement sets out the terms and conditions under which vehicles are leased to HSE staff. HSE will arrange to supply the vehicle to the Officer and hereby authorises the Officer, subject to the terms and conditions set out herein, to use the vehicle for official business and private use. 

10.2 This Agreement is also subject to the provisions of the Guidance Note Private Use of Official Vehicles HSE Private User Scheme (PUS) PUS 2000 (December 2000 - Edition 1). In relation to any conflict between this Agreement and the Guidance Note, this Agreement shall prevail. 

Definitions 

10.3 In this agreement: 

'HSE' means The Health and Safety Executive, Redgrave Court, Building 6.4, Bootle, Merseyside L20 7HS; 

'Private User Scheme Manager' herein to be known as the PUS Manager, means Band 4, Planning, Finance and Procurement Division (PFPD), Redgrave Court, Building 6.4, Merton Road, Bootle, Merseyside, L20 7HS; 

‘Officer’ means 

Name: ............................................................................ Directorate/Division/Branch/Office: .................................... 
Location: ........................................................................ 
Cost Centre: ................................................................... 
Pay Reference Number: ................................................... 

Private Address: .............................................................. ....................................................................................... ....................................................................................... ....................................................................................... ....................................................................................... 

'Authorised Drivers' (additional to the Officer) means: 
............................................... ............................................... ............................................... ............................................... 

'Fleet Management Company' means Inchcape Fleet Solutions (IFS), Haven House, Compass Road, Portsmouth, Hampshire, PO6 4RP; 

'Service Contractor' means garage/franchise dealership nominated by the Officer and approved by the Fleet Management Company on behalf of the PUS Manager: 

'Vehicle' means the motor vehicle supplied to the Officer pursuant to their completed 

Business Case Application to join the PUS2000 scheme and ccMail message dated............................ 

Make / Model / cc: ..................   ......................................................................................................... 

Colour: ..................................... 


Factory fitted extras: ....................... 


Dealer fitted extras: ........................ 


'Period of Lease' means 3 years from the date of delivery (subject to the provisions for earlier termination set out in paragraph 10.30(a) to 10.30(j) and paragraph 10.34 of this Agreement) or the extension of the lease period. 

Official and private mileage for period of lease 

10.4 The estimated annual mileage for the period of lease is: 

	Official mileage: …………………………
	)
	

	to be undertaken in PUS vehicle 
	)
	(as specified on application form)

	Private mileage: ....................................  

	) 
	


Lease payments 

10.5 Payments at the date of this Agreement shall be: 

·  Thirty-five payments of £....................; and  

· One final payment of £.................... .  

10.6 Payments shall commence at the earliest opportunity following delivery of the vehicle. 

10.7 HSE may increase or decrease the monthly payments by giving the Officer 28 days written notice at any time, to take account of fluctuations in any of the following:

· cost of Vehicle Excise Duty; or  

· rate of VAT; or  

· Officer’s annual official mileage fails to achieve the minimum qualifying mileage of the group in which they join the scheme (exceptional circumstances only); or  

· Officer's annual private mileage, where forecast, is amended by Officer; or 

· cost of insurance (Officer's insuring with HSE Fleet Insurance Policy only). 

Employee costs - Monthly Contributions Guidance 

10.8 The Officer authorises HSE to deduct from salary on a monthly basis or from any monies due to the Officer from HSE, the lease payments and any other payments (eg excess private mileage, damage to vehicle on return, insurance excesses) which may be due or become due under any part of this Agreement.  Where a member of staff is on Additional Maternity Leave (AML) (normally unpaid) they should make a payment arrangement with motor transport section before any maternity leave commences. 

Officer's responsibilities 

Vehicle Use 

10.9 The Officer must not sell, assign, rehire, re-lease or change the vehicle and must not part with possession of the vehicle except as authorised under the following terms and conditions. 

10.10 The act or omission of any person authorised by the Officer to use the vehicle, with the prior agreement of the PUS Manager, shall for the purposes of this Agreement be deemed to be the act or omission of the Officer. 

10.11 The vehicle may be used only by the Officer and his/her authorised drivers. 

10.12 Any person using the vehicle must hold a current driving licence. In the event of the Officer or any authorised driver ceasing to hold a current driving licence, the Officer must immediately notify the PUS Manager of this fact in writing and must not permit that person to drive the vehicle. In the event of the Officer or any authorised driver being convicted of a traffic offence that does not result in them being disqualified from driving, the Officer must immediately notify the PUS Manager of this fact in writing. In such circumstances the Officer or authorised driver may continue to drive the vehicle until the PUS Manager, following consultation with the HSE Solicitor’s Office, makes a decision regarding their continued suitability to drive the vehicle. 

10.13 The vehicle may be used only by the Officer in the course of his/her employment with HSE, or by the Officer or any authorised driver for social domestic, and pleasure purposes only and for no other purposes unless agreed in writing by the PUS Manager. The vehicle should not be used to undertake voluntary work which attracts a payment in respect of mileage travelled or travelling expenses. 

10.14 The Officer must not use, or permit to be used, the vehicle for hire, reward, competition, trials or pacemaking. 

10.15 The vehicle must not be used for driving tuition without the prior written approval of the PUS Manager. 

10.16 The Officer must ensure that any caravan, boat or trailer is towed only in accordance with all legal requirements relating hereto and to the PUS vehicle Manufacturer's specification/recommendations. 

10.17 The Officer must observe in relation to the vehicle the standard of care of a careful owner, and in particular must: 

Vehicle Maintenance

· Notify the PUS Manager of any obvious faults upon delivery, and report in writing any serious faults which appear during the period covered by the Manufacturer's warranty which have not been satisfactorily dealt with by the service contractor. 

· Ensure that routine servicing and maintenance are carried out in accordance with the time and/or mileage intervals recommended by the Manufacturer. Servicing/maintenance is to be carried out by the service contractor. The Officer should report promptly to the PUS Manager in writing any defects or symptoms of defects which are not rectified in the course of routine servicing.  

· Permit persons authorised by the PUS Manager to inspect the vehicle upon being given reasonable notice of their intention to do so.  

· Cooperate with the Fleet Management Company in obtaining the benefits of any warranty or guarantee given to HSE upon supply of the vehicle. Except in cases of emergency the Officer must not incur expenditure which would otherwise have been recoverable under warranty or guarantee. 

· Keep the vehicle clean and at regular intervals check and maintain all oil and other fluid levels and tyre pressures according to the Manufacturers specification. Undue wearing of or damage to tyres must be reported to the Fleet Management Company immediately, and the vehicle must not be used unless the tyres conform to all relevant legal requirements. Except in emergencies the Officer will not change the vehicle's tyres or battery without the consent of the Fleet Management Company. 

· Take all reasonable precautions against frost damage. 

· At all times park the vehicle in such a place, and take all reasonable steps to minimise the risk of damage or theft and endeavour to keep the vehicle secured. The Officer must inform the PUS Manager of any permanent change of address at which the vehicle may be garaged or kept. 

· Bear the cost of cleaning. 

· Not alter, modify or remove any parts from the vehicle, nor change any of the identification marks or numbers, without the prior written consent of the PUS Manager. 

· Conform to the recommendations and instructions contained in the Manufacturer's Handbook as to the correct procedure for running-in the vehicle and its subsequent use. 

· Not overload, overwork or otherwise subject the vehicle to stresses for which it is not designed, nor use the same to carry goods for which it is not suited. 

· Observe all legal requirements regarding the use and possession of the vehicle, and exercise all reasonable care in keeping the vehicle in good condition both mechanically and otherwise.  

· Not allow the vehicle to continue in use when unroadworthy or defective or whilst failing to comply with any legal requirement. 

· Familiarise him/herself with Section 7,9 and 11 of the HSE Private User Scheme (PUS) PUS 2000 Guidance note available on the HSE Intranet Travel Site. Sections 7 and 9 relate to repairs to the vehicle whether arising by virtue of an accident or otherwise and comply with the same 

· (except in instances where the repair/replacement of windscreens is required); the procedure to be followed in such instances is detailed in Section 11. 

· Except in an emergency the Officer should use the IFS Driver Card to pay for all expenditure relating to repairs (excepting windscreen replacement) unless he/she has the express consent of the PUS Manager to do so. 

· Provide details of any accident or damage to the vehicle whether or not the vehicle is insured privately or through HSE's Fleet insurance. These must be communicated immediately to the Fleet Management Company who will arrange for completion of an accident claim form. 

Payment of Fines 

• Pay any fines for all road traffic offences during the period of lease or indemnify all other bodies or persons who may be obliged to meet such fines, together with any administration charges levied. 

Fuel

• Pay for all petrol, diesel, oil, antifreeze and other fluids required to maintain the Manufacturer's recommended levels between the routine servicing and maintenance of the vehicle. 

Reporting Requirements

· Notify the PUS Manager at the end of each contract year of the odometer reading of the vehicle. The Officer must make the vehicle available for the PUS Manager or their representative to read the odometer at any time subject to reasonable notice.  

· Notify the PUS Manager as soon as reasonably practicable of any defect or failure of the vehicle odometer. In such circumstances HSE may in its absolute discretion estimate unrecorded mileage based on the average distance covered during the last complete year before such failure or defect was discovered and use such other relevant information as it chooses to consider. 

· Ensure that the vehicle is available at all times whenever required for the performance of the Officer's official duties, except when undergoing service or repair. 

10.18 The Officer must take all reasonable steps to keep the vehicle free from any distress for rents, tax, executions or other legal process, and if for any reason the same is (whether under legal process or not) seized or taken out of his/her possession or control the Officer must immediately so inform the PUS Manager. The Officer will indemnify the HSE for any loss to it so arising. 

HSE's responsibilties 

10.19 HSE will be responsible for the cost of servicing the vehicle in accordance with the Manufacturer's recommendations, mechanical and electrical repairs, replacement of tyres, batteries, exhaust, clutch and brake linings, pads and facings, except as follows:

· where the need for repair or replacement arises by virtue of any breach of the terms of the Agreement by the Officer (in which case the Officer will be responsible); or 

· where, in the opinion of the PUS Manager, it would not be economic to repair the vehicle. 

10.20 Subject to the payment of employee contributions by the Officer, HSE will: 

· provide Vehicle Excise Duty Licences for the vehicle;  

· provide a national breakdown service for the vehicle;  

· arrange for the supply of a replacement vehicle if the vehicle is not available by reasons of repair/theft; 

· for officers insuring with HSE Fleet Insurance Policy, insure the vehicle for use by the Officer and any authorised drivers in accordance with the terms of the Agreement. 


Optional extras 

10.21 The Officer may request, either at the time when the vehicle is ordered, or at any subsequent time subject to the written approval of the PUS Manager, the addition of any accessories or extras to the standard specification. These will then be added to the vehicle at the Officer's expense by the manufacturer or dealer approved by the HSE. The Officer will not be entitled to remove from the vehicle, either before or after the expiry of the period of lease, any such accessories or extras so fitted save without the written approval of the PUS Manager which shall not be unreasonably withheld. Removal of accessories or extras will require the Officer to meet the cost of doing so and to make good any damage caused. 

10.22 The PUS Manager may request at any time the addition of any accessories or extras to the standard specification. These will be added to the vehicle at the HSE's expense. The Officer will not be entitled to remove from the vehicle either before or after the expiry of the lease, any such accessories or extras so fitted. 

10.23 HSE will meet the full cost of equipment and of modifications to the vehicle's controls where they are necessary to enable the Officer to drive the vehicle if the Officer is disabled. 

10.24 Should any modification be required by law to the vehicle the Officer shall on the direction of the PUS Manager immediately arrange for the same to be carried out and the cost shall be shared between the Officer and the HSE in the proportion by which they respectively contribute to the monies paid under this Agreement. 

Insurance 

10.25 The Officer must comply with all instructions issued to him/her by the HSE regarding insurance cover. 

10.26 The Officer must fully comprehensively insure the PUS car including any excess required. Cover must include both official business and social, domestic and pleasure use for participants and social, domestic and pleasure use for any authorised users of the vehicle. Non HSE staff may not use the vehicle in connection with their own employment. The vehicle should not be used to undertake voluntary work which attracts a payment in respect of mileage travelled or travelling expenses. Cover should be provided in either of two ways: 

Private Insurance

· The Officer must obtain insurance cover that complies with the insurance requirements detailed in Specification for insurance[1] of the PUS 2000 guidance note, observe all the requirements of the Insurers and do nothing which would invalidate such insurance cover; or  

Fleet Insurance 

· The Officer insuring with HSE Fleet Insurance Policy having been supplied with details of the insurance cover relating to the vehicle and its use must observe all the requirements of the Insurers and do nothing which would invalidate such insurance cover.  


Use of PUS Vehicle Outside of United Kingdom 

10.27 The vehicle may not be taken out of the United Kingdom by any person other than the Officer. 

10.28 The Officer must not take the vehicle outside the United Kingdom without the prior approval in writing of the PUS Manager and having obtained all necessary documentation. Staff insuring with the HSE Fleet Insurance Policy must pay in full the cost of extending the comprehensive private insurance cover for the period of absence. 

10.29 The Officer should obtain form VE103a from HSE's Fleet Management Company. The cost associated with the provision of this form will be met by the Officer if the overseas visit is made on private business. 

Termination of PUS2000 agreement 

10.30 If any of the following events occur the HSE will be entitled to terminate the Agreement forthwith by notice in writing to the Officer:

· The vehicle for whatever reason becoming in the opinion of the PUS Manager uneconomic to repair and/or to maintain. 

· The loss whether by theft or otherwise of the vehicle for 3 consecutive months or when the Insurance Company has settled any claim for loss, whichever is the sooner. In such circumstances it should be noted that where a replacement vehicle is supplied and paid for by HSE then the Officer’s monthly contributions will continue at the contracted rate for the PUS vehicle until the Agreement is terminated and will be due before any notice of termination takes effect. 

· The termination of the Officer's contract of service with the HSE whether by virtue of death, dismissal, redundancy, retirement or otherwise. In the case of death and redundancy a period of grace of not more than 3 months will be allowed.  

· The Officer resigns from HSE. In this instance termination charges will apply as follows: 

· 6 times monthly cost applicable at the time of resignation for Agreement terminated within first 2 years; or  

· 3 times monthly cost applicable at the time of resignation cost for Agreement terminated in final year. 

· Prolonged absence of the Officer by reason of long term sick leave, special unpaid leave or otherwise from his/her official duties. A period of grace of not more than 6 months is allowed.  

· The Officer commits any breach of the terms of the agreement, express or implied. 

· Any meeting of the Officer's creditors is called or the Officer commits any act of bankruptcy or any attempt be made to levy distress against the vehicle by reason of the Officer's indebtedness.  

· The Officer becoming disqualified from holding, or for any other reason ceasing to hold, a valid licence entitling him/her to drive a car. 

· Where, through transfer to a new post, the Officer ceases to meet the eligibility requirement of PUS2000, ie. official mileage falls below 5,000 miles / 30 days per annum and there is no expectation by HSE that it will increase. A period of grace of up to 4 months will be allowed.  

· Failure to pay monies due to HSE from the Officer under this Agreement within 7 days of the same becoming due, unless this is due to an error on the part of the HSE's Pay Office.  

· Maternity leave,  staff on Ordinary Maternity Leave (OML) are currently allowed a period of 6 months grace . With effect from 5 October 2008 and in line with Maternity legislation,  if the period of OML is immediately followed by a period of Additional Maternity Leave (AML) (normally unpaid)  a further period of no more than 6 months grace will be allowed. 

10.31 In the event that the Officer wishes to oppose termination, the Officer shall be entitled to apply for renewal of the Agreement which renewal may be granted at the absolute discretion of the HSE only. 

10.32 Upon termination of the lease the Officer must immediately deliver up the vehicle to the HSE in good repair and condition (fair wear and tear only excepted) and free from defects other than those already notified by the Officer to the HSE. 

10.33 The Officer shall pay to the HSE:

· any costs required to put the vehicle in good repair and condition as aforesaid; 

· In default of delivery of the vehicle upon termination, the HSE will be entitled without notice to retake possession of the vehicle and all costs and expenses incidental to the recovery of the vehicle incurred by HSE must be repaid by the Officer. 

10.34 The Officer may withdraw from the Agreement upon giving the HSE up to 3 months notice of termination. In this instance termination charges will apply as follows: 

· 6 times monthly cost applicable at the time of resignation for Agreement terminated within first 2 years; or  

· 3 times monthly cost applicable at the time of resignation for Agreement terminated in final year. 

and will be in addition to the monthly contributions due before the notice of termination takes effect. 

Option to purchase 

10.35 The Officer may purchase their PUS vehicle at any time during the course of the contract or at the end of contract. The purchase price quoted by HSE is fixed and non-negotiable, and is determined by the age and mileage of the vehicle together and will reflect market forces at the time. Early termination charges will apply if the Officer withdraws from the Agreement (see paragraph 10.34) or if HSE terminates the Agreement as a result of the Officer resigning from HSE (see paragraph 10.30 (d)). A premium will be charged in addition to the purchase price if the vehicle is less than three years old (see paragraph 4.11[2] of the terms and conditions). 

10.36 In the event of the Officer's death, the right to purchase the vehicle transfers to their spouse or partner. 

Declaration 

10.37 I have read and understood this Agreement and will abide by the terms and conditions herein. 

SIGNED: .................................................................  
Date: ..................................................... (The Officer) 

NAME: ..................................................................... 
(BLOCK CAPITALS) 


SIGNED: .................................................................  
Band: ..................................................... (On behalf of HSE) PUS Manager 

NAME: .................................................................... 
(BLOCK CAPITALS) 


USING YOUR IFS DRIVER CARD 

11.1 The Health and Safety Executive (HSE) have chosen Inchcape Fleet Solutions (IFS) as Vehicle Management suppliers for the operation of our fleet. You will be provided with an IFS Driver Card and tax disc holder shortly before/after your vehicle is delivered, this should remain in your vehicle at all times. 

11.2 Please call the Inchcape Helpdesk number for assistance with enquiries and requirements relating to the vehicle you operate. The Helpdesk number is - 0870 191 4404. This number is provided for HM Revenue and Customs as well as HSE and will be answered as HMR&C. 

Option 1 - To report an accident (PUS Fleet insured only)  

Option 2 - Report a breakdown - (all PUS drivers)  

Option 3 - Book service/glass replacement/tyres. You will be given a choice of  

1 - transfers to Premier Service dept. 

2 - transfers to in-house tyre helpline. 

3 - transfers to Auto windscreens, please remember PUS drivers with their own insurance should not use this service. PUS drivers with fleet insurance should contact The Royal Sun Alliance for replacement windscreens on 0800 783 4695. 

Should you be unsure as to which service is applicable, please hold the line and you will be transferred to a member of the dedicated Helpdesk team. 

OFFICIAL VEHICLES 

HSE own and operate a fleet of Crown Official Use (OU) vehicles to enable staff to conduct their official business in an operationally efficient and cost effective manner. The aim of this document is to explain the criteria for providing an OU vehicle, the procedure to follow to apply for a vehicle and operating practices when a vehicle is provided. It also defines the roles and responsibilities of staff, Motor Transport Officers (MTO’s) and Motor Transport Section (PFPD) and Inchcape Fleet Solutions (IFS). 

Any queries regarding the content of this document should be addressed PFPD, Motor Transport Section, Redgrave Court, Building 6.4, Bootle. VPN 523 4300 


PROVISION TRANSFER AND DISPOSAL OF OFFICIAL VEHICLES 

OU Vehicle Purchasing Policy 

PFPD will normally provide a medium sized 5 door hatchback vehicle. Vehicles will have a maximum of 155 g/km3. Vehicles will have a minimum fuel consumption of  30.9 mpg. Suitable safety features will be included in the vehicle specification and the vehicle will be fit for purpose. Due account will be taken of the type of journey that is undertaken in the vehicle when deciding on its fuel type. 

Applications for vehicles outside of the above specification will only be considered on operational or medical grounds. 

OU Vehicle Allocation Policy 

Vehicles are normally only made available where they will be used on a “pooled” basis and will not be required to be garaged at an officer’s home address on a permanent basis. In very exceptional circumstances, at the sole discretion of the Motor Transport Manager, a vehicle may be provided for an individual member of staff on an “allocated” basis or permitted to be garaged on a permanent basis at an officer’s home address. Such vehicles will incur tax and Class 1B National Insurance. (Tax & National Insurance Liability[1]). 

When assessing applications factors such as, annual business mileage, the number of days used on business each year, availability of other OU vehicles, poor local transport, special operating requirements and availability of capital funds are considered. All applications are assessed on a case-by-case basis. 

Applications for OU Vehicles 

Business case applications for OU vehicles by Divisions other than FOD must be countersigned at Band 1 (or equivalent). Applications by sections within FOD must be countersigned at Area Director (Operations Manager) level. In all instances applications must be made using the Business Case Application form at Annex 1 

 [2] [3]. 

All completed applications should be submitted via the Divisional Finance Manager who will then forward it to PFPD. 

The Motor Transport Manager will take the final decision whether or not an OU vehicle can be provided. 

Delivery of Vehicles 

Once it has been confirmed that an OU vehicle will be provided, PFPD will make the necessary arrangements for the vehicle to be delivered to the appropriate location on a date confirmed in advance. Upon delivery the designated MTO must check the vehicle using the checklist at Annex 2 [4]and sign the delivery note. Any faults should be discussed with the delivery company before signing the delivery note. If the MTO has any doubts concerning the acceptance of the vehicle they should contact PFPD for advice. Any minor problems should be noted on the delivery note along with details of any agreed remedial action. The delivery note and checklist should be forwarded to PFPD immediately upon receipt of the vehicle to enable payment and any follow up action to be undertaken. 

Vehicles will be supplied with a manufacturers handbook that provides information on; service intervals, layout of the vehicle and operation of the vehicle, a basic tool kit. 

OU vehicles are exempt from normal Road Fund Licence arrangements. Instead a Crown Certificate of Exemption disc must be displayed. PFPD will supply a disc prior to delivery of a vehicle, which should be displayed in a prominent position on the windscreen. 

Requests for a replacement disc in the event that the original is lost or becomes illegible should be made to PFPD. 

Tools and Accessories 

All OU vehicles are supplied with basic tools to enable the replacement of the spare wheel. Any loss of these tools should be reported immediately to the MTO who will arrange for their replacement. 

Transfer of OU Vehicles 

Once an OU vehicle has been allocated to a Division/Area it should not be transferred to another location without prior approval. Requests for approval to transfer an OU vehicle should be made to PFPD. The final decision whether an OU vehicle can be transferred rests with the Motor Transport Manager. Due account will be given to overall operational requirements. 

Once the request has been approved the MTO should liaise with the receiving MTO to arrange the transfer. The receiving MTO should complete Annex 5[5] and sign it confirm the transfer. Any discrepancies should be noted on the form and forwarded to PFPD. Upon receipt PFPD will amend the TAS Asset Management system and the Fleet Management Company Inchcape Fleet Solutions will be notified. 

OU Vehicle Disposal Policy 

The replacement policy for OU vehicles is normally 5 years/55,000 miles whichever is earlier. However, PFPD may consider replacement on a case-by-case basis in exceptional circumstances; for example high maintenance costs or if the vehicle is damaged beyond economical repair. 

PFPD will contact all Divisions or Areas confirming which vehicles are due for replacement that year. Requests for additional vehicles can be made at the same time Annex 1 [PDF 359KB][6] [7] should be used accordingly. The criterion for deciding whether vehicles are replaced or additional vehicles supplied is defined under; Provision Transfer and Disposal of Official Vehicles. 

Disposal of OU Vehicles 

All OU vehicles will be sold at auction. The sale price will be determined by PFPD. 

PFPD will make all the necessary arrangements to dispose of a vehicle and will advise the MTO when and where the vehicle is to be collected. 

Prior to the collection of a vehicle, MTO’s should undertake the checks detailed at Annex 4[8]. 

USING OFFICIAL USE VEHICLES 

Driving Permits 

An OU vehicle must only be driven by users who are in possession of a full driving licence which is valid for the class of vehicle they are driving and hold an official driving permit. 

Supplies of blank permits will be issued to MTO’s on request by PFPD. Each permit will be numbered for recording and monitoring purposes by 1. 

Applying for a Driving Permit 

To apply for a permit users should:

· Complete Part 1 of form SE 82A[1] and pass this together with their driving licence to their line manager. 

· The line manager should check the driving licence for endorsements and complete the details at Part 2 of form SE 82A.  

· Staff based at area offices should pass the SE 82A form to the MTO who will issue the permit.  

· Staff in Bootle HQ should pass form SE 82A to PFPD, who will issue the permit. 

Guidance for the Issue of Driving Permits 

Providing a users’ driving licence is free from endorsements or has only minor endorsements, for example a minor speeding offence, a permit should be issued for a period of three years or until the users driving licence expires, whichever is earlier. 

Where a driving licence shows a more serious endorsement, but this endorsement has not resulted in a driving ban, for example careless or dangerous driving, a permit should be issued for a period of twelve months or until the users driver licence expires, whichever is earlier. 

In all cases where a driving licence contains details of drink or drug related offences, which have resulted in a driving ban, advice should be sought from PFPD. 

Where a driving licence contains details of an endorsement other than drink or drug related, which has resulted in a driving ban, advice should be sought from PFPD. 

Once a permit has been issued, users must inform PFPD if they are charged with, or convicted of any offence committed under the Road Traffic Act (regardless of whether the offence took place on official or private business). This will allow PFPD to review the original decision to permit a user to drive an OU vehicle. 

In the event of a users driving licence being revoked the permit will be withdrawn immediately. 

Users terminating their employment with HSE should return their permit to the PFPD. 

In all cases, driving permits should be returned to PFPD when they reach their expiry date. Should a new permit be required the procedure detailed under Applying for a 

Driving Permit above should be followed. 

Any doubt arising regarding the issue of a permit, the period of issue or the withdrawal of a permit should be discussed with PFPD. 

When an Official Vehicle can be used 

An OU Vehicle Should Only be Used if:

· It is required for official purposes; 

· It is clearly established that it is more economical and efficient (in terms of time or cost) to use than public transport facilities;  

· It is not to be used for city-to-city journeys where there is reasonable public transport or other more cost effective methods of transport. In these cases relative costs of each mode of travel should be considered, taking into account any saving in an officer's time and subsistence allowances and the disproportionate loss of official time which might be incurred by the use of public transport. 


PFPD will undertake random checks to ensure that journeys recorded on the OV01 Log Sheet were undertaken as official business. 

Types of Journey 

The type of journeys an OU vehicle may be used for are as follows:

a) To attend meetings; 

b) To attend conferences;  

c) To attend training courses; 

d) Inspection related duties; 

e) Ad hoc official duties. 

NOTE: OU vehicles must not be used to transport officers to functions of a purely social nature, sports and social related events or Trade Union business. 

In exceptional circumstances staff on official business are permitted to use an OU to travel to a restaurant if they are staying overnight, and the establishment where they are staying does not provide evening meals. 

An OU vehicle may be used to take an officer home or to an appropriate place if they fall ill on duty.  

Although OU vehicles should not normally be used for home to office journeys, on occasion they may be used for this purpose i.e. when the vehicle is required for use very early in the morning and it would be unreasonable to expect the officer to travel to the office to collect the vehicle. The Inland Revenue deem this usage as “merely incidental” to the business use. 

An OU vehicle should only be garaged at an officer’s home address, as a last resort and it should only be used to travel to the office on days when it is expected the vehicle will be used for official business. 

All users of OU vehicles are reminded that under no circumstances may they be used for private purposes. If an OU vehicle is used for any private purpose the user of the vehicle may be found guilty of a criminal offence under Section 143(1) of the Road Traffic Act. Disciplinary action may also be taken against the user concerned. 

Log Sheets 

All users of OU vehicles are required to complete a HSE/OVLOG1 for each journey undertaken. It is essential that the form be completed accurately for each individual leg of a journey as the Inland HMRC Audit Office when assessing our fleet operations may request this form eg. office to home, home to place of visit, place of visit to home, home to office. 

It is the responsibility of the MTO to ensure that monthly returns are made to PFPD. 

A nil return is required. Failure to comply with this may result in PFPD reallocating the vehicle. 

Carriage of Passengers 

Non civil servants must not be carried in OU vehicles in any instance 

An OU vehicle should be used as economically as possible. This means that wherever possible other HSE staff and other Government Departmental staff travelling to or near the destination of the user may be carried in the vehicle to save public funds. 

Garaging 

OU vehicles should be securely garaged at the office to which they are assigned and MTO's are responsible for seeing that garages are provided at offices wherever practicable. They must, however, exercise this responsibility with discretion. It is known, for example, that certain localities are prone to vandalism and MTO's must take whatever steps are appropriate to ensure that safety of vehicles in their charge. (If no garages are available OU vehicles may be kept at a commercial garage or a user’s home). 

Any garaging facility for OU vehicles should be maintained in a condition that ensures that the vehicle receives adequate protection from fire, theft and vandalism. 

An OU vehicle may be garaged at a commercial garage or site provided it is properly secured. Reimbursement of rental or other expenses reasonably incurred may be sought. What constitutes 'reasonable' must necessarily be judged by the MTO in the light of local circumstances. 

If the circumstances regarding the regular garaging address change, full details must be submitted to the MTO, indicating why the change has become necessary. 

Private Vehicles Parked in Official Garages 

A notice should be permanently exhibited in a prominent position in the garage pointing out that the Department does not accept responsibility for any loss or damage to privately owned vehicles on official premises. A car owned by a member of staff may only be accommodated during working hours, or for an occasional night, if circumstances prevent the use of the car for the officer's journey home; it must not in any circumstances be accommodated in the garage to the exclusion of an OU vehicle. 

Offences 

If, as a result of an accident or traffic offence in an OU vehicle a user receives a summons, a full report, and a copy of the summons must be submitted to PFPD. 

Legal advice and assistance may be given by HSE. 

Users of OU vehicles should note that it is their responsibility to pay all fines incurred whilst using the vehicle for example parking, congestion charging and speeding fines. Negligence on their part, or failure to pay any fine imposed by the court, can result in disciplinary action. In addition, any additional administration charges incurred as a result of failure to pay any fine will be payable by the user. 


RESPONSIBILITIES 

Planning, Finance and Procurement Division (PFPD) 

PFPD is responsible for the overall running of HSE's fleet of OU vehicles. The main tasks relating to this area of work are:

· Implement HSE's policies relating to the running of the OU vehicle fleet. 

· Provide advice and guidance to MTO's and vehicle users.  

· Undertake and co-ordinate an annual vehicle replacement programme to maintain the status, and condition of HSE’s OU vehicle fleet is detailed under Disposal of OU Vehicles[1]. 

· Liaise with HSE's Fleet Management Company in instances where problems arise. 

· Process and authorise the Fleet Management Company's monthly invoices in respect of service, maintenance and repair, fuel and fleet management fees (See Financial Arrangements[2]). 

· Ensure the integrity of the information appearing on the monthly Fleet Management Company invoice and consequently the costs incurred. To achieve this PFPD will undertake a series of random audit checks (See Financial Arrangements[3]). 

· Provide Inland Revenue with details of users who have exclusive use of an OU vehicle, or instances where OU vehicles are garaged at an officer’s home address; and, pay any resulting tax and class 1B National Insurance liabilities. 

Area/Divisional - Motor Transport Officers (MTO’s) 

The main areas of responsibility of MTO's are to: 

Note: Where vehicles are based at an outstation the MTO should delegate the responsibility for OU vehicles to a nominated officer. The responsibilities will be the same as those of the MTO. The nominated officer should liaise with the MTO. 

· Undertake general supervision and the day to day running of HSE's OU vehicle fleet located within their area. 

· Brief all users of vehicles on the correct procedures to use when using an OU vehicle. 

· Notify PFPD of any changes to Divisional cost centres to which OU vehicles’ are allocated, in writing immediately. This will avoid any problems relating to costs being allocated against incorrect T&S budgets. 

· Ensure OU vehicles are kept clean and maintained to the specifications contained in the manufacturers handbook by arranging regular checks, services, cleaning and valeting. 

· Ensure keys, fuel and service cards and OV01 Log Sheets are kept secure. 

· Co-operate with PFPD regarding any audit checks undertaken with in relation to the use of OU vehicles in their area.  

MTO’s Day to Day Responsibilities 

MTO's should inform all users of OU vehicles of the following points prior to them using an official vehicle, particularly first time users:

· All users of official vehicles must be in possession of a valid driving permit before driving the vehicle. 

· The correct usage of OU vehicles, i.e. purposes for which an official vehicle may and may not be used, referred to under Types of Journey[4]. 

· Non-insurance arrangements for OU vehicles, referred to under Accidents in OU Official Vehicles,[5] and exemption from Road Fund Licence, referred to under Delivery of Vehicles[6]. 

· Completion of the vehicle OV01 log sheet. 

· Use of the Fleet Management Company's Fleet and Fuel Card.  

· Procedure to be followed in the event of a breakdown is referred to under Breakdown of OU Vehicles [7] 
· Procedure to be followed in the event of an accident or incident (see Financial Arrangements[8]). 

· The users responsibilities when using a vehicle (Official Use Vehicle Users). 

· The MTO should ensure:

· Adequate records are maintained to show who is in possession of keys, fuel and fleet cards and OV01 Log Sheets, for all OU vehicles at any time. When vehicles are not in use the keys and cards should be kept in a secure location. 

· Upon return of vehicle ensure the OV01 Log Sheet has been completed correctly and all receipts for purchases are attached. 

· Arrange servicing as required at the correct intervals in accordance with manufacturers recommendations. 

· Ensure any reported faults are rectified prior to the vehicle being used again. 

· Ensure all OU vehicles have a current MOT certificate. PFPD will issue a reminder approximately 4 weeks prior the renewal date for each vehicle.
 

MTO’s Monthly Responsibilities 

At the beginning of each month the MTO should check that all entries on the OV Log Sheets for the previous month have been entered correctly. Purchases of fuel and miscellaneous purchases such as oil, anti-freeze etc should be recorded on the sheet and all receipts attached. All sheets should be sent to PFPD who will use the information to monitor performance and use of the vehicles. Failure to send the forms may result in the withdrawal of a vehicle. 

MTO’s Quarterly Responsibilities 

The MTO should arrange for the inspection of all OU vehicles in their area periodically, at intervals of not greater than 3 months to ensure that:

· All vehicles are being kept clean and valeted internally and externally (every six weeks during the winter). 

· Any visible signs of rust or damage to the vehicles bodywork should be referred to PFPD for advice and guidance.  

· All vehicles should undergo a safety inspection that includes tyres, brakes fluids etc. ATS and KwikFit undertake a free 10-point check and should be used where possible. MTO’s should contact IFS for alternative outlets if ATS or KwikFit are not available locally. Any charges made by other suppliers for undertaking safety checks will be met by the DD budget. 

· There have been no unreported losses of manufacturers handbook, tools or accessories. 


Official Use Vehicle Users 

Prior to using an OU vehicle all users must: 

· Ensure that they are in possession of a valid driving permit.  

· Ensure that they have been fully briefed by the MTO regarding the use of vehicles. 

·  Familiarise themselves with HSE travel related policies ie mobile phone use and related Health guidance relevant to Travelling on Official Business[9]. 

· Complete a basic check of the roadworthiness of the vehicle, and notify the MTO of any visible faults or defects prior to undertaking a journey. These checks should include: 

· Tyres (including the spare) meet the requirements of the Road Traffic Regulations. 

· Windscreen wipers and washers are in working order and the windscreen is clean. Ensure washer reservoir is adequately full for the journey. 

· Lights, indicators and horn are in working order.  

· Number plates are legible and secure. 

· Observe all loading limits as detailed in the manufacturers handbook.  

· Any warning lights showing should be reported immediately to the MTO prior to undertaking journey. 

OU vehicles should not be used in any way that may draw criticism from the general public. It is therefore the responsibility of users to ensure that the vehicle is used solely in connection with their official business. Details of journeys that may be undertaken in an OU vehicle are detailed at Types of Journey[10]. 

Users must complete the OV01 log sheet entries fully and correctly. All purchases of fuel, oil etc should be noted on the log sheet and receipts passed to the MTO. 

Any faults or problems that arise during use of an OU vehicle which do not prevent continued use of the vehicle should be reported to the MTO immediately on return of the vehicle. 

Users allocated an OU vehicle should notify the MTO when the vehicle is due for a service, be it either by mileage travelled or time elapsed since the previous service. 

Details of servicing intervals can be found in the manufacturer's handbook provided with the vehicle. 

In the event of a breakdown, users should contact Inchcape Fleet Solutions (IFS). 

Full details of the procedure to follow in the event of a breakdown is referred to under Breakdown of OU Vehicles[11]. 

In the event of an accident, users should contact Inchcape Fleet Solutions (IFS). Full details of the procedure to follow in the event of an accident is referred to under Action to be undertaken in all cases[12]. 

Users should keep secure the vehicle keys, OV01 log sheet, fuel and service cards whilst they are in their possession. Under no circumstances should they be left in the vehicle. 

Users must ensure that the vehicle is kept in a clean and presentable condition, both internally and externally. After use, any litter should be removed. The vehicle should be cleaned externally as necessary. 

Smoking is not allowed at any time in OU vehicles. 

Users of official vehicles must drive in a careful and considerate manner, paying due regard to any legal restrictions at all times. 

Ensure that they, and all passengers, front and rear, wear the seatbelts provided. 

Official vehicle users with an allocated official vehicle must make the vehicle available for use as a pool vehicle when it is not in use. Doing so may result in the tax and Class 1b National Insurance liabilities being avoided. 
Fleet Management Company 

Inchcape Fleet Solutions (IFS) administers the technical side of running HSE's OU vehicle fleet. Responsibility for the control and monitoring of OU vehicles will remain with PFPD. The Fleet Management Company's services include:

· Ensuring the servicing and maintenance of official vehicles is carried out in accordance with manufacturers recommended schedules to a high quality at reasonable cost.  

· Provision of driver cards. 

· Payment of invoices associated with servicing, maintenance and repair. 

· Provision of Management Information relating running costs of the fleet. 

· Issuing advice and guidance on the services provided.  

· Provision of expert technical advice and guidance as required. 

Service/Maintenance of official use vehicles 

PFPD has put into place a system that facilitates the servicing, maintenance and repair of OU vehicles and for the costs to be invoiced direct to Inchcape Fleet Solutions (IFS). This system should be used whenever possible. 

Annual Service 

Servicing should be undertaken in accordance with the intervals recommended in the manufacturers handbook. 

Maintenance & Repairs

Should be undertaken in response to specific concerns raised by drivers. During the first 12 months all new vehicles are covered by a manufacturers warranty and any work undertaken should be undertaken in a franchised dealership and the benefits of the warranty should be utilised. After the warranty period any garage that accepts the 

IFS Driver Card may be used. 

No repairs other than minor emergency repairs should be undertaken outside of these arrangements. 

Process 

Contact IFS to book the vehicle into an appropriate garage. If you have a preferred garage advise IFS and they will confirm if it can be used, or they will suggest an alternative. When collecting the vehicle a voucher should be signed showing the full value of the repair. A copy should be obtained and passed to the MTO for retention. 

The garage will invoice IFS for this repair work and IFS will make payment on behalf of HSE. On a monthly basis PFPD will process an invoice, which allocates all the relevant costs to the DD budget. 

Whenever a vehicle is being left at the garage the fuel card should be removed from the vehicle. 

Breakdown of OU Vehicles 

The manufacturers appointed breakdown recovery service covers new vehicles for a period of 12 months. Details of which are contained in the manufacturers handbook. 

When available, this service should always be used when required. 

After 12 months, IFS provide a breakdown recovery service, for details contact IFS. As with servicing/repair costs all invoices will be sent directly to IFS. 

MOT Certificates 

PFPD will issue a reminder notice approximately one month prior to the date that the MOT is due. A local authorised testing station should undertake MOT’s. The original MOT certificate should be forwarded to PFPD and a photocopy retained locally. 
Fuel Cards 

All OU vehicles will be supplied with a Monitor Card from Arval PHH which, should be used, for purchase of fuel. The card can be used at all petrol stations displaying the AllStar logo. If in doubt, check with the petrol station prior to refuelling. 

You should be aware that there can be significant differences in the cost of fuel between garages in the same area. Try to source the cheapest fuel but do not travel unnecessarily to do so. 

Loss of the card must be reported immediately to PFPD and Arval . Any faulty cards must be returned to PFPD via the MTO for replacement. 

The cards are vehicle registration driven and therefore cannot be used to refuel short-term hire or PUS vehicles. 

In instances where the card cannot be used, fuel should be purchased by the driver and the costs reclaimed on an A/c’s 34. 

When the card is used the driver will be required to sign a voucher. This voucher should be retained with the Log Sheet and returned to the MTO. 
ACCIDENTS IN OFFICIAL USE VEHICLES 

Insurance Cover 

An OU vehicle is exempt from the commercial insurance requirements of the Road Traffic Act 1988. This exemption only applies when the vehicle is being used on official business. If an OU vehicle is used for any private purpose the user may be guilty of an offence under section 143 (1) of the Road Traffic Act and liable to prosecution. Disciplinary action may also be taken against the user concerned. 

If a user is asked to produce a certificate of insurance by the police they should explain that the vehicle is a Crown vehicle. If the police issue a formal notice to produce a certificate of insurance the user must contact PFPD who will provide a standard letter explaining the insurance arrangements. 

Officers driving OU vehicles should note that although OU vehicles are not insured, if a vehicle is involved in an accident which results in a claim being made against the user, HSE's Fleet Management Company will deal with the claim in the same way as would an insurance company. 

Under no circumstances must any correspondence be entered into with third parties or representatives of third parties. Any correspondence received in connection with an accident should be formally acknowledged and headed "Without Prejudice". The correspondence should be forwarded to PFPD. 

If the user of an OU vehicle is involved in an accident resulting in serious injury or death, the user, or their dependants will normally be covered under the injury benefit regulations of the Principal Civil Service Pension Scheme (PCSPS). Your Health and Safety[1] refers. 

Details on how any compensation is determined can be found in the Your Health and Safety[2]. 

If the user of an OU vehicle suffers damage to or loss of personal property they should refer to the HSE Staff Handbook, Chapter 12. 

General Information 

Accidents resulting in personal injury to an HSE Officer should be noted in the accident book in accordance with Expenses Code - Section B, paras 44-46[3] Personnel Section will advise on what further action should be taken. 

It may be necessary after an accident or injury to an HSE officer or the public for the MTO, line manager, and user to confirm the purpose of the journey being undertaken at the time of the accident. 

Officers driving OU vehicles should note that in the event of negligence on their part that involves the Department in a claim, consideration might be given to disciplinary action. Refer to HR guidance[4]. 

Action to be Undertaken In All Cases 

As soon as possible following an accident or incident contact Inchcape Fleet Solutions (IFS) 0870 1914404. Full details of the accident or incident will be taken over the telephone.  

IFS will arrange for the vehicle to be repaired. Repair costs will be included on the monthly service, maintenance and repairs invoice to be charged to the DD running costs budget. 

Any expenditure recovered by IFS from the third parties insurers will be credited back to the DD running costs budget. 

Any queries regarding accidents or incidents should be directed to PFPD. 

FINANCIAL ARRANGEMENTS 

Purchase Cost 

PFPD holds a central capital budget for the purchase of OU vehicles (except HSL). 

Payment of Invoices 

Inchcape Fleet Solutions (IFS) supply all OU vehicles with a Driver Card. This card should be used when the vehicle undergoes any service, maintenance or any work related repair. When the card is used, the costs will be invoiced direct to IFS who will check and pay the costs. HSE will be invoiced monthly for costs incurred. PFPD will process the invoice and costs will be posted to the appropriate DD running costs budget. Details of expenditure will appear on the reports that Divisional Finance Managers obtain from the TAS system. 

Arval supply all OU vehicles with a Monitor Card (Fuel Card). This card should be used whenever possible for the purchase of fuel and oil. When the card is used, the costs will be invoiced direct to Arval who will check and pay the costs. HSE will be invoiced monthly for costs incurred. PFPD will process the invoice and costs will be posted to the appropriate DD running costs budget. Details of expenditure will appear on the reports that Divisional Finance Managers obtain from the TAS system.  

Audit Checks 

Following the payment of the IFS/Arval PHH monthly invoices PFPD will undertake audit checks to ensure the integrity of the information contained on the invoices, that the costs incurred are correct and have been charged to the correct DD running costs budget. 

When work is carried out on an OU vehicle and either the Arval Fleet card or Monitor Card (fuel card) is used the driver is presented with a voucher, which contains details of the work carried out or fuel supplied and the cost. These vouchers must be passed to the MTO for retention. 

PFPD will randomly select entries from the invoices and write to MTO's and request confirmation that the cost was incurred and has been charged to the correct DD running costs budget. MTO's should check that the entry agrees with the details shown on the voucher before confirmation is given. 

In instances where the entry on the invoice appears to be a duplication of a previous entry, or does not agree with the details on the voucher, PFPD must be notified immediately and appropriate action will be taken. 

Record Keeping 

MTO's must keep sufficient records to enable the completion of the monthly audit requests from PFPD. 

TAX AND NATIONAL INSURANCE LIABILITY 

HSE’s Crown OU fleet is supplied strictly for use as a Pool fleet. Other use of these vehicles is only permitted upon approval from PFPD. Usage other than defined within this section will only be permitted under exceptional circumstances and only where it is deemed as cost effective. 

A vehicle is a pooled vehicle for tax purposes only if all the following conditions are met in a tax year: 

· It is available to and is actually used by more than one employee  

· It is not ordinarily used by any one employee to the exclusion of the others 

· It was made available, in the case of each of those employees, by reason of the employee's employment  

· It is not normally kept overnight at or in the vicinity of the home of any of the employees (unless it is being kept at premises occupied by the person providing the vehicle) 

· Any private use of the vehicle by any of the employees is ‘merely incidental’ to its business use.  

Note: Private use of a vehicle will be deemed to be ‘merely incidental’ to its business use if: 

· A user takes a vehicle home at the end of the working day to enable an early start the following morning. 

· A user returning from a visit after normal office hours elects to go directly home instead of returning to the office. 

· A user lives in the direction of the intended journey from the office.  

Private use of a vehicle will not be deemed to be ‘merely incidental’ to its business use if the vehicle is garaged at an officer’s home address overnight due to lack of secure parking at the office. 

Calculation of Tax and National Insurance liability 

If an OU vehicle fails to meet the Inland Revenue definition of a pooled vehicle it will incur a tax and National Insurance 1B liability. This charge will be paid from the DD budget. The calculation for this liability is as follows: 

Vehicle: Vauxhall Astra 1.7DTi 16V LS 5 Door Hatchback List Price: £11,089.36 Business use @ 18% based upon CO2 of 126g/km= £1,996.08 
Fuel Charges £2,850.00 
Total = £4,846.08 
Based on 40% tax = £1,938.43 

Grossed up value = £3,230.72 
Class 1B NI @ 11.9% = £961.14 

Total Tax & Class 1B liability due = £4,191.86 
The figures in the above example are based on the liabilities for the 2002/2003-tax year. 

Each tax year PFPD will determine if any of the Crown OU fleet is liable to taxation based upon our recorded information. PFPD will write to any Divisions notifying them of the liability and the financial period in which the liability will be met. 

It is important that any changes in the use of OU vehicles are notified immediately to PFPD. Failure to do so may result in incorrect charging of this liability. Refunds are not available from the Inland Revenue for erroneous payments. 

For further information on the use of Crown OU vehicles and the relevant tax and national Insurance liabilities please refer to the Inland Revenue Booklet 490, which is available from your local Inland Revenue office. Further information can be obtained from the Inland Revenue website[1]. 

SEA TRAVEL

Here you’ll find everything you need to know about booking a boat or ferry - a step-by-step booking guide and advice on what to do if you need to change your itinerary.  

ADDITIONAL INFORMATION 

· Financial Arrangements[1] 
· Travel Overseas - Health and Safety [2] 
HOW TO BOOK SEA TRAVEL TICKETS  

Plan your trip: 

Consider the following: where are you going, when do you need to arrive, when do you need to leave, have you been there before, will you be travelling by car, or on foot, do you have any special requirements, such as diet or accessibility?  

Your answers to these questions help Carlson Wagonlit to arrange the journey that suits you best and is cost effective for HSE 

Carlson Wagonlit (CWT) 

Contact Carlson Wagonlit Travel (CWT)[1] as soon as you can, to discuss your needs, so they can take advantage of early APEX fares and other cheaper deals. 

They are available between 8.30am to 5.30pm and you can contact them on #6 101 or 0203 353 0122 . Alternatively you can email on mailto:hsesea@cwt.co.uk  

ANNEXES 
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HSE policy on overseas business travel 

1 Section A[1] of the Expenses Code sets out the principles under which all business travel should be undertaken. However, because travelling overseas could be seen as a perk by the general public, it is particularly important that the policy set out in this section is followed closely. 

Before you apply for approval to make a visit

2 Before you apply for approval to make an official visit overseas you must: 

decide whether a visit is really necessary or if another form of communication is

more appropriate; identify the objectives of the visit clearly, e.g. ministerial policy, HSC/HSE purposes;  wherever possible, identify the status of the contacts you will make, e.g. government 

representative, trade union, EU official; 
identify the source of the request for a visit; 
ensure the visit is as short as possible and the agenda tightly focused;  

visit the Foreign and Commonwealth Office (FCO) website on www.fco.gov.uk[2] to check the status of the country / area you intend to visit.  If the website advises against all travel to a particular country / area you will not be covered by the 

 Overseas Insurance Policy if you travel there.  If the website does not advise against all travel to a particular country / area you will be covered by the Overseas 

Insurance Policy if you travel there. 

ensure the class of travel you intend to use is appropriate for the length of the flight;  

ensure all travel arrangements are as economical as possible, booked through the HSE travel contractor. You may, in exceptional circumstances, make your own travel arrangements; 

consider the budget implications, e.g. can a refund be claimed from the host organisation such as the EU. 

3 If more than one directorate or division has an interest in the visit, you should agree the appropriate level of HSE representation in advance. Dual attendance should be avoided where possible. 

4 The volume and nature of visits to the EU are such that they may not require detailed consideration as other overseas travel especially, when they are made at short notice or are part of day to day EU business.  However, you must still consider whether the arrangements are the most reasonable and effective for the business needs, even when the EU reimburses some of the costs.  You should also be aware that the EU might limit the number of delegates for whom they will reimburse costs. 

5 Full guidance on HSE’s representation on standards bodies is given in GAP 4[3]. 

Approval for an overseas visit 

Applying for approval for an overseas visit 

6 You should apply for approval to make an official overseas visit by completing form OV1[4]. This is the key document for approving overseas travel and subsistence expenditure. To avoid delays or misunderstandings, it is important that you include all information relevant to your overseas visit, e.g.: 

a copy of the conference booking form; 

the dates/duration of the official visit, the start and end times and, where appropriate, details of any additional nights[5] requested to secure a cheaper air fare;  

the places to be visited on official business. Where possible, this should be supported by an itinerary; 

the conference timetable where applicable;  

an estimate of the cost of the visit; 

whether a full or partial refund of expenses is applicable;  details of any alternative travel arrangements or combined private and official travel[6] you wish to make. Prior approval must be obtained, in writing, from RPD PFPD FINU FOS; 

whether expenditure on hospitality is proposed. RPD PFPD FINU FOS need to approve hospitality expenditure in certain circumstances. Guidance on hospitality is given in Section H (a)[7]. 

7 If you are travelling with a colleague, each of you must complete a form OV1. 

8 Your completed form OV1 must be approved by a Member of the Senior Civil Service (SCS) or officer holding delegated authority, e.g. FOD Divisional Directors: 

	Part of HSE 
	Approving Officer 

	Free standing Divisions 
	Head of Division 

	Directorates 
	Head of Directorate 

	FOD 
	Divisional Directors 


9 Members of the Senior Civil Service may approve their own overseas travel. 

10 Guidance for Approving Officers[8] is given later in this section. 

11 When your application is approved you should: 

	Country of visit 
	Action 

	USA and Canada 
	Send your approved form OV1 to RPD PFPD FINU FOS[9], at least one month before you travel, so that the appropriate British Embassy or High Commission can be notified. 

	All other countries 
	Keep your approved form OV1, you will need to attach it to your claim for expenses. 


Travelling overseas 

Class of travel 

12 Flights shorter than 2 hours duration must be undertaken by economy class unless, you can use a route deal negotiated between HSE and the airline carrier, which offers a free class upgrade. Flights of 2 hours duration or longer can be made by business class. First class travel is not permitted in any circumstances. 

13 The length of an internal UK flight e.g., Manchester to Heathrow must be excluded when you are calculating the duration of your overseas flight. Flights within the UK must always be made by economy class[10]. 

Using the HSE travel contractors 

14 The HSE travel contractors will advise and help you with the practical arrangements for an overseas visit. 

15 You should normally make all travel arrangements through the HSE travel contractor. When processing requests for air tickets the HSE travel contractor will provide: 

the best value for money ticket, in the class of travel appropriate to the length of the journey, that meets the requirements you state on your booking form; and  

identify any better value alternatives available with departure times within one hour of the time you requested, and offer them to you. You should accept the better value alternative whenever possible. BSD, Travel Management Section have authority to prevent the issue of tickets when potential savings are refused, and the refusal is unreasonable. 

16 The HSE hotel booking contractor will help you to find suitable hotel accommodation. However, unlike arrangements for the UK, they cannot pay the hotel bill, you are responsible for doing that. Details of overnight subsistence allowances[11] are given later in this section. 

17 Further information on making travel arrangements can be obtained from the BSD Travel Site[12]. 

Making your own travel arrangements 

18 You may, in exceptional circumstances, make your own travel arrangements. If you wish to do so, you must make a written request to RPD PFPD FINU FOS[13] providing full details of the mode of transport, dates of travel, proposed routes and the costs involved. The costs involved must not exceed those that would have been incurred if the booking were made through the HSE Travel Contractor. 

Travelling by car 

19 If you wish to use your vehicle or a PUS car for an overseas visit, you must obtain prior approval to do so from RPD PFPD FINU FOS.  PUS car drivers must also contact the PUS Manager at least 3 weeks before the visit BSD Travel Site, PUS Scheme (2000)[14]. 

20 If approval is given you will be expected to drive to your destination by the most direct route. You can claim: 

the higher mileage rate or PUS rate of mileage whichever is appropriate;  

the ferry or shuttle charge for yourself and the car; the cost of a 'green card' and the agents fees for obtaining it, e.g. AA, RAC, insurance broker. 

21 Unless, there is no suitable airport at your destination, your travel costs will be limited to the costs you would have incurred if you had travelled by air using a ticket booked through the HSE travel contractor. 

22 Subsistence will be limited to the amount you would have claimed if you travelled by air. Any unofficial time taken for the journey, e.g. sightseeing en route must be in your own time and at your own expense. 

23 If you use a hire car for the business journey overseas, you must not use it for private purposes such as, travelling to a particular restaurant, shops, theatre, sightseeing, visits to friends or relatives, etc. Section B[15] gives details of private journeys made in a hire car that are considered to be incidental to its business use. 

Official travel 

24 You can claim the travel costs you incur while overseas e.g., to travel between your overnight accommodation and your official business as follows: 

for travel by public transport, the actual cost of the fare. This includes the cost of a taxi, if using a taxi is necessary in the circumstance e.g., because public transport is unsafe; 

for travel in your own car, higher mileage rate; 

for travel in a PUS car, PUS mileage rate. 

25 If you travel by public transport, you should obtain a receipt for the costs because you will need it when you claim reimbursement. 

RAILCARD 

4.  A railcard can save a 1/3 off most rail fares and is valid for 12 months. You can claim the cost of a railcard, with the exception of a family/network railcard, if your HSE duties require you to travel regularly by rail and the savings made will cover the cost of the railcard. 

5.  You may claim the cost of a passport photograph if this is required for your railcard. 

How to claim 

6.  You can claim reimbursement of your railcard and associated costs by completing form A/cs 34T[11] . To support your claim attach a photocopy of your railcard. 

7.  If you are in job band 3 to 6, your line manager must approve and countersign the form before sending it to RPD PFPD FINU FOS[12] for payment. If your are in job band 2 or above your form does not need to be countersigned, it should be sent to RPD PFPD FINU FOS direct. 

8. Railcard fees and associated costs are reimbursed with salary and are subject to tax and national insurance contributions. This is because the railcard is available for you to use for private visits, regardless of whether your actually make any. 


9. Further information 

10.  For further information on applying for a railcard please visit their web site at: www.railcard.co.uk[13]. 
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Introduction 

11. This section deals with allowances payable to staff classed as multi-location employees (MLEs). It gives advice to staff, line managers and finance managers. 

The definition of a multi-location employee 

12.  You are considered to be a MLE if you attend a particular workplace other than your permanent station, on a regular basis for, on average, 2 days or less each week and are expected to do so for a period of more than 1 month. The expenses you receive become taxable if: 

· you spend or are intended to spend at least 40% of your time at an office other than your permanent station for more than 24 months or;  

· you attend an office other than your permanent station regularly, e.g. on a fixed rota, and you would expect to be contacted there.  

13. Attending an office regularly is where the attendance: 

is frequent; or 

· follows a pattern; or 

· is the place you usually work. 

14.  The proportion of your working time spent at a particular workplace is a factor in determining whether or not it is treated as a permanent workplace. But it is not the only factor. It also depends very much on the duties which are carried out at that other location. 

15. If you are unsure whether you or your staff fit the profile of a MLE please contact Personnel Policy or RPD PFPD FOS. 

The tax position 

16. Some MLEs will carry out business journeys which will be taxable but some may not. It depends how long the pattern of travel exists or when circumstances change half way through the period of work, for example: 

· a member of staff is sent to an alternative office for two days each week for six months; they are therefore a non taxable MLE. However, the period is extended by twenty months turning them into a taxable MLE.  

17.  If your working pattern fits one of the criteria described in paragraph 2, the Inland Revenue considers you to have more than one permanent workplace. Therefore, any expenses paid for journeys between your home and your alternative office, and any subsistence allowance paid in relation to your attendance at that office are taxable.  

18.  Expenses paid for you to travel between your permanent office and your alternative office are tax free. However, to ensure this concession is not used to deliberately avoid paying tax, the Inland Revenue must be convinced that your attendance at the permanent station was necessary and that you performed significant duties there before either travelling to your alternative office or travelling home. 

19. The examples in Annex 1 demonstrate both MLEs and ordinary business travel. 

The effect of tax on your expenses 

20.  If you are classed as a MLE and, as a result, incur a tax liability on your travel and subsistence expenses HSE will pay the tax on your behalf but, if there is an increase in NI contributions, you will not receive any compensation for this. Any National Insurance Contributions incurred will be paid direct from your salary.  

21.  It is possible that the assessment of MLE allowances as ‘income’ may lead to a higher rate of tax being levied on income other than salary. It is also possible that this may affect other grants and allowances, for example, education grants for children which are assessed by your local authority, based on your income. If this affects you, HSE will compensate you for any loss of grant or extra tax. You should apply to RPD PFPD FOS with full details. 

22.  Your pay slip will include taxable allowance payments with your total taxable income on a cumulative basis during the relevant financial year. 

23. For staff who have non - cumulative (for example, emergency) tax codes, the tax will instead be calculated manually at the end of the tax year (or when they leave if this is sooner). 

Cost implications for budget holders/Finance Managers 

24.  Budget holders and Finance Managers should be aware that tax will be grossed up and paid at 66% for higher rate taxpayers and 33% for standard rate taxpayers on any expenses liable for tax. This is because payment of an individual's tax by their employer is a benefit in kind and is therefore also taxed. 

25. If FOS identify a MLE who has not been notified to Personnel any accumulated tax due will be charged to the Directorate/Divisions budget as a lump sum. Similarly, if the Inland Revenue find a MLE who has not been notified to them any back tax charged and penalties imposed will be met from the Directorate/Divisions budget.  

Notification of MLEs to Personnel by Directorates/Divisions 

26.  Where a post becomes vacant which is likely to be a multi-location post, because the post holder has direct line management responsibility for staff at different locations, Personnel should be informed to ensure that any advertisement for these kinds of post includes that information. Annex 2 gives guidance on what line managers may need to take into consideration when planning staff moves. 

27.  All MLEs should be notified to Personnel so that the individual’s personnel record system and from there the HSE accounting system can be shown as being an MLE. This is to ensure that changes in travel patterns are picked up, and the payment of unnecessary back tax is avoided. Directorates/Divisions should notify all moves which involve this type of travel pattern to Personnel via PER 3, as they occur.  

28. There is a box on the form for inter - parish moves etc. which should be ticked to say that it is a multi-location post. This information will be passed to RPD PFPD FOS who will arrange for tax to be paid as necessary. 

What expenses can you claim 

19 f you travel daily you may claim: 

· the cost of the return journey to your alternative office(s) - usual rules for official travel apply; 

· day subsistence provided the hours of attendance at your alternative office give an entitlement to it; 

· travelling time if appropriate. 

20  If you stay overnight you may claim: 

· the cost of the return journey to your alternative office(s) - usual rules for official travel apply; bed and breakfast accommodation booked through Expotel plus the overnight subsistence allowance;[1] 
· receipted actual bed and breakfast costs at a commercial accommodation arrangements up to a maximum of Greater London or Elsewhere nightly allowance. In addition you may claim the overnight subsistence allowance[2], or 

· the private accommodation allowance[3] per night if you stay with relatives or friends (this does not include another property owned by you);  

· day subsistence for the balance of time between the end of the 24 hour night subsistence period and the time your return to your office or home. 

Using Expotel, Carlson Wagonlit and car hire companies 

21  To enable HSE to identify costs for MLEs for budgeting and tax purposes there are particular EECT Codes that should be used when you book hotel accommodation through Expotel, rail or air tickets from Carlson or use a hire car. These codes should only be used in relation to journeys between your home and your alternative office. 

22  The EECT Codes to use are: 

	Expotel hotel accommodation 
	29. D006 

	Rail Tickets 
	30. D007 

	Air Tickets 
	31. D008 

	Hire Cars 
	32. D009 


Making claims 

33. To ensure your claims are processed correctly please take the following action:

make your claim on form Acs 34 or Acs 34T (private accommodation only); 

annotate the front of the claim form in red “multi - location employee”;  give clear and full details of where your journeys start and finish, eg. if your journey starts from home write “home” or if your permanent office is Leeds Area Office and 

your journey starts there write “Leeds AO”;  make a claim every month. This will assist your Division/Directorate with financial management; 

send your completed claim form to RPD PFPD  FOS, 6.4 Redgrave Court. What happens if I cease to be an MLE 

34. RPD PFPD FOS will monitor the claims you make and, if you are regularly spending more than two days each week at your alternative office, your working pattern will be classed as normal detached duty and you will receive only those allowances appropriate for detached duty as set out in HSE Expenses Code, Section E. 

35.  If you have a change of duties which mean that you no longer travel to another office on a regular basis you will no longer be classed as a MLE. Your change in circumstances should be notified to Personnel by your line manager on a form PER 3. 

Annex 1 - Examples of MLEs and ordinary business travel 

MLEs 

You are based in Preston, and take on new work which means you have to spend two days a week at Manchester. This work will last for more than 24 months and you spend at least 40% of your time there. You travel directly to Manchester from your home and back each night. Expenses paid for these journeys are therefore taxable. 

You are an office manager and are responsible for two offices in different locations. You spend each morning at one location and each afternoon at the other office. If you claims expenses for any of your home to office journeys tax is due. If you have to travel from one office to another in the performance of your duties no tax is due. 

You work in Bootle Headquarters and have staff in London for whom you are responsible. You travel down to London by train every Tuesday to see them. You normally travel directly from home. Because you have direct line management responsibility and visit your staff regularly any expenses paid for those journeys are taxable. 

You take on a project which will take you from Rose Court to Chelmsford two days a week for 6 months. This is a non-taxable MLE. At the end of six months you are asked to carry on for another 20 months. You have now converted to a taxable MLE and tax is due on your expenses when you claim mileage or subsistence direct from home. 

Ordinary business travel 

You are a nuclear inspector and regularly visit a particular site every week to carry out safety inspections. Your responsibility for that site has gone on for 20 years. However because the tasks you carry out are self-contained and the purpose of each visit is temporary - expenses paid for journeys from home to the site are not taxable 

You have started a new job as a specialist inspector. You spend the first six months at a training office and then move to another training location for the next 6 months. After a year you are permanently posted to Bootle. Any journeys you make which are paid for between home and your training stations are not taxable because they are for less than 24 months and are for temporary reasons. If you are paid expenses for home to office journeys once you have received your permanent posting those expenses are liable to tax. 

Annex 2 Guide for managers - When is it or when is it not detached duty 
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EXPENSES CODE ANNEX 1 - MILEAGE ALLOWANCES 

OG Status: Fully closed 

	Combined mileage rate 
	All engine types and sizes 

	(i) Up to 10,000 miles per financial year (Higher combined rate) 
	40p per mile 

	(ii) Over 10,000 miles per financial year (Lower combined rate) 
	25p per mile 

	Motor Cycle Rate 

	All motorcycles 
	24p per mile 

	HSE Private User Scheme mileage rates (effective from 1 December 2009) 

	Engine size 
	Petrol 
	Diesel 

	1400cc or less 
	11p 
	11p 

	1401cc to 2000cc 
	14p 
	11p 

	Over 2000cc 
	20p 
	14p 

	Bicycle Rate 

	All pedal cycles:   
	20p per mile 

	Passenger Supplement 

	For each passenger: 
	5p per mile 

	Garaging Fees (Section E) 

	Cars 
	Maximum of: 1.80 per week 

	Other vehicles 
	Maximum of: 1.20 per week


Version: 1 November 2005

Last Updated: 01 December 2009 (to be updated) 

ACCIDENTS 
44 If you have an accident when you are on official business you must give full details of the circumstances to your line manager including, where it happened and whether anyone else was involved. You must report details of road accidents promptly to ensure any insurance claim is not affected. You are also responsible for reporting the accident to the police or other appropriate authorities. 

45 You must record the accident in your office accident book and complete accident form Acc1[22] . 

46 Further guidance on HSE procedures for reporting accidents that occur while travelling on business is given in Your Health and Safety[23] 
Independent Living Fund Travel and Subsistence Policy

Staff expenses for official duties out of the office

Policy effective from 1 April 2004 
(source: SMT meetings 23 September 2002, 15 September 2003, 22 March 2004)

36. This policy applies from 1 April 2004 to all official engagements away from the ILF offices in Nottingham, and replaces all previous policy.

37. Staff will be subject to disciplinary action, which may include dismissal, if incorrect claims are made intentionally.

Budget Holders

38. Budget Holders for travel and subsistence are detailed in the  Finance/Admin/Admin Budgets folder.  All Budget Holders are required to adhere to the Administration Expenditure Policy (Finance/Admin/Admin Policy folder).  

39. No engagement will be treated as official unless it has been authorised by the appropriate Budget Holder. 

Public Communications Officer (PCO)

40. The PCO is responsible for booking all travel and accommodation required by staff in connection with official engagements.

41. The PCO will only make travel and accommodation bookings which are authorised by the appropriate Budget Holder.

42. The PCO will source the most cost effective methods of meeting travel and accommodation requirements authorised by the Budget Holder. 

43. The PCO will provide estimates of travel and accommodation costs at the request of the Budget Holder.

44. The PCO will provide the Budget Holder with confirmation of all bookings made and expenditure incurred. 

45. The PCO will provide maps and additional travel/accommodation information required by members of staff carrying out official engagements. 

46. The PCO will maintain a record and copies of all insurance certificates, MOT certificates and driving licences provided by individuals requesting the use of private cars or hire cars within the terms of this policy. The PCO will issue requests for renewal documentation at least 4 weeks prior to expiry of any certificate and will carry out at least a biannual check of all licences and certificates for those staff travelling on a regular basis. The PCO will notify the Budget Holder if appropriate certificates or licences have not been provided. 

Planning the engagement

47. Official engagements will be organised by the Budget Holder in discussion with the staff involved.  Form TS1 (Parts 1 & 2) giving details of the planned itinerary, travel and accommodation booking requirements and limit of expenditure agreed for the engagement will be completed by individual members of staff and authorised by the budget holder.  

Only accommodation and travel authorised on form TS1, can be included in any subsequent T & S claim, unless there are exceptional circumstances (eg additional or change in travel/accommodation being required following a change in itinerary).  A suitable explanation must be provided if additional travel/accommodation are to be claimed.  Under no circumstances will expenses for travel by private car be met, unless use is recorded and authorised in advance on form TS1. 

Consecutive engagements for the same individual will be shown on a single form.  The completed TS1 form should be passed to the PCO at least 5 working days prior to the engagement.  The PCO cannot guarantee bookings unless this notice is provided.
(SMT 2/8/2004)

48. The Budget Holder will discuss the proposed itinerary, in order to avoid a very long day or engagements on consecutive days without a reasonable break.  In particular, cost is not the only deciding factor.  The ILF policy in response to the Working Times Regulations is as follows: -

a. a minimum 30 minute break if working over 6 hours

b. a minimum 11 hour break between finishing work one day and starting work the next day

The Budget Holder will recommend an overnight stay where appropriate.  As a guide, an overnight stay is appropriate to avoid a start time before 7:00, a finish time after 22:00 or a single day engagement (including travel) of over 12 hours.  Whilst individual preferences will be taken into account, the Budget Holder will ensure there are no departures from ILF Working Time Policy.

49. Where a late finish is involved, the Budget Holder has authority to approve a start of work after 10.00 am on the following day, if that is a working day.  The Budget Holder is responsible for advising the individual’s line manager.  Details of a late start will be recorded on form TS1.

50. Where a long working day is considered necessary, or where work needs to be done out of normal hours (eg evening Compliance visits), the Budget Holder will consider making an application for overtime working to the appropriate overtime Budget Holder in accordance with the Overtime Policy.  Overtime can only be claimed where such an application has been approved.  Details of approved overtime working will be recorded on form TS1. 

51. The Budget Holder will authorise travel arrangements following the policy on mode of travel set out below.  The Budget Holder will notify individual members of staff if the proposed mode of travel is not acceptable and will request a revised TS1 form.

52. The Budget Holder will issue any individual proposing to drive in connection with official business with a copy of the ‘Guidance for Employees Driving on Official Engagements’ document in accordance with the Health and Safety Policy.  The Budget Holder and individual will both sign form TS1 to record the issuing/receipt of this. 

53. Individual members of staff will provide the PCO with copies of their driving licence, insurance certificate and MOT certificate (if applicable) prior to, or at the time of requesting the use of a private car for an official engagement.  Individuals will provide the PCO with a copy of their full driving licence prior to, or at the time of requesting the use of a hire car for an official engagement.  The PCO will retain copies of all documentation.  Individuals will not be required to submit certificates and licences for further engagements, unless those originally provided expire or change in any way.  For example, the PCO must be provided with new documents if there is a change of vehicle, or if penalty points have been imposed on a licence.  











Individuals are reminded that in accordance with ILF Terms & Conditions of Employment, Senior Management must be informed immediately, if any court proceedings are to be taken against them for any alleged criminal activity, including driving offences.  Also that disciplinary action may be taken against any individual, as a result of such criminal activity.  Individuals will confirm to the Budget Holder that up to date documentation has been provided to the PCO by completing form TS1.  

54. The Budget Holder will decide whether the engagement is such that staff should arrange to phone in to confirm whereabouts and progress (eg if making an unaccompanied client visit).  In these cases a contact person will be identified on form TS1.  The Budget Holder will ensure this person is provided with a copy of the form.  The contact person will be responsible for immediately informing the Line Director if no contact is made.  The Director will decide what further action is appropriate.

55. Budget Holders may authorise their own T & S arrangements on form TS1, but not their own claims on TS2.  Such claims must be authorised by the Budget Holder’s Line Manager.

When authorising their own arrangements, Budget Holders must follow the same principles as for other staff carrying out official engagements.  (SMT 2/8/2004)

56. Budget Holders should contact the PCO if an estimate of engagement costs is required, prior to the authorisation of form TS1.

57. The PCO will complete all bookings within 2 working days of receipt of form TS1.  The PCO will complete Part 3 of form TS1 to confirm bookings made and return the completed form to the Budget Holder.  The PCO will advise the Budget Holder within 2 working days if bookings requested cannot be made. 

General principles governing travel and subsistence claims

58. Expense payments are to reimburse actual expenditure (a reasonable level of expenditure where flat rate subsistence is paid).  Claims may not be made if no actual expenditure was incurred.  "Notional" claims are not allowed (eg "I walked, but the bus fare would have been ....").

59. Mileage and subsistence rates are notified separately from time to time.  Subsistence rates are approved by Inland Revenue, and the ILF has received dispensation from reporting on forms P11D staff expenses paid under these rules.  Mileage is paid according to the Inland Revenue’s statutory system for business journeys in employees’ own vehicles (tax & NI free), introduced in April 2002.

60. Travel time is paid with salary and is included in the calculation of tax, NI and employer's pension contribution.  Other expenses under this policy are paid separately and are not included in these calculations.

61. Claims are made for travel, subsistence and expenditure from "departure point" to the "arrival point" (designated by the Budget Holder if necessary).  

62. If official and private arrangements are combined, any claim must be limited to the estimated cost of the official engagement only.  (eg Staying at hotel with partner - claim only single room rate; went shopping after engagement - count time would have got home without going shopping.)

63. Suitable explanations are required to support claims and justify any unusual items.  Additional information may be requested for checking purposes by SMT, auditors, or Inland Revenue.

64. Unreasonable claims will be refused, or limited to the estimated cost of a more economical option.  Disputes which cannot be resolved between the individual and the Budget Holder will be referred to the Finance Director, who will make a decision and advise both parties.

Policy on mode of travel

65. The ILF policy is to use public transport to travel to engagements where possible.  This is part of the ILF’s commitment to sustainable development and ensuring that where possible transportation methods have minimal impact on the environment.  Standard class rail tickets and economy or tourist class plane tickets can be booked in advance by the PCO (the PCO will consider low cost flight availability in the first instance).  If there are business reasons for requiring other classes of travel, then these will be met by the PCO, providing requirements are recorded and authorised on form TS1.  

66. Travel by car is appropriate instead of public transport when:-

a. public transport is not available to the venue, or cannot be used (eg due to disability);

b. use of public transport will necessitate an overnight stay which can be avoided by car travel (not just because of longer journey time);

c. two or more staff are sharing a car, or substantial equipment is being taken for official use (eg presentation equipment);

d. use of a car is justified by the nature of the official engagement (eg visits to a number of clients or separate locations); or

e. total travel distance is no more than 30 miles

67. Where travel by car is appropriate the ILF policy is to use hire cars where total distance travelled is expected to be over 200 miles.  For distances under 200 miles, staff may request a hire car or choose to use their own car.  For distances under 60 miles it is not usually cost effective to use a hire car, and this should be borne in mind when making arrangements.

68.  Car hire bookings with the approved company are made by the PCO in accordance with the authorised TS1 and subject to the PCO being provided with a copy of the full driving licence of the individual concerned.  The PCO will book the best priced mid sized vehicle with an approximate engine size of 1400-1600cc (eg Focus, Astra, Golf).  If there are business reasons for other vehicle requirements (eg estate car to transport larger presentation materials), these will be booked by the PCO, providing requirements are recorded and authorised on form TS1.  Invoices received in respect of car hire will be authorised for payment by the Budget Holder.  Other car hire companies may be used by the PCO if justifiable in the circumstances.

69.  The driver may collect the hire car from the company or request delivery either to the office or to their home (if within the company’s delivery radius), and may request the car to be available on the afternoon or evening before travel.  Similar arrangements apply for the return, which may be arranged for the morning after travel.  Details of requirements should be made clear on form TS1.

70.  Individuals may only claim mileage allowances for use of a private car on official business where they have a fully comprehensive insurance policy, which covers "use in connection with business".  Individuals will be responsible for meeting any excess, which is included in their insurance policy, should the need to make a claim arise.     

Travel bookings and expense claims

71. The PCO will advise the Budget Holder of collection arrangements for tickets or hire cars by completing part 3 of TS1.

72.  If bookings are made using the ILF credit card, the PCO will advise the Budget Holder of expenditure incurred by completing part 3 of TS1.  

73.  Where public transport costs are paid by the individual, the cost of any journey booked by the PCO can be claimed in full.  The cost of an open standard rail ticket can be claimed, or the actual cost if lower (eg when taking advantage of any special travel offers).  The cost of plane tickets can be claimed subject to Budget Holder approval.

74.  Where a hire car is used, the hire costs can be claimed in full (where not invoiced to the ILF), and the cost of petrol purchased for official use.

75.  Where a private car is used and the licence, insurance and MOT conditions are met, official mileage can be claimed at the current rate.  In addition any current mileage rate for passengers and equipment can be claimed.

Accommodation bookings and expense claims

76. Where an overnight stay has been agreed by the Budget Holder, details must be included on form TS1.  This includes cases where the individual is arranging their own commercial or non-commercial accommodation.

77.  A hotel booking service is operated by the PCO to meet individual requirements detailed on form TS1.  The standard booking will be for a single room with en suite facilities, TV, tea point and workdesk, and will include breakfast.  If there are business reasons for a specific hotel, and/or other reasonable requirements (eg need to stay at hotel where event takes place; need larger room for informal discussions outside official meeting; book evening meal at hotel), these will be booked by the PCO, providing requirements are recorded and authorised on form TS1.   

78.  The Budget Holder will advise the individual of the booked arrangements and provide a copy of the authorised TS1 if required.

79.  Staff are encouraged to comment on accommodation, and the Budget Holder and PCO will take account of these comments when making future bookings.  If an individual considers the booked accommodation unsuitable on arrival, they must inform the Budget Holder as soon as possible, and usually before making any necessary immediate alternative arrangements.

80.  Where accommodation is booked by the PCO the cost of bed and breakfast can be claimed in full.  Other items included on the hotel invoice relating to official business (eg phone calls, fax service, newspapers required for work purposes) can be claimed in full.  Private expenditure such as personal telephone calls and newspapers not required for work purposes will not be reimbursed.

81.  Where accommodation is arranged by the individual, the cost can be claimed in full subject to the limit authorised in advance by the Budget Holder.  Non-commercial accommodation costs will not be reimbursed (but see below re subsistence).

Subsistence allowances and expense claims

82. Flat rate "subsistence allowances" can be claimed to reimburse general expenditure on meals and sundry items.  No subsistence claim may be made if all meals are provided without personal expense, taken at home, or claimed at actual cost as provided below.

83. The "overnight rate" can be claimed for any official overnight stay and covers absences of up to 24 hours.  Time for this purpose commences with the start of the journey to an official engagement (usually from home or office).  If an individual has worked at their normal office location for any period of time and then commences a journey to an official engagement, from that office location, the time commences with departure from the office.  Where the official absence is over 24 hours, staff may claim the overnight rate for each “night” (successive period of 24 hours) plus any appropriate day rate for the balance of time.  

84.  Non-commercial accommodation costs will not be reimbursed.  However the "overnight" subsistence rate is still payable at the appropriate rate.

85.  There are three day rates depending on the duration of the absence: higher rate for 12 hours or more; middle rate from 9 hours to under 12 hours; lower rate for 5 hours to under 9 hours.  No rate is payable for an absence or balance of absence under 5 hours.  

86.  When calculating the duration of the absence, all work, break and travel should be included, except for personal free time which extends the overall absence (eg if you choose to visit a friend or go shopping).  This personal free time should be deducted from the overall absence calculation before subsistence is claimed.  Lunch breaks included in any calculation must not exceed 1 hour, unless there are exceptional circumstances (eg lunch break included in the arranged programme exceeds 1 hour).  Where lunch exceeding 1 hour is included in any calculation, a suitable explanation should be provided (see para 59).   
87.  All subsistence rates are reduced where meals are provided without cost to the individual or are claimed at actual cost.  Meals may be claimed at actual cost where taken on a boat or train, where taken as part of official duties, or in other cases agreed by the Budget Holder.  Receipts are required.  The cost of alcoholic drinks will not be reimbursed.

Other work related expense claims

88.  The cost of actual work related expenditure not covered by flat rate subsistence can be claimed.  Receipts are required for items over £5, or an explanation given as to why a receipt is not available.

89.  Taxi fares in connection with official engagements can be claimed if an individual is carrying heavy luggage or cannot use public transport, or where time is critical, or for reasons of safety.  Other reasons may be considered in individual circumstances.  A suitable explanation should be given for the claim.

90.  Car park fees, tolls, and similar travel costs in connection with official engagements can be claimed.  

91.  The cost of local maps, and sundry stationery and supplies reasonably purchased in connection with official engagements may be claimed.

92. Official phone calls, faxes and similar costs can be claimed.

93.  Other charges and expenditure necessarily and reasonably incurred in connection with official engagements can be claimed.  A suitable explanation should be given for the claim.

Time out of the office, flexi sheet entries, and claims for payment

94. Time spent out of the office in connection with official engagements is treated as follows:-

a. “Work” – any time spent carrying out official business, including limited travel between engagements, short comfort breaks and working lunch.

b. “Break” – meal breaks, and any other breaks deliberately introduced into the day’s arrangements (eg planned break before driving home; break created by catching a later train; time on non-official business; planned free time before, between or after engagements)

c. “Travel” – the total time between departure at start of day and arrival at end of day (including from/to overnight accommodation) less “work” and “break” time as defined above.

95. Staff working over 6 hours in the day should take a minimum 30 minute break to comply with ILF practice relating to Working Times Regulations.  Budget Holders must not agree to an arrangement which precludes this except where a working lunch is provided and there is no opportunity to take a break in the programme, or in other exceptional circumstances.  Where no break is taken, an explanation should be provided.

96.  Where overtime working has been approved by the Overtime Budget Holder, the appropriate work time will be claimed as overtime.  All other work time will be recorded as hours worked on the flexi sheet (write “see TS2” across the morning and afternoon times columns).

97.  With line manager authorisation on TS2, travel time on working days can be recorded as a credit on the flexi sheet – (enter the “plain” time from the TS2 form).  Travel time on non-working days cannot be claimed as a credit.  Line managers should assist staff to avoid excess build up of flexi time, by allowing flexi leave or requiring payment of travel time instead of credit.

98.  Travel time is not payable for the Chief Executive or Directors.  Other staff can claim payment for all travel time not entered as a flexi-credit.  Payment is calculated on hourly rates (rounded down to next ¼ hour), payable with salary and counted for tax, NI and pension:

	
	Working days
	Other days

	Overtime
	1½ times
	2 times

	Travel time
	plain time
	1½ times


99. No credit or payment is appropriate for break time.

Advances of expenses

100. Staff can request an advance, payable no more than 7 days before the engagement if personal expenditure is likely to exceed £20.  The request is made by completing form TS3.

101.  The Budget Holder will authorise payment of an advance on the form TS3, which will be sent direct to Finance.

102.  Advances are liable to be deducted from salaries where no claim form is received (see below for time limit) - such deductions will be notified to the individual in writing by Finance.

Completion of expense claims and itineraries

103. Staff must complete form TS2 within 1 month of the engagement (even where the amount of any advance fully meets expenditure).  

104.  Full details of movements and related expenditure will be provided on the “itinerary” section of the claim form.  Further information will be provided on a separate sheet where necessary because of lack of space.

105.  If staff travel together in a private car all mileage will be claimed by the owner, even if driving is shared during the day.  Passengers should not claim any travel costs for the shared journey.

106.  Only actual expenditure incurred personally may be claimed.  Staff will attach any receipts and additional explanations, and pass the form to the Budget Holder for authorisation of payment.

107.  The Budget Holder will authorise payment of all claims made within the provisions of this policy.  Where an item is under question, the Budget Holder is responsible for deciding whether payment is appropriate.  If the Budget Holder considers the mode of transport used is at variance with policy, the travel expenses element may be refused or limited to the estimated cost of the appropriate method.

108.  Finance will check that all claims are properly completed and authorised, use current rates, and are arithmetically correct (but will not question items, miles or times claimed).

109.  Advances and Expenses will be paid into the account used for the individual’s salary, and will be processed within 2 days of receipt of a properly completed claim in Finance.  Payment will be notified to the individual by Finance.

Personal Accounts Delivery Authority Expenses and Allowances Guidance 

January 2009 

The HR Director shall be responsible for making arrangements for the administration and regulation of payment of claims for expenses to PADA employees and Board members. Department for Work and Pensions (DWP) secondees will adhere to current DWP Policy & Procedures relating to expenses and allowances. 

All claims for payment of allowances and incidental expenditure shall be made, duly certified by an authorised member of staff, in the form prescribed by the HR Director. Authorised claims will be paid to Board members and employees via Payroll, BACS, cheque or cash as appropriate. 

No member of staff authorised to certify expenses and allowances claims shall certify their own personal claim. 

Certification shall be taken to mean that the certifying member of staff, duly authorised, is satisfied that the expenses and allowances were approved, the expenditure properly and necessarily incurred on behalf of PADA and that the allowances are properly payable by PADA. 

The payment of Board members’ expenses shall be in accordance with PADA’s Expenses Policy. 

It shall be the responsibility of the Audit & Risk Committee to review/up-rate the scheme for payment of expenses and allowances to staff and Board members.

Personal Accounts Delivery Authority Travel and Expenses Framework for Employees 
January 2009 

Introduction 

The Personal Accounts Delivery Authority (PADA) is committed to ensuring that an employee who travels on business is able to do so in a professional, comfortable and cost-effective manner. We recognise that travelling on business is important and we wish to ensure we have a clear policy framework which balances consistency with the flexibility to meet individual and business requirements. We also have a requirement for it to be easy to administer. 

Everyone in PADA has a personal responsibility to ensure that all business travel is operationally necessary and that travel arrangements are carried out in the most cost-effective manner, taking into account the business needs, travelling time and costs. 

All travel and expenses should be agreed by your line manager in advance and should be booked via the central booking facility, unless otherwise stated.  

Please note that all expenses will be paid into the same bank account as the employee’s salary. Individuals should only claim for their own expenses. 

1. Travel by coach or bus 

1.1 Employees may purchase their own bus or coach tickets directly for business journeys. These can be claimed back with a receipt via the online PADA expenses form. 

1.2 This framework does not cover the purchase of personal season tickets. Season ticket loans and bike loans are both now available. Please contact HR if you wish to make use of this. 

2. Travel by train 

2.1 Tickets should be purchased in advance where possible, to secure the best fares. 

2.2 Standard class travel should normally be used by employees for all rail journeys. However, if an employee is able to get First Class travel at broadly the same cost as standard class, then this is acceptable. If First Class travel at full cost is the only available method of travel, then this must be authorised by the Strand Lead. 

2.3 For the purchase of rail tickets of a value of less than £50, employees may purchase the tickets at the station and claim the cost back, with a receipt, via the online PADA expenses form. All tickets over this value should be made via the central travel booking facility – see section 16. 

2.4 Employees may be entitled to purchase an Oyster card to finance a business travel requirement for public transport within London, if there is a cost saving to PADA that can be demonstrated in writing. The card should be for business use only, but can be shared across several employees from the same cost centre. In all instances, the cost centre manager must ensure that a full audit trail of the usage is available showing all business journeys and relating each journey to a specific individual in their strand. 

3. PADA vehicle rental 

3.1 Vehicles may be hired where there is no suitable alternative public transport or when it is clearly in the business interest of PADA. PADA will reimburse the cost of vehicles hired for business travel plus associated travel costs. 

3.2 The PADA driver is responsible for ensuring that any additional charges are settled for each day of hire, for example, congestion charges and road toll charges. Additional business related costs such as garaging, parking and tolls will be reimbursed, receipts should be provided wherever possible. 

3.3 Drivers are personally responsible for any fines or penalties associated with parking, congestion charges or driving violations for rented vehicles. These charges will not be reimbursed by PADA. 

3.4 Employees should make all requests for vehicle rental via the central booking facility (see Section 16). 

3.5 Employees should request the minimum engine size that is fit for purpose for their business journey and should be no larger than 1.8Ltr diesel or 1.6Ltr petrol. 

3.6 Vehicles must be refuelled prior to returning them to avoid potential extra charges from the hire service provider. 

3.7 Under no circumstances should the vehicle be driven outside of the UK or for private use or outside of the specified hire period. 

3.8 All hires should be for manual transmission. Automatic cars will only be provided based on medical disability requirements or ownership of an automatic-only licence. 

3.9 The driver should always inspect the vehicle for damage on delivery and notify the service provider of additional damages not recorded on the paperwork. 

3.10 If you are involved in an accident whilst driving a hire car on PADA business, you should report it to the service provider and your line manager. 

4. Travel by private car and motorcycle 

4.1Employees are able to use their private motor vehicle or motor cycle for business travel, provided it is the most cost-effective method of transport for PADA and the following conditions have been met in full: 

· The employee must have an insurance policy for their private motor vehicle or motor cycle which contains a business use clause and employer indemnity. The policy must be a minimum of third party, accident, and fire and/or theft insurance cover without financial limits against claims in respect of bodily injury to or death of third parties; and bodily injury to or death of any passenger and the policy must contain a financial limit against claims in respect of damage to the property of third parties of no less than £250,000. 

· The employee must hold a full current driving licence. Both parts, where applicable, must be shown to their line manager before any business travel is undertaken in a private vehicle. The manager must check to ensure that the employee has an appropriate valid licence for the vehicle they will be using. The manager must also ensure that there are no periods of disqualification in force. Details of the check carried out by the line manager should be recorded, a photocopy of the licence taken and sent to HR to file in their personal records. Checks should be repeated on no less than an annual basis. Employees should inform their line manager immediately if they receive any endorsements on their driving licence. 

· The private vehicle must be roadworthy and where it is over three years old have a valid MOT certificate. 

· Any business travel undertaken in a private vehicle must be authorised in advance by the line manager. 

4.2 The mileage rates for private cars is 40p per mile for the first 10000 miles and 25p per mile for all miles over 10000, in any financial year. A home to office deduction should be made where appropriate (see Section 8). 


If an employee is likely to do a large number of business miles in the financial year, then HR need to be notified as soon as possible to fully consider all available alternatives including hire car or lease car options. 

4.3 The mileage rate for private motor cycles is 24p per mile regardless of the total number of miles travelled in any financial year. 

4.4 To note that it is the responsibility of the employee to keep a record of the number of business miles paid at the higher rate each tax year, via the appropriate box on the e-claim form. 

4.5 PADA will also reimburse additional charges for parking and tolls, where incurred as a result of travel in a private vehicle on PADA business. Employees should obtain a receipt wherever possible. 

5. Air travel 

5.1 Employees should only request air tickets via the central booking facility (see Section 16). This should be as far in advance as possible, therefore accessing the cheapest available tickets. Electronic ticketing (e-ticket) should be use wherever possible to avoid the paper ticket surcharge. 

5.2 Economy Class air travel should always be booked when travelling on domestic flights within the UK or across Europe. Employees should always consider Economy Class air travel, regardless of the destination and flight duration. 

5.3 Business Class may be considered for travel outside the UK and Europe. To note that NO First Class tickets may be booked regardless  of the length/duration of journey. 

5.5 Employees should always request a restricted ticket, whenever it is practical to choose a specific flight. Fully flexible open tickets should only be requested if flexibility is required on both legs of the journey. When flexibility is only required on one leg of the journey, then this should be specified at the time of booking to enable a mix of restricted and flexible tickets to meet requirements but provide improved value for money. 

5.6 Employees should always take the cheapest flight available which meets their requirements. Loyalty cards should not be a factor in an employees request regarding the selection of an airline. 

5.7 PADA will procure appropriate overseas travel insurance for employees at the time of booking e-tickets. 

6. Hotel accommodation 

6.1 All hotel bookings for employees should be made via the central booking facility (see section 16), unless booking a Premier Inn or Travel Lodge. 


These may be booked by the employee direct using their own credit card. The cost can be claimed back, with a receipt, via the online PADA expenses form. 

6.2 Hotels offered will meet the minimum PADA standards, which are as follows: 

· three-star rating or above 

· offer single-occupancy room 

· be situated in a safe, well-lit location 

· have a work space, desk and chair 

· offer cooked and/or continental breakfast 

· have en-suite facilities 

· have tea and coffee making facilities available 

· be as close to the traveller’s detached duty location as possible and available 

· be the most economical having taken into account the cost of the whole trip, such as public transport costs, taxi fares and travelling time 

6.3 PADA has put in place the following upper target limits: 

·  London £125 

· 0utside London £85 

PADA employees may only request hotels outside of the upper target limit, where there is a justifiable business or operational reason. The reason must be recorded on the PADA Business Expenses Form and authorised by the line manager. 

6.4 It is the personal responsibility of the employee to cancel any hotel room that they no longer require. Failure to do so will result in the full cost of the room being charged to their cost centre. 

6.5 We now have a number of serviced apartments available in London as an alternative to hotel accommodation. These are recommended for those people who commute from Leeds/Newcastle to spend a number of nights per week in London. 


The link for the website: http://www.marlinapartments.com/ 

Please kindly note that all bookings for serviced apartments are made using the Expotel service. You can contact Expotel on: 0800 634 3296 (please note that you will have to ensure that you have your line manager's authorisation and also the cost code for your strand/department in order to make a booking).  

7. Taxis 


Taxis should only be used in exceptional circumstances where it is cost-effective or no feasible alternative travel arrangements exist. For example, as a personal safety consideration, for the carriage of heavy luggage or if public transport does not provide a reasonable option. 

7.1 To avoid surcharge and waiting times, taxis should not normally be pre-booked. 

7.2 A gratuity of up to 10 per cent can be added to business journeys made by taxi, which can be claimed back via receipt. 

7.3 Contracts with taxi firms may only be established upon approval of a business case by Finance and Commercial and Procurement Strands who must record the contracts on the contracts database. 

8. Working away from the normal place of work 

8.1 Provided the business journey is different from the ordinary commuting journey the cost of travel can be claimed in full. In the following example where ‘A’ represents the travellers home, ‘B’ the temporary place of work and ‘C’ the normal place of work, travellers can claim (and be reimbursed tax free) the costs of travel from ‘A’ to ‘B’ in example one and ‘C’ to ‘B’ in example two. 

Example One 
A 
                                       B 
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                        C 
Example Two 
A__________C__________B 
9. Personal incidental expenses 

9.1 A flat rate of £5 can be claimed to cover any personal incidental expenses, such as newspapers, telephone calls and laundry costs, which are incurred during an overnight stay in the UK. For overnight stays outside the UK, the flat rate of £10. No evidence or receipts are required to claim this flat rate. 

9.2 Following guidelines from HM Revenue & Customs, these payments are not subject to tax. You may not claim incidental expenses that are already contained in your hotel bill. 

10. Additional expenses/rates 

10.1 A maximum £21 night subsistence allowance may claimed by employees staying away from home, which represents a full 24 hour rate. This is for meals out (without alcohol), or actual food bills if staying at an apartment. As we have no dispensation from HMRC for this, a receipt will be required in all cases. 

10.2 The night subsistence rate is payable for a maximum of 30 nights in a continuous period (there must be a 10-day break excluding weekends / holidays/ sick before the 30 nights can start again). If an employee stays away for more than 30 nights (this also includes employees who stay away for 1 night per week unless they have 10 days away from the detached duty office) a reduced rate of up to £16.50 per night applies (and a valid receipt must be produced to support the claim.  

10.3 To note that it is the responsibility of the employee to keep a record of the number of continuous night’s subsistence claimed, via the appropriate box on the e-claim form. 

10.4 PADA will also allow up to £5.00 hospitality to be claimed for taking external clients/suppliers for coffee etc. Receipts will be required and should be attached to the claim form. 

11. Health & Safety guidance on international travel 

11.1 Up-to-date comprehensive travel advice is provided by the Foreign & Commonwealth Office or www.fco.gov.uk or 0870 6060290. 

11.2 There are a number of generic areas to consider: 

· Have you the necessary documentation (valid passport, visa and proof of identification)? Travellers within the European Economic Area (EEA) now need a European Health Insurance Card (EHIC) 

· Have you had the necessary vaccinations required? advice can be obtained from the Department of Health at www.doh.gov.uk/traveladvice or 0800 555777 
· Do you know the medical facilities that are available to you in the country you are visiting? 

· Ensure you have the address, phone number and opening hours of the British Embassy, High Commission or Consulate before travelling 

· You know what to do if you are arrested or have items stolen 

· Awareness of local environment and culture – local laws and customs, laws on driving abroad, laws and attitudes to alcohol and drugs 

· Leave details such as emergency contact numbers along with photocopies of passport and any other documents such as EHIC, with someone at home/work. 

11.3 General health advice is: 

· Avoid alcohol as far as possible 24 hours before flying and during flying 

· Make sure you drink plenty of water to keep the body properly hydrated 

· Nausea, etc., can be minimised by taking travel sickness tablets/remedies in advance of flying/travelling. Sweets or chewing gum can also help minimise the effects 

· Exercise during the flight – walk up and down aisles every 30-40 minutes. 

12. Taxation and National Insurance liability on business expenses 

12.1 Employees do not pay tax on expenses which are paid by PADA, under the terms of this policy, to cover the full cost of a business journey, provided the journey is not classed as ordinary commuting or private travel. 

12.2 Expenses paid in these circumstances are covered by a dispensation issued by Her Majesty’s Revenue and Customs (HMRC) which means they are tax free and: 

· PADA, as an employer, does not have to report the payment of these expenses to HMRC 

· the employee does not have to show the expenses on their self-assessment tax return 

12.3 Some travel expenses payments, however, are made for journeys which HMRC consider to be private travel and therefore attract an income tax and national insurance contributions (NIC) liability. The tax is deducted under PAYE arrangements and, therefore, does not need to be reported on a self-assessment form. 

12.4 When travel expenses payments have an income tax liability PADA will compensate the employee by uplifting the expenses by the amount of tax due.  

1.5 Expenses payments made for periods of detached duty or official business away from the long term detached duty workplace will not be uplifted to include any tax liability. Provided these payments are not taxable they should be claimed as normal. 

13. Detached duty 

13.1 When a period of detached duty to a temporary workplace lasts, or is likely to last, more than 24 months the temporary workplace is regarded as a permanent workplace for tax purposes only, under HMRC rules. Travel expenses paid in these circumstances will be subject to Income Tax and NIC. PADA will compensate employees by uplifting their expenses to include the amount of income tax due. 

14. Reimbursement of business travel costs 

14.1 PADA will reimburse all necessary and reasonable travel costs incurred whilst travelling on PADA business (excluding travelling to and from work, that is, ordinary commuting or private travel) that have been booked and authorised in accordance with PADA travel policy 

14.2 All claims must be made via the e-expenses form, a copy of which can be downloaded via the HR intranet site. All claims must include details of the business reason for the journey. 

14.3 Managers are responsible for verifying the accuracy and compliance with the PADA policy of all requests for reimbursement of business travel costs. 

14.4 Business travel which is not compliant with the PADA policy may not be reimbursed and may risk disciplinary action being taken against the employee. PADA also has the right to request reimbursement after payment has been made if any claim is subsequently identified as being non-compliant. 

14.5 All business travel expenditure should normally be submitted within a single claim for payment on a monthly cycle to enable line managers to effectively validate. However, all claims must be submitted within three months of travel and within the same financial year for accounting purposes. 

14.6 All business travel expense claims must be accompanied by a receipt; this should in most cases be a VAT receipt. It is important that receipts are submitted in order for PADA to comply with HM Revenue and Customs record retention requirements. See Annex 1 for details of those items that require a receipt. Failure to produce a receipt may result in non-reimbursement of claim. 

15. Authorising business travel expenses 

15.1 If you are authorising travel claims you should ensure that all claims for business travel expenses follow PADA policy, are accurately recorded and are supported by receipts wherever appropriate. 

15.2 All employee travel and expenses claims must be authorised by a line manager, there is no self-authorising allowable.  

15.3 All travel and expenses claims are paid along with payroll on the last working day of the month. Therefore please allow sufficient time, in advance of pay cut-off for your claim to be processed. Details of the forthcoming payroll cut-off dates are available from the HR intranet pages and advertised in PACE. 

16. Central travel booking/claims handling 

16.1 All employees should make their travel arrangements (unless otherwise stated), via the central booking Facility – Tel. 020 7940 8525 (extn 2295) or email: sheri.conklin@dwp.gsi.gov.uk   
16.2 All employees must submit their claim(s), with the appropriate authorisation, plus receipts, to the Facilities post box on the ground floor. 

16.3 Facilities will check claims amounts, authorisation and keep all receipts for audit purposes and then send the claims to Finance in Newcastle for processing and passing to our payroll provider. 

Where to get help 

If you have any queries about any aspect of this Travel and Expenses Framework, then please do not hesitate to contact HR. 

APPENDIX A 

Receipts 

Receipts are required for the following claims: 

	Expenses
	Circumstances
	Receipts

	Coach or bus ticket 
	Purchased by employee 
	Receipts required 

	Rail Travel 
	For all rail travel 
	Receipts required 

	Hotel Accommodation 
	For all hotel bookings made centrally 
	Receipt required for full amount 

	Premier Inn / Travel Lodge / Holiday Inn Express 
	For all hotel bookings made by employee 
	Receipts required 

	Taxi fares 
	For all journeys made by taxi 
	Receipt required for full amount 

	Hire Car 
	In all cases where hire cars are used 
	Receipt required for full amount 

	Fuel charges 
	For hire cars 
	Receipt required for full amount 

	Parking & Toll charges 
	For private and hire vehicles. 
	Receipt required for full amount (if not retained by machine) 

	Miscellaneous expenses 
	Except personal incidental expenses 
	Receipts required in full 

	Air Travel 
	For all air travel 
	Receipts required 


Note: All receipts for travel and expenses will be held securely in St Dunstan’s House for audit purposes. Claims processed and passed for payment by Finance in Newcastle. 

Pension Protection Fund Expenses Policy

Travel guidance extracts taken from the expenses policy for Parliamentary Question 314929. 

3. Air and rail travel

The work of the PPF may require employees to travel away from their normal place of work in the course of their business.  Employees will be entitled to claim a full refund of their actual travel expenses.

When planning a business journey, employees must choose the most cost effective method of travel after taking time (how long the journey will take) fares or mileage costs into account.  Approval from the relevant Head of Team or Executive Director must be given prior to the employee making any journey, in accordance with the PPF’s Delegation of Authority policy. 

If actual journey costs are not known at the time of seeking approval (e.g. because they involve unpredictable costs such as local taxi fares), employees should seek approval based on their best estimate. As a matter of best practice, approval for journeys should be documented e.g. by exchange of e-mails.

Business travel will primarily be by public transport although it is accepted that on occasion it may be most cost effective to allow the business journey to be made by car (see below).

Travel by public transport including trains and aircraft will be on standard class. 

All bookings over £50 for air and rail travel should be booked centrally via the Facilities team who use the company travel agency, Carlson Wagonlit Travel.  

To request travel tickets, staff should complete the relevant request form that can be found under Forms and Templates on the intranet. This form should then be authorised by the appropriate Head of Team or Executive Director.

Tickets will be sent to the PPF’s office or may be collected at the relevant station or airport prior to travel.

There are time limits for making reservations with both contractors. This means if business travel is required at very short notice, independent travel reservations (arrangements made by the individual directly) may be necessary. However an employee will need to substantiate this when making their claim and should always obtain authorisation before the direct booking is made.

4. Mileage claims

The PPF will reimburse mileage costs at the tax free rates published by HM Revenue and Customs. At the time of writing these rates are:

· 40p per mile for the first 10,000 business miles

· 25p per mile thereafter.

These rates are subject to change whenever HM Revenue and Customs change their guidelines.

Mileage in excess of 500 miles in one day will not be allowed. Individuals will be expected to use public transport or stay away overnight if their journey would necessitate driving more than 500 miles in one day.

To encourage car sharing, if an employee takes PPPF colleagues as passengers in their private car, an additional 2p per business mile for each passenger may be claimed. (This rate is also subject to change whenever HM Revenue and Customs change their guidelines).

If an employee uses their car for business purposes, an individual’s insurance policy must include cover for business travel and the approver must have proof that this clause is included. The PPF cannot reimburse any additional insurance premium due to this requirement.

The PPF will not pay any fines in connection with Road Traffic Act offences nor will the Company reimburse car wash or valet costs.

Remploy Ltd – Summary of travel policy

Remploy Ltd are currently reviewing their policy.

General

· Remploy receives a significant level of funding from government each year to support its objectives and has a duty to demonstrate a prudent approach to the use of public money in its day to day operation.  

· The Travel & Business Expense Policy embraces the company’s “Policy on the Payment of Allowances” which details Inland Revenue agreed/approved allowances. Many of these allowances are covered in appendix 1 of the company’s guidelines on claiming Travel and Business Expenses. 

Employee Responsibilities

· All employees (irrespective of status) are required to comply with the following:

i) Employees must not make any false claims relating to travel and business expenses. If any employee is asked to sign or submit an expense claim they know to be false or fraudulent they should immediately contact the Internal Audit Department or HR.  

j) Employees must ensure that all claims for travel and travel are reasonable and justifiable.  

k) Employees must ensure that no excessive claims for travel or business expenses are submitted or approved.  

l) Employees should ensure that wherever possible, business mileage claims are kept to a minimum and full use is made of vehicle hire facilities.   

m) Employees must ensure that validation (e.g. receipts) of claims for travel and business expenses is provided wherever practicable. 
Travel Policy

· Employees should use the most economical and effective form of travel available, taking into account the distance to be travelled and the reason for travelling. For example, it may well be cheaper to hire a vehicle than to claim business miles.  

· Company car users should use their vehicle in line with the company car policy and any guidance regarding Health and Safety for company car users.  

· The shared use of company cars should be adopted wherever practicable.  

· Wherever rail travel is the most appropriate form of travel, employees should normally travel on “standard” tickets.   

· The use of “special” rail fare arrangements which provide travel at less than the “standard” rail fare is encouraged and should be sought wherever practicable.   

· Approval to travel “First Class” on trains may be given by the Chief Executive, in appropriate circumstances.   

· Similarly the use of coach travel should be on the basis of the most economical and effective arrangement.   

· All air travel in the UK and Europe must be authorised by a Director or Business/Regional Manager, and should be economy fares only, using the most economical and effective tariff arrangements available. (Wherever practicable low price opportunities should be utilized).   

· All Inter-Continental Air Travel must be authorised by the Chief Executive and because of the distance and time involved may be booked as “business Class”.  

· In all cases of air travel Employees should consider the most appropriate travel arrangements bearing in mind fare structures. (For example it may be considerably cheaper to travel on a Saturday and stay one extra night in a hotel, rather travel on a Sunday at a much higher fare)
Compliance

· Failure to comply with this policy will be regarded as a disciplinary issue.

· Any employee who submits a false or fraudulent may be dismissed. 

The Pensions Advisory Service TRAVEL 
-A GUIDE FOR STAFF
Travel guidance extracts taken from the expenses policy for Parliamentary Question 314929.
Introduction

 This policy explains:

· Your entitlement to reimbursement in incurring expenditure on TPAS business.

· How you book your accommodation and travel tickets.

· How you claim reimbursement.

All claims must accord with the procedures detailed within this manual.

Reimbursement for expenditure that:

· exceeds the expenditure limits and where prior authority has not been obtained may be limited to the current expenditure limits unless exceptional circumstances apply
· does not comply with this guidance may be refused.

1. Business Travel Policy

1.1 Travel Avoidance

The TPAS Travel Policy is focused on achieving sustainable travel.  This means limiting TPAS‘ and your carbon footprint.  To do this, we must consider what is:

· better for the environment

· better for you, and

· better for TPAS.

You should always discuss your travelling needs with your Line Manager and determine whether travelling is a necessity, having considered the business needs, sustainability issues and cost.  If it is possible to conduct the business without travelling, then this should be the preferred option.

In deciding whether travel is necessary, you should consider in order the following questions.  If the answer is “No” move down to the next option.

· Do you need to travel or could you discuss the business matter by either correspondence or telephone?
· Can you walk or cycle to your meeting?
· Can you use public transport (tube, bus, rail, ferry)?
· Can you use either your own car or hire a car?
· Do you need to travel by air?

Due to the need to protect the environment, it is better to use public transport than a car or other form of private transport.   Normally it is better to hire a car than use your own car.  This is because hire cars tend to be new or almost new and as such do not emit excessive levels of CO2.  Other than the Chief Executive and Directors who should decide for themselves, the benefits of using their own car as opposed to a hire car, you should discuss the relevant benefits with your Line Manager. In considering the relevant benefits, you should consider both cost, the effect on the environment and convenience.

1.2 Official Travelling

If travelling is necessary, reimbursement of expenses actually and necessarily incurred in the course of ‘Official Travelling’ will be made.  ‘Official Travelling’ means travel on TPAS business.  It does not include travel between home and your permanent base (for most staff their permanent base is 11 Belgrave Road).

 1.3 Travel Authorisation

Before booking any travel arrangements, you must:

· discuss your travel arrangements with your Line Manager and assess the most economical way of travelling, taking into account sustainability factors, value for money and convenience
· familiarise yourself with the guidance within this document
· obtain written permission from your Line Manager to the mode of transport.   It is your and your Line Manager’s responsibility to ensure that you keep an audit trail of the authorisation to travel.  You will need to attach this to the claim form when claiming reimbursement.

The Chief Executive and Directors should decide for themselves both the need to travel and the appropriate form of travel, taking account of the guidance within this document.  

1.4 Purchase of tickets

Once approval for travel/hire of vehicle has been given, you are responsible for making the travel arrangements and for reclaiming the expenditure.  To help with this you can make a claim for an advance payment (See Advance Payments below). You must purchase the most cost effective tickets and make any car hire in accordance with guidance within this document.  

1.5 Rail Travel

a. Standard Class

Standard class travel should be considered in all instances by all staff, regardless of  their grade, especially where staff are:

· not planning to work on the train

· travelling on a short journey

· travelling outside of peak period (where trains are quieter).

First class travel can be allowed if any of the following apply:

· you are travelling alone overnight or during unsociable hours
· you cannot find a seat in standard class and you may need to upgrade to first class on the train (you will need a note signed by  a train official confirming there are no seats available in standard class)
· you are a disabled traveller and you need the extra comfort provided in first class
· you are pregnant and you need the extra comfort and service provided in first class
· you are undertaking TPAS work on the train
· you are required to accompany a non TPAS employee on a business journey and they are travelling first class.

Other than where you cannot find a seat in standard class permission must be sought in writing from your Line Manager to travel first class.  This must be attached to your expenses claim form.  The Chief Executive and the Directors should decide for themselves.

b. Restricted Tickets

You should always purchase a restricted ‘Off-Peak or Advance’ ticket whenever it is practical to choose a specific train or a specific timescale.

If you miss a train or connection and hold a restricted ticket, you may pay for the replacement ticket and reclaim this via expenses.  When eligible to do so, you should seek to obtain a refund for any unused tickets from the service provider.  Full details should be provided, on the expenses claim form.

c. Open/Flexible Tickets

The use of restricted tickets should always be considered first before requesting an open ‘Anytime’ ticket.  You should only request and book fully flexible ‘Anytime’ tickets if you need flexibility on both legs of the journey. Written permission from your Line Manager for this type of ticket must be obtained and attached to your expenses claim form.

When flexibility is required on one leg of the journey, this should be specified at the point of booking, thereby enabling the service provider to offer a mixture of restricted and flexible tickets meeting your requirement, but providing maximum value for money.

d. Booking in Advance

You should always book your tickets as far as possible in advance, thereby accessing the cheapest available tickets.

e. Rail Cards   

Proving there is a cost saving to TPAS, which you can demonstrate in writing to your Line Manager, you may be entitled to purchase a personal rail card (e.g. young people, disabled, senior card).  

If eligible, you can claim back the cost of the rail card but this will need to be reported to HMRC at the year-end, as there will be a tax liability for personal use of the card.

 f. Frequent Traveller Cards/Points/Rewards

Frequent traveller cards/points/rewards that are accumulated on business trips should not, under any circumstances, be used for personal bookings.  These may only be used to book future business trips.  If you accumulate points/rewards, you should report these to your Line Manger and a full record maintained.

1.6 Use of Private Cars

a. Consideration

Unless costs far exceed the use of a private car, where possible public transport should be used. This is in line with TPAS’ policy on the environment.  Other than the Chief Executive and Directors, who should decide for themselves the benefits of using a private car for business use, you should apply for permission to use such a vehicle from your Line Manager. Approval will be given only after consideration as to the cost of the journey by other means of transport, the number of passengers, the effect on the environment, saving in subsistence allowance and time, the need to carry heavy equipment, the number of passengers and the accessibility of your destination by public transport.

When travelling by car, the most direct route should be used.  Where this is not practicable, a note of explanation should be given on the expenses claim form. 

b. Insurance

If you are using your private car for business use, you must ensure that you are legally and adequately insured for business use. TPAS shall not be liable for any injury arising other than as a result of its negligence for loss of damage of any kind, whether arising out of negligence (or that of anyone acting on its behalf), any breach of duty or otherwise.  If you are carrying TPAS cash or equipment you should ensure that if the car is left unattended it is locked, all windows securely fastened and the equipment kept out of sight.  If staying overnight, the equipment should be kept in the hotel.

c. Travelling Together

When more than one person is travelling on business to the same venue and the use of a private car has been authorised, every effort should be made to travel together.

d. Parking Fees and other Expenses 

Parking fees, tolls and ferry charges necessarily incurred while travelling on TPAS business can be reclaimed subject to the production of receipts. If, for any reason it is not possible to get a receipt, a note must be attached, to the claim form explaining why it has not been possible.

e. Parking Tickets and Fines

Parking tickets, speeding or other fines incurred while travelling on TPAS business will not be reimbursed.

1.7 Vehicle Hire

a. Hire of Vehicle

Other than the Chief Executive and Directors who should decide for themselves the need to hire a car, you should seek written authority from your Line Manager for hiring a vehicle for business use. If authority has been given, a car can be hired subject to the following conditions:

· The maximum engine size should be no larger than 1.8 litres diesel.  Where possible a diesel vehicle should be hired.  If not available, you should hire a petrol vehicle, maximum 1.6 litres. 

· The hire car company must be a nationally recognised company.

· Under no circumstances should a vehicle greater than the above limits, be hired. 

b. Insurance

You should take out full insurance to waive any excess in the event of an accident.  At the beginning and end of each hire, you must always thoroughly check the vehicle and agree with the supplier any damage. 

1.8 Air Travel

Other than the Chief Executive or Directors, who should decide for themselves the benefits of air travel, you should seek written authority from your Line Manager to travel by air.  Travel by air within the UK should only be undertaken, if there is a substantial saving of subsistence allowance or official time and where the costs are comparable with travel by other means.  The comparison should take into account, time taken to travel to the airport, checking in time etc.  Where possible, you should always consider travelling by rail instead of air.  Rail travel is 77% less polluting than  air.   

Travel should be by the most cost effective option and must be limited to economy class.  Business class or higher is not permitted.  You should book your tickets as far as possible in advance and book wherever possible restricted tickets.   You should only request and book fully flexible open tickets if you need total flexibility on both legs.   

Lounge access to the airport is only allowed under exceptional circumstances where you can demonstrate a business need.  Prior written authority must be obtained from your Line Manager.

1.9 Other forms of transport 

a. Taxis

Taxis should be used on TPAS business only when other forms of transport are inappropriate or unavailable.  Travelling within London should normally be undertaken by bus or tube, unless there is either heavy equipment to transport or considerable savings in official time.  If travelling by public transport i.e. train, bus, plane, it is permissible to use a taxi to continue to your destination.  Otherwise, a brief note should be included as to why a taxi was used.  In all instances, a receipt must be included with your claim form.  

Where members of staff require a taxi from the TPAS office, the appropriate order form should be completed and authorised by the appropriate manager and the form passed to the Finance Section who will arrange for a taxi.

b. Bus and Tube Travel

When travelling by either bus or tube, reimbursement will be for fares actually incurred.  Staff in receipt of a season ticket covering tube and bus travel within London will not be entitled to Prescribed Limits.

c. Oyster Card

You should consider purchasing an Oyster card to finance your business travel requirement for public transport in London providing:

· There is a saving to TPAS that you can demonstrate in writing.  Approval must be obtained from your Line Manager and attached to your expenses claim form.

· A full audit trail must be retained and details of each journey used on the Oyster card to be shown on the expenses claim form, so that a check can be made against the Oyster card.

· The Oyster card should be used solely for business use.  It may not be used for private journeys, as there will be a tax liability and inappropriate use of public funds. Staff found using a card purchased for business use for private use will be subject to disciplinary proceedings. 

Business Calls 

While away on official business, you may need to make business calls. If you believe you may need to do so, you should, if you are not entitled to a permanent official phone, you can sign for one of the pool office mobiles, obtainable from Finance.  The mobile should be returned to Finance once you return to Belgrave Road.  A note should accompany it stating the number and duration of calls made.   If the mobile needs to be ‘topped up” tell Finance, who will arrange for this to be done. Due to the cost, making a business call from your hotel room phone, should be avoided, unless absolutely necessary.   If you do have to make an essential business call from your hotel room, you will need to provide details on your claim form.  It is not sufficient just to state that it was a business call.  You should detail whom the call was made to and the reason.  If, you make a business call on your personal mobile this can be reimbursed on production of your telephone bill.  This will however, needs to be reported to HMRC, as there may be a tax liability.

3.5 Absence involves a very early start

Where TPAS business necessitates a very early start from home, e.g. before 6.30am to a destination other than your normal base, you are entitled to claim on production of receipts for the cost of a modestly priced breakfast up to a maximum of £7.50.  If travelling on either a train or a ferry, breakfast purchased on the train/ferry is acceptable even if this exceeds £7.50.   This is in addition to any expenditure you are entitled to, for being away from your base over lunchtime and/or not returning home by 8.00pm.

4. Hospitality/Entertainment

4.1 By TPAS

When meetings take place in the TPAS office, it will be normal to offer tea/coffee and where appropriate sandwiches, or similar food.

Food will normally only be offered if:

· the meeting takes place in the evening

· the meeting covers lunch time

· the meeting includes persons not employed by TPAS.

Reimbursement for entertainment of colleagues i.e. other employees of TPAS is not allowed.

Authority for offering refreshments must be obtained in advance from the CE, TD or DOA, whoever is the appropriate line manger.

Hospitality outside of the office, e.g. in a restaurant should only be offered where:

· those organisations have been of considerable help to TPAS

· the organisation has given hospitality to TPAS

· someone has been invited to meet with TPAS for a purpose beneficial to TPAS e.g. new RO.

Permission to entertain an individual outside the office must be sought in advance from the CE, TD or DOA, whoever is the appropriate Line Manager. 

4.2 To TPAS

Hospitality should not be accepted, if there could be the slightest possibility that this could be seen as an inducement to influence you, in either making or renewing a contract.  If you do accept any hospitality, details should be reported to Finance who will keep a record of the hospitality provided.  

4.3 Business Calls 

If you have to make any business related calls from your personal phone then HMRC require evidence of the calls, i.e. itemised billing before any reimbursement of the cost of the calls is made.  Alternatively, if a company mobile is used and you have paid to top-up the phone then only a receipt of the cost of the top-up is required for reimbursement.  Please attach the relevant evidence to the claim form if you are claiming for business calls.

5. Claims procedure

All claims must accord with the procedures detailed within this manual.

Reimbursement for expenditure that:

· exceeds the expenditure limits and where prior authority has not been obtained, may be limited to the current expenditure limits, unless exceptional circumstances apply

· does not comply with this guidance may be refused.

5.1 Advance payment

While claims will be paid as quickly as possible, you may claim an advance known as an advance payment, to cover your expected expenditure.  Claims should be made on the Advance Payment form and submitted for authorisation to your appropriate line manager.  Once authorised, the forms should be passed to the Finance Team Leader (FTL) to arrange payment.  The CE, TD and DOA should determine for themselves the benefits of an advance payment.

The claim should detail the likely expenditure to be incurred and should be limited to 90% of that expenditure.  The advance received should then be deducted when the final claim is made.

Staff wishing to take advantage of an advance payment must ensure their claim is submitted at least two weeks before the expenditure is to be incurred.

5.2 Claiming for Reimbursement

All claims should be made on the Expenses Claim Form.  When making a claim any advance payment received should be deducted.

The date and purpose of each journey should be recorded with each leg of the journey separately detailed.  If TPAS has paid any expenditure directly e.g. train fare, details of the journey should still be shown and the fact that payment has been made by TPAS recorded.

All claims must be accompanied by supporting receipts.  Where for any reason a receipt is not available, a full explanation must be provided.  Similarly, where there is any unusual expenditure or the cost is excessive, a full explanation must be given.

Claims should be submitted for authorisation as follows:

· CE, TD and DOA - Self Authorisation
· all other staff - To the CE, TD, DOA, Casework Manager, Deputy DOA or Information & Guidance Manager , whoever is the appropriate line manger.
· After authorisation, all claims should be forwarded direct to the FTL to arrange payment.
· All claims will be checked by either the FTL or one of the finance team members to ensure that the:
n) totals are correct

o) claim complies with the guidance within this manual.

All claims must be checked by a person different to the person making the claim.

If an arithmetical error has occurred, the claim will automatically be adjusted.  If there is any other discrepancy, the claim will be returned to the person authorising the claim for clarification.  The form will also be returned for clarification, if the expenditure is deemed to be excessive and there is no suitable explanation.

5.3 Payment of claim

Payment will be made direct to the individual’s bank account.  The individual will be informed when payment has been made.

5.4 Expenses payable from 1 April 2008

a. Rail Travel

	Class
	Category of person entitled

	First class
	CE, TD, DOA where journey exceeds 50 miles and first class travel can be justified. 

	Standard class 
	All other staff unless either travelling with a member of staff entitled to first class travel or where prior permission has been obtained. 


b. Air Travel

Travel by air within the UK is allowable only in certain circumstances (see Air Travel).  Prior permission should be obtained and travel must be by the most economic class available.

c. Private Cars

	Distance

	Rate per mile

	First 10,000 miles

	40p

	Over 10,000 miles
	25p


d. Other forms of transport

 Reimbursement of actual expenditure.

e. Subsistence

Overnight accommodation: appropriate accommodation (see Hotel Accommodation).
Meals and refreshments: modest expenditure actually incurred up to a maximum amount (see Subsistence).

Appendix 1

Expotel – booking guidelines

Hotel booking form

Any staff who wants to book accommodation must complete a hotel booking form available from Finance and get it approved by their Line Manager.  The form should then be passed to Maria who will put the request through to Expotel.  In her absence please pass the form to any other member of the Finance team to make arrangements.  

Staff are not authorised to contact Expotel direct to book their own accommodation as Expotel will not accept their request.  It has to come from one of the key bookers - Maria, Caroline, Emma or Mandeep.

Booking process

Expotel will provide the hotel service between the hours of 08:00 and 18:00 hours, Monday to Friday each week (excluding bank holidays).  

Finance will provide details of your location to Expotel who will then search through their directory of hotels and provide details of the hotel(s) that meet the service requirements and within the limits agreed.  Finance will forward this information to the staff member who will confirm their choice and Finance will then confirm the booking with Expotel.

Expotel will provide all information relating to the hotel and its location prior to booking. Finance will then forward this on to the staff member. This will include:

· A map, directions and distance from the venue

· Location of car park and cost if applicable

· Accessibility by public transport

· Facilities for disabled persons comply with the Disability Discrimination Act 1995

· Other facilities offered e.g. leisure, etc

You will also be provided with a contact number for Expotel in case there are any problems with your booking when you arrive at the hotel.  They will then liaise with the hotel to sort out any queries.

In the event that a hotel is not available within the limits that have been agreed, you will need to liaise with your Line Manager, who will approve whether a hotel that exceeds the limits should be booked.  Finance will need to get this approval in writing before placing the booking.

Complaints

Expotel has been provided with a list of our minimum requirements for hotel bookings.  If any staff find that the hotel they stayed in did not meet these requirements please notify Finance as soon as possible and we will then raise the complaint with Expotel to investigate.  If there are any issues to do with your room, i.e. room was untidy these should also be raised with the hotel at the time of your stay.

Hotel for Personal use

Please note hotels cannot be booked with Expotel for personal use, any staff wishing to stay in the hotel room longer than business necessitates must make arrangements separately.

The Pensions Regulator Travel policy – staff 

1. Travel

1.1 What is a business journey?

A business journey is one where you travel from one workplace to another - for example, from your permanent workplace (the office) to a temporary workplace (on a visit, for a meeting or a training course). It does not include travel between your home and the office where you normally work.

However, if you travel to a temporary workplace straight from your home (without coming into the office first), or you return direct to your home from the temporary workplace, we will repay to you whichever amount is less, either:

· the travel expenses that you paid (from your home); or

· the travel expenses that you would have paid if you had left from, and returned to, the office.

This is because you must travel by the most cost-effective and economical route (taking both time and money into consideration). Remember, you do not have to travel by the shortest route - a longer route may take less time and may therefore be the most economic means of travel.

1.2 How should I travel?

You can travel by public transport, hire car, your own car or bicycle. If you want to use your own car, you must agree this with your line manager and make sure that your car insurance covers business use. For more information on the mileage rates we will pay, see 'Private car travel'.

You should use the most cost-effective and economic means of travel to carry out TPR business - this does not necessarily mean the cheapest. Before you undertake any business journey, you need to consider the practicality of the various methods of transport available to you and the overall cost of your journey. Remember, the cheapest method of transport does not always produce the cheapest overall cost - you need to take into account subsistence, travelling time and business time.

If you claim the cost of a journey by public transport, a rail ticket for example, you must have actually made that journey. If you had a lift instead, you cannot claim the rail fare that you would have paid. Similarly, if you claim the mileage for your journey, you must have completed that mileage. 

We will normally pay expenses based on the cost of the journey by the most economical route and method of transport that your line manager has agreed for you to use. We will, of course, also take into account your personal circumstances. However, we may refuse claims for unreasonable expenses, or expenses which you could have avoided if you had planned your journey better. 

1.3 Change of plan?

If you have to change your travel arrangements for business reasons - for example, the date of a meeting changes - you should let your travel delegate know and they will amend, or get a refund for, your travel ticket.

However, if you change your travel arrangements for personal reasons - for example, you change your route to visit friends - we will not repay any extra costs to you that you have to pay out for. 

Again, if you change your travel arrangements for personal reasons and we are charged for the cancellation or refund of a travel ticket, we will expect you to cover the cost. If you think there may be a possibility that you will need to change your travel arrangements, let your travel delegate know when you request the booking. 

If you are away on business and decide to stay an extra night for personal reasons, you must arrange this direct with the hotel, even though the first night was booked through Expotel. 

1.4 Insurance

TPR staff are covered whilst travelling on TPR business within the UK (excluding private car insurance).

Please note that should you change your travel arrangements for personal reasons, you will not be classified as travelling in business time and will not therefore be covered for insurance purposes. 

More details about travel insurance are available in the facilities pages.

1.5 Public transport

We will pay the extra cost that you have to pay out for when travelling by public transport on TPR business.

Also, if you buy an annual Network railcard - which saves you 1/3 on rail fares in the South East - and you make a clear saving to TPR over the year, we will repay its cost to you.

1.6 Taxis

We will only repay taxi fares to you when: 

· there is no other suitable method of public transport; 

· you have to carry heavy luggage or equipment; 

· it is important to save time (you have to get to an urgent meeting); or 

· you need to consider your personal safety (you are travelling late at night or very early in the morning). 

1.7 Bicycle travel

You may prefer to use your bicycle for certain business journeys. If so, you must use the most economical routing, taking into account:

· the time spent travelling; 

· the cost of the journey; and 

· the needs of the business 

We will pay 20p per mile if you use your bicycle for TPR business.

Please remember to keep your receipts and to attach them to your claim form.

1.8 Rail travel

TPR staff should travel in standard class. However, if you are travelling by rail on a long journey and wish to work on the train, talk to your line manager who may agree for you to travel first class. The chairman, chief executive, board members and directors may travel first class if they wish, as long as the journey time is one hour or more. 

1.9 Air travel

You may travel by air when it is: 

· more economical because of savings on subsistence and time; 

· more effective (a difficult journey is made easier by flying); or 

· more expensive but the urgency of the journey justifies the extra cost (an urgent meeting). 

1.10 Private car travel

You may prefer to use your own car instead of travelling by public transport. If so, you must ensure that your car insurance covers you for business use.

If you use your own car, you must use the most economical routing, taking into account: 

· the time spent travelling; 

· the cost of the journey; and 

· the needs of the business. 

We will pay mileage allowances when you use your car for TPR business. 

There are two rates of mileage allowance - standard rate (the higher rate) and public transport rate. We will normally pay public transport rate. We will only pay the standard mileage rate if there are good business reasons.

1.11 Standard mileage rate

You can claim standard rate when you use your own car - with your line manager's agreement - if public transport is more difficult, costly, or time consuming. This rate is: 

· 40p per mile (up to 6,000 miles in a year) 

· 25p per mile (over 6,001 miles) 

1.12 Public transport mileage rate

In all other cases, we will pay public transport rate of 25p per mile when staff choose to use their car instead of public transport.

1.13 Private car travel - some examples

Remember, you can claim whichever is less, either: 

· the actual mileage you have travelled (from your home); or 

· the mileage you would have travelled between the office and the visit. 

Where you need to visit more than one location on the same day, we base the mileage between the office and the visit on the first and last visits. 

Example 1

You live in Worthing and you have a visit to do in Eastbourne - the mileage you should claim is Brighton (the office) to Eastbourne and return.

Example 2

You live in Worthing and you have a visit to do in Eastbourne and then Southampton - the mileage you should claim is:

· Brighton (the office) to Eastbourne; 

· Eastbourne to Southampton; and 

· Southampton to Worthing. 

Example 3

You live in Worthing, come into the office (Brighton), travel to Crawley, then to Horsham, then Littlehampton, before returning home to Worthing - the mileage you should claim is:

· Brighton to Crawley; 

· Crawley to Horsham; 

· Horsham to Littlehampton; and 

· Littlehampton to Worthing. 

Example 4

You live in Redhill and you travel to Roffey Park for a training course - the mileage you should claim is whichever is less, either:

· Redhill to Roffey Park; or 

· Brighton (the office) to Roffey Park.

1.14 Hire car travel

You should consider using a hire car if: 

· a car is essential for your journey; 

· public transport is not available or appropriate; or 

· you do not have a car. 

We will normally expect you to use a hire car if it is reasonably convenient and more cost-effective, even if you have your own car. If it is more cost-effective to use a hire car, we would encourage you to do so. 

Car hire is arranged through facilities. Further information, including the car hire booking form, can be found in the facilities pages of compass. 

1.15 General

In addition to the above remember that train tickets can (and should) be purchased through your travel delegate therefore reducing the need for expense claims.  

For further information please read the expenses policy.
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