



[image: image1.jpg]TOWN COUNCIL




BAILDON TOWN COUNCIL

Councillor Expenses Policy
	Approved by Governance Committee
	Minute & date


1. PURPOSE  

This policy sets out the Council's rules on how councillors can claim for expenses incurred in the performance of their duties for the Council. The purpose of this policy is to provide a framework to ensure that all councillors are aware of how to claim and be reimbursed for any legitimate expenses whilst carrying out approved duties and council business. This policy does not apply to council employees. 

2. EXPECTATIONS 

2.1 
Councillors are expected to: 
a) Behave honestly, responsibly and within the guidelines of this policy. 
b) Submit expenses claims within 30 days of incurring an expense, on approved forms (see Appendix) and provide enough information to explain the need for the expense; and 
c) Keep all receipts and provide VAT receipts (where appropriate) to allow the Council to reclaim the VAT. 
2.2 
The Council will: 
a) Check claimed expenses are authorised in line with this policy; and 
b) Approve and pay legitimate claims promptly.  This will be done by petty cash or BACS transfer. 
2.3 
If a councillor fails to comply with this policy, this may delay reimbursement or 
cause claims to be rejected. 
3. TRAVEL RELATED EXPENSES 

3.1 

Travelling expenses for attendance at meetings, courses, conferences and 

training will be paid in accordance with the hierarchical scheme below: 
3.1.1 

Whenever possible, walk or cycle to the destination. 
3.1.2 

If walking or cycling is not reasonable, public transport should be used. Any 
train travel should always be in standard class and journeys should be 
booked sufficiently in advance to obtain the best possible prices. 
3.1.3. 
It may be appropriate and cost-effective to use the councillor’s own car when travelling on council business.  It is their responsibility to ensure the vehicle is in good working order, fully insured for business use, taxed and MOT’d. 
3.1.3.1 
Mileage rates are as detailed on the travel claim form (see Appendix) and do not need to be receipted. However, evidence should be provided of the distance travelled, e.g., in the form of a route planner.  
3.1.3.3 
Parking fines or penalties will not be reimbursed. 
3.1.3.4 
Under no circumstances will speeding or any other form of traffic violation penalty or fine be reimbursed. 
3.1.4 
Taxi travel is to be used only when strictly necessary and where it is cost effective to do so. Fares should be supported by receipt(s).  
4. TRAINING

When attending training courses all councillors are able to claim travel expenses.  Relevant training course fees will be covered by the Council. 
5. SUBSISTENCE AND OVERNIGHT ACCOMMODATION

5.1 
Councillors can claim subsistence if duties mean they are acting on council business over mealtimes.  These claims should be supported by receipts.  
5.2 
For attendance at approved courses, conferences and training, accommodation 
expenses will be paid. 
5.2.1
Accommodation should be booked in advance at the best possible rates. 
5.2.2 
Consideration should be made to the location of the hotel with regards to the cost of transportation and the time required to travel to and from the hotel.
5.3 
The Clerk will provide guidance on suitable rates and receipts and invoices should 
be provided when claiming.  Alcohol cannot be reclaimed under any circumstances.
6. OTHER EXPENSES
6.1 
The following expenses are acceptable but councillors can only be reimbursed for these when undertaking their work as a councillor.  Reimbursement for the below items does not constitute a member’s allowance (by virtue of Regulation 25 of The Local Authorities (Members Allowances) (England) Regulations 2003) and it is considered that there will be no HMRC implications for such payments: 
6.1.2
Printer ink, paper and stationery expenses can be reimbursed via completion of claim form and receipts.  The council will also purchase these items for councillors if requested. 
6.1.3
Annual fee for use of Microsoft Office programmes if the councillor is in a role where such a subscription would be utilised fully and only for their role as a councillor. 
This policy will be reviewed every 5 years.

[image: image2.jpg]TOWN COUNCIL




COUNCILLOR EXPENSES CLAIM FORM

NAME:











	Date

	Details:
Destination and purpose of journey and/or Item/s purchased
	Travel car*
	Public T’port  
	Hotel  


	Other


	Total 

	
	
	
	£        :      
	£        :      
	£        :      
	£        :      

	
	
	
	£        :      
	£        :      
	£        :      
	£        :      

	
	
	
	£        :      
	£       :      
	£        :      
	£        :      

	
	Total Amount Claimed


	
	
	
	
	£        :


I declare that the details above are correct and I claim the amount shown.

I certify that I am making the attached expenses allowances claim because I incurred expenditure in excess of that which I would normally have incurred had I not been travelling in the performance of my duties and/or had I not been engaged on Town Council business.

I have read and understand the Town Council Councillor Expenses Policy. 

Signed: 

Date: 

Authorised:

Date:


*Mileage @ 45p per mile (HMSO rates). *Mileage calculated at shortest practical route
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