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Introduction
Purpose and scope
The purpose of this Travel and Subsistence Policy is to provide guidelines and procedures for employees, elected members, and any individuals representing Stroud District Council (SDC) to ensure efficient and cost-effective travel and subsistence arrangements while adhering to the most current legislation and best practices.
SDC believes that a person should not gain or lose financially as a result of travel on Council business, but that expenditure and travel must always reflect the needs of the Council and provide value for money consistent with the use of public funds. You should use common sense to ensure any expenditure is the most cost effective for the Council.
This policy applies to all SDC employees, elected members, and individuals representing SDC, including contractors and volunteers, when undertaking work-related travel or requiring subsistence support.
travel arrangements 
2.1. Modes of Travel: The Council remains fully committed to the principles of sustainability and encourages employees to use public transport, walk, use electric vehicles or cycle to and from work wherever possible.  Public transport should be the preferred mode of travel for work-related journeys, and employees are encouraged explore this option whenever practicable.
2.2. Exceptions for Using Public Transport: Exceptions to the use of public transport may be agreed by line managers under the following circumstances:
· The time taken to complete the journey via public transport is impractical for work requirements. 
· The nature of work requires the carriage of substantial paperwork and equipment. 
· Concerns for safety, particularly when traveling alone late at night.
2.3. Class of Travel for Rail Journeys: For rail travel, employees should travel in standard class unless any of the following apply:
· Standard class travel would hinder the ability to work due to the sensitive nature of work. 
· Standard class seats are unavailable. 
· Health or exceptional reasons justify traveling in a higher class.
Approval for traveling first class must be sought from the appropriate Director before purchasing the ticket.
2.4. Sustainable Transport Options: Employees should consider sustainable transport options, such as bicycles, E bikes, hybrid and electric cars or motorcycles, for which separate mileage rates are applicable.  Additional information on sustainable transport options and related mileage rates can be found detailed below.  The Council offers affordable options for staff to purchase bicycles, E Bike and Electric Vehicles through our salary sacrifice scheme: https://hub.stroud.gov.uk/resources/human-resources/employees/working-for-sdc/pay-benefits-expenses/benefits 
2.5. Car User Allowances: 
Certain post holders may be required to provide a car to carry out their duties effectively.  Staff driving a private vehicle for official business are responsible for ensuring that the vehicle is insured for business use. Approval of the use of a private vehicle and of the payment of mileage allowances are dependant on this.  If staff use a private vehicle (car, van, motorcycle or bicycle) for business use, expenses will be met by payment of casual car user allowance.
Casual Users allowance will be reimbursed for mileage expenses at current NJC rates. Detailed mileage rates can be found below.
2.6. Passengers and Mileage Claims:
When multiple employees or elected members are traveling to the same destination, they should share cars whenever possible. The driver may claim an additional payment per mile for each passenger who is an employee or an elected member of the Council. The driver should not count themselves as a passenger for claiming additional payments.
2.7. Documentation and Vehicle Requirements: 
All vehicles used for Council business must be adequately insured for business use. Drivers must ensure they possess the necessary documentation, including insurance certificate (business use included), MOT certificate (if applicable), V5 Document (Vehicle Registration Document), and a valid UK Driving Licence (paper part).  Service areas are responsible for recording and reviewing this information annually. 
2.8. Electric Pool Cars: 
The Council currently has a small number of electric cars that are being utilised by staff who require a vehicle to undertake their essential duties.  
2.9. Parking and other costs: 
The Council will reimburse parking costs when an employee is away from the workplace on business, where it is not possible to park for free, on production of a ticket, receipt or voucher indicating the date and fee paid. These costs must be claimed via iTrent (where appropriate), with any receipts retained with a copy of the claim within the appropriate Service Unit.
The Council will not reimburse any costs arising from parking penalties, fees or excess charges, or motoring fines or convictions.

subsistence scheme
3.1. Subsistence Allowances: Employees working away from their usual office base on official business can claim subsistence allowances as follows based on HMRC rates:
· Over 5 hours in a day: 		1 meal
· Over 10 hours in a day:		2 meals
· More than 12 hours in a day: 		3 meals
These costs may only be claimed if the employee spends over and above what they would normally spend if at the workplace.
3.2. Overnight Accommodation: 
In most cases, the Council/Service Area will directly pay for overnight accommodation, such as attending conferences or residential training courses. In situations where an employee is responsible for booking their own overnight accommodation, they should reserve a room with en-suite facilities and breakfast included (and evening meal if appropriate). The employee should arrange for a VAT detailed invoice to be sent to the Council.
Employees are responsible for paying for sundries (e.g., telephone calls, newspapers, mini-bar consumption) and should settle those costs separately upon departure.
claiming for travel and subsistence 
4.1. Submission of Claims: 
Employees should submit travel and subsistence claims monthly via iTrent (where appropriate) by the 20th of the month before the next payday. Claims submitted later than two months after the expenditure will not be reimbursed. Claims should adhere to the allowances detailed below.
4.2. Documentation Requirements: 
Claims must be accompanied by the relevant original receipts, including parking costs, to support the expenses claimed. Officers authorising claims must verify the documentation before processing mileage and subsistence payments.
4.3. Compliance and Record-Keeping: 
Claims and associated documentation should be retained in a central point in each Service Unit for inspection by HMRC or VAT Inspectors when required. The Council will not reimburse any costs arising from parking penalties, fees, excess charges, motoring fines, or convictions.
subsistence and milleage allowances 
	Allowance
	Maximum Reimbursement
	Note (no alcoholic beverage costs will be reimbursed)

	Car/van – petrol/diesel 
	45p for first 150 miles per round trip but up to maximum of 10,000 business miles in a tax year.
	

	Electric/Hybrid Car
	45p per mile (business miles)
	

	Motorcycle 
	24p per mile (business miles)
	

	Cycle 
	20p per mile (business miles)
	

	Passenger Payment
	5p per mile (do not include driver)
	

	Daily subsistence if working away from the office in excess for 5 hours

24-hour claim
	Breakfast: £5
Lunch: £10
Evening Meal: £15

24-hour ceiling: £25
	Receipts required (duplications of claim items will not be accepted i.e. claiming for breakfast when included in room price)

	Miscellaneous e.g. parking/toll bridges
	As per receipt
	Receipt required

	Accommodation per night – hotel rates by location:

London (bed & breakfast)

Bristol

Warrington

Reading

All other UK locations
	Advisory maximum costs in line with HRMC 

£130

£100

£90

£85

£75 
	Advisory costs - receipt required

	Accommodation with family or friends
	£42 per night
	



In line with the Treasury principle of managing by exception, managers or approvers have the discretion to allow increases/decreases to these advisory maximum costs where evidence is available to suggest the advisory maximum costs are inappropriate.
The period of absence is defined as the elapsed time from leaving home or normal operating base to return.
These expenses cannot be claimed if:
· a meal or beverage is not purchased
· the meal does not constitute additional expenditure
· the “staying with friends or family allowance” is claimed (in which case the 24 hour claim is not allowed)*
· meals have been taken at home
· meals are provided during a training course, conference or similar activity
· meals are provided on the train or plane and included in the ticket cost.

roles and RESPONSIBILITIES

Employees:
· Understand and comply with the policy and advisory costs from HMRC
· Submit accurate claims with valid receipts and within a required timeframe
· Ensure travel is necessary and represents value for money
· Seek pre-approval for any travel or susbistence requirements

Line Managers:
· Review claims to ensure they are reasonable, necessary and compliant
· Approve claims in a timely manner to ensure the employee is not at any financial detriment
· Challenge any inappropriate claims and return for correction if needed
· Maintain records and receipts for audit and compliancy 

Finance/payroll
· Ensure payments are processed in a timely manner
· Ensure that budget holders have consider claim reimbursements as part of their budget setting and monitoring

Human Resources
· Develop and maintain the policy in line with HMRC guidance and organisational requirements
· Support managers in interpreting the policy and understanding the reumineration process
· Support employees and managers in processing claims on the system where required

Policy Review: 
This policy will be reviewed and updated as necessary to ensure it remains compliant with the latest legislation, best practices, and organisational needs. The review will be conducted at least annually or as required by changes in legislation or operational requirements.
By following this updated Travel and Subsistence Policy, Stroud District Council aims to promote responsible and sustainable travel practices, efficient reimbursement processes, and adherence to legal and ethical considerations in all work-related travel and subsistence arrangements.
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