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Travel and Subsistence Policy  
Travel: In accordance with its environment policy, LINK seeks to limit travelling as far as is reasonable and to encourage the use of more sustainable forms of public transport, cycling and walking, wherever possible and practicable. When planning to travel on LINK business employees are expected (and members encouraged) to follow this policy, bearing in mind the efficient fulfilment of duties and any issues of personal safety.  
[bookmark: _GoBack]Everyone engaged with LINK is also asked to minimise travel costs by making the best possible use of discounted fares including booking tickets as early as possible, giving consideration to combining different modes of transport (eg rail travel with cycling) and to make use of car-sharing.   Please note that employees must ensure that their car insurance covers use of the vehicle on employer’s business and that LINK’s mileage rates include an allowance for any additional insurance costs. If employees are required to use their own car or bicycle on LINK business, where there is no practicable public transport available, employees may claim reimbursement at a higher rate for essential use currently agreed at 40p per mile (as of November 2015).  However, if you chose to use your own vehicle even when a reasonable alternative, (such as public transport or car sharing) is available, this will be classed as non-essential use and paid at a lower rate, currently 25p per mile.  If you are in any doubt as to whether mileage is classed as essential or non-essential, please consult your line manager before travelling.  
Employees may be eligible to claim time off in lieu if it is necessary for them to travel outside their normal working hours.   In this case, the first half an hour after leaving home and the last half an hour before arriving home will be disregarded for the purposes of claiming time off in lieu.   
Air travel – Any flight must be pre-authorised by the Chief Officer before being booked. Where possible, flights should be booked well in advance to benefit from any discounts for early booking. Flying on LINK business within the UK is strongly discouraged
DEFRA’s Environmental Reporting guidelines for company reporting on greenhouse gas emissions states that:
“It has been calculated (in 2015) that the average emission per person is:
In an aircraft, on a domestic flight 297g of CO2 for each kilometre it travels 
In a standard commuter train 45g of CO2 per kilometre
In a medium petrol motor car 199g of CO2 per kilometre
Expenses: LINK recognises that to effectively undertake their duties some employees will regularly incur expenses.  In a bid to ensure no LINK employee be out of pocket, LINK provides key staff with a Float on commencement with the organisation.  This money will be paid directly to their nominated bank account for use exclusively for expenses in line with the guidance provided below.
In addition, reasonable out-of-pocket expenses which are necessarily incurred including accommodation (if away overnight), subsistence, including meals and any other necessary costs of travelling, eg parking charges incurred during the course of your employment at LINK will be reimbursed at cost, see guide below. 





Accommodation - As a guideline for business travel, you should book accommodation equivalent to three-star standard or less. You may book hotel accommodation of up to £80 maximum in a major city and £65 elsewhere
Meals - As a general rule LINK does not cover the purchase of alcoholic beverages.  If you are required to be away from home/LINK work place on company business, you may claim up to:
•	£10 for breakfast (if this is not included in the hotel room rate);
•	£10 for lunch;
•	£20 for dinner
The maximum amounts above are inclusive of drinks. You may not claim for alcohol.
LINK has also developed a policy ‘Hospitality, Gifts and Donations’, a brief outline of which is detailed in the following section – a full copy is available on Sharepoint, LINK’s internal file server and this should be read before any expenses are incurred which could fall in to this category.  This policy also provides specific guidance on expenses which may be incurred by staff members (for example policy advocacy activity) when providing hospitality to Special Advisors/Political Party representatives, etc.
All claims should be returned in a timely manner, accompanied by a breakdown of costs, including receipts where available and be signed off by those claiming in addition to being authorised by your line manager.  Any single expense of Seventy-five pounds or more requires pre-authorisation by your line manager.   Please see the section above on travel and discuss any points of uncertainty with your line manager, before expenses are incurred.     
LINK Members - It is anticipated that the majority of expenses incurred by members will be reclaimed from their individual organisation as it is not possible for LINK to cover all travel and subsistence costs incurred by all participants in LINK over the course of a year (eg members travelling to and participating in general meetings, task force meetings, receptions, seminars, liaison meetings and more).  
However, where an individual member will be out of pocket LINK aims to carry sufficient additional capacity in the annual T&S heading to meet travel, subsistence and communications costs incurred by individuals making contributions on the LINK Board and its sub groups and to strategic planning and review or other core initiatives. 
All claims should be accompanied by a breakdown of costs, any receipts available, and signed off by those claiming.  For further guidance on completing an expense form or for an electronic copy please contact the LINK Office Manager.



APPENDIX 1
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Receipt of Float 

LINK recognises that to effectively undertake their duties some employees will regularly incur expenses.  In a bid to ensure no LINK employee be out of pocket, LINK provides key staff with a Float on commencement with the organisation.  This money will be paid directly to their nominated bank account for use exclusively for expenses in line with LINK’s Travel and Subsistence Policy.

LINK has recognised that the post of xxxxx   

Requires an expense float of £xxxx

And this has been made to:  employee name

Float paid:  (Date)		Payment method: (Bank acc/cheque)



In accepting this float (and signing for receipt below) you confirm you will take responsibility to keep this float secure and to submit regular expense claims to allow the float to be topped up to the agreed level (minimum every quarter).  If you anticipate incurring expenses over and above your float amount it may be possible to utilise LINK’s Paypal account and contact should be made with the Office Manager who can facilitate this for you, alternatively if Paypal is not an accepted form of payment a further float advance may be possible but this will require pre approval from the Chief Officer and any necessary Line Manager (for Project staff), again the Office Manager should be contacted to discuss.



Signed: _______________________		Date: ________________



Please return your completed form to:

Karen Paterson
Finance and Office manager
13 Marshall Place
PERTH 
PH2 8AH

Email karen@scotlink.org	
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