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1. POLICY STATEMENT 

 

As a general rule, staff will be reimbursed for all reasonable expenses that they 

incur wholly, necessarily and exclusively in the course of the West Highland 

Housing Association’s business.  

 

The Association must ensure that such payments comply with Inland Revenue 

Regulations and it is therefore essential that the rules detailed in this guide are 

followed when making an expenses claim.   This will enable the Association to 

make the reimbursement of expenses with deduction of tax.  

 

The Association wants to minimise car journeys but recognises its area of operation 

makes this extremely difficult.  However, it expects all employees to consider public 

transport as a first option before utilising the car. 

 

2.   AUTHORISATION PROCEDURES 

 

All expenses claims should be summarised on the Staff Expenses Claim Form and 

must signed by the member of staff making the claim and authorised by their Line 

Manager. 

 

Self-authorised or unauthorised claims will not be accepted for payment under any 

circumstance and if any member of staff attempts to submit a false claim this will 

be treated as a serious offence, which may lead to disciplinary action. 

 

There are some services, similar in nature to expenses that will be paid directly by 

West Highland Housing Association Ltd (e.g. mobile phones, travel tickets, 

conferences). 

 

3. PERSONAL EXPENSES AND STAFF EXPENSES FORM 

 

Payments to member of staff for personal expenditure (e.g. mileage, subsistence 

etc.) must be made using a Staff Expenses Claim Form.   A Staff Expenses Claim 

Form must not be used by an individual to reclaim, for example, the costs of 

equipment, which should be ordered using the purchasing ordering system and 

paid with an invoice. 

 

The procedures for the reimbursement of expenses incurred by staff while engaged 

on the Associations Business are set out below.   All staff wishing to claim 

reimbursement of expenses should pay particular attention to these procedures, 

which also include mileage and subsistence rates that have been approved the  

Inland Revenue and laid out in the Association’s Terms and Conditions of Service.   

Provided these procedures are adhered to in full the reimbursement of expenses to 

staff will not attract taxation. 

 

Supporting documentation (e.g. receipts, proof of stay and other supporting 

information must be attached to the Staff Expenses Claim Form.) 

 

The relevant line manager, or appropriate member of the senior management team 

must approve prior claims for expenses.   Claims, which have not been approved in 

compliance with these procedures, will not be processed and will be returned.  A 



claim which is incorrectly completed or arithmetically wrong will be returned and 

remain unpaid until it is submitted correctly.  The original together with the 

supporting documents should be passed to the Corporate Services section for 

payment.    

 

4.     TRAVEL STATEMENT 

 

A journey taken on the West Highland Housing Association Ltd‘s behalf must be by 

the most effective means, bearing in mind the destination and the number of 

people travelling. 

 

Rail Travel 

All members of staff should ensure that the most economical class of travel is used 

in practice this will usually be standard class. 

 

Air Travel 

Any member of staff who needs to needs to travel by air, should in the first instance 

seek the approval of their line manager and ensure that they go by the most 

economical means available. 

 

By Ferry 

The Association currently has an account with Cal Mac and any member of staff 

requiring to travel on their ferries, should contact the Corporate Services section to 

gain a letter of authorisation and a purchase order form.   Costs for other ferries 

will be reimbursed on production of a receipt 

 

General Public Transport 

Journeys by rail, coach, ferry, bus etc will be reimbursed against a valid receipt 

 

Taxis 

Public Transport should be used whenever possible and the use of taxis must only 

be booked when necessary.  Bookings should be made through the Corporate 

Services section 

 

Travel from home to normal place of work 

It is not generally permissible to charge for any form of transport to and from staff’s 

normal place of work to their home.   Travel claims made to go meetings should be 

either from home to the meeting, or from the office to the meeting, whichever is the 

shortest journey. 

 

Interview Expenses Claim Form 

Reasonable travel expenses will be reimbursed to candidates for non-local 

journeys.  Any reasonable interview travel expenses paid to candidates for new or 

vacant posts will be in accordance with West Highland Housing Association’s 

expenses and finance policies and procedures. 

 

 

 

 

 

 



5. TRAVEL EXPENSES - CARS 

 

Essential Car User 

 

Essential car users are those members of staff that are expected to travel on a 

regular basis as part of their daily job.   An annual cash allowance, which is 

reviewed annually will be paid, the current annual allowance is £1,350 per annum.   

 

Essential car user allowance will be considered where people are incurring an 

annual mileage of over 2000 miles.  Where essential car user is paid it is expected 

that the user will have their car available for use at all times. 

 

Historically the Association have designated certain posts with Essential Car User 

allowance due to the likely mileage associated with posts.  At the time of posts 

being advertised the Association will make a decision on whether the post should 

be designated an Essential Car User. 

 

Exceptions to this would be for annual servicing or personal emergencies.  

Essential car users are expected to use their car when travelling with another staff 

member or committee member. 

 

Casual Car Users 

Casual car users are those members of staff who are not expected to travel on a 

regular basis and part of their daily job.    

 

Car Mileage 

The Association operates the Fixed Profit Car Scheme as laid as part of the Terms 

and Conditions of Service.   Under this scheme and in accordance with the Inland 

Revenue regulations, the first 10,000 business miles travelled by a member of 

staff in his/her own car will be reimbursed at a higher rate that any business miles 

travelled in excess of that figure.   The rate which will be reimbursed are set 

annually by EVH in line with Inland Revenue and the current approved rates are: 

 

Up to 10,000 miles  45.0p per mile 

Over 10,000 miles  25.0p per mile 

 

Normally mileage claims will be paid only for journeys which start and end at the 

Associations office.   However if a member of staff starts and/or ends his/her 

journey at his/her home and the distance travelled is less the distance that would 

have been travelled had the journey started and ended at the Association’s office, 

then the lesser distance will be paid. 

 

Full details of all journeys including the date, reason for journey, starting point and 

destination should be shown on the Expenses Claim Form. 

 

The mileage allowance is set to reflect the cost of fuel, depreciation, servicing, 

insurance and running costs. 

 

As the Association does not provide car insurance cover for staff using their own 

vehicles, members of staff are required to confirm that they have taken out 

personal car insurance with an appropriate extension to cover us in connection 



with the Association’s business.    A copy of the relevant section of the policy 

should be forwarded to the Corporate Services section. 

 

6. TRAVEL EXPENSES – MOTOR CYCLES 

 

Should a member of staff wish to use a private motorcycle on company business, 

then authorisation from their line manager must be sought and the appropriate 

insurance to cover business use.   A copy of the relevant section of the policy 

should be forward to the Corporate Services section. 

 

7. PEDAL CYCLES AND WALKING 

 

The  Association is committed to looking at other ways of working that will 

contribute towards reducing the organisation’s carbon footprint and also giving 

employees the option of healthier ways of travelling other than the car. 

 

Where an employee can demonstrate that they will utilise pedal cycles for more 

than 50% of their day to day travel the Association will look at either cycle to work 

scheme or assistance towards the purchase of a cycle. 

 

Where staff indicate that they would want to walk to meetings or carry out estate 

visits within Oban time will be made available for them to walk as opposed to 

utilising a car. 

 

8. MISCELLANEOUS TRAVEL EXPENSES 

 

The Association will meet car-parking that arises while on business.  Original 

receipts are required for all expenses except parking meters. 

 

Road/Bridge Toll costs will also be reimbursed. 

 

Costs incurred from traffic offences, while on Association’s business will not be 

reimbursed (e.g. speeding, parking or clamping fines) 

 

9. HOTEL ACCOMMODATION AND PAYMENT 

 

All accommodation must be booked through the Corporate Services section, who 

will settle the invoices directly.  It is expected that a reasonable allowance will be 

made for an evening meal.  This will be dealt with at the time of booking 

accommodation. 

 

Exceptions to this policy may only be made where there is accost benefit to the 

Association and must have prior agreement with the line manager.   

 

In the rare event that the Association is unable to arrange accommodation, an 

allowance of up to £50 will be paid.   This will only be paid on the production of a 

receipt for accommodation actually used. 

 

 

 

 



10. SUBSISTENCE ALLOWANCE: DAILY AND OVERNIGHT 

 

A subsistence allowance may be claimed to cover meals which would not normally 

be covered within the working day.  

 

 

 Length of Absence     Current Rate 

 On duty 10 hours plus      £16.48 

 Between 5 and 10 hours outwith area    £10.08 

 

 

11. BUSINESS HOSPITALITY 

 

Staff members are expected to meet the costs of their meals, except either:- 

 

a) When they are away from their normal place of work as detailed above  

 

Or 

 

b) If there is a need for working/business lunches.  This will only be the case 

where: 

 

 There is a demonstrable and appropriate business reason for the hospitality 

 The level of expenditure is appropriate to the business purpose 

 The name of those entertained and the business reason are included on the 

expenses claim and they logged in the Gifts/Hospitality Register. 

 

 The expenses claim must always be authorised by someone who did not attend the 

 hospitality.   The most senior person present must settle the bill. 

 

12. MOBILE PHONES 

 

Certain staff members will be issued with a mobile phone.  This is subject to the 

phone being authorised and ordered through the correct procedure.  Where 

possible and where no additional costs are incurred staff may be offered a choice 

of phone but this is dependent on circumstances. 

 

For data protection purposes, staff should ideally not use work mobiles for personal 

use or personal mobiles for work use.  Staff should not abuse mobile phones.  The 

Association accepts a one off phone call or quick use of the phone is 

understandable in certain circumstances. Where there is any suggestion of mobile 

phones being utilised for substantial personal use then the Association may take 

disciplinary action.   

 

13 USE OF ASSOCIATION’S CREDIT CARD 

 This is subject to a separate policy and procedure but the Association’s credit card 

should only be used in specific circumstances and not in a general way of dealing 

with expenses. 


