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EXPENSES PROCEDURE 

Activate Learning Education Trust (ALET) is committed to ensuring that all financial obligations are met in a timely 

manner. This policy sets out the Organisation’s approach for reimbursing staff for reasonable expenses incurred 

whilst completing their role. 

 

Our mission is “to deliver excellence in education and to transform lives through learning,” bringing to life our core 

values of empowerment, enterprise, connectedness, and transformation. We work hard to ignite confidence, 

expand opportunities, energise the community, and generate prosperity. These values are further supported by our 

learning philosophy, rooted in the dynamics between the brain, motivation, and our emotions. 

Procedure Statement 

This procedure offers further help and guidance in relation to how to apply the Expenses Policy. 

 

Principles 

 

• We believe that every learning is important and may have needs that require teaching and learning 

environment and resources reasonable adaptation. 

• The most impact in learning happens when learners know why, how etc. therefore we seek to 

provide learning through practical experience etc. 

• As an organisation we seek opportunities to embed learning and make knowledge and skills relevant to the 

learning. 

 

This policy is linked to: Expenses Policy 
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Travelling Expenses 

Travelling expenses may be claimed by staff required to travel away from their contractual place of work in the 

course of their duties. 

 

Travel should be planned and undertaken bearing in mind the need to minimise the cost to ALET. In the event of a 

claim which cannot be justified on business grounds, ALET reserves the right to restrict payment or reimbursement 

to a lower amount that can be shown to have been feasible for the journey concerned. 

 

Where public transport is being used, tickets should be booked as far in advance as possible to ensure the best 

value for money. 

 

Where a private car is used, mileage can be claimed at the rate set out in Appendix 1 for the number of miles 

covered from the member of staff’s permanent base to the place of work and return. Where a journey begins and 

ends at home, and this is not the member of staff’s permanent base, mileage may be claimed for the total number 

of miles, minus those for the normal home to office journey as per below calculation. 

Where a passenger travels in the vehicle the driver may claim an additional 5p per mile per passenger as per 

Appendix 1. 

 

The vehicle used must be insured in the member of staff’s name for travel in connection with business. It is the 

employee’s responsibility to ensure that adequate insurance is in place. 

Reimbursement may be claimed for car parking expenses. 

 

Subsistence Expenses 

Subsistence is defined as food and drink. Where a member of staff incurs subsistence expenses as a direct result of 

working away from their permanent base, they may claim reimbursement. The member of staff undertaking the 

expenses should choose cost-effective options for food and drink where possible 

Claims must be always supported by appropriate and adequate proof of purchase, e.g., receipts. Lost or missing 

evidence will be paid at managers’ discretion. 

 

Reimbursement will be considered only where the expense was necessarily incurred because of work undertaken 

away from the permanent base. Expenses should not be claimed where no additional expense is involved over what 

would normally be incurred. For example, where a member of staff normally buys lunch at the permanent base and 

then does the same when away, the latter should not be claimed. Breakfast should only be claimed in conjunction 

with an overnight stay. 

 

Reimbursement will be considered appropriate to the time and duration of the trip involved, and subject to an 

upper limit. These conditions are set out in appendix 1, subsistence section. 

 

Trustee Expenses 

 

Trustees may claim only expenses incurred wholly, exclusively and necessarily in carrying out trustee duties and 

must not receive additional remuneration unless explicitly permitted. 

 

 

Entertaining 

Where it is required to entertain external guests, this may be carried out by the Senior team or with the explicit 

prior approval from the CEO. Staff members should keep costs to a reasonable level using the subsistence 

allowances as guidance. 

 

Frequent travellers should be issued with a credit card which they will be able to use to purchase subsistence 

subject to approval by an executive director. 



 

Infrequent traveller’s will be issued with an advance to cover the cost of meals, refreshments, and local travel in-

country during an overseas visit by the International Division. In order to gain currency the traveller will need to sign 

and return a form to the international division and agree to provide receipts and a full breakdown of expenditure on 

their return to the UK. Any unused currency should be exchanged to sterling and returned with the receipts and 

expenditure report to the International Division within 2 weeks of return. 



The member of staff undertaking the visit should choose cost-effective options for meals where possible. 

 

Accommodation 

Overnight accommodation will be arranged by the individual staff member where necessary. A company credit card 

may be used with the permission from the relevant budget holder. 

 

If a member of staff books accommodation on their own account, they may claim reimbursement. This will be 

considered subject to the production of appropriate proof of purchase and subject to the upper limit set out in the 

accommodation section of Appendix 1. 

Standard rooms should be booked unless there is a clear cost advantage to booking an upgraded room package or 

there is a safety or security concern. International room bookings must be approved by the International Group 

Director prior to booking. 

 

Where hotels are booked by partners in other countries, it is expected that internationally branded hotels will be 

chosen. 

Expenses incurred for using DSE Equipment 

Employees who regularly use DSE equipment as a significant part of their normal work may reclaim costs incurred 

for eye and eyesight tests and special spectacles every two years. 

If the test shows that an employee needs glasses specifically for DSE work, ALET will reimburse proportion of the 

costs incurred (maximum of £25 for an eye test and £50 for glasses). Evidence of the need should be provided along 

with the claim and itemised receipts. 

Other Expenses 

Employees may purchase, and reclaim the cost of, materials that are essential for the operation of the business. 

Approval must be obtained from the employee’s line manager prior to any expenditure taking place and supported 

by appropriate receipts. Where expenditure exceeds delegated purchasing limits, normal procurement procedures 

must be followed and reimbursement through expenses should not be used to bypass procurement controls. 

 

Professional memberships may only be reimbursed where they are demonstrably necessary for the performance of 

the employee's duties and approved annually by the relevant budget holder. 

 

Procedure for claiming reimbursement 

Claims must be made by employees using the relevant form approved by the school’s HR team, who in so doing are 

declaring that the expenses were reasonable and necessary, and that reimbursement is claimed in the knowledge 

of, and in accordance with the conditions outlined in this policy. 

Supporting documentation should be attached to the claim along with any written submissions; for example, where 

an upper limit as set out in Appendix 1 has been exceeded for a business-related reason. 

 

All claims will then be sent to the member of staff’s line manager to consider approval of the claim. Where all or 

part of the claim is not approved, the reason must be provided. 

Where the claim is approved in whole, the line manager should authorise the claim form to certify this is the case. 

 

Supporting Documents 

All supporting documents (receipts, booking confirmations etc.) must be supplied for audit purposes in all cases 

other than mileage claims. 

 

Disputes 

If a member of staff wishes to dispute the decision of their Line Manager, they should first make this known to them 

in writing, supplying the reason. The manager should then reconsider their decision and supply the outcome in 

writing to the member of staff and if the result requires payment, Payroll. 



If as a result, the dispute is not resolved then the relevant Director must be informed. This should be done in writing 

by the member of staff. The relevant Director should then decide the outcome and communicate that in writing to 

the member of staff, their manager and if the result requires payment, Payroll. The Director’s decision is final. 

Checks and audits 

ALET reserves the right to closely examine and question any expenses claim. 

ALET may ask to inspect a member of staff’s car insurance documents to ensure the correct level of insurance is 

included as per 2.5 above. 

 

References 

This procedure should be used in conjunction with the Expenses Policy. 

 

Appendix 1 

Expenses will be paid subject to approval by the member of staff’s line manager. 

 

Mileage 

ACTIVATE LEARNING EDUCATION TRUST EMPLOYEES 

 

Mileage Allowance Payments are to be claimed in line with the Government Recommendation as the per rates 

shown on the Gov.UK website (https://www.gov.uk/expenses-and-benefits-business-travel-mileage/rules-for-

tax). 

 

How to calculate 

mileage Employees 

Home 

Employees Contracted Base of Work No of miles from home to work 

Oxford Reading 26 

Employees Home Employees 

Contracted 

Base of Work 

Destination No of miles travelled for business 

Oxford Reading Guildford 39 (between Reading and Guildford) 

 

Accommodation 

The upper limit for UK accommodation per night 

per person when agreed by a director and 

booked by individuals is as per below: 

 

Greater London 

 

 

£150 

Elsewhere within UK £125 

International £100 
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