NHS Education for Scotland

Travel & Subsistence Policy 

1. Introduction

1.1. This policy applies to members of staff who work for NHS Education for Scotland (NES) whether they are employed directly by NES or are on secondment to NES, apart from GP Trainees who are covered by the conditions contained in PCS (GPR) 2011/01. The policy also has specific sections covering the rules for reimbursement of travel expenses for non-staff, for reimbursement of expenses for attendance for interview and use of taxis for business travel.

1.2.  The overall purpose of the policy is to ensure that the appropriate standards for the public sector, and the NHS in Scotland, are met.  This includes ensuring that all public money is spent appropriately, that there are robust and properly authorised audit trails available for all expenditure, and that travel arrangements reflect NES’s commitment to sustainability and carbon reduction.

1.3. The provisions of this policy are designed to ensure that best value for money is achieved. The policy identifies the most appropriate arrangements for travel and other subsistence costs.  The key to achieving best value for money and maintaining public scrutiny is to ensure that individual cases are properly reviewed and considered in accordance with the needs of the organisation.

1.4. The policy reflects NES’s commitment to remove any barriers to travel faced by disabled employees and ensure that those employees who require reasonable alternative adjustments to travel arrangements due to a disability in line with NES Disability Policy, or for some other potentially physically limiting temporary condition, are appropriately accommodated
1.5. The policy provides a hierarchy of travel options to support low carbon emissions

1.6. The policy aims to ensure that the terms and conditions for the payment of expenses are in line with the terms and conditions applying to all staff within NHS SCOTLAND, the NES Standing Financial Instructions, and other good practice, and are clearly documented.

1.7. The NHS SCOTLAND Terms and conditions for staff Travel and subsistence are available on www.msg.scot.nhs.uk  and are built into the eExpenses system.

1.8. Compliance with the terms of this policy will be the responsibility of all authorisers of expenditure whether in advance of travel or when reimbursing claims through the eExpenses system. Compliance will be monitored by the Finance Department, as part of the routine financial monitoring of the organisation, to ensure that value for money is being achieved.

2. Principles

2.1. The objective of this policy is to ensure that those travelling on official business do so in a manner which:

a. reimburses the claimant for additional costs incurred solely in the performance of their official duties.

b. ensures that the expenditure is appropriate;

c. ensures cost effectiveness; 

d. provides flexibility for staff with physically limiting conditions or disabilities; and

e. promotes sustainability and the reduction of carbon emissions where possible.

2.2. All those responsible for making decisions regarding business trips should consider the following principles in respect of promoting sustainability: -

a. need for travel – can a telephone call, video conference or e-mail deliver the same outcome;

b. walking – the healthiest and cheapest form of transport, negligible carbon emissions and flexibility, viable for journeys up to 2 km;

c. cycling – a healthy and cheap form of transport, negligible carbon emissions, reliable and flexible for journeys up of 5 km;

d. bus/rail – improved productivity of workforce on medium to long distance essential trips;

e. taxi - necessary for some trips, but shared trips should be offered where possible;

f. private car – better with more than one occupant, but sometimes the only option, should consider using lease or hire car suitable for your specific journey. Issues with congestion, parking space, high carbon emissions per head;

g. air travel – sometimes the only option - high carbon emissions, high in cost, but may sometimes be cheaper in monetary terms than rail and use of time.

2.3. In addition, the following principles should be considered when arranging meetings: -

a. locations for meetings should be determined taking into consideration links to public transport and travel requirements of attendees 

b. the commitment by NES to Dignity at Work and Zero tolerance to harassment when approving travel

c. meetings will normally be organised so that few participants need to leave home before 6:30 am or return later than 7:30 pm to avoid the cost of overnight accommodation

d. Where meetings are held on Monday the timing should be such that an overnight stay on a Sunday is not necessary

2.4. When travelling by public transport the most economical means of transport must be used which in all but exceptional cases will not exceed the cost of standard class rail travel

2.5. First class travel whether by rail, sea or air should not be considered except for the use of the overnight sleeper – see appendix A, section 3

2.6. Personal cars should only be used where it Public Transport is not available or would not be appropriate. Where a claimant chooses to use their car where suitable Public Transport is available, then reimbursement will be at the reserve rate for Agenda for Change staff, or Public Transport rate for Medical and Dental staff

2.7. All travel and subsistence claims should be submitted for payments in a timely manner using the e-expenses system as far as possible. Claims submitted more than three months after the date of travel will require additional authorisation by the departmental director.

2.8. In the event of personal injury or loss of any personal effects whilst travelling on official duty within the UK, staff should contact the Finance Service desk to submit a claim. All claims will be considered on a case by case basis having regard to normal terms and conditions of service.  See section 5.4 in relation to insurance for business trips overseas.

2.9. NES will not reimburse claimants for the purchase of alcoholic drinks at any time.

3. Commuting to Work

3.1. Staff covered by H&MD Terms and conditions who use their car for business during the day, are entitled to claim up to 10 miles per journey to work. 
3.2. For staff in other groups, NES will not reimburse travel from home to normal place of work, however the following tax-free benefits are provided to all eligible staff: -

a. NES takes part in the Government’s Cycle to Work Scheme to encourage more commuting to work by bike. Details of how the scheme operates and which staff are eligible are available on the NES Intranet here. Any business miles undertaken using a bicycle obtained under this scheme are not eligible for re-imbursement through expenses. 

NES also provides loans to purchase Season tickets which must be repaid through salary deductions. More details are available on the intranet here

4. Duties and responsibilities

4.1.  Director of Finance and Chief Executive

The Director of Finance (DoF) is responsible for approving the travel arrangements and claims of all Directors within NES. Claims submitted by Chief Executive will be authorised by the Chair of the Board before being approved on eExpenses by the DoF. The Chief Executive will approve claims by directors in the absence of the DoF, and will approve all claims submitted by Non-Executive members of the Board

4.2. Directors

Each director is responsible for nominating named individuals who will act as authorisers for travel claims and requests within their directorate. The named authorisers are expected to be in a position where they can provide suitable challenge to the need for travel and appropriateness of the level of expenses claimed.

4.3.  Authorisers

a. It is the responsibility of all authorisers to ensure that the principles contained within this policy are followed when approving requests for travel and reimbursement of expense claims either through the eExpenses system or on paper.

b. Authorisers should also check that the claims on eExpenses accurately reflect the nature of the expenditure incurred

c. Authorisers will have discretion to consider the following: -

i. Instances where use of public transport may be inappropriate

ii. Where meal allowances are exceeded. NB reasonable claims exceeding any meal allowance must be supported by actual receipts, and will be reviewed by Finance 

iii. Whether reimbursement is appropriate in cases where receipts are not provided by the claimant

If approval is given for reimbursement in any of these circumstances, the authoriser must ensure that the claimant has provided an explanation on the claim form.

4.4.  Line Managers

a. Line managers must ensure that their team members who are required to use their own personal car for business purposes have been set up as an authorised car user before giving approval to the individual to use their car for business purposes. 

b. Line managers should also ensure that car users complete a risk self-assessment on an annual basis.

4.5. Claimants

a. Claimants must only claim for additional expenses which are necessarily incurred in the performance of their official duties for NES. Reasons for each journey must be provided on every claim in addition to details of the start and end points of their journey. The claims must also accurately reflect the nature of the expenditure incurred.
b. Where receipts are required, the claimant is responsible for their retention. For authorisation purposes, the claimant and authoriser should agree a process which ensures that the receipts are made available to the authoriser prior to the claim being approved.  The claimant should retain the receipt for up to two years and may be asked by finance or internal audit to produce the receipt at any time within that period. If creating a digital copy of the receipt, the claimant should scan both sides of the receipt, by doing so, HMRC rules remove the requirement to retain the original.

c. Any claim for non-travel costs should relate to subsistence necessarily incurred in relation to the travel, and should not be used to purchase goods or services normally sourced by procurement.

d. Before using their personal car for business purposes, all claimants are required to be set up as an authorised car user and allow their line manager to see their current driving licence and a MOT certificate for the car, if applicable. Claimants are also required to ensure that the insurance for the car covers business use and must submit a copy of their car insurance certificate along with their application to become a car user. These documents are required to be reviewed on an annual basis.

e. As NES has a duty of care to the employee, their passengers and other road users, authorised car users must also complete a risk self-assessment on an annual basis. The risk assessment form can be found here under the Management of Road Risk (MORR) 

f. Claimants are required to inform their line manager as soon as possible of any circumstances which impact on their ability to drive as per the NES Driver’s Handbook, a copy of which is available on SharePoint 

5. Overseas Travel Arrangements

5.1. All overseas travel, including travel to the Republic of Ireland, must be authorised by the Chief Executive prior to making any travel or accommodation arrangements, In line with the Attendance at Conferences policy.

5.2. The dates of the event or conference, and the dates of travel must be clearly noted on the business case approved by the Chief Executive, or Deputy in their absence. Accommodation for any dates beyond that period will be organised and paid for by the individual. 

5.3. Bookings for all flights and accommodation must be made either through the conference organisers or through the Travel Management Service Provider, or by the sponsor if the travel is funded by an external organisation. Bookings will be made only for those travelling on official NES business. 

5.4. NES has provision for overseas travel insurance for business purposes, details of which will be made available to all authorised travellers after the business case has been approved. The policy covers travellers with pre-existing medical conditions but it is recommended that individuals who have concerns about medical cover should contact the insurance company before embarking on their journey.
5.5. Subsistence allowances will be in line with HMRC guidance and rates applicable at time of travel will be converted into local currency.
6. Hotel and Travel booking arrangements

6.1. All travellers are responsible for ensuring that hotel reservations and travel ticket bookings are made at the earliest possible opportunity so that NES can take advantage of the best available rates. All reservations and bookings must be arranged via the appropriate nominated staff in central and regional offices using the national Travel Management Service (TMS) contractors.

6.2. Requests for hotel accommodation will be limited to hotels available on the TMS system. The TMS contractor will apply limits on the costs of overnight accommodation in line with instructions provided by NES and reproduced in Appendix A of this policy and updated as appropriate.

6.3. In exceptional circumstances, the cost limit may be exceeded when approved by the Director of Finance or Chief Executive.

6.4. The cost of any accommodation or transport that are not booked through the TMS contract will only be reimbursed on production of a receipt and will be strictly limited to the values set out in the appropriate Terms and Conditions for the staff group. 

7. Staff employed directly by NES

Staff employed directly by NES through the payroll will be reimbursed at the rates applicable to their staff group using the eExpenses system. Current circulars are available on www.msg.scot.nhs.uk  and will be updated as appropriate.

The cost of any accommodation or transport that are not booked through the TMS contract will only be reimbursed on production of a receipt and will be strictly limited to the values set out in the national circulars applicable to their staff group.

7.1. Submission of claims

a. All claims for expenses should be submitted in a timely manner, and no later than 3 months of the date of travel, using the e-Expenses system. Guidance on how to submit claims is available on the intranet and should be referred to before submitting a claim. Where access to e-Expenses is not available to the employee, paper claims may be submitted and sent to the Finance Department by the authoriser.

b. Full details of the purpose of the travel must be provided on the claim and claims should cover a period of one calendar month

c. Where receipts are required, these should be retained by the claimant but a copy must be made available to the authoriser prior to approving the claim. The original receipt may be scanned, both front and back of the document, and either sent to the authoriser by email, or saved on SharePoint for the authoriser to review before the claim will be approved. See Paragraph 4.5(b) for further details.

7.2. Authorisation of claims

a. All authorisers should refer to the principles in this policy and the guidance available on the intranet before approving claims. 

b. Authorisers should approve claims within the e-expenses system and provide explanations for any deviation from policy. 

c. Where receipts are required, the authorisers should verify that the receipts made available by the claimant match both the description and value of the claim before approving the claim for payment.

7.3. Payment 

a. All claims submitted on eExpenses will be processed via payroll. Claims must be authorised before the second last Thursday of the month, for payment in that month.

b. Claims submitted on paper must be authorised and received in finance before the 8th working day of the month to ensure payment in the current month. 
8. Travel costs covered by a Third Party

Where a Third Party has agreed to fund the costs of travel and accommodation, this must be clearly noted on the booking form. Where the limits proposed by the third party exceed those of this policy, details of the agreement should be made available to the booker at the time of the booking. A request to raise a Sales Invoice to the Third Party should be submitted to Finance no later than the date of travel. 

9. Hospitality
9.1. 
The Chair, other Board Members and all members of staff should set an example in the use of public funds and the need for good value in incurring public expenditure. The use of NES funds for hospitality and entertainment, including hospitality at conferences or seminars, should be carefully considered. All expenditure on these items should be capable of justification as reasonable in the light of accepted practice in the public sector and is open to challenge by internal and external auditors. 

9.2. The maximum reimbursement for hospitality (i.e. hosting a meal attended by senior staff from another organisation) is £30.00 per person.   Only the Chairman, Chief Executive, Deputy Chief Executive and other Directors are authorised to incur such expenditure which must be within departmental budgets.

9.3. The cost of alcohol will not be reimbursed.

10. Board members’ expenses

10.1 Board members’ expenses are at the rates detailed in Appendix B. 

10.2 The expenses of the Chair to the Board will be authorised by the Chief Executive or Director of Finance.

10.3 All other board members’ expenses will be authorised by the Chair to the Board.

11. Interview expenses

11.1. Reasonable travel expenses will be reimbursed to candidates who attend NES for interview.  The principles as outlined at section 2 of this policy apply in relation to mode of travel and limits of expenditure.

11.2. Applicants travelling from outside the UK will be reimbursed travel expenses from point of entry to the UK only.

11.3. Applicants will be encouraged to use public transport as far as possible.

11.4. Where mileage is claimed, the reimbursement rate will be no more than 24p per mile.
11.5. The cost of overnight accommodation will only be reimbursed if the applicant is required to leave before 6:30am on the day of the interview, or return home after 7:30pm. The rate payable will be capped at the limits set out in the agenda for change conditions and will only be reimbursed if approved prior to the interview.

11.6. There will be no reimbursement in relation to the cost of meals, taxis, or car parking incurred by the applicants to attend the interview.

11.7.  All reimbursement for approved interview expenses will be paid by cheque.

12. Non-staff expenses

12.1. NES will reimburse travel and subsistence costs for non-staff to reimburse them for expenses incurred in a range of circumstances including, but not limited to: attendance at training events; providing support for recruitment days; sitting on panels and committees. In all cases entitlement to claim will be communicated to the claimant in advance of travel, by the department responsible for approving the claim.

12.2. The principles which apply to staff claims will also apply to all non-staff claims

12.3. Details of the limits which apply to non-staff claims are detailed in Appendix C

13. Policy Approval and review

13.1. This policy was approved by the Senior Operational Group in XXX 2016 and will be reviewed every three years.

14. Implementation

This policy was approved by the Staff Governance Committee on the 10th August and is effective from the 9th October 2017. 
NES Specific Conditions & Rates

The TMS contractor is required to provide accommodation and travel arrangements at the best possible rate, at all times and within the following guidelines: -

1. Hotel Accommodation costs

The Travel Management Service (TMS) provider will endeavour to book accommodation within the limits set out in the standard Terms and Conditions for all staff groups in NES. However, where that is not possible the following ceilings will be applied to the nightly rate for bed & breakfast. 
The following maximum rates for Bed & Breakfast apply:

London:


£150 
Other UK cities: 

£100 
Accommodation will be booked based on the location of the meeting and considering the preference of the traveller provided the costs are within the limits above. These limits will only be exceeded in exceptional circumstances and with the express approval of the traveller’s Director or in the case of a Director’s travel, authorised by the Director of Finance or Chief Executive before the booking is confirmed.

Bookings made directly by individual claimants and not through the Travel Management Service will be reimbursed in accordance with the National NHS Terms & Conditions for their staff group (available on www.msg.scot.nhs.uk )
2. Air Travel
When making travel arrangements, Value for Money is the main criteria rather than mode of travel. In cases where travel by air is appropriate, all airlines will be considered and the best value flight will be booked taking into consideration the required times of the departure and return.
 Fully flexible tickets will rarely offer Value for Money therefore, fixed tickets should be purchased for most journeys. In circumstances where either an open return, or a fully flexible ticket is required, only directors can approve the booking and must provide a reason on the form - for example where the cost will be funded by a third party. In instances where the traveller is a director, then Director of Finance or Chief Executive will be required to approve the booking request.
It is expected that staff will travel economy class for all air journeys, however where the duration of the flight is longer than 6 hours, then consideration may be given to the purchase of Premium economy, or world traveller plus fares if these are available on the required route. Business class tickets may only be considered if the flight arrival time is within 24 hours of the start of the event being attended. 

In line with the NES Business Code of Conduct, Air miles and similar benefits earned through official travel should not be used for private purposes. 

The TMS contractor will be obliged to utilise the airline incentives offered to NES at the first available opportunity, and travellers will be expected to comply with the conditions associated with those tickets where reasonable.

3. Rail Travel

First class travel will only be permitted when travelling on the overnight sleeper where the cost is less than alternatives e.g. standard class rail plus overnight accommodation, or cost of flight.

4. Taxis

The use of taxis may be necessary for some trips but travel to/from NES offices in Edinburgh and Glasgow will be limited to journeys based on health grounds, adverse weather conditions, or carrying equipment. For other journeys, taxi fares may be reclaimed where any of the following apply: -

· No suitable public transport is available;

· Public transport is not appropriate on health grounds;

· Where travelling in an unknown locality;

· Public transport is infrequent; or

· Where the saving in official time is important

5. Car Hire

Where the distance to be travelled by car is expected to exceed 100 miles for one return journey, it is more cost effective to take advantage of the national car hire contract.  However, this may not always be practical. Travellers should therefore provide an explanation of reasons for not using a hire car and authorisers will have the discretion to accept or reject the claim, or reimburse at the reserve rate for Agenda for Change staff, or Public Transport rate for Medical and Dental staff.

6. Travel between Glasgow and Edinburgh NES offices

Travel to/from NES offices in Glasgow and Edinburgh should be undertaken using public transport. If a claimant chooses to use their own car, then the claimant should ensure that they have prior approval from their line manager before claiming for reimbursement of any associated travel costs, including mileage and car parking. In the majority of cases mileage reimbursement for such journeys will be at the Reserve Rate or Public Transport Rate as applicable. Authorisers will have discretion to approve business mileage claims where it would not be reasonable for the claimant to use Public Transport.
NHS Education for Scotland

Travel & Subsistence Policy
Board Members Expenses

The Scottish Government’s Public Sector Pay Policy for Senior Appointments provides that expenses may be paid to Chairs and Members of public bodies. The basic principle is no Chair or Member should be out of pocket as a result of expenses arising from their appointment, provided such costs are considered reasonable. 

Chairs and Members may be reimbursed for the reasonable costs of travel and, when appropriate, accommodation associated with their public duties. To ensure consistency across public bodies, Chairs’ and Members’ travel expenses should be paid at standard Scottish Government travel rates, reproduced below.
All travel by aeroplane and train must be by standard/economy class except in exceptional circumstances 

	Type of Payment
	Maximum values Per Scottish Government Standard Rates 

	Standard Subsistence *
	

	  Bed & Breakfast (outside London)
	£75

	  Bed & Breakfast (London)
	£100

	  Meals Allowance (outside London)
	£23.50 per day

	  Meals Allowance (London)
	£24.10 per day

	  Personal Incidental Expenses
	£5.00 per day

	  Staying with Friends 
	£36.00 per night

	  Overnight Allowance (train/boat)
	£24.10 per night

	  Day Subsistence
	Over 5 hours: £4.90

	
	Over 10 hours: £10.70

	
	---

	Mileage Rates
	

	Motor Mileage Rate
	45p per mile

	Passenger Supplement
	5p per mile for each passenger

	Equipment Supplement
	3p per mile

	Motorcycle Allowance
	24p per mile

	Pedal Cycle Allowance
	20p per mile


 * Apart from the “Staying with Friends” allowance, all other subsistence rates must be supported by receipts and will be reimbursed based on the lower of actual costs incurred, or the above limits. 
Accommodation will be booked based on the location of the meeting and considering the preference of the traveller provided the costs are within the limits above. These limits will only be exceeded in exceptional circumstances and with the express approval of the Chief Executive or Chair of the board before the booking is confirmed.


Please Note – the above does NOT apply to candidates for Interview – please see section 11 of the policy
ALL CLAIMS MUST BE SUBMITTED WITHIN 3 MONTHS OF YOUR RETURN HOME





First class travel requires prior approval granted before undertaken





All flights require prior approval granted before undertaken





All foreign travel requires prior approval granted before undertaken





Claimants from Overseas can claim expenses from the point of entry to UK only





Non-Staff Travel and Expenses - Guidance Notes





ACCOMMODATION





Commercial accommodation: 





Approval is required from the NES office arranging the 





event/conference/course/meeting/workshop prior to overnight accommodation expenses being incurred.  If 





approved, actual receipted costs of bed and breakfast up to a maximum of £75.00 per night can be claimed. 





Non-commercial accommodation: 





 Reimbursement of actual costs incurred up to £25.00. 





.





MEALS





Meal costs are only reimbursed if no meal/sandwiches were provided at the place of the 





event/conference/course/meeting/workshop. 





Actual receipted costs of meals will be reimbursed up to the maximum detailed below.





Meal costs can only be reimbursed if the applicant has travelled more than 5 miles from their normal place 





of work.





Absence of 5-10 hours (must include 12.00-2.00pm):    a maximum of £5.00





Absence exceeding 10 hours (must end after 7.00pm):   a maximum of £15.00





Full 24-hour period:  a maximum of £20.00





TRAVEL





The cheapest mode of transport must be used at all times





Mileage is reimbursed at 24p per mile (relates to those attending only). Those who are required to use their 





personal vehicle whilst carrying out work on behalf of NES, and are not employed by NES, may claim 





reimbursement for business travel at the rate of 40p per mile. 





Where the claimant has carried a passenger travelling to the same event, who is also entitled to claim 





travel expenses, then the claimant may claim passenger mileage at the rate of 5p per mile. The name of 





the passenger must be provided on the claim form.





Reimbursement for carrying heavy / bulky equipment may be claimed at half the passenger rate (2.5p per 





mile). Prior approval should be sought from the NES office arranging the 





event/conference/course/meeting/workshop before claiming for this type of expense.





Pedal Cycles can claim a rate of 10p per mile.





Reasonable garaging and parking expenses may be claimed in connection with business mileage if public 





transport is not possible, but should be agreed in advance.





Taxi fares will only be reimbursed in exceptional circumstances and with prior approval.








