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INTRODUCTION 

 
This policy outlines how employees are reimbursed for work related expenses and applies to all Trust 

employees. The policy also includes a section covering interview expenses for potential employees. 

All non-routine expenses should be approved by your line manager prior to incurring them. 

Where possible, expenses should be charged directly by the Trust to avoid the employee being temporarily out 

of pocket. E.g. rail tickets, hotels etc. 

All expenses will be reimbursed via. The Trust wide Access Expenses Portal.  

 

1. TRAVEL EXPENSES  

Travel expenses will be the main element of expenses for most of our employees and will be reimbursed when 

employees are required to travel for the business of the Trust. These include any kind of transport and 

accommodation expenses incurred on a business trip. The most cost effective method of transport should be 

used and car sharing must take place where possible. 

Mileage is reimbursed on the basis that the employee has travelled by vehicle to a location different to their 

normal place of work. An employee using their own vehicle for work must ensure their insurance cover extends 

to business use. 

The mileage is reimbursed on the basis of the distance which is shorter of; 

 home to destination  

 normal place of work to destination 

All mileage should be claimed using the journey calculator in the Access Expenses Portal. The mileage rate is 

specific to your Academy and your Operations Manager can confirm the rate. 

Members of ESLT and other designated employees who are required to travel between sites on a regular basis 

will be given a travel allowance, to be agreed on an individual basis with their Line Manager. 

The cost of fuel paid for by the employee and used for Trust business purposes in cars and vans hired by the 

Trust will be reimbursed on the production of a valid receipt. 

Train travel can be booked via. East Midlands Rail and charged directly to the Trust. The Trust will only pay for 

the cost of standard rail travel, if the employee chooses to travel first class the difference in price must be paid 

for by the individual. For more information about this process please contact the Finance Team at 

finance@rhat.org.uk.  

Other travel costs including parking fees, taxis, buses etc. will be reimbursed on the production or a valid receipt 

or ticket. 

Accommodation will be provided when the employee can demonstrate that an overnight stay is the most cost 

effective option when attending a location for multiple days.  

Accommodation should always be approved by your line manager and booked in advance, and will be paid for 

directly by the Trust where possible. Employees will only be reimbursed for accommodation on the receipt of a 

valid receipt. Best value for money should always be obtained.  

Subsistence, which covers the costs of meals when travelling on Trust business and staying overnight, will be 

paid up to the value of £20 per 24 hours.  
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This will be paid on production of valid receipts. Under no circumstances will the Trust reimburse the purchase 

of alcohol as part of a subsistence claim. 

The Trust will not reimburse fines or penalties incurred on work related journeys.  

 

2. OTHER EXPENSES 

 
All payments direct to external suppliers such as registrations for conferences or training events should be 

procured through a purchase order and invoice to the Trust. If payment is required to be made online or invoices 

cannot be provided, purchases may be made by Credit Cards held by the Operations Manager or other 

nominated members of Academy staff. Alternatively, payments can be made by the Finance Department when 

appropriate authorisation is provided. 

When employees have incurred costs on behalf of the Trust, the claims will be reimbursed via the Trust Access 

Portal on production of a valid receipt. 

Unless otherwise agreed, personal professional subscriptions for members of staff are the responsibility of 

individual members of staff. 

 

3. INTERVIEW EXPENSES 

 
When attending an interview in the Trust, the successful candidate will be eligible to claim interview expenses 

only. These will be reimbursed using the Access expenses portal once the employee is in post. 

The candidate will be able to claim travel costs, as defined above, and must ensure the most cost effective 

method of travel is used dependent upon the length of journey and interview time. 

 

4. EXPENSE CLAIMS PROCESS  

 
All expense claims will be reimbursed via. the Access Expenses Portal. 

Each employee will require individual user access. New user access to the portal and a user guide is available 

from your Operations Manager. 

The following steps are required in order for you to receive reimbursement for your expenses; 

 Submit your expense claim through the Access Expenses portal with valid receipts by the last working 

day of the month.  

 Your manager will approve the expenses prior to the cut off for payroll processing. 

 Finance will second approve your expense claims and will investigate/reject any inappropriate or 

excessive claims.  

 Your authorised claim will be forwarded to payroll for payment with the next appropriate salary payment. 

For further information on expense claims, please contact your Operations Manager or the Finance Team at 

finance@rhat.org.uk.  
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