Community Change Travel Policy

1.
Travel

Traveling expenses incurred by staff and Board members in the performance of their duties will be reimbursed upon submission of relevant Community Change travel form when approved and signed by staff member, line manager or Board Chairperson for Board members.
1.1.
Using employee’s own car

A single mileage allowance of 40p will be paid with the rate being revised upon advice from the Inland Revenue. It is the member of staff’s responsibility to ensure that the car insurance policy covers the vehicle for business purposes. In addition the driving license must be presented when employed. Any loss of license must be immediately notified to your line manager.  Community Change will pay any car parking costs a staff member who requires a car for their job incurs for business purposes. Any parking or speeding finds incurred by a staff member, even when on Community Change business. will NOT be paid by Community Change as it is the staff member’s personal responsibility to drive and park safely within legal restrictions.

1.2. Public Transport

Where public transport (including rail or air travel) is used, the actual cost shall be reimbursed when receipts for these are presented. In exceptional circumstances (e.g. where public transport is not available), the cost of taxi fares shall be met.
1.3      Sharing Cars

           Where two, or more, officers are traveling to the same meeting the officers should travel together where practicable.
1.4 Travel from Home

Community Change policy is that it is the shortest Community Change business journey that is claimed where a staff member chooses to travel to or from a meeting from or to home. For example if traveling to the meeting from the office would be shorter than from home then it is the office to meeting journey mileage that is deemed applicable and can therefore be claimed.  However if it is shorter to the destination to or from home then that shorter journey is claimed.  It is always the shortest Community Change business miles journey which is applicable and this is estimated from the Community Change base. 
Date approved by Board at Board meeting:______________

Signed: __________________________________________

Position on Board :__________________________________

