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1
GENERAL POLICY

return to index
It is the policy of Canterbury Christ Church University to reimburse employees the costs incurred for all authorised business travel and associated expenses. 

Normal home to work (main base) travel will not be paid by the University. (However, see paragraph 8 for rules relating to permanent home working).

Employees will be expected to use the most efficient and economical means of transport for business travel. Normally, this will equate to a standard / second-class fare. The University reserves the right to limit reimbursement to the most economical fare / cost, as appropriate.

Where private vehicles are used for business purposes, the vehicle must be appropriately fully comprehensively insured for business use.

This policy will be updated from time to time in line with the latest guidance from the HMRC
.

2
WORKING BASE

return to index
On appointment, employees will be assigned a base. The base will be deemed to be the place where the employee spends the majority of their time. If duties are split between different sites, the base will be where the employee spends at least 40% of their time. However, see also paragraph 6 and 7 below.

3
REIMBURSEMENT OF BUSINESS TRAVEL EXPENSES WHEN USING A PRIVATE VEHICLE
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Employees will be reimbursed business travel expenses from their base to other bases at the rate of £0.45p per mile (for up to 10,000 miles in any one tax year) and £0.25p per mile after 10,000 miles. Approved mileages between University sites are as follows:

Canterbury and Broadstairs: 19 miles

Canterbury and Salomons: 50 miles

Canterbury and Medway: 31 miles

Broadstairs and Medway: 45 miles

Salomons and Medway: 32 miles

Salomons and Broadstairs: 64 miles
Canterbury and Hall Place: 2 miles

Canterbury and Folkestone: 18 miles

Any trip or trips between different campuses, which include a trip to the place which is the person’s base, should have deducted from the total mileage claimed the normal home to work mileage.

All mileage is claimable on a day when the journey(ies) do not include a trip to the normal base (less any normal home to work mileage).

4
REIMBURSEMENT OF TRAVEL EXPENSES CALL OUTS FROM HOME WHEN USING A PRIVATE VEHICLE
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Employees required to attend work for any emergency purpose outside of normal working hours or as a result of being ‘on-call’ will be reimbursed their travel expenses from their home to the place of work. However, under current HMRC rules, these payments will be taxable.

5
USE OF TRANSPORT OTHER THAN A PRIVATE VEHICLE (e.g. PUBLIC TRANSPORT)
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Employees will be expected to use the most efficient and economical means of transport for business travel. Normally, this will equate to a standard / second-class fare. On occasions, for example, this may mean that for a long journey, a low cost airline might be used in preference to a car or rail. Alternatively, it may be cheaper to hire a car. It is incumbent on the person making the journey to ensure they research the most efficient and economical option available. The University reserves the right to limit reimbursement to the most economical fare / cost, as appropriate.

6
ARRANGEMENTS WHEN THERE IS A CHANGE OF BASE

Temporary Changes
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If an employee is required by the University to adopt a new base for a temporary period (e.g. to undertake a specific project) then mileage between the employee’s home and the new temporary base may be claimed / paid either

a) up to 24 months or

b) to the point at which a decision is taken to extend the contract beyond 24 months

Under these circumstances, no tax liability arises. However, a tax liability will arise after 24 months or at the point at which a decision is taken to extend an arrangement beyond 24 months.

If the temporary base involves a shorter journey between home and base than before, no expenses will be payable.

Permanent Change of Base Required by the University
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Where the employee’s base changes at the requirement of the University, the ‘additional mileage’ should be calculated. The ‘additional mileage’ is the additional distance required to be travelled over and above the previous, normal home to base mileage. Under these circumstances, any additional home to base mileage (not the full distance) will be reimbursed for a period of two years. These payments will be taxable, as the new permanent base will be deemed to be the base for tax purposes. After two years, these special arrangements will cease. Excess travel will not count towards the 10,000 miles limit referred to in paragraph 3 above.

Excess mileage claims will be paid at the rate of £0.45 pence per mile before tax.

Where excess mileage is to be claimed following a permanent move of base, the individual should submit a separate monthly travel claim for all the excess mileage to their Head of Department for approval, which should then be forwarded for payment to the Payroll Department. (Normal travel expenses claims should continue to be forwarded to Financial Accounts).

If the new base involves a shorter journey between home and base than before, no expenses will be payable.

Voluntary Moves Involving a Change of Base
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Where the employee’s base changes at their own volition, no expenses will be reimbursed for home to base mileage. Business travel to other locations will then be measured from the new base. 

7
DUTIES DEFINED BY AN AREA / LOCATION – NO SPECIFIC BASE
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In some exceptional cases, there may be certain employees who have no specific base or regular pattern of work and whose duties are more appropriately defined by a particular geographical area (e.g. Consultancy work in Scotland). Under these circumstances, HMRC rules will apply. These are currently that:

· The area should be a permanent place of work (i.e. not temporary)

· Travel within the area will qualify for tax relief

· Travel outside the area will not qualify for tax relief

The University will reimburse all travel expenses within the area and one journey from home into the area (if living outside the area) and back in the course of any one week.

8
HOMEWORKING
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Employees who permanently work from home are entitled to treat their home as their base. In these circumstances, travel from home to any other University sites will be reimbursed and will also qualify for tax relief. This will not apply in the case of any temporary home working.
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