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1. Introduction

For all employment purposes the Heartlands NHS Foundation Trust (HEFT) in principle adheres to and complies with two National Agreements:

Medical and Dental Consultants Contract, 

and
Agenda for Change (AfC) – for all other NHS staff

These two National Agreements establish all the standard ‘Terms and Conditions’ of employment for the two groups of employees within the NHS.

As a Foundation Trust (FT) HEFT is entitled, if it so chose, to operate independently of these two Agreements.  However HEFT has chosen in principle to comply with these two National Agreements in their entirety and has indicated this intention to all the Trade Unions and Employee Associations involved in the Trust.

2. Scope

This Policy is applicable to all staff across HEFT
3. Reasons for Development
The Trust recognises that there may be occasions where an employee may incur ‘out-pocket’ expenses other than that they would normally expect to in carrying out their normal working duties.  The Trust is committed to reimbursing employees for all ‘actual and reasonable’ business expenses. To comply with this principle employees are expected to:

i. justify the reasons for incurring the business expense

ii. supporting that the expenditure was incurred by providing original receipts for the expense incurred
iii. and ensuring that the incurred expense was no greater than the expenditure guidelines outlined in Appendix A

4. Aims and Objectives

It is the objective of the Trust in operating this Policy to ensure that

i. All HEFT employees are treated equally in the reimbursement of business related expenses, and
ii. The Trust complies with all of its legal and financial obligations to the appropriate government authorities (e.g. HM Revenue & Customs, etc.)

5. Making Expenses Claims

5.1. Business Expenses Claim Forms

All Business Expenses must be submitted on the Trust’s Business Expenses Claims form which can be secured on the Trusts Intranet site.  Expenses submitted on inappropriate or out of date forms will not be processed and will be returned to the employee to complete on the current form for re-submittal

5.2. Submittal of Receipts

Excluding business mileage claims, all other business expenses claims must be supported by original receipts and submitted with the Business Expenses Claim Form.  Photo-copies of receipts will not be acceptable as these are not accepted by HM Revenue & Customs (HMRC).  Claims for business expenses that are not supported by original receipts at the time of the claim will be liable to deductions for taxation.

5.3. Approvals

All Business Expenses Claims by an employee must be approved by the employee’s immediate Line Manager who must sign the expenses claim form to demonstrate that the claim has been reviewed and checked as being ‘fair and reasonable’.   Claims forms that are submitted without the appropriate Line Manager’s signature will not be processed and will be returned to the employee.

5.4. Business Mileage Claims
5.4.1. Vehicle Engine Size Records
i. The reimbursement rates under the two National Agreements recognised by the Trust are based on an employee private car engine size.  To ensure the Trust complies with its obligations to the HMRC it is required to keep records of the private vehicle an employee drives. Employees are required to formally advise the Expenses Team of the type of vehicle they drive using Form XXX, which can be found on the Trust’s Intranet site under ‘Business Expenses’.  The employee should submit the form to their immediate Manager with evidence of:

a) the make and engine size of the vehicle, and

b) that the vehicle is insured to be used for ‘business purposes’

The employee’s immediate Manager should sign the submitted form to demonstrate that the above forms have been viewed as evidence of the above. Staff should be aware that an element of the reimbursement rate is to cover the additional costs of proving this required level of insurance coverage.

ii. Any time an employee changes their private car they should re-submit a new form to their immediate manager for approval with supporting evidence.  This information will be checked against any Business Mileage Claims made by an employee.  In the event that this information does not comply the claim for business mileage will not be processed and will be returned to the employee.

5.4.2. Mileage Claims

i. Under HMRC rules employees with a normal ‘places of work’ at a hospital site are expected to take account of the fact that they would normally travel into their place of work each day.  Therefore if they travel to another location on business without first travelling to their normal place of work, they are expected to deduct from their business expenses claim the mileage distance equal to their normal daily commute mileage.  (i.e. if they visit another HEFT Hospital that is 15 miles from their home, while their normal commute is 10 miles, they should only claim in that instance 5 business miles).

If however an employee travels to their ‘normal place of work’ prior to then travelling to another location on business they may claim the full business mileage.
ii. Receipts are not required to support any claims for business mileage.

6. Responsibilities
6.1. HEFT NHS Trust

The Trust is committed to reimbursing staff for all ‘actual and reasonable’ out-of-pocket expenses that the employee has incurred in performing their duties for the Trust.  The levels of payment for these out-of-pocket expenses shall be paid in accordance with the rates indicated in the national agreed:

· Agenda for Change

· Medical and Dental Consultants Contract.

The rates under the above National Agreements are outlined in Attachment A

6.2. Employee
It is the responsibility of the employee to:

i. Ensure that he/she is familiar with the Trust’s Business Expenses Policy and Claims Guidelines before incurring any actual business expenses

ii. That all claims are submitted on the appropriate ‘Business Expenses Claim Forms’

iii. That the submitted expenses claims are completed in accordance with the Expenses Claims Guidelines

iv. That all business expenses claims (excluding business mileage) are supported by original receipts 
v. Ensure all expenses submittals are approved and formally authorised by an employee’s immediate manager

vi. All business expenses claims are submitted within three (3) months of being incurred.  
vii. And to provide the Expenses Team with details of any change of private car for the Trust’s records
6.3. Line Managers
It is the responsibility of Line Managers to:

i. Review all submitted business expenses claims to ensure that they are all ‘actual and reasonable’ and comply with the Policies of the Trust.

ii. Sign all submitted expenses claims to authorise the claim and indicate that they claim has been reviewed and approved.
6.4. Expenses Team
It is the responsibility of the Expenses Team to ensure:

i. That employee’s have completed all expenses claims in compliance with the Trusts Expenses Claims Guidelines

ii. To demonstrate that the claims forms have been reviewed and checked for compliance by signing each one
iii. For arranging the prompt payment to the employee of all authorised business expenses.

6.5. Director of HR & OD

It is the responsibility of the Director of HR and OD to:

i. Review and determine whether to approve any submitted expenses claims that exceed the three (3) month submittal period outlined in the Policy.

ii. To advise any employee making claims that exceed this three (3) month period that any future non-compliant claims will not be approved
iii. To review the Trust’s Business Expenses Policy periodically to ensure that continues to meet the needs of the Trust and is compliant with the Trust’s legal obligations.
7. Training Requirements

7.1 Employees

All employees will be made aware of where to obtain ‘Business Expenses Claims Forms’ and supporting Guidance Notes for its completion.  

7.2 Line Management

Will be regularly reminded of their responsibilities for monitoring and approving all submitted business expenses

7.3 Expenses Team

Will be fully briefed and trained on the claims process

8. Monitoring and Compliance

8.1 Fraudulent Claims
Employee’s should be aware that making fraudulent Business expenses Claims is viewed by the Trust as Gross Misconduct and will make the employee liable to dismissal in accordance with the Trust’s Disciplinary Policy.  In addition the Trust reserves the right to notify the Police of any potential criminal intent or actions.
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Attachment 2: Equality and Diversity - Policy Screening Checklist
	Policy/Service Title:  BUSINESS EXPENSES POLICY
	Directorate: HR

	Name of person developing policy:  Mike Johnston (Interim Head of the People Centre)

	Aims of policy: Trust wide approach to reimbursement of expenses


	Policy Content: 

· For each of the following check the policy/service is sensitive to people of different age, ethnicity, gender, disability, religion or belief, and sexual orientation? 

· The checklists below will help you to see any strengths and/or highlight improvements required to ensure that the policy/service is compliant with equality legislation.


	1. Check for DIRECT discrimination against any group of SERVICE USERS:

	Question: Does your policycontain any statements/functions which may exclude people from using the services who otherwise meet the criteria under the grounds of:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	1.1
	Age?
	
	X
	
	
	
	

	1.2
	Gender (Male, Female and Transsexual)?
	
	X
	
	
	
	

	1.3
	Disability?
	
	X
	
	
	
	

	1.4
	Race or Ethnicity?
	
	X
	
	
	
	

	1.5
	Religious, Spiritual belief (including other belief)?
	
	X
	
	
	
	

	1.6
	Sexual Orientation?
	
	X
	
	
	
	

	1.7
	Human Rights:  Freedom of Information/Data Protection
	
	X
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	2. Check for INDIRECT discrimination against any group of SERVICE USERS:

	Question: Does your policy contain any statements/functions which may exclude employees from operating the under the grounds of:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	2.1
	Age?
	
	X
	
	
	
	

	2.2
	Gender (Male, Female and Transsexual)?
	
	X
	
	
	
	

	2.3
	Disability?
	
	X
	
	
	
	

	2.4
	Race or Ethnicity?
	
	X
	
	
	
	

	2.5
	Religious, Spiritual belief (including other belief)?
	
	X
	
	
	
	

	2.6
	Sexual Orientation?
	
	X
	
	
	
	

	2.7
	Human Rights:  Freedom of Information/Data Protection
	
	X
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	TOTAL NUMBER OF ITEMS ANSWERED ‘YES’ INDICATING DIRECT DISCRIMINATION = 

	3. Check for DIRECT discrimination against any group relating to EMPLOYEES:

	Question: Does your policy contain any conditions or requirements which are applied equally to everyone, but disadvantage particular persons’ because they cannot comply due to:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	3.1
	Age?
	
	X
	
	
	
	

	3.2
	Gender (Male, Female and Transsexual)?
	
	X
	
	
	
	

	3.3
	Disability?
	
	X
	
	
	
	

	3.4
	Race or Ethnicity?
	
	X
	
	
	
	

	3.5
	Religious, Spiritual belief (including other belief)?
	
	X
	
	
	
	

	3.6
	Sexual Orientation?
	
	X
	
	
	
	

	3.7
	Human Rights:  Freedom of Information/Data Protection
	
	X
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	4. Check for INDIRECT discrimination against any group relating to EMPLOYEES:

	Question: Does your policy contain any statements which may exclude employees from operating the under the grounds of:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	4.1
	Age?
	
	X
	
	
	
	

	4.2
	Gender (Male, Female and Transsexual)?
	
	X
	
	
	
	

	4.3
	Disability?
	
	X
	
	
	
	

	4.4
	Race or Ethnicity?
	
	X
	
	
	
	

	4.5
	Religious, Spiritual belief (including other belief)?
	
	X
	
	
	
	

	4.6
	Sexual Orientation?
	
	X
	
	
	
	

	4.7
	Human Rights:  Freedom of Information/Data Protection
	
	X
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	TOTAL NUMBER OF ITEMS ANSWERED ‘YES’ INDICATING INDIRECT DISCRIMINATION = 


Signatures of authors / auditors:





Date of signing:

Equality Action Plan/Report
	Directorate:  Human Resources


	Service/Policy: Business Expenses


	Responsible Manager:


	Name of Person Developing the Action Plan:


	Consultation Group(s):


	Review Date:


The above service/policy has been reviewed and the following actions identified and prioritised. All identified actions must be completed by:  
_________________________________________

	Action:
	Lead:
	Timescale:

	Rewriting policies or procedures
	
	

	Stopping or introducing a new policy or service


	
	

	Improve /increased consultation


	
	

	A different approach to how that service is 

managed or delivered
	
	

	Increase in partnership working


	
	

	Monitoring
	
	

	Training/Awareness Raising/Learning
	
	

	Positive action


	
	

	Reviewing supplier profiles/procurement

Arrangements


	
	

	A rethink as to how things are publicised


	
	

	Review date of policy/service and EIA:  this 

information will form part of the Governance

Performance Reviews
	
	

	If risk identified, add to risk register.  Complete an 

Incident Form where appropriate.
	
	


When completed please return this action plan to the Trust Equality and Diversity Lead; Pamela Chandler or Jane Turvey.  The plan will form part of the quarterly Governance Performance Reviews.

	Signed by Responsible Manager:
	
	Date:
	


Dissemination Record - to be used once document is approved 

(This dissemination record is not mandatory)

	Date put on register / library of procedural documents
	
	Date due to be reviewed
	


	Disseminated to: (either directly or via meetings, etc)
	Format (i.e. paper or electronic)
	Date Disseminated
	No. of Copies Sent
	Contact Details / Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


.

APPENDIX A – MILEAGE RATES
All Business Mileage rates are in accordance with the two nationally recognised NHS Employee Agreements of ‘Agenda for Change’ and ‘Medical & Dental Consultants Contracts’.  These are:

Rates as at : 1st September 2008

REGULAR CAR USERS

	Engine Capacity
	Up to 1000cc
	1001 to 1500cc
	Over 1500cc

	Lump Sum Allowance
	£ 508
	£ 626
	£ 760

	Up to 9,000 miles
	29.7 pence / mile
	36.9 pence / mile
	44.0 pence / mile

	Thereafter
	17.8 pence / mile
	20.1 pence / mile
	22.6 pence / mile


STANDARD CAR USERS
	Engine Capacity
	Up to 1000cc
	1001 to 1500cc
	Over 1500cc

	Up to 3,500 miles
	37.4 pence / mile
	47.3 pence / mile
	58.3 pence / mile

	Thereafter
	17.8 pence / mile
	20.1 pence / mile
	22.6 pence / mile


MOTOR CYCLE USERS
	Engine Capacity
	Up to 125cc
	Over 125cc

	Up to 5,000 miles
	17.8 pence / mile
	27.8 pence / mile

	Thereafter
	6.7 pence / mile
	9.9 pence / mile


PEDAL CYCLES
10.0 pence per mile

PASSENGER ALLOWANCES

Each passenger
5.0 pence per mile
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