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Expenses Policy

Councillors and Officers

Expenses Policy Summary

1. Policy Statement

The Council will reimburse reasonable expenses incurred in the performance of approved duties, in line with Financial Regulations.


2.   Scope

Applies to employees, councillors and authorised individuals.


3.  General Principles

Expenses must be wholly, exclusively and necessarily incurred, authorised in advance and supported by receipts.


4.  Allowable Expenses

Travel (excluding commuting), subsistence, training and approved purchases.


5.  Non-Allowable

Includes personal costs and fines.


6.  Payment

Direct supplier payment preferred; reimbursements require approval and evidence.


Policy Statement

Crigglestone Parish Council (“the Council”) will reimburse reasonable and properly incurred expenses to councillors and employees arising from the performance of approved Council duties.

This policy operates alongside the Council’s Financial Regulations.

The Council is committed to:

· Ensuring compliance with HMRC requirements and relevant legislation

· Maintaining transparency, accountability, and value for money

· Providing a clear and consistent framework for expenses reimbursement

1. Scope

This policy applies to:

· All employees of the Council

· All elected/Co-opted councillors

· Any individual authorised to incur expenditure on behalf of the Council

2. General Principles

Expenses will only be reimbursed where they are:

· Incurred wholly, exclusively and necessarily in the performance of Council duties

· Authorised in advance, wherever practicable

· Supported by valid receipts or invoices

· Submitted within two months of being incurred

In accordance with Financial Regulation 4, all expenditure must:

· Be within an approved budget

· Be properly authorised
The Council will not normally:

· Pay fixed or round-sum allowances in place of actual expenses

· Reimburse personal or non-essential expenditure

· Reimburse costs which could reasonably have been avoided

3. Categories of Allowable Expenses

Travel Expenses

The Council distinguishes between business travel and ordinary commuting:

· Reimbursable:

Travel to meetings, training events, or site visits outside the normal place of work

Travel between work locations during the course of duties

· Not normally reimbursable:

· Travel between home and the normal place of work

All travel claims must comply with current Mileage rates:

· Paid at HMRC approved rates, ensuring compliance with payroll and audit requirements

Subsistence

Reasonable subsistence costs may be reimbursed where duties require absence over a normal mealtime.

Claims must:

· Be supported by receipts

· Represent reasonable expenditure

Such payments must be authorised in line with:

· Financial Regulation 6 – Instructions for Payment

Training and Professional Costs

The Council will reimburse:

· Approved training courses

· Relevant professional subscriptions

Such expenditure must be approved in advance

· Comply with Financial Regulation 11 (procurement and value for money) 
where applicable

Equipment and Supplies

Wherever possible goods and services must be procured directly by the Council

This ensures compliance with:

· Financial Regulation 5 (Contracts and Procurement)

· Proper VAT treatment

Reimbursement will only be permitted where: Prior approval having been given

· A valid receipt is provided

4. Non-Allowable Expenses

The following will not normally be reimbursed:

· Fines or penalties

· Personal expenditure

· Alcohol (except where authorised for civic purposes)

· Home-to-work travel

Any exceptions must be explicitly approved

5. Payment Arrangements

Preferred Method

The Council will pay suppliers directly wherever possible

This aligns with:

· Financial Regulation 6 – Banking and Payments

· Financial Regulation 7 – Electronic Payments

Reimbursement to Individuals

Reimbursements will only be made where:

· Proper authorisation has been given

· Supporting documentation is provided

All payments will:

· Be authorised in accordance with Financial Regulation 6

· Be recorded in the Council’s accounts and payment schedules

Allowances
The Council will not make fixed or lump-sum allowance payments other than the Chairmans allowance.

If further allowances are considered:

· They must comply with HMRC rules

· They must reflect actual or reasonably estimated costs

Any such arrangements must be:

· Approved by Council resolution

Managed in accordance with: 

· Financial Regulation 4 (budgetary control)

· Financial Regulation 11 (payroll, where taxable)

Authorisation and Governance
All claims must be approved by the Clerk or Chair, as appropriate

Claims submitted by the Clerk must be approved by the Chair or a nominated councillor

The authorising officer must ensure:

· Compliance with this policy

· Compliance with Financial Regulations 4, 5 and 6

· Adequate supporting documentation

Financial Records and Audit

The Council will maintain:

· Receipts and supporting documentation

· Proper accounting records

These controls support:

· Financial Regulation 3 – Accounting and Audit 

· Financial Regulation 6 – Payment Records

All records will:

· Be available for internal and external audit

· Be retained in accordance with the Council’s retention policy

VAT

The Council will:

· Purchase directly where possible to reclaim VAT

Reimbursement to individuals may:

· Prevent VAT recovery and should be avoided where possible

Compliance

The Council will ensure that:

· Only legitimate expenses are reimbursed tax-free

· Non-compliant payments are treated as taxable where necessary

Relevant processes must align with:

Financial Regulation 11 – Payroll and PAYE compliance

Presented for adoption at Full Council on: 

Signed by the Chair:  

Review date: Annual Parish Council meeting May 2027

v1.0 Created and adopted June 2026

