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1.0 Introduction 
 

1.1 The purpose of this policy is to set out details of the various allowances available to 
officers undertaking official duties for the Council, and the rules and procedures for 
claiming these allowances. 

 

1.2 The policy encompasses the following areas:- 
 

- Car Allowance 
- Car Mileage Allowance 
- Use of Hotels 
- Subsistence Allowance 
- Training Allowances 
- Chauffeuring Allowance 
- Telephone and Call Out Allowance 
- First Aid Allowance 

 

1.3 The policy shall have effect from 10th December 2015, following approval of the most 
recent update of the policy by the Council. 

 

1.4 The policy will apply to all officers undertaking official duties on behalf of the Council. 
 

1.5 The policy will be reviewed on a regular basis to ensure that the policy and allowance 
rates are kept up to date. 

 

2.0 Approved Duties for Travelling and Subsistence Allowances 
 

2.1   In accordance with the requirements of this policy, approved duties are defined as:-  
 

“any work undertaken, during normal working hours or approved overtime, in 
connection with the discharge of the functions of the Council, that involves travelling 
to and from the normal place of work, using a private vehicle” 

 

It should be noted that approved duties do not include travelling to work from home 
at the start of the working day or from work to home at the end of the working day.  

 

2.2   Approved duties would include, but are not limited to, the following:- 
 

- Attendance at any meeting of the Council, a committee, sub-committee, or 
working group, taking place away from the regular place of work; 

 

- Attendance at outside meetings relating to the officers area of responsibility; 
 

- Attendance at conferences, seminars or training courses; 
 

- Travelling to and from other Council buildings and facilities away from the 
regular place of work; 

 

- Travelling to meet contractors and suppliers; 
 

- Travelling to and from the bank; 
 

- Meeting members of the public in connection with the Council matters or 
attending public meetings, residents groups, community organisations etc; 

 

- Attendance at official meetings of outside organisations by Officers appointed 
to represent the Council on such outside organisations; 
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2.3 This list is not exhaustive and any duties reasonably undertaken in the discharge of 
the functions of the Council or matters relating to the officers area of responsibility 
would be classified as official duties subject to approval by the appropriate service 
manager or the Town Clerk. 

 

3.0 Car Allowance and Car Mileage Allowance 
 
3.1  Council employees required to use their private motor vehicles for the efficient 

performance of their duties will receive allowances for the use of those vehicles on 
official business authorised by the Council. The Council may determine whether the 
use is casual or essential and the cubic capacity of vehicle considered appropriate. 

 

3.2 Essential car users are those whose duties are of such a nature that it is essential for 
them to have a motor car at their disposal whenever required. If the employee uses a 
private car in carrying out those official duties then they shall be entitled to receive 
the lump sum allowance and mileage rates set out in the National Joint Council for 
Local Government Services Agreement. 

 

3.3 Casual car users are those for whom it is desirable that a car should be available 
when required. 

 

3.4 For certain posts it may be appropriate, on grounds of cost or because the employee 
is required to transport other employees or materials and equipment, for the Council 
to provide a vehicle for use during working time by an officer. Under normal 
circumstances the vehicle will be garaged at the Council’s depot and will not be used 
by the officer outside of normal working hours, unless responding to a call out to deal 
with an emergency situation. 

 

3.5 The Council currently has four Officers classified as essential car users and to which 
a Car Allowance is payable. The approved Officers in receipt of Car Allowance 
are the Town Clerk, Early Years Officer, Leisure Manager and Works Manager.  

 

3.2 Car Allowance rates are set by the National Joint Council for Local Government 
Services each year. It is current Council policy to pay Car Allowances at the 1000-
1199cc rate, regardless of the size of the vehicle. This rate is currently £963. 

 

3.3 The Council also pays a Car Mileage Allowance to all staff required to use private 
vehicles for official Council duties as set out in Section 2. The amount payable will be 
made in line with the Council’s approved mileage rates. 

 

3.4 The Council’s current approved Car Mileage Allowance rates are as follows: 
 

- 44.9p per mile for casual car users 
- 33.57p per mile for essential car users  

 

3.5 The casual user car mileage rate is set in line with the Government standard tax 
allowance for car mileage payments of 45p per mile for the first 10,000 miles, in 
order to avoid officers incurring additional National Insurance Contributions. The 
essential car user car mileage rate is paid at a reduced rate taking into account the 
receipt of the car allowance.  
 

3.6 Any expenditure reasonably incurred on tolls for bridges and tunnels, ferries or 
parking fees, including overnight garaging will also be reimbursed, upon receipt of 
evidence of the charge, where relevant.  
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3.7 The use of private vehicles must be undertaken in line with the following guidelines:- 
 

- If more than one employee is due to travel to the same event, only one car will 
should be used, other than in exceptional circumstances; 

 

- If there is an essential car user and one or more casual car user, then the 
essential car user’s vehicle must be used; 

  

3.8 Officers using a car or other privately owned vehicle for a purpose relating to their 
activities as an officer of the Council, including travelling from home to the normal 
place of work, must hold a full driving licence, and ensure that their vehicle is insured 
for “business use”.  

 

3.9 When the nature or job content of a role changes, it may also be appropriate to 
change the associated car user classification. This will be done in full consultation 
with the employee and following full contractual or statutory notice as required. 

 

4.0 Travelling by Public Transport  
 
4.1  The Council’s overall policy for travelling by public transport is based on the principle 

that the most cost effective means of travel should be adopted, bearing in mind 
the number of officers travelling, the distance and location of the venue, and the 
availability of public transport. 

 

4.2 Where an officer is required to travel, on behalf of the Council to venues within the 
boundaries of County Durham, does not have access to a private car and cannot 
travel with another officer, traveling by bus would normally be expected and the 
Council will reimburse the costs of the bus fare upon receipt of a valid ticket.  

 

4.3 Where travelling, on behalf of the Council, to venues outside of the boundaries of 
County Durham, officers may travel by rail. In most cases second class travel will 
be used. Travel by first class will only be allowed in exceptional circumstances and 
would be subject to approval by the Town Clerk. 

 

4.4 Rail bookings must be made by either the Secretary to the Town Clerk (Miss 
Amanda Donald) or the Senior Administration Officer (Miss Christine Ryder), who will 
make seat reservations where necessary. 

 

4.5 For journeys outside of the North East region, travel by air may be allowable where it 
is considered that the saving in time and convenience is so substantial as to justify 
the higher cost or where the rate for travel by air does not exceed the rate applicable 
to travel by rail or other appropriate alternative means of transport. 

  

4.6 For travel by air the amount payable will not exceed: 
  

(a) the ordinary fare or any available cheap fare by regular air service, or 
(b) where no such service is available, or in case of urgency, the fare actually 

paid by the officer. 
 

4.7 Air travel bookings must also be made by either the Secretary to the Town Clerk 
(Miss Amanda Donald) or the Senior Administration Officer (Miss Christine Ryder), 
who will make seat reservations where necessary. 
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4.8  If a taxi is required to be used for part or all of any journey, the rate must not exceed: 
   

(a) in the case of urgency or where no public transport is reasonably available, 
the amount of the actual fare and any reasonable gratuity paid, and 

(b) in any other case, the amount of the fare for travel by appropriate public 
transport. 

  

4.9 The rate of travel by a hired motor vehicle other than a taxi, shall not exceed the rate 
which would have been applicable had the vehicle belonged to the officer who hired 
it. However, in exceptional circumstances and with the prior approval of the Town 
Clerk, the rate may be increased to an amount not exceeding the actual cost of 
hiring. 

 

5.0 Use of Hotels  
 
5.1 The Council has adopted a central booking system for overnight accommodation 

and all hotel bookings must be made by either the Secretary to the Town Clerk (Miss 
Amanda Donald) or the Senior Administration Officer (Miss Christine Ryder) 

 
5.2 The principles of value for money will be applied to the cost of overnight hotel 

stays and as a general rule a greater allowance will be made for the costs of staying 
in London. Wherever possible, hotels providing meals will be booked.  
 

6.0 Subsistence Allowances 
  
6.1 Two types of subsistence allowance are available to officers undertaking official 

duties:- 
 

- Overnight Subsistence Allowance 
- Day Subsistence Allowance 

 
6.2 The Overnight Subsistence Allowance is only paid for official duties or 

conferences that involve an overnight stay. The Council has adopted a central 
booking system for hotel accommodation and therefore subsistence for overnight 
absence relates to a food and incidental expenses allowance only. 

 

6.3   The rates for overnight absence from the usual place of residence are as follows:-  
 

- £55.00 outside of London; 
- £65.00 for such an absence in London.  

 

6.4 The rates determined above shall be deemed to cover a continuous period of twenty-
four hours. If any meals are provided at the conference or other event, or if there is 
some other source of hospitality, then such meals should be declared and an 
appropriate deduction must be made from the allowances claimed.   

 
6.5 Meals deductions are as follows:-  

 

- £5.00 for Breakfast (£6.25 for London) 
- £10.00 for Lunch (£12.50 for London) 
- £5.00 for Tea (£6.25 for London) 
- £20.00 for Dinner; £25.00 for London) 
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6.6 An Officer may also claim a Day Subsistence Allowance if he or she is away from 
Council premises for a period of more than four hours, where no overnight 
stay is required and where no meals are provided.  

 

The rates of day subsistence will be as follows: 
 

 Breakfast   Up to £5.00 
 Where the absence from the officer’s home exceeds four hours up to 11am 
 

 Lunch  Up to £7.50 
Where the absence from the officer’s home or place of work exceeds four hours 
including the period 12pm to 2pm 

 

 Evening Meal   Up to £10.00 
Where the absence from the officer’s home or place of work exceeds four hours and 
includes a period after 4pm. 

 

Day Subsistence Allowances will only be paid upon receipt of valid receipts for 
the food and drinks purchased. 
 
Claims for subsistence will not be approved for the purchase of alcoholic 
drinks. 
 

7.0 Incidental Expenses Allowance 
 
7.1 Incidental and out of pocket expenses are provided for within the Overnight 

Subsistence Allowance rates as set out above. The Council does not therefore pay 
a separate Incidental Expenses Allowance, which if payable would be subject to 
income tax and national insurance deductions.   

 

8.0 Travelling and Subsistence Allowance Advances  
  
8.1 The Finance Section can, upon request, arrange for an advance of travelling and 

subsistence expenses in respect of attendance at meetings, conferences and 
seminars, subject to the approval of the Town Clerk. 

 

9.0 Claim Forms for Travelling and Subsistence Allowances 
 
9.1 Claim forms are provided for the purpose of claiming travelling expenses and 

subsistence allowances and a pro-forma is attached in Appendix 1. 
  

9.2 Attention is drawn to the need for a full description of the approved duty and all 
amounts being claimed in respect of travelling and subsistence, together with the 
relevant sub-totals to be entered on the claim form, and for all relevant evidence e.g. 
receipts for parking and meals, to be attached with the form. 

 

9.3 Claim forms should be completed and forwarded to the Finance Section, so as to be 
received no later than the 16th day of each month. If claims are not received by this 
date, payment will need to be made the following month. 
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10.0 Training Allowances 
 
10.1 All requests to undertake training must be authorised by a service manager and the 

relevant training budget must be available to meet the costs. 
 

10.2 Once the training request has been formally approved, a number of allowances are 
available to support the employee in their studies.  

 

10.3 The college fees or training course fees, including the cost of any course 
materials, will be paid by the Council upon receipt of a valid invoice from the 
college, university or training provider. 

 

10.4 If the training course takes place during the day, day release from normal duties 
will apply at full pay. However no additional payment or time in lieu will be 
applicable for additional hours attended at training over and above normal working 
hours. In addition, if the training course runs for less than normal working hours, the 
officer will be expected to return to work for the remainder of the working day. 

 

10.5 If the training course takes place on an evening or weekend, time off in lieu will be 
granted to the employee in respect of the additional hours spent at college. 

 

10.6 Car Mileage Allowance or the reasonable cost of public transport used to attend 
training courses will be paid in accordance with the Travelling Allowance rules set 
out in Sections 3 and 4. 

 

10.7 The Day Subsistence Allowance will be payable for those training courses taking 
place away from Council premises, where the employee is absent from work for a 
period of more than four hours, where no overnight stay is required, and where no 
meals are provided, in accordance with the Subsistence Allowance rules set out in 
Section 6.  

 

10.8 The reasonable cost of any books or course materials, not already included 
within the cost of the training, will be paid or reimbursed, subject to budget being 
available and the approval of the relevant service manager. 
 

10.9 In the event of an officer requiring to re-sit a failed exam or assessment, the cost of 
the first re-sit only will be reimbursed. This rule would apply to individual modules 
within a qualification (subject to meeting other performance criteria set by the college 
or training provider). Any further re-sits would need to be funded by the officer.   

 

10.10 In the event of an employee failing to complete a college or university course, failing 
to sit an examination within a reasonable period of time or failing to show satisfactory 
progress in their studies, the Council reserves the right to withdraw the allowances 
granted under this Scheme and consider the full or part repayment of the cost of the 
training and any allowances paid. This would be assessed on a case by case basis. 
 

10.11 Where training has been specifically requested by you, the costs of the personal 
development training will be reimbursed by you to the Council if you voluntarily leave 
your employment within a period of two years of the completion of the training.  Such 
costs will be reimbursed on the basis of a sliding scale: 100% at six months; 75% at 
12 months; 50% at eighteen months; zero after two years.  
 

10.12 The above rule is not applicable to apprentices where the Council cannot guarantee 
a job at the end of the apprenticeship. 
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11.0 Chauffeuring Allowance 
 

11.1 Officers undertaking chauffeuring duties on behalf of the Council are permitted to 
claim Day Subsistence Allowance if the absence from home exceeds four hours. 

 

11.2 They may also make a claim, up to a maximum of £150, for the costs of a suit 
and shoes every two years. 

   

12.0 Telephone and Call Out Allowance 
 

12.1 The Council pays a telephone allowance to those officers who have been appointed 
official key holders and who are expected to undertake out of hours call out duties. In 
such circumstances the allowance will take one of two forms: 

 

i) An annual allowance of £126, as a contribution towards the cost of the 
employee’s home land line rental. 
 

ii) Provision of a mobile telephone and associated rental and call costs for work 
related calls only when officers are expected to undertake duties away from 
their normal place of work 

 

12.2 In some circumstances such as an employee living in an area of poor mobile 
telephone reception while but also being required to respond to call out duties, it may 
be necessary to provide both an annual allowance as in (i) above and a mobile 
telephone as at (ii) above.  

 

12.3 There is no specific stand by allowance payable to those officers required to 
undertake out of hours call out duties. 

 

12.4 However, any officer required to be called out to Council premises outside of their 
normal working hours will be paid a minimum of two hours pay which will be paid 
at time and a half for call outs taking place before midnight and double time for 
call outs after midnight or on a Sunday.  

 

12.5 Payments for call out are not applicable to senior officers, although time off in 
lieu will be provided for. 

  

13.0 First Aid Allowances 
 

13.1 A first aid allowance is payable to all those staff, who have completed first aid 
training and who have been appointed as official Council first aiders. 

 

13.2 The first aid allowance is currently £100 per year. 
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14.0 Income Tax and National Insurance 
  
14.1 Car Allowance and First Aid Allowances are taxable and Income Tax and National 

Insurance Contributions will be deducted in accordance with the Officer’s Tax Code. 
 

14.2 Car Mileage Allowance, Subsistence Allowances and Telephone Allowances are not 
subject to Income Tax or National Insurance Contributions. 

 

14.3 If Officers have any concerns or queries about the tax implications of claiming 
allowances, they are advised to communicate directly with HM Revenues and 
Customs at the local office at Wycliffe House, Green Lane, Durham, DH1 3UN, 
telephone number 0845 300 0627.  

 

15.0 Officers Personal Accident and Assault Cover 
 
15.1 The Council has arranged personal accident and assault insurance for its officers, 

which covers death or injury sustained whilst engaged in the business of the Council. 
 

15.2 Benefits include compensation for total disablement, partial disablement and loss of, 
or damage to money, clothing and personal possessions. 

 

15.3 Full details of the cover provided by this policy, including the benefits, exclusions, 
special conditions, etc, may be obtained from the Finance Manager.  

  

15.4 If an officer wishes to make a claim they should contact the Finance Manager in 
order that arrangements can be made for the necessary claim form to be completed. 


