The Open
University

Travel and Subsistence Policy

1. Introduction

This scheme sets out the basis on which employees may claim reimbursement
of travel and subsistence expenses incurred when travelling on approved
University business.

2. Responsibilities

Heads of Units have responsibility for the day-to-day administration of the
scheme, including decisions on whether a particular journey qualifies as
‘University business’.

The Group People Director (on behalf of the University Secretary) has
responsibility for questions of interpretation raised by Heads of Units and for
determining amounts to be paid in cases where specific provision is not made
in the scheme.

3. Definition

Members of staff are entitled to travel on University business with the prior
approval of their Head of Unit. Such approval may be general or related to a
particular journey or journeys, but must be explicit. 'University business'
includes the travel necessary in order that a member of staff may carry out his
normal duties, including research and fieldwork, attendance at University
committees and other approved meetings, courses or conferences.

4. Travel and Covid-19 restrictions

The University’s duty of care to its staff and students is paramount. As Covid-
19 travel restrictions have eased in line with UK Government and Foreign,
Commonwealth and Development Office (FCDO) guidance, the University has
updated its guidance for business travel. The University’s position is that
national business travel may be carried out as normal.

The personal circumstances of the traveller must be considered prior to any
travel. Before making any travel requests, alternative arrangements for not
travelling must be discussed.

Travel must be booked through Click Travel via a departmental travel booker.
It is important that travel is organised through Click Travel to ensure that the
appropriate insurance is in place, and in the event that travellers are stranded,
they can then provide local support and, where possible, repatriation. It is the
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responsibility of the traveller to ensure their current emergency contact details
are correct and that these are provided to the departmental travel booker.

Staff are reminded that travel should not be booked through personal means,
for example with a personal debit or credit card, and any such booking may not
be reimbursed. The only exception to this is for short-distance journeys where
it is not possible to use Click Travel e.g. once the train booked through Click
Travel arrives at the station near the venue/campus and a taxi or bus is
required to take staff onwards to the venue/campus.

Staff travelling to the UK Nations should check the advice from the Nations
before travelling and check that the activity they are travelling for is permitted
in the country they plan to visit, and that they are permitted to stay overnight, if
there is a need to do so. In addition, anyone planning to travel should ensure
they are aware of the areas within the UK where local restrictions are in force.

5. Base from which reimbursement may be claimed

Travel on University business does not include travel from home to the normal
place of employment. The normal place of work should be used as the basis
for claims, except when:

e travelling to or from home results in a smaller claim;

e occasional additional journeys to the normal place of work are undertaken,
with prior approval from the Head of Unit, outside of normal working hours.
(NB. These payments will be taxable and claims should be submitted using
the appropriate separate forms and logged to appear as a taxable benefit
on the P11D form);

e travelling outside normal working hours to locations other than the normal
place of work.

Claims should never exceed actual miles travelled.

6. Accommodation

Unless the University has provided a written or contractual agreement to pay
for accommodation under a relocation policy or terms of engagement, you
should not claim for hotel accommodation in Milton Keynes.

Overnight accommodation in Milton Keynes, where this is the place of normal
work, would not be considered a legitimate business expense and would be
treated as a taxable benefit by HMRC (and logged to appear as a taxable
benefit on the P11D).

7. Method of travel

Members of staff are expected to use the most economical means of transport,
having regard to the overall cost to the University and member of staff, both in
money and time.
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Personal membership of airline, hotel or car hire “frequent traveller”
programmes will not be allowed to influence the choice of travel options. This
decision must not be influenced by the availability of loyalty schemes such as
“frequent traveller” programmes. Promotional offerings e.g. air miles or free
flights should be used for the benefit of the University where possible.

Rail travel

All members of staff are encouraged, for reasons of economy, to travel by
standard class rail. Staff may only travel first class where an overnight journey
is required, or there are exceptional circumstances (e.g. crowded trains during
peak travel periods). First class travel requires the prior approval of the Head
of Unit. Reimbursement of business-related rail travel will be dependent on
submission of a receipt.

Air travel

The cost of air travel (economy class) will be reimbursed subject to the prior
approval of the Head of Unit, where one or more of the following applies:

e there is no alternative means of transport;

e there is significant saving in time;

e air travel is cheaper or not significantly more expensive than other
methods.

Please see the Finance and Business Services Intranet for the University’s
'Business Travel Insurance Arrangements'.

Taxi fares

Taxi fares will be reimbursed where one or more of the following applies:

there is no alternative means of transport;

heavy luggage or University materials/equipment is being carried;
there is a significant saving in time or cost;

there are other exceptional circumstances.

Private transport

A Head of Unit can authorise the use of private vehicles where this is most
efficient for University business, for example where one or more of the
following applies:

e no reasonably direct alternative means of transport is available;

¢ heavy luggage or equipment is being carried;

e travel by this method results in a reduction in total cost (e.g. by
removing the necessity of an overnight stay);

e ONe or more passengers are carried;

e there is a significant saving of time.
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Before using private vehicles on approved University business, members of
staff must ensure their insurance policies provide fully comprehensive cover for
business use. The University reserves the right to examine such policies
annually and to defer or withhold the payment of mileage claims until adequate
insurance arrangements have been made.

The University neither accepts liability for damage however caused to private
vehicles being used on University business, nor will it accept liability for claims
by passengers or third parties.

For the purpose of this scheme, members of staff authorised to use private
transport on University business may be classified as one of the following:

e Essential User: regular mileage commitment of 6,000 miles or more a year;
e Other User: limited mileage deriving from occasional use.

8. Essential Car Users

A Head of Unit can recommend to the Staff Payments, Pensions & Reward
Manager that a member of staff be designated an Essential Car User, provided
that all of the following criteria are met:

e the duties of the post require regular travel (i.e. the individual has to travel a
significant distance by road throughout the year, excluding periods of study
leave), such that the mileage travelled in any one month is unlikely to be
less than 500;

e there is clear evidence that in respect of such regular travel, a significant
amount is made up of journeys other than between a Regional/National
Centre and Walton Hall and either alternative public transport is not
available or is likely to involve significantly higher overall travel costs or
excessive staff time;

e none of the mileage figures quoted in support of the application should
normally include travel from home to normal place of work;

o the likely annual car travelling commitment is demonstrably in excess of
6,000 miles.

The University may terminate the Essential Car User Allowance by giving one
month’s notice in writing, in the event of a significant change in the travelling
requirements of the role concerned, as confirmed by the Head of Unit. An
Essential Car User allowance will normally be withdrawn where the annual
travel undertaken during the previous year falls below 3000 miles.

In exceptional circumstances, a member of staff may be designated as an
Essential Car User for a limited period of up to one year at the discretion of the
University Secretary.

HMRC requires the University to notify them of the total business mileage
claimed by each Essential Car User in each tax year. Depending on total
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mileage, HMRC may determine that some or all of the payments made are
taxable and amend individual tax codes for following tax years accordingly.

To assist in the event of any dispute, Essential Car Users are expected to
keep a log of all their business mileage undertaken in their own vehicle.

9. All Other Users

Members of staff not in receipt of an Essential Car User allowance will be
classed as All Other Users. Reimbursements for their journeys, where prior
approval has been given, will be at the All Other Users Rate (see Travel Rates
document listed in the Useful references section below).

10. Passenger allowance

Where a car is used on University business and a passenger is carried whose
fare would otherwise be paid by the University, an allowance may be claimed
(see Travel Rates document listed in the Useful references section below).

11. Car hire

Car hire will be reimbursed provided prior approval of the Head of Unit has
been given and receipts are provided. For longer journeys, and where two or
more members of staff are travelling together, car hire may be the cheapest
form of travel. Car hire should be commissioned through Procurement, unless
there are exceptional reasons for not doing so.

12. Subsistence expenses

Subsistence is defined as meals and overnight accommodation. Where it is
impracticable for a member of staff travelling on University business to return
home at night, the University will reimburse the actual cost of an overnight stay
in a hotel or on a boat or train.

Claims may only be made for reimbursement of actual expenditure incurred.
Alcohol and tobacco expenditure will not be reimbursed. However, claims may
be made for alcohol when providing hospitality to visitors in accordance with
section 13: Hospitality.

13. Hospitality

The entertaining of official University visitors will only be permitted with the
prior approval of the appropriate Unit Head.

For Walton Hall visitors, wherever possible, the catering facilities on site should
be used. However, in exceptional circumstances, visitors may be entertained
off-site, in which case the cost must be reasonable. Please refer to the advice
on the Finance and Business Services Intranet, under Travel and
Subsistence/What can be claimed/Working Lunches. The purchase of alcohol
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when entertaining visitors is permitted, but it should be at a reasonable cost
and not involve excessive quantities.

14. Other Expenses

Payment for other travel and subsistence-related expenses not specifically
covered by the scheme may be made if approved by the appropriate Head of
Unit and if such expenses are necessarily incurred in the normal course of
travel on duty, and supported by appropriate receipts or logs. Items such as
equipment or training courses should be purchased according to the
University’s Procurement Policy. It is not appropriate for members of staff to
purchase such items themselves and claim for the expenditure through the
Travel and Subsistence Scheme.

15. VCE members expense claims

VCE expenses are reported for consideration at Remuneration Committee and
published (anonymised) on the University’s Freedom of Information (FOI) site,
so are in the public domain and subject to external scrutiny. It is the
individual’s responsibility to ensure they comply with HMRC guidance and
University policy regarding travel and subsistence claims.

16. Procedure for reimbursement of claims

All claims for reimbursement of travel and subsistence expenses must be
made on the appropriate on-line system/form which incorporates a declaration
by the member of staff that the total expenses shown have been actually
incurred solely on University business.

Forms must be itemised and give sufficient detail to enable the elements of a
claim to be ascertained and checked, e.g. a claim for subsistence should
itemise main meals (breakfast, lunch, evening meal, snacks) and a claim for
travel should itemise the components of the journey (rail, bus, private car, taxi,
etc.). Claims where details are not clear should be referred back to the
claimant to amend.

Claims must be supported by receipts, where available (See guidance in
paragraph 20).

Correctly completed and certified claims should be submitted as soon as is
practicable (normally within a month). Late claims (i.e. those received more
than 2 months after the expenditure was incurred) will require the authorised
signatory to provide a written explanation of the reason for the delay.

17. Advances

Temporary advances

Temporary advances to meet exceptional out-of-pocket expenses may be
made by Finance and Business Services in appropriate circumstances.
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Permanent advances

Where extensive travel is anticipated over a longer period of time, an
application may be made for a permanent advance up to the current
maximum.

Travel Advance Application Forms are available on the Finance and Business
Services Intranet (see Useful references section below).

18. Equality, diversity and inclusion

Policies are inclusive of all Open University staff, regardless of age, care
experience, caring status or dependency, civil status, disability, family status,
gender, gender expression, gender identity, gender reassignment, marital
status, marriage and civil partnership, membership of the Traveller community,
political opinion, pregnancy and maternity, race, religion or belief, sex, sexual
orientation, socio-economic background or trades union membership status.

19. Useful references

Travel Rates

International Travel and Assignment Policy
International Travel and Assignment Procedures
International Travel and Assignment Approval Form

People Services PSP044
July 2022
Page 7 of 8



20. Supplementary guidance

This guidance is to assist authorisers/checkers of the scheme dealing with
claims on a day-to day basis.

The scheme is based on reimbursement of expenditure incurred wholly,
necessarily and exclusively for University business. It does not involve the
payment of allowances.

Claims for overnight accommodation, meals and refreshments will be met

on the basis of actual expenditure incurred. No maximum will be applied.

However, the Head of Unit is responsible for ensuring that all claims are for

legitimate expenses on approved University business travel.

Although there are no published maxima, staff are expected to minimise

claims for expenses through being economical and avoiding excessive

spending. The Head of Unit, or delegate, may ask for an explanation of any
expenditure which appears to be excessive and may withhold partial
reimbursement, or prohibit similar claims in future if expenditure is found to
be unreasonable. Staff should endeavour to get approval in advance for
any unavoidably high costs, although the University recognises that is not
always possible when arrangements have to be made or changed at short
notice. In such circumstances, the reimbursement of expenditure
necessarily incurred will not be unreasonably withheld.

Receipts itemise expenditure and may come in a variety of forms, such as

printed from tills, hand written or emailed receipts, but in each case the

checker and authoriser must be satisfied that there is bona fide evidence of
the business expenditure for the journey in question. Credit card slips or
bank/card statements on their own are not considered to be receipts, as
they do not itemise expenditure.

Reimbursement will not be unreasonably delayed or withheld.

Although receipts are required for expenditure, it is recognised that that

receipts may not be available for some items e.g. tube/bus fares; toll

charges. Staff must provide sufficient information so that any unreceipted
item is clear and explained. On occasion, receipts may be lost and Heads
of Units will apply discretion to reimburse the member of staff in these
exceptional circumstances.

Claims for the reimbursement of payments on “gratuities” or “tips” must be

supported by receipts in the same way as other items of expenditure and

will be met in the following circumstances:
o when a compulsory “service charge” is added to a bill, in which
case no further discretionary payment should be added.
o When a “service charge” is not added, a discretionary tip may be
paid and claimed up to a maximum of 15% of the bill.

e The University and OUBUCU have agreed that the Travel and
Subsistence Scheme supported by these guidelines will apply equally to
all categories of staff.

¢ Fraudulent claims for expenditure which has not been incurred on
University business will trigger disciplinary proceedings that could lead
to dismissal. The University may also refer cases of fraud to the police.
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