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[bookmark: _Toc66344]APPENDIX C – TRAVEL Booking Form for Co-Operative Travel Management 
LEEDS COMMUNITY HEALTHCARE NHS TRUST 
TRAVEL BOOKING FORM FOR CLARITY TRAVEL MANAGEMENT 
Business Travel Dept., 3rd Floor South, Airedale House, 77-85 Albion Street, Leeds LS1 5AP 
	Name of Clarity rep: 


 
Telephone: 0333 014 6082 
Fax : 	0113 246 0267 
NB. TELEPHONE BOOKINGS WILL NOT BE ACCEPTED 
ALL BOOKINGS MUST BE FAXED 
 
	Passenger’s Name Title 
	 
	Surname 
	 
	Initials 
	 


 
 
 
Type
 
of
 
travel
 
 
Class
 
if
 
rail
 
 
 
Travel
 
fare
 
 
Seat
 
reservation 
details
 
 
Designation
 
&
 
Department
 
Reason
 
for
 
travel
 
e.g.
 
meeting,
 
course
 

 
	Departure (outward) 
	 
	Date 
	 

	Destination 
	 
	Time 
	 

	Departure (return) 
	 
	Date 
	 

	Destination 
	 
	Time 
	 


 
Other
 
requirements
 
eg
(
 
car
 
parking,
 
hotel 
booking)
 
 
 
 
 
 
Contact
 
Name
 
 
Telephone
 
 
 
FOR
 
USE
 
BY
 
BUDGET
 
HOLDER/APPROVING
 
OFFICER
 
Signature
 
 
Budget
 
code
 
J
 
Date
 
 
Delivery
 
address
 

 
For the attention of CLARITY Travel Management: Please ensure all the following information is quoted on your invoice: 
 
Requester 	Budget holder 
 
	RY6 
	              Budget Code 
	  


Entity Code
 
Leeds Community Healthcare NHS Trust, RY6 Payables C635, Phoenix House, Topcliffe Lane, Tingley, Wakefield, WF3 1WE 

NB. Failure to enter this information may result in your invoice being returned unpaid. 
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	D	Flowchart showing process for claiming expenses 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Claim 
invalid
 
 
 
 
 
 
Authorising manager reviews claim, 
ensuring
 
supporting
 
documentation
 
still 
in date and that journeys were 
authorised and completed as claimed.
 
No
 
Is claim 
valid and 
accurate?
 
Yes
 
Claim is 
returned to 
employee
 
for 
amendment 
and re
-
 
submission.
 
 
 
 
Salaries & Wages validate claim, 
including
 
checking
 
receipts
 
for
 
non
-
 
mileage claims.
 
 
Claim
 
accepted
 
 
Claim
 
will
 
be
 
entered
 
for
 
payment
 
in
 
the 
next available pay run.
 
Invalid
 
parts 
of claim 
deleted.
 
Member of staff incurs expenses & 
submits claim (on monthly basis) to 
authorising
 
manager
 
on
 
e
-
expenses
 
Manager
 
approves
 
claim
 
on
 
e
-
expenses 
system.
 
Claim
 
passes
 
to
 
Salaries
 
&
 
Wages
 

[bookmark: _Toc66345]APPENDIX E - Frequently Asked Questions 
 
 
 
1. What if I travel by public transport for business purposes and purchase a metro card? 
Staff can be reimbursed for a percentage of the metro card. For example, if a weekly card is purchased and is used for 5 days for business purposes then it will be reimbursed at 5/7ths. This payment will be taxable to reflect the use outside of working hours for other nonbusiness related journeys. 
 
2. I am required to deliver training as part of my role, can I claim travel costs? Yes this would be deemed as business mileage if you were delivering training (see section 
6.1.8). 
 
3. I am employed by the organisation as a student, can I claim travel expenses for attendance at university? 
No as this would be classed as home to base, base being university. As such this is classified as your commute and not business mileage. 
 
4. I am required to attend a training course as part of my role can I claim travel expenses for this? 
Yes. Please see section 6.1.8 for more details. 
 
 
5. If I relocate base for a temporary period for service need can I claim excess mileage from my base? 
No[footnoteRef:1]. This is a contractual element of your role and the place of transfer would become your new base for the temporary period.  [1:  Please note this does not apply for staff on medical / dental contracts. ] 

 
 
 
 
 
 
 
 
 
 
 
 
[bookmark: _Toc66346]	F	Equality Analysis (EA) – Relevance Screening Form 
	1. Name of the document 
	Travel & Expenses Policy 

	2. What are the main aims and objectives of the document 
	To set out the trust’s policy around staff travelling for work purposes. 

	3. Is this a key strategic document? 
	Yes 
	No 

	
	 
	X 

	4. What impact will this document have on the public or staff? 
	High 
	Medium 
	Low 
	Don’t know 

	
	 
	 
	X 
	 

	Explain: 

	5. Is there any evidence, or reasons that different groups have different needs, experiences, issues and priorities in respect of this particular document? 
	Yes 
	No 
	Don’t know 

	
	 
	X 
	 

	Explain: 


 
If you have answered Yes to question 3, you should move straight onto EA. 
If, for question 4 you have answered Low, there is no need to continue to conduct an EA. 
 
If for question 4 you have answered Medium and No for question 5, there is no need to conduct an EA. 
 
If, for question 4 you have answered Medium or Don’t Know, and have answered Yes or Don’t Know for question 5 you should move on to a Stage One EA. 
 
If, for question 4 you have answered High, you need to conduct an EA. 
 
	 
	
	Equality Analysis 
	None 

	6. Based on the result of screening, is an EA required? 
	the 
	 
	X 


 
Antony Williamson 
Workforce Intelligence Manager 
18/4/13 
 
Richard Worlock 
Equality & Diversity Manager 
[bookmark: _Toc66347]APPENDIX G - Mileage allowances for Medical & Dental Staff 
 
1 Public transport rate: 24p per mile. 
 
2 Regular user rates: 
Motor cars: 
	Engine capacity 
	(cc) 
	501 to 1000 
	1,001 to 1,500 
	1,501 to 2,000 
	over 2,000 

	Lump sum 
	(£) 
	508 
	626 
	760 
	760 

	Up to 9000 miles 
	(p) 
	29.7 
	36.9 
	44.0 
	44.0 

	9,001- 15,000 miles 
	(p) 
	17.8 
	20.1 
	22.6 
	22.6 

	Thereafter 
	(p) 
	17.8 
	20.1 
	22.6 
	22.6 


 
3 Standard rates: 
Motor cars: 
	Engine capacity 
	(cc) 
	501 to 1000 
	1,001 to 1,500 
	1,501 to 2,000 
	over 2,000 

	Up to 3,500 miles 
	(p) 
	37.4 
	47.3 
	58.3 
	58.3 

	3,500 – 9,000 miles 
	(p) 
	23.0 
	28.2 
	33.5 
	41.0 

	9,001- 15,000 miles 
	(p) 
	17.8 
	20.1 
	22.7 
	25.5 

	Thereafter 
	(p) 
	17.8 
	20.1 
	22.6 
	22.6 


 
4 Other motor vehicles (e.g. motor cycles): 
 
	Engine capacity 
	(cc) 
	Up to 125 
	Over 125 

	Up to 5,000 miles 
	(p) 
	17.8 
	27.8 

	Over 5,000 miles 
	(p) 
	6.7 
	9.9 


5 Passenger allowance: 
Each passenger: 5 p per mile 
6 Pedal cycles: 10p per mile 
[bookmark: _Toc66348]	H	Mileage Allowance for Agenda for Change Staff 
 
 
As at May 2013 the mileage allowances for staff driving their own car (i.e. not lease or salary sacrifice users) that will apply from 1st July 2013 are as follows: 
 
 
	 
 
Type of vehicle/allowance 
	 
Annual mileage up to 3,500 miles (standard rate) 
	 
	Annual mileage over 
3,500 miles 
(standard rate) 
	All eligible miles travelled (see paragraph 17.15 and 
Table 8) 

	Car (all types of fuel) 
	67 pence per mile 
	
	24 pence per mile 
	 

	Motor cycle 
	 
	
	
	33 pence per mile 

	Pedal cycle 
	 
	
	
	20 pence per mile 

	Passenger allowance 
	 
	
	
	5 pence per mile 

	Reserve rate 
	 
	
	
	33 pence per mile 

	Carrying heavy or bulky equipment 
	 
	
	
	 
3 pence per mile 


 
 
The mileage rates will be reviewed twice annually and this policy document will not necessarily be updated each time; as a result staff are strongly encouraged to search for current mileage rates at: 
 
http://www.nhsemployers.org 
 
Alternatively, search “NHS Employers mileage rates” on the internet 
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