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4. [bookmark: _TOC_250006][bookmark: _Toc141776666][bookmark: _Toc159935417]EXPENSES, TRAVEL AND SUBSISTENCE
It is the responsibility of WICS’ employees to fully understand the policies contained within this section and to ensure all expense claims are in accordance with these policies. The finance team will provide full support to employees when applying the policies contained within this document, including any queries employees have in relation to what can and cannot be claimed. 

WICS will aim to limit the exposure of employees to additional taxation burdens. This policy contains guidance on what HMRC constitutes a taxable benefit. Employees will be liable for any tax and national insurance due on any benefits received. 

Failure to adhere to the policies contained within this document may lead to disciplinary action.  Making fraudulent claims is a disciplinary matter, potentially punishable by dismissal.

[bookmark: _Toc141776667][bookmark: _Toc159935418]4.1 Working from home
There is a separate policy covering WICS’s policy on all aspects of home working. WICS will provide the required equipment for safe home working for all employees.

All employees of WICS are provided with a monthly allowance, which is subject to tax and national insurance, and covers basic costs relating to home working. 

4.1.1 Equipment and materials
WICS will provide and maintain all equipment and materials necessary for staff to work from home. Employees will be responsible for ensuring proper care is taken of equipment and materials. 

On termination of employment, a review of all equipment, furniture, materials, and documents will be carried out and a list of items to be returned will be provided to the employee. If an employee requests to retain any equipment, the outstanding value of the equipment will be taken into consideration. 

Where computers are loaned to employees for the purposes of home working, private use should be insignificant in comparison to business use. Please read the IT security policy for further information.

4.1.2 Telephone and internet accounts
WICS will provide a mobile telephone where required to assist staff with home working. 

With increased home working a fast and reliable broadband connection is required by employees. WICS recognises that some locations may not have a sufficient broadband connection. WICS will consider on a case-by-case basis the provision of additional IT equipment to ensure an effective and secure connection to WICS’ IT systems or if staff need a reliable and secure internet connection while travelling abroad or when hosting virtual meetings securely in hotels.[footnoteRef:2]  [2:  All the following conditions are required to be met to avoid a taxable benefit arising: 1. A safe broadband connection was not already available. 2.The employee is required to work from home. 3.The services is used mainly for business purposes.
] 


4.1.3 Stationery and postage
WICS will reimburse reasonable stationery and postage costs related to working from home. Employees can reclaim such costs using the expenses claim procedure. Alternatively, delivery of any materials can be arranged.

[bookmark: _Toc141776668][bookmark: _Toc159935419]4.2 Gifts and staff benefits
4.2.1 Gifts to employees
Gift giving to employees should be limited. Gifts should be purchased in line with the procurement guidelines set out in this document and should be capped at £50. Non-cash gifts under £50 are considered a “trivial benefit” [footnoteRef:3] by HMRC. Gifts valued over £75, require prior approval by the Board and the Scottish Government. [3:  Any of the following gifts made to employees will be subject to tax and national insurance and will require to be reported on an employee’s end of year P11D: (i) Cash or a cash voucher; (ii) Anything valued over £50; (iii) Anything relating to a reward for an employee’s work or performance; (iv) Anything that is in the contract of the employee.
] 


To be exempt from tax and national insurance, a party or social event must be:
· Open to all employees.
· Be an annual event, such as a Christmas party or summer barbeque.
· Cost £150 or less per year, per person, including VAT[footnoteRef:4]. [4:  As long as the combined cost over the year does not exceed £150 per head, there can be multiple social functions or parties. Any social functions or parties over £150 per head will require to be reported to HMRC and will be subject to tax and national insurance of the full amount. 
] 


4.2.3 Eyecare allowance
The cost of eye tests required by employees who use display screen equipment will be covered by WICS. 

4.2.4 Cyclescheme
All members of staff have access to Cyclescheme, a tax-free bicycle ownership scheme. Full details can be found on the Cyclescheme website: http://www.cyclescheme.co.uk/ 

While you do not have to commute to work by bike daily on any equipment purchased under this scheme, at least half of the journeys on the bike should be for work purposes. For example, if you used the bike 10 times in a year, at least 5 of those journeys must be work-related. The bike and accessories purchased on the scheme can also be used for non-work purposes.
[bookmark: _Toc141776669][bookmark: _Toc159935420]4.3 Travel and accommodation
4.3.1 General principles of booking travel and accommodation
Official travel should be planned as far in advance as possible, choosing the most reasonable fare providing the itinerary is satisfactory and meets the needs of the business. Employees, in consultation with their line manager or relevant budget owner, must consider the following points: 

That the work cannot be satisfactorily carried out by correspondence, telephone or by videoconferencing.
That the work cannot be postponed until another visit to the same area is to be made.

Once it has been established that a journey on official business is required, and prior to the journey being undertaken, employees must ensure that the most effective method of travel is selected. The aim is to use the most safe, efficient, economic and environmentally sound means of travel, considering subsistence costs and savings in official time. When making bookings,  consideration of cheaper rates that may be available should be considered. This could include special fare promotions, day returns, saver and season tickets and any other fare offers where their use does not impair the efficiency of the journey being undertaken.

Anyone approving travel must satisfy themselves that the conditions above have been met before the journey is undertaken.

WICS’ preferred method of booking travel and accommodation is through approved travel providers and employees are asked to use a WICS approved travel provider in the first instance. 

The cost of daily travel between home and any future permanent workplace (as defined by an employee’s contract) is a personal responsibility.

If for any reason travel plans have to be cancelled, the Finance team should be notified and provided with details on whether a refund should be expected. If no refund is to be paid, the Finance team should seek approval from the CEO or a Director to write the amounts off. If a refund is expected by means of a voucher or credit note, it is the responsibility of the person who originally booked the travel to inform the Finance team and the relevant support staff of the terms and conditions of the voucher.

4.3.2 Public Transport
WICS employees should travel by public transport (second class rail or bus) where possible. For journeys over 3  hours and/or when there is a need to work during a journey, or when employees travel in their own time, for example at weekends to help meet business needs, first class rail travel may be an option.

4.3.3 Private cars
If rail or bus is a less cost-effective means of transport, or is not possible, employees may travel by their own cars if they wish, claiming the mileage rate applicable. Mileage can be claimed for travel by car for business purposes to venues which are not the employee’s normal place of work (base location). 

The basis of the mileage claim should be the number of miles from either the employee’s home or base location to the business venue, using whichever is the lesser mileage. WICS sets mileage rates in line with the HMRC advisory rates for company cars. A passenger supplement will be payable to promote car-sharing and aid the environment. The rates are:

[bookmark: _Toc141776670]Mileage claim rates
	Description
	Rate

	0-10,000 miles
	45p per mile

	Over 10,000 miles
	25p per mile

	Passenger supplement mileage
	5p per mile



If a private car is being used for business travel (whether or not mileage is being claimed), it is the employee’s responsibility to obtain the appropriate class of car insurance for use of the vehicle while on WICS business.

4.3.4 Hire Cars
Hire cars will only be considered if using public transport is not a practicable option, and where there is a business case for it, including cost-effectiveness. 


4.3.5 Air Travel
Due to the high adverse environmental impact of air travel, employees are asked to consider other viable transport alternatives which are less harmful to the environment e.g. rail travel and bus. When air travel is required, the best value fare available should be obtained, having consideration for personal security and personal welfare (e.g. length of the working day on the day of travel) and operator selected. In general, employees should travel economy class, regardless of airline.

If a flight is longer than 6 hours and employees are scheduled to work upon arrival, premium economy may be booked, if pre-approved.

If a flight is over eight hours and you are scheduled to work upon arrival, Business Class may be booked, if pre-approved.

First Class travel should not be booked under any circumstances. Any upgrades from Economy class should be pre-approved by the CEO and in the case of the CEO, the Chair of the Board. 

4.3.6 Taxis and other transportation expenses
If taxi travel represents the best value over other forms of public transport, the full cost of taxi fares can be claimed. Where a taxi journey is wholly and exclusively for business purposes, it is likely that no taxable benefit will arise. Examples of scenarios where taxi travel would be appropriate are:

· Where heavy equipment or baggage is being carried.
· Where no public transport is available, especially early in the morning or late at night or in the interests of personal safety.
· When, due to personal circumstances, such as health reasons, the individual cannot use public transport.
· If the employee has been travelling for an extended period.
· Where the saving in time is deemed to justify the payment.

If car parking charges are necessarily incurred in fulfilment of an employee’s duties, then these will be reimbursed. The most cost-effective car parks should be used (i.e., use long term airport car parking where applicable). 

All road tolls will be reimbursed if incurred on business travel.

4.3.7 Accommodation
The policy of WICS is that a hotel in a safe and reputable area should be booked and where possible, the booking should include breakfast. Consideration should be given to the location of the hotel as regards the cost of taxis, etc. and the time required to travel to and from the hotel. When booking directly, employees will be expected to use common sense when choosing the hotel, based on cost, location and availability.

Bookings should be made as far in advance as possible to secure cheaper rates. 

All employees may claim any other out of pocket expenses while away overnight on business, such as  laundry and telephone calls. All items claimed should be accompanied by a supporting itemised receipt.

[bookmark: _4.4_Subsistence][bookmark: _Toc141776671][bookmark: _Toc159935421]4.4 Subsistence
Employees travelling in the performance of their duties or to a temporary place of work are entitled to claim the cost of subsistence.

Employees have two options for claiming the cost of subsistence:
· For international business travel only, a daily allowance can be claimed based on which country the employee is performing business on behalf of WICS prior to the trip; or 
· claim routine subsistence after a trip for up to three meals per day, so long as itemised receipts accompany the claim.

These are discussed in further detail below.

[bookmark: _4.4.1_DAILY_Allowances]4.4.1 Daily Allowances
From time-to-time WICS’ employees may be required to work outwith the United Kingdom. If an international trip is for a period of more than one working day and less than 24 months, employees may be able to claim a daily allowance in advance of taking a trip. The allowance is claimable for working days (usually Monday to Friday) and is paid for any full days in-country. It covers breakfast, lunch, dinner, incidentals and one return trip to the temporary place of work. The value of the claim varies depending on location.

All guidance on routine subsistence should be followed when purchasing using any funds received as a daily allowance. Employees should retain all receipts on purchases made using the allowance and provide these to the Finance team upon their return. 

Additional expenses such as travel to the country, airport transfers and expenses relating to part of the day (day of arrival and departure), will be covered in line with the policy and with an itemised receipt provided. However, a daily allowance cannot be claimed for these days. Additional subsistence and travel costs while in country should be treated as any other expense claim.

Guidance for claiming an international travel allowance can be found in section 4.7. 

4.4.2 Routine subsistence 
WICS will cover up to three meals per day, so long as itemised receipts accompany the claim. A meal includes both food and/or drink. Claims should be made once the trip is complete.

If an employee leaves home earlier than usual to satisfy business requirements (earlier than 6.30am), or staying in overnight accommodation on WICS business, then the cost of breakfast will be covered by WICS.  


The cost of one meal, either lunch or dinner, can be claimed by employees if they are engaged in business for WICS for more than 5 hours during the day and outside of their normal work location. The cost of two meals, can be claimed if engaged on WICS business for more than 10 hours during the day and outside of their normal work location. Guidance on limits for subsistence rates can be found in the supplementary note 5 – expenditure limits.

Alcohol cannot be claimed as part of routine subsistence. Alcohol will only be permitted as part of pre-approved business entertaining (see section 4.6).

If a corporate credit card is being used to pay for the subsistence of one or more members of staff, the card of the most senior employee should be used to pay. Any subsistence charged to a corporate credit card should be evidenced by an itemised receipt and the names to which the subsistence relates require to be named.

[bookmark: _4.5_Staff_and][bookmark: _Toc159935422][bookmark: _Toc141776672]4.5 Staff and stakeholder meetings 
With increased home working, there is a requirement for employees and stakeholders to meet in external locations to carry out business activities. This may be in a hotel, other conference facilities or over a meal. Approval should be sought as follows:

· Expenditure up to £1,000 should be pre-approved using a purchase order. 
· Expenditure over £1,000 should be approved as outlined in section 4.9.6.

The purchase of alcohol is not permitted for such meetings. Furthermore, the expenditure on such activities should be reasonable and defensible, both to internal and external challenge. 

Guidance on limits for expenditure on meetings can be found in the supplementary note 5 – expenditure limits.

[bookmark: _4.6_Business_entertaining][bookmark: _Toc159935423]4.6 Business entertaining and hospitality
Business entertaining  
Business entertaining refers to activities or events organised and paid for by WICS in order to build and maintain relationships, foster collaboration, and achieve specific business objectives. 

These events may include meetings, conferences, seminars, workshops, or social gatherings where representatives of the WICS interact with external stakeholders, such as government official, industry partners and other relevant partners. The purpose of business entertaining could relate to:

(i) Build relationships: establishing and nurturing relationships with key stakeholders is crucial for the effective functioning of WICS. Business entertaining provides a platform for informal interactions that can strengthen professional connections and promote mutual understanding.

(ii) Communicate goals and objectives: These events may offer opportunities for WICS to communicate its goals, objectives and achievements to external stakeholders. It can be a forum for sharing information about projects, initiatives and policies.

(iii) Facilitate collaboration: Business entertaining can facilitate collaboration and partnerships between WICS and external organisations or individuals. It allows for the exchange of ideas and the exploration of potential joint ventures or initiatives.

All business entertaining activities must be authorised and approved in accordance with WICS’ internal approval processes. Eligible expenditure may include venue rental, catering, travel expenses, and other directly related costs. Expenditure should be reasonable, necessary and directly aligned with the business entertaining activity.

Business entertaining activities must comply with relevant laws, regulations, and ethical standards.  Employees and representatives participating in business entertaining activities should avoid conflicts of interest and act in the best interests of WICS.

WICS must strike a balance between engaging in valuable business entertaining activities and ensuring responsible use of resources. All business entertaining activities must be adequately documented, including the purpose, participants, and outcomes. Itemised receipts and invoices for expenditures must be retained and receipts issued to the Finance team directly.

Hospitality
Hospitality in the context of WICS activities will generally relate to exceptional occasions, e.g. marking occasions such as a retirement. 

The process outlined in section 4.9.7 can be used to approve business entertaining and hospitality expenditure. 

[bookmark: _Toc141776673][bookmark: _Toc159935424]4.7 International travel
From time-to-time WICS’ employees may be required to work out with the United Kingdom. In addition to the normal travel and expenses arrangements, the following applies to international work assignments.

Country entry requirements
Where entry to the country of the work assignment requires an employee to possess an entry VISA or other documentation, the cost will be covered by WICS.

Medical
The occupational safety and health of employees are just as important to WICS when a work assignment is out with the United Kingdom. 

If employees are advised that vaccinations are recommended for the foreign destination, the employee should contact their GP or travel health clinic and arrange for them to be administered. Failure to acquire the appropriate vaccinations will result in travel being denied. Please allow sufficient time before deployment for the vaccinations to become effective. 

Any cost associated with obtaining vaccinations or necessary testing in relation to travelling on business, will be covered by WICS.

Employees working within the European Union should apply for a Health Insurance Card (HIC).  Depending on the employee’s circumstances this will be either a:
· UK Global Health Insurance Card (GHIC)
· UK European Health Insurance Card (new UK EHIC), if you have rights under the Withdrawal Agreement

A UK GHIC or existing EHIC covers you when visiting an EU country and Switzerland. A UK GHIC may become valid in more countries in the future.

A new UK GHIC covers you when visiting an EU country, Norway, Iceland, Liechtenstein, or Switzerland.

Both cards give you access to state provided healthcare while staying in an EU country for things like:

· emergency treatment
· visits to A&E
· routine maternity care, unless you're going abroad to give birth

WICS ’employees are covered by WICS’s travel insurance policy, and details of this policy should be noted by employees when travelling abroad. The Finance team will be able to provide the most up to date policy details.

Car hire
In line with WICS’s environmental policy, travel outside the United Kingdom should be by public transport wherever possible. It is recognised however that in some countries public transport is unsafe, unreliable or non- existent. In this case it is permissible to organise local car hire when transport is not provided for an employee by the host.

The type of car and the selection of a hire company should be on a most cost-effective basis considering reliability and safety. Employees should take fully comprehensive insurance (including Collision Damage Waiver) to cover the cost of any damage to the car and its occupants. The cost of the car hire, insurance and fuel, will be covered by WICS.

Foreign Currency
WICS recognises the additional financial burden placed on employees for hotels, meals, transport, etc. and may have to be paid for in foreign currency whilst undertaking the international work assignment. 

Where applicable, employees with corporate credit cards can request the use of a corporate credit card when travelling abroad. In addition, employees may claim a daily allowance as outlined in the section below. However, credit cards cannot be used if a daily allowance has been claimed.

However, employees will not be provided with foreign currency in advance and will not be permitted to lift cash from a corporate credit card.

[bookmark: _Daily_allowances]Daily allowances
If an international trip is for a period of one working day and less than 24 months, employees may be able to claim a daily allowance in line with this policy, as outlined in section 4.4. 

The allowance will vary depending on the country visited and will be guided by allowances published by HMRC: https://www.gov.uk/guidance/expenses-rates-for-employees-travelling-outside-the-uk. at the time of travel.

The allowance will be capped at the subsistence rates in supplementary note 5 if an employee is staying in a hotel. If an employee is residing in a long-stay apartment, the allowance will be capped at 50% of the rates in supplementary note 5.

Daily allowances for international trips can be claimed using a claim form and approved by an employee at director level or above. The claim form should be submitted, approved and paid before the trip and no other claim form can be submitted for expenditure during the international trip, nor can corporate credit cards be used to cover expenses for the same days that are covered by a claim form.

If a trip is extended, an employee can make an expenses claim for any additional expenditure incurred.

Accommodation required for international trips will be covered by WICS using the purchasing procedures outlined in this document.

[bookmark: _Toc159935425]4.8 Benefits arising from collection of airmiles and loyalty points
WICS recognises that it is difficult to reduce future costs to WICS using any air miles or loyalty points obtained while carrying out WICS business and therefore permits the personal use of any such  benefits.

The guidance from HMRC in relation to the tax implication of benefits arising from the collection of points from a loyalty  scheme is outlined below.

In general, air miles, petrol tokens, credit card points etc. acquired by an employee are not taxable if they were acquired in the same way as applies to any other member of the public, for instance by buying goods or services on which such benefits are given.

Provided the vouchers, air miles or points belong to the employee rather than the employer, they are not considered as  being provided by reason of their employment even if the goods or services giving rise to them happen to be purchased  as part of the employee’s business travel or using a credit card provided by the employer.

Using the example of air miles, the benefit of the award of additional air miles will not be provided by reason of the employment even if the employee concerned only could be awarded those air miles because they’re going on a business journey for which the costs are met or reimbursed by the employer. But this  is subject to the condition that the air miles are awarded to the employee from the outset in just the same way that the provider would award them to any other customer buying the same ticket or product.

[bookmark: _Toc159935426]4.9 Processes in relation to, and authorisation of, travel subsistence and other expenses
It is WICS policy for all expenditure to be pre-approved by the appropriate budget owner before the purchase is made. However, there are some categories of expenditure where this would not be practical to do so. The information below outlines which expenditure needs to be pre-approved and how approval should be sought.

4.9.1 No pre-approval required
Provided the general principles of this policy are followed, no pre-approval is required for mileage claims, local journeys on public transport, taxis, parking, tolls, incidentals while working away, and subsistence. However, only expenses incurred wholly, necessarily and exclusively for business purposes will be reimbursed.

4.9.2 LIMITS 
Providing guidance limits on certain types of expenditure promotes financial control, transparency, and consistency. WICS provides guidelines on limits for various expense categories in  the finance supplementary note 5 – limits for expenditure . This guidance is expected to be closely adhered to. If any of the limits provided are significantly exceeded, an explanation should be provided as part of the approval of the expenditure. 

WICS encourages responsible spending while allowing for some adaptability based on specific circumstances. The guidance on limits will be reviewed regularly for changing circumstances, such as economic conditions. 

Guidance on limits will be provided for expenditure such as accommodation, external meeting facilities and subsistence.

[bookmark: _4.9.2_routine_purchasing]4.9.3 Routine purchasing processes 
Costs associated with working from home equipment and accommodation in Scotland will be approved by the appropriate budget owner following the completion of a purchase order.

4.9.4 UK travel outside Scotland
Any travel within the UK, with the exception of local travel[footnoteRef:5] such as bus and taxi, will require a UK travel request form to be completed prior to the journey. The form should provide details of all travel and accommodation costs. The costs detailed in the form should be best estimates. If the actual costs are more than 10% more than the estimate, an explanation should be provided. [5:  Local travel is defined as journeys with a duration of less then 3 hours taken by train or bus, and taxi journeys less than 1 hour.] 


A form should be completed for each traveller. UK travel request forms should be approved by the employee’s line manager. If the travel relates to the attendance of training or conferences, the costs of the training or conference should be pre-approved using the appropriate form. 

4.9.5 International travel
Any travel outside of the UK should be pre-approved using an international travel request form. Details of all expenditure relating to the trip should be included on the form, including travel, accommodation, subsistence, visas, translation etc.

The form can be used to complete the costs for multiple travellers on the same trip. The forms should be approved by the CEO or a director.

Again, the costs included on the forms should be best estimates. If the actual costs are more than 10% more than the estimate, an explanation should be provided.

[bookmark: _4.8.5_Facilities_for]4.9.6 Facilities for meetings and events
For any business-related events or meetings attended by employees, including events where external persons are invited, the following delegations apply:

· Costs associated with meetings or events less than £1,000 should be treated as a routine purchase as outlined in section 4.5.
· If an event or meeting is estimated to cost more than £1,000, but less than £10,000, approval should be sought using an events and meeting approval form. This form should be pre-approved by a director or the CEO.
· If a meeting or event is estimated to cost more than £10,000, an expenditure appraisal form is required. This should be submitted to the Approval Panel for review, discussion and decision.
· If a meeting or event is over £20,000, the same process should be followed as those over £10,000, with additional approval of the Chair of the Board.

Any approval documentation should include the following information:
· Nature and purpose of the meeting/event.
· Attendees of the meeting/event.
· A break-down of costs, including room hire, equipment, food and refreshments.
· Demonstration that best value is being achieved (e.g. screenshots of other quotes if total costs are over £1,000).

[bookmark: _4.9.5_Business_hospitality]4.9.7 Business entertaining and hospitality
Guidance on business entertaining expenditure is outlined in section 4.6. Expenditure on business entertaining should be fully outlined, documented (this form can be used for any expenditure less than £10,000, otherwise an expenditure appraisal form should be completed) and pre-approved by the approval panel. Once approved by the approval panel, approval should be sought from the Chair of the Board.

Full itemised receipts of the expenditure should be provided, and details of who attended the event should be included in the description, along with the purpose of the event. It should be made clear to the Finance team that this expenditure is hospitality or entertaining so that it can be reported as such.

[bookmark: _Toc159935427]4.10 Booking and payment of travel and accommodation
The preferred method for booking travel and accommodation is the use of an approved travel provider. However, if a travel provider is not used, best value should be demonstrated. More information on how best value can be demonstrated is detailed below.

The preferred method of paying for travel and accommodation is by an invoice. However, payment can be made using a corporate credit or can be re-claimed through the expense claim process.

4.10.1 best value
If a travel provider has been chosen by WICS, it is assumed that the travel provider will be able to offer the best available rates.

If the travel provider cannot be used, or cannot offer best value, another provider can be used, provided the justification for the method of purchase can be demonstrated.

If best value relates to price only, then a screenshot of other quotes can be used to demonstrate best value. However, best value might relate to time savings or practicality and any rationale in relation to this can be documented on the purchase order.

4.10.2 Purchases on corporate credit cards
Itemised receipts for any purchases made using a corporate credit card should be retained and a copy uploaded to the expense system, with the following information provided:

	Type of expense
	Information required

	Travel
	Start destination, end destination, dates of travel, name(s) of traveller(s), purpose of travel, method of payment

	Accommodation
	Location of accommodation and no of nights, dates, employee name, purpose of overnight stay and method of payment

	Subsistence
	Who the subsistence relates to (please include names if it relates to more than one person) and a short description of the meal (breakfast, etc.), purpose of the subsistence and method of payment



[bookmark: _4.10.3_Expense_claim]4.10.3 Expense claim process
Reimbursement on receipted basis
The expense claim process is intended to reimburse employees for travel-related expenses incurred while on WICS business. Finance supplementary note 6 – process for claiming expenses is available to employees with information on how to make an expense claim.


Claims for expense reimbursement must be accompanied by itemised receipts, invoices, vouchers, and other original evidence of travel. Where receipts are denominated in a different currency, documentation should be provided to support the exchange rate used, if this has not been automatically calculated by WICS’ expense claim system.

Along with the receipt, the same information as outlined in section 4.10.2 should be provided. Claims for mileage should be itemised by trip and include the following for each trip: the business purpose of the trip, date, starting point, ending point, and number of miles. There is a form to record mileage information being claimed.

Reimbursement using a daily allowance
As outlined in section 4.4.1, subsistence can be claimed in advance for international travelfprogram, based on a daily allowance. See section 4.7 for information on how to claim international daily allowances. 

Approval of claims
Claims should be approved by an employee’s line manager. In the absence of an employee’s line manager, an expense claim can be approved by an “authorised expense approver”. An “authorised expense approver” is someone who has line manager responsibilities and whose role is graded at manager level or above. Authorisation of the CEO’s expense claims should be given by the Audit and Risk Committee Chair, as a delegation for the Chair of the Board. Any issues with CEO expense claims should be raised with the Chair of the Board.

Responsibility of claimant: the individual seeking reimbursement should ensure the expenses being claimed are valid, necessary, appropriate and have been incurred in compliance with these policies and guidelines.
Responsibility of approver: the person responsible for approving claims should determine whether the expenses being claimed are valid and have been incurred while conducting WICS business. If an authorised expense approver is asked to approve an expense claim, they must take due care to ensure the claim is in line with this policy and is reasonable and accurate.

[bookmark: _Toc159935428]4.11 Supporting documentation
HMRC require a record of all expenses and benefits provided to employees to ensure WICS can evidence that every expense or benefit at the end of the tax year has been accounted for. The following records are required:

· The date and details of every expense or benefit provided.
· Any information needed to work out the amounts paid.
· Any payment an employee contributes to an expense or benefit.

Documentation used to support expenditure made on a corporate credit card or on an expense claim form should be clear, easy to read and provide enough information to identify what the expenditure relates to, who the vendor is, the total expenditure, including any VAT or tax paid.

All effort should be made to obtain appropriate documentation. Appropriate documentation includes a till receipt or an invoice.

In exceptional circumstances, if appropriate documentation has been lost or was not provided, other proof of payment will be accepted. If no other proof of payment is available, it is the final decision of the approver as to whether the expenditure is legitimate. In these circumstances, as much detail of the expenditure should be provided. 

[bookmark: _Toc159935429]4.12 Staff training and attendance at conferences
It is the policy of WICS to connect employee development directly to organisational objectives. Linking training and development opportunities to WICS’ goals ensures that resources are invested wisely. By aligning individual growth with organisational objectives, a culture of ongoing improvement is cultivated, empowering employees to contribute effectively to WICS’ success.

The process for approving expenditure on training and conference attendance is outlined below:

· Any proposed expenditure related to staff training or attendance at conferences should be identified as part of the WICS’ performance appraisal system. This ensures that training needs are assessed in alignment with individual and organisational goals.
· Individuals and line managers can work together to identify and suggest opportunities for learning.
· Firstly, consideration should be given to alternative, cost-effective training methods, such as online courses and webinars before opting for external conferences or training programmes. All training and conference attendance requests must be justified on the basis of improving the employee's job performance. This may include acquiring new skills, staying current with industry trends, or enhancing existing competencies.
· Where such opportunities require funding, they need to be assessed on the basis of value for money. Based on the value of the proposed solution, the process is as follows:

(i) For training and conferences valued at less than £1,000, a purchase order can be raised. The purchase order should be approved by the employee’s line manager.
(ii) For training and conferences valued between £1,000 and £10,000, the approval template for training and attendance at events or conferences should be completed and approved by the employee’s line manager and the Director of the relevant business area.
(iii) For training and attendance at events or conferences valued over £10,000, expenditure should be outlined in the appropriate expenditure appraisal form and submitted to the approval panel for review, discussion and decision. 
(iv) In addition, if the proposed expenditure on the training or attendance at an event or conference is over £20k, the approval of the Chair should be sought.

Upon completion of the training or conference attendance, employees are encouraged to share their experience and knowledge, if relevant, and contribute to providing recommendations for future training initiatives.
[bookmark: _Toc159935430]4.13 Hydro Nation costs
Costs associated with travel in relation to Hydro Nation can sometimes be of a different nature to those relating to regular activities of the office. While the guidance in this policy should be used when incurring expenditure on all travel carried out by WICS, flexibility will be permitted for Hydro Nation related activities, subject to the guidance below.

4.13.1 Funded projects
Any costs associated with a paid international project will be outlined as part of the project management process and included in the agreement between WICS and the beneficiary of the project (or the organisation funding the project). Any such agreements are subject to Board approval.

All rates outlined in the agreement should be adhered to and costs associated with paid projects will be recorded in the accounting software using tracking categories and reported separately.

4.13.2 Business Development activities
The costs associated with business development activities (excluding remuneration costs) should be outlined in a Business Development Travel form. The following costs will be recorded:

· Flights
· Other travel costs, such as airport transfers and taxis
· Accommodation 
· Subsistence
· Gifts and business hospitality
· Services provided by consultants and interpreters

Business development costs, not covered by the beneficiary of international work, will be paid for using the ring-fenced amounts which are outlined in the Corporate Plan 2021-27. 

Any proposed expenditure on business development activities should be presented to the approval panel for review, discussion and decision. In addition, Board approval will be required.
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