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Introduction
This document is a guide to:
· Who is eligible to be reimbursed for expenses incurred when going to LINks meetings and taking part in LINks business.
· What costs you can claim

· How to claim these costs

· How we will repay this money to you.

You can claim for repayment of costs if you:

· Are a member of the LINk ‘core group’ on approved LINk business i.e. LINk core group meetings
· Have had agreement to undertaken a specific piece of work on behalf of the LINk or
· Have specific difficulties in attending meetings unless expenses are paid i.e. carer expenses
All expenses claimed must be agreed in advance.
The Host Organisation has a duty to make sure that the money spent on LINk activity is used properly. If you have been given approval to claim travel and associated costs these must be in line with this expenses guidance. You must provide evidence of the expenses which have been incurred.
There are some simple rules that we have to follow when decided when money can be repaid. These are:

· The money must really have been spent – or you have incurred a real cost

· This spending must have taken place only because you are going to a LINk meeting or undertaking authorised LINk business

· Your claim for repayment is in line with this expense guidance and you fully complete an expenses form

The Host will look at expenses claims to make sure these rules are being followed. Please contact your Host Organisation if you have any questions about an expense claim, or as to whether you are eligible for re-imbursement.  Please enquire with the Host Organisation before you run up any costs.

Expenses will not be reimbursed where a LINk member chooses to attend an open meeting, where they are there as an individual in their own right, wanting to express their views of their own experiences, and not as a representative of the LINk.

Guidance for LINks Members Eligible for Claiming Expenses
Rail

You may claim the cost of a standard class ticket. If you can book your journey in advance, or travel outside peak hours you should seek to use the cheapest standard ticket possible.

Ask for a receipt for the cost of the ticket and attach this along with used ticket to your expenses form.

If you have any questions about claiming for rail travel, please contact your Host Organisation.

Bus

You may claim the cost of the fare.
Keep the ticket and attached it to your expense form.

Taxis

Wherever possible you should use public transport for short journeys. If this is impractical (e.g. if public transport doesn’t operate at a suitable time etc) and you need to use a taxi you should inform your host organisation in advance who will book a taxi for you.  You should request a receipt for the fare and attach this to your expense claim form.

Private Cars, Motorcycles and Bikes

If you use your car or motorcycle on LINk business you must ensure that your insurance covers voluntary work, and you will be required to have a full valid driving license, tax disc and MOT certificate.

Please note that any loss or damage caused while using your own vehicle on LINks business should be covered by your insurance and break down cover.

The Host Organisation will not reimburse the cost of any penalty imposed by the Road Traffics Act (e.g. using a mobile phone while driving), or any associated expenses. Parking fines or clamping will not be reimbursed.
Where you use your own vehicle, cost will be reimbursed at a Public Transport Rate as used by central and local government and other public and voluntary bodies. The Public Transport Rate reimburses incremental cost and the rate offered by the Host is sufficient to cover the average running costs, without the risk that the reimbursement rate could be seen as profitable by the Inland Revenue or insurance providers. 
Car sharing would be encouraged wherever possible.
Mileage Rate:

	Car
	40p per mile

	Motorcycle
	24p per mile

	Bike
	10p per mile


You should claim reimbursement of mileage on an expense claim form, recording the mileage and the details of the journey to be reimbursed.

If you have a query about claiming mileage please contact a member of the Host Organisation.
Carers Cost
Repayment for carer’s costs, either to attend a meeting with you or to provide care for a dependent while you attend the meeting can be reimbursed.  

You may claim for repayment for a carer for the duration of the LINk activity in which you are participating.

The maximum allowance that can be paid is £7.50 per hour.

You cannot claim for care that is:

· provided by a member of your household;

· provided by a person who is under 16; or

· provided by, or available from, another organisation (for example social services).

Where they do or where you arrange care yourself, the Black Health Agency can not be responsible for what might happen as a result of those arrangements.

When repaying claims for carer expenses, Black Health Agency wishes to avoid payments being seen by the Inland Revenue as taxable income, or by Social Security or Social Services as income which could affect any benefits being paid to you. If as a result of receiving payments for carer expenses you face a demand to pay extra tax or have a benefit reduced or withdrawn, you will be responsible for paying the tax bill, or appealing against the reduced or withdrawn benefit.
Completing the Expenses Claim Form

Please ensure you claim within a month of the date which the expense was incurred. The Host reserves the right not to reimburse expenses if agreement to carry out the LINk activity has not been received from the steering group.

Claims should be supported by an itemised invoice or receipt, a Switch / Visa transaction slip that does not itemise the expenses claimed is not a sufficient receipt.

In signing and dating the claim you are certifying:

· That you actually and necessarily incurred the expense charged solely on undertaking agreed LINk activity.

· That the journeys detailed in the claim were agreed by the steering group and was necessary to perform LINk activity.
· That it was reasonable in the circumstances for you to incur the expenses claimed and that they are in accordance with this expenses guidance.

· That you have not received reimbursement from any other source for the expenses claimed.

Please ensure that you provide the information requested for each claim and that you fully and accurately complete the expenses claim form. If you do not, this will delay payment or may result in payment not being made.

If you are unsure as to whether you are eligible to claim expenses please contact a member of the Host Organisation.

Submission and Authorisation of Expense Claim

Please note that the Host Organisation will only pay those expenses to LINks members who have been authorised by the core group to be eligible and have undertaken approved LINk activity.
LINks members should submit their claim to their Host Organisation
In authorising payment the Host Organisations confirms:

· That the LINk member who has submitted a claim is eligible to be reimbursed.

· That the entries and calculation of the claim have been checked for accuracy and that they are in accordance with this expense guidance.

· That to the best of the authoriser’s knowledge, the journeys and items for which expenses are claimed were necessary and exclusively incurred while undertaking LINks business and were so arranged to ensure value for money.

The Host may seek explanations for the expense claim, if the expenditure does not seem reasonable or is not in accordance with this guidance the claim may be declined. The expenditure may also be partially authorised or may be substituted for what would be deemed reasonable in the circumstances.
If you have any doubts as to whether you are eligible to claim expenses please contact a member of the Host Organisation before any expense is incurred.
Payment of Expenses

A member of the host organisation may settle authorised claims under £20 in cash.

Alternatively

Claims exceeding £20 will be paid by BACS.

If you have any queries about payment arrangements please contact a member of the Host Organisation.
Host Organisation Contact Details

Warrington LINk

The Gateway

89 Sankey Street

Warrington 

WA1 1SR

01925 246892/3

Email:warringtonlink@blackhealthagency.org.uk

Elaine Packer – LINks Manager

Katie Lightfoot - LINk Information and Development Worker
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