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TRAVEL & SUBSISTENCE POLICY 

 
1.0 Policy Background 
1.1 This document outlines the Council’s corporate policy for work-related travel 

and subsistence allowances for staff and members when on official council 
business. 
 

2.0 Policy Statement 
2.1 Truro City Council recognises that it has a responsibility to support staff and 

members who, as a result of justified work for the City Council, have to 
deviate from their normal routines. 

2.2 The council is committed to reimburse staff and members for any out of 
pocket expenses or costs incurred as a result of pre-arranged work related 
activities in a manner outlined within this policy. 

2.3 Staff should choose the most sustainable travel option available and 
practicable, including active travel and public and shared transport. 
Alternatives to the high carbon option of flying must be considered, and 
justification made if it cannot be avoided. The carbon footprint of all travel 
will be recorded and contributed to Truro City Council's carbon footprint. 

 
3.0 Policy Objectives  

The objectives of this policy are:  
3.1 To ensure the consistent and fair application of the Town Council’s 

Subsistence and Travel expense policy for staff and members. 
3.2 Provide the Town Clerk with the framework under which requests for 

expenses/reimbursement are applied. 
 

4.0 Policy Framework 
4.1 Employees who as a result of their official employment duties are prevented 

from following their normal meal arrangements or who have to stay away 
overnight may claim reimbursement of the actual expenditure incurred 
(excluding alcoholic drinks) up to the maximum rate.  
A valid receipt for the actual expenditure incurred must accompany and 
support each claim otherwise no reimbursement will be made. 
 
Out of pocket expenses: employees on official duty; and who are absent 
overnight may claim an out of pocket allowance for each night of absence. 
Overnight accommodation rates must be agreed with Management before 
booking. 
 
In exceptional circumstances, and where the authorisation is given to an 
individual employee by the Town Clerk, additional expenditure supported by 
a receipt, may be payable. 

 
The Town Clerk has the discretionary power to grant an advance of travel 
and/or subsistence expenses on an IOU basis. Any such advance must be 
balance at the end of that current month. 
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4.2 Expenses may be claimed where the employee is engaged on official 

employment duties at the respective times as specified below: 
 
• Breakfast – departure before 7am 
• Lunch – departure before 12 noon and back after 2.15pm 
• Evening Meal 
• Overnight Provision (Bed & Breakfast) 
• Relatives or friends accommodation (£25 per night) 

 
5.0 Subsistence Expenses 
5.1 These figures are usually increased in line with inflation and based on the 

HMRC benchmark scale rates. 
 
 Description   Amount (up to) 
 
 Breakfast   £10.00 
 
 One meal (5 hour rate) £10.00 
 
 Two meal (10 hour rate) £15 
 
 Evening meal   £20.00  
 
Breakfast Rate 

The rate may be paid where an employee leaves home earlier than 
usual (before 7am) and incurs a cost on breakfast taken away from 
home after the qualifying journey has started. If the employee usually 
leaves work before 7am the breakfast rate does not apply. 

 
One meal (5 hour rate) 

The rate may be paid where the employee has been undertaking 
qualifying travel for a period of at least 5 hours and has incurred the 
cost of a meal. 

 
Two meal (10 hour rate) 

The rate may be paid where the employee has been undertaking 
qualifying travel for a period of at least 10 hours and has incurred the 
cost of a meal or meals. 
 

 Evening meal 
This rate may be paid where the employee has to work later than 
usual, finishes work after 8pm having worked their normal day and has 
to buy a meal before the qualifying journey ends which they would 
normally have at home. 
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The breakfast and evening meal rates are for use in exceptional 
circumstances only, as agreed by the Town Clerk, and not intended for 
employees with regular early or late work patterns.  

 
6.0 Travel Expenses 
6.1 Business mileage and subsistence should be incurred only when it is strictly 

necessary for operational reasons and agreed with the Town Clerk before any 
expense is incurred. 

 
 All rates are in line with the agreed national rates (National Joint Council, 

HMRC, or Cornwall Council) and are reviewed annually. 
 
6.2  Mileage rates have been established where personal cars are used for 

business purposes. 
 

Mileage will be paid at a rate of 45p per mile where personal cars are used 
for business purposes irrespective of engine size. This rate applies to the first 
10,000 miles. 
 

6.3 Travel expenses incurred by employees in the performance of their official 
duties will only be reimbursed after authorisation by their manager. 

 
6.4 If booking train travel, the cost of standard class tickets only will be 

reimbursed. 
 

6.5 When undertaking council business you are required to adhere to traffic 
regulations. Any parking penalties, speeding fines or other liabilities that arise 
from the way the vehicle is used are your responsibility and must not be 
claimed as an expense to be reimbursed. 


