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1.
Executive summary  

1.1
Background 

1.1.1
This Instruction sets out the policy for the reimbursement of travel and subsistence expenses incurred by NOMS staff. It clarifies the tax treatment of expenses for certain types of detached duty, day and overnight subsistence within 5 miles of work, additional childcare costs, hire purchase of evening dress, and garaging costs. It also introduces two new posting types which may be used in exceptional cases – dual workplace postings and area-based postings. The policy reinforces management responsibility for ensuring that all postings are regularly reviewed and updated to ensure they reflect the reality of staff activities. Postings on Short Term Detached Duty-Job Backfilled, Long Term Detached Duty, Modified Long Term Detached Duty, Area Based postings and all forms of Dual Workplace must be defensible, kept to a minimum and regularly monitored.  Further information is provided in sections 11 and 12 and on My Services. 
1.1.2
This instruction represents a comprehensive statement of the rules governing payment of travel and subsistence expenses. It should be referred to by both staff who are claiming travel and subsistence expenses and their managers and those who are responsible for authorising and administering this instruction.

1.1.3
Further amendments, and in particular, periodic changes in rates of allowances will be 
published via Notices to Staff. 

1.2
Desired outcomes

1.2.1
This Instruction aims to ensure that the reimbursement of expenses linked to permanent and compulsory transfers is managed robustly and in strict accordance with the rules of this Instruction. It also aims to ensure that the relevant HM Revenue & Customs guidance on the treatment of taxable expenses is adhered to. 
1.3
Application
1.3.1
All staff transferring under the permanent transfers policy must be familiar with all sections 
of this Instruction.

1.3.2
All managers with budget holder responsibility for public interest transfers expenses are 
required to read and follow all sections of the permanent transfer policy as required.

1.3.3
All staff responsible for administering expenses under the public interest transfer policy are 
required to read and follow all sections of this Instruction. 

1.4
Mandatory actions
1.4.1
All staff must adhere to the mandatory actions detailed in this instruction.


1.4.2
In completing expenses claims, you must declare that the amounts claimed are in strict 
accordance with this Instruction and that the travelling arrangements were the most 
efficient and economical, having regard for all the circumstances.

1.4.3
All certifying managers (i.e. managers who certify that certain expenses may be paid) must ensure that all expenses claimed by staff transferring at public interest are actually and necessarily incurred.

1.4.4
Governors and Heads of Group must ensure that the mandatory actions in all sections of 
this instruction are followed and that the amount of allowances offered to staff claiming 
travel and subsistence do not exceed the limits set out in this Instruction.

1.5
Resource Impact

1.5.1
On the basis that detached duty, area-based, and dual workplace postings are kept to a      minimum there will be no direct resource impact on staff in NOMS headquarters or in prison establishments resulting from this Instruction.

1.6
Guidance
1.6.1
Further guidance for all staff on claiming and managing travel and subsistence expenses 
can be found on My Services.
Carol Carpenter
HR Director, NOMS
2.
GENERAL PRINCIPLES GOVERNING TRAVEL AND SUBSISTENCE 

2.1
General principles

2.1.1
The rules in this Instruction are designed to provide for the reimbursement of extra expenses necessarily incurred in carrying out official duty and in certain other specified circumstances. The general principle is that where no extra expense is incurred, no reimbursement is due. 

2.1.2  Payments do not reckon as emoluments for the purpose of calculating superannuation benefits.

2.1.3   Wherever possible travelling must be kept to a minimum. Staff must first consider whether telephone and video conferencing facilities could be used. Where a meeting is necessary,    start and finish times of meetings must be considered to allow travellers to book off-peak tickets. 

2.1.4  You must normally book rail tickets using on-line tools at least three days in advance of travel unless you can demonstrate why this was not possible. Cancellation of travel and hotel bookings must be kept to an absolute minimum.

2.1.5   NOMS line managers must ensure that staff postings are regularly reviewed, reflect the reality of the individual’s activities and are updated when necessary. For the purposes of Oracle iexpenses, all NOMS staff must be attached to a duty station and cannot be classed as home based. Staff with a Dual Workplace must be assigned to their primary  workplace for administrative and payroll purposes .Those with an Area Based Posting will normally be attached to the Regional Office. Further information on Dual Workplace and Area Based postings is available in sections 11 and 12, and on My Services.
2.1.6   For audit and public accountability purposes expenditure must be defensible when balanced against business need.
2.2
Expenses whilst Absent from Duty 

2.2.1
Unless explicit provision is made to the contrary, entitlements cease when a member of 
staff dies, retires, resigns or is dismissed. 

2.2.2
Entitlements also cease for the duration of any period of unauthorised absence, absence which results from being suspended without pay and absence on unpaid leave. Such absences do not count in determining break periods for subsistence allowance. 

2.3
Changes in rates 

2.3.1
Changes in rates of allowances will apply from the date specified at the time the change is 
announced. Where transitional arrangements exist, these will be published separately. 
Details of rates can be found on My Services.

2.4
Payments from outside sources 

2.4.1
Staff who attend courts or other outside bodies either as witnesses or in other capacities as part of their official duty (but not in a private capacity, for example for jury service) may be paid travel and subsistence allowances in accordance with the normal rules where they are not being paid for by the outside body. Staff must not submit a claim to both NOMS and the outside body.

2.5
Compliance & Auditing

2.5.1
All staff must ensure that when making an expense claim, they declare that the amounts 
claimed are in accordance with this Instruction and were the most efficient and economical 
means of travel. 

2.5.2
When authorising expense claims, line managers must ensure that to the best of their 
knowledge, staff are claiming for expenses that were necessarily incurred. 

2.5.3
All staff must take personal responsibility for ensuring that their claims are accurate and policy compliant. If you do not claim correctly through self service i-Expenses  or follow the correct processes when booking travel and accommodation through an approved contractor this could lead to non-payment of tax for which you will be responsible. Further information is available on My Services.
2.5.4
Shared Services must conduct a percentage based compliance check on all types of expense claims and must audit all claims that have that been highlighted as a policy violations within Phoenix. 

2.5.5 Budget holders will analyse and report on staff claims within their business unit to look for patterns and trends in claims such as high volume of claims which fails to reach the £500 threshold over a short time period), to monitor policy violations and conduct random post-payment compliance checks including receipts and motor insurance where necessary. 

2.5.6    Directors must ensure that postings on Short Term Detached Duty - Job Backfilled, Long Term Detached Duty, Modified Long Term Detached Duty, Area and Dual Workplace Travel Only, and Dual Workplace Travel and Tax are kept to a minimum, fulfil a defensible business need, and regularly reviewed. Further information is available in sections 11 and 12.
2.5.7
All claims may be subject to both internal and external auditing and compliance checks.

2.6
Late claims 

2.6.1
Your claim must be submitted promptly: 

-
at a maximum of monthly intervals if you travel regularly; or 

-
as soon as possible, and not later than one month after the duty has been completed, in the case of casual or occasional travel. 

2.6.2
Late claims will not be accepted unless there is a good reason for the delay.

2.7
Receipts

2.7.1
Although there is no longer a requirement to submit receipts with claims, you must personally retain all receipts and surrender them for audit and compliance when requested. All receipts must be retained by you for at least 2 years following the end of the tax year in which the claim was made. Example: the receipt for a claim made in December 2009 must be kept until April 2012.

2.8
Level of certification 

2.8.1
All claims must be authorised where they are taxable or the total value of the claim exceeds the current published limit for self certification.
2.8.2 Governing Governors, Heads of Group, Directors, Deputy Directors, and Deputy Directors Custody,  or above and other staff where the requirement has been waived by HR Policy, may, subject to preapproval, submit all claims without authorisation. 

3.
Advances

3.1
An Advance is a prepayment of money to meet expected future expenses. If you travel 
regularly you may wish to apply for a temporary or standing (permanent) advance. 

3.2
For further details on how to apply for an advance see My Services or the NOMS Finance 
Manual.

3.3
You must repay all temporary advances within 21 days of receipt. If the advance remains 
outstanding after this date, all future claims will be used to settle the advance.

3.4
NOMS may demand repayment of the advance at any time. If you do not repay, it will 
be recovered from your next available salary. 

3.5
An advance is issued for specified purposes in connection with official business. If 
you use it for other purposes, you may be guilty of a serious offence and subject to 
disciplinary action.

4.
Regularity and Propriety in the Management of Expenses 

4.1
Considerations

4.1.1
All staff have a general duty to ensure value for money, regularity and propriety in the 
management of resources, as defined in Finance Instruction. 

4.1.2
When incurring costs under this Instruction and the Permanent Transfers Instruction, you must take reasonable steps to obtain the best value for money, ensuring that you claim only costs that are necessarily incurred.
4.1.3
Overall expenditure on travel and subsistence is controlled through devolved budgets. Systems for monitoring and approving expenditure will vary between locations (except for expenses which are subject to a system of formal prior approval). Please contact the Shared Services Expenses Team for advice. 

4.2
Overpayments

4.2.1
NOMS will in most cases, seek to recover all overpayments of expenses. All overpayments 
made through payroll will be managed in accordance with AI 03/2010 and PSI 04/2010.

5.
TRAVEL 

5.1
General Rules of Travel on Official Business

5.1.1
An employee may only be reimbursed expenses actually and necessarily incurred in the course of official travel, except where explicit provision is made to the contrary.
5.1.2
NOMS will meet the cost of travel by its staff on official business. Business travel includes (the list is not exhaustive): 

-
travelling daily between your home and a detached duty station; 

-
travel to and from a NOMS selection board, promotion board, assessment centre; 

-
travel to and from attending a training course; 

· 
travel to and from a detached duty station at the beginning and end of the detached 
duty period, including meetings, conferences etc, where costs were necessarily 
incurred. 

 5.1.3
Official travelling does not include: 

-
travel between your home and permanent station workplace(s); 

-
daily travelling, between hotel or temporary accommodation and a detached duty station whilst in receipt of night subsistence or lodging allowance; 

-
travel on first posting or finally leaving the Service,

-
any private travel.

5.1.4
Travel should be by the most economical method available, when balanced against official time. This usually means by public transport or official pool cars. 

5.1.5
Individuals may use their private motor vehicles, but this option should be restricted to journeys that cannot be readily made by public transport, where a pool car is unavailable, or if justified by other reasons. 

5.2
Economy and efficiency 

5.2.1
You must use the most efficient and economic means of travel taking into account the cost of travel, subsistence and savings in official time. More expensive means of travel will only be authorised to meet the needs of staff with disabilities.

5.2.2
When travelling on official business you must take advantage of any cheaper fares which may be available, for example monthly, quarterly or season tickets. 
5.2.3
When using public transport, staff must take advantage of cheaper fares and in particular advance purchase tickets - where their use is consistent with the efficient and economic use of official time. 

6.
TRAVEL BY PUBLIC TRANSPORT 

6.1
General Rules for Travel by Public Transport
6.1.1
The Service will reimburse the cost of rail, bus and coach fares incurred in travelling on official business, including the cost of seat reservations when they are necessary. Payment will not be made for any part of the journey which replicates your normal home to office journey. 

6.1.2
You are entitled to reimbursement of the actual receipted expenditure incurred only.

6.1.3
All rail and air bookings for business travel must be made through the approved travel contractor (see My Services for further details). If you travel overnight on official business you may occupy a sleeping berth.

6.1.4   Whilst it should be avoided where at all possible, last minute rail and air bookings made outside of central booking contractors’ working hours may, exceptionally,  be booked independently if you can demonstrate that it was impossible to contact the contractor using normal out of hours processes and that alternative arrangements could not be made. You must claim reimbursement via self service iexpenses using the correct expense type..
6.1.5 Staff claiming travel in connection with Short Term Detached Duty – Job Backfilled, Long Term Detached Duty, Modified Long Term Detached Duty or approved home to work travel in connection with a Dual Workplace should use the contractor’s portal in the normal way, and must enter correct posting details where required . 
6.1.6
Finance Managers will receive management information to cross reference posting terms against bookings.
6.2
Class of travel 

6.2.1
All staff are expected to travel standard class for rail journeys - irrespective of grade, entitlement, distance or posting term. See My Services.  
 6.2.2 Band 7 (or Manager F and equivalent)  and above may be allowed to travel first class when undertaking business travel. 
 6.2.3  Staff entitled to standard class travel may exceptionally be allowed to travel first class when
-
you necessarily travel with a civil servant who is exceptionally travelling first class travel; or you necessarily travel with a non civil servant who is travelling first class; 

-
you certify that there were no available seats in standard class (Note: this does not apply for journeys of up to 30 minutes duration or on suburban lines in London travel card zones 1-6). 

-     
 you are travelling alone late at night  or are unable to share a standard class sleeping compartment with a colleague. 
            However, you should not automatically do so given the extra cost incurred. Notwithstanding any grade-related entitlements, you must take account of NOMS Notices and any suspensions to first class travel. 
6.3
Sea and air Travel 

6.3.1
If you are travelling overseas by air or sea, you should refer to the Shared Services 
Expenses Team.   Overseas Subsistence rates may be obtained from the Shared Services 
Expenses Team. 

6.3.2
If you are travelling by public transport and you use a ferry for part of a journey within the 
UK (e.g. to the Isle of Wight), you may claim the cost, which should be supported by the 
ticket or receipt. Where a choice of class of ferry travel is available, the same conditions 
apply as for rail travel. 

6.3.3
All staff must use economy/standard class for internal flights. 

6.4
Travel by taxi 

6.4.1
Taxi fares may be reimbursed only in the following circumstances: 

-       
 for reasons of personal safety; or 

-       
 you are travelling late at night; or

-      
where heavy luggage has to be transported to or from the place of departure or arrival; or

-
where the saving of official time is particularly important; or

-      
for journeys for which there is no other suitable method of public transport.
6.4.2  Taxis in London must be used on an exceptional basis and only where there is a real necessity. The underground would normally be seen as a suitable method of public transport.
6.4.2
If you claim taxi fares you must give a business justification in writing with your claim, obtain a receipt for the fare (including gratuity), and retain the receipt for at least 2 years following the end of the tax year in which the claim was made. Example: the receipt for a claim made in 
December 20011 must be kept until April 2014.

7.
TRAVEL BY PRIVATE VEHICLE 

7.1
Principle of reimbursement 

7.1.1
If you use your private vehicle for official travelling, the expenses actually and necessarily incurred will be met by payment of motor mileage allowance at the appropriate rate per mile. You may be paid allowances either at the standard rate or at the public transport rate as described below.

7.1.2
The rules for payment of motor mileage allowances continue to apply when: 

-
you travel on official business in a vehicle which you own but which is being driven by another person; or 

-
your vehicle is being used for official business but is being driven by another person because you are not present. 

7.1.3
You must ensure your car insurance covers the use of your vehicle as specified above. 

7.1.4
Once you have used your vehicle on official business under the arrangements described in this section, NOMS will expect you to use your vehicle subsequently at the request of the Service and to carry official passengers (NOMS will not seek to apply this condition where there has been a change of circumstance which makes further use unreasonable). 

7.1.5
Motor mileage allowances will not be paid for home to office/permanent workplace 
travel except in the circumstances described under the Concessionary Travel 
arrangements. 

7.1.6
Staff are responsible for ensuring that a private vehicle used for official travel is maintained 
in a roadworthy condition. Failure to do so may result in claims being disallowed. 

7.1.7
See My Services for a definition of a private vehicle. 

7.1.8
Financial penalties for motoring offences, including parking and congestion charge 
penalties will not be borne by NOMS. 

7.2
Insurance - General requirements 

7.2.1
When first using your private vehicle on official business you must declare in writing to your 
line manager that you: 

-
know and understand the insurance requirements; and 

-
are covered to meet these requirements (this includes any undertaking because of an excess clause); and 

-
will notify your line manager of any change which leaves you with less cover than that required.

7.2.2
When a car is owned by a spouse or partner, the insurance policy must cover the use of the vehicle by you on the business of NOMS.
7.2.3
You should note that any vehicle that you may hire in an emergency (for example, because your own private car has broken down while you are on official business) must be covered for use by you on the business of NOMS.

7.2.4
It is important that the certifying officer is satisfied that the insurance requirements are met. Random post payment checks may be conducted by Shared Services to validate insurance requirements. 

7.2.5
At all times, it is the employee's responsibility to ensure that they are adequately insured in accordance with the provisions in this Instruction. NOMS will not accept any claims in respect of any default or deficiency in the employee's insurance cover. 

7.3
Provision for injury or death due to an accident 

7.3.1
When civil servants are using their private vehicle on official business (or travelling as an 
official passenger in another civil servant's vehicle), they are: 

-
travelling in the course of their official duty for the purpose of the Injury Benefit Provisions of the Principal Civil Service Compensation Scheme (Section 2(1) of the Superannuation Act 1972); and 

-
covered by the Social Security Act 1975 (subject to the decision of the statutory authorities in a particular case). 

7.3.2
You are responsible for providing insurance cover against injury or death due to accident 
while using your private vehicle on official business. 

7.3.3
If your insurance does not meet these requirements, you must not use your vehicle 
for official purposes and no payment will be made. The business insurance 
requirement does not apply to the payment of excess fares allowance for home to office 
travel on permanent transfer. 

7.4
Individual clauses in motor insurance policies 

7.4.1
Where insurance cover is restricted by a total abstainer clause or endorsement, NOMS 
may pay mileage allowance provided that the insurance gives normal comprehensive cover 
in every other respect. 

7.4.2
If your policy has an excess clause, in order to use your private vehicle for business purposes and receiving reimbursement for motor mileage you thereby give an undertaking that will not seek to recover from NOMS any amount which you may be called upon to pay as a result of the operation of the excess clause.

7.4.3
You may need to notify your insurance company specifically if you carry official cash or equipment in your private car. You must make sure that your insurance cover is not affected. You are not expected to arrange any special insurance cover in respect of risks to the cash or equipment itself. 

7.5
Public transport motor mileage rate

7.5.1
You may claim the public transport rate of motor mileage allowance if you:

· meet the insurance requirements set out in this Instruction; and

· are driving a vehicle which fulfils the ownership requirements set out in this Instruction; or

· are using the car for official business, but NOMS does not recognise the journey as appropriate for travel by private car because it could have been undertaken more effectively by public transport, taxi or pool/hire car.

7.5.2
Payment of the public transport rate does not in any way recognise the need to use your private vehicle.  No liability will be accepted in the event of any accident, damage, injury or death, beyond that which would exist if the private vehicle had not been used.

7.5.3
Payment will be restricted to reimbursement of the actual cost of public transport if it is clear that the most efficient and economical means of travel were not used.

7.6
Insurance requirement – Public Transport Rate
7.6.1
If you use your private vehicle on official business and claim reimbursement at the public transport rate of motor mileage allowance, you must hold an insurance policy which does not have financial limits against claims in respect of any of the following:

*
covers bodily injury to or death of third parties;

*
covers bodily injury to or death of any passenger;

*
covers damage to the property of third parties; and

contains either:

*
a clause permitting the use of the car by the policy holder in person in connection with his business; or

*
a clause specifically permitting the use of the car by the policy holder in person on the business of the employing department. 

7.7
Standard rate of motor mileage rate

7.7.1
You may claim the standard rate of motor mileage allowance if you:

· meet the insurance requirements set out in this Instruction; and

· are driving a vehicle which fulfils the ownership requirements set out in this Instruction; and

· are using the vehicle for a journey which NOMS recognises as appropriate for official travel by private motor vehicle because it is clearly in the public interest for the vehicle to be used.

7.7.2
It will clearly be in the public interest to use the vehicle if it is necessary to do so, for 
example because:

· there is no cost-effective alternative means of travel available, such as public transport (possibly combined with a taxi from the nearest rail station), official or hire car, or a passenger place in another car; or

· heavy or bulky equipment has to be transported which cannot reasonably be carried by public transport or other available means.

7.7.3
It may be desirable in the public interest to use the vehicle because, for example:

· it will be cost-effective because official passengers are to be carried; and there is a real saving of official time;

· there is an actual saving of subsistence or other allowances.

7.7.4
To qualify for the standard rate of mileage allowance, you must obtain prior authority from 
your certifying officer for the use of your private vehicle:

· when suitable officially provided transport is readily available; or

· when you know before starting a journey that it would be possible and reasonable to travel as a passenger in another car (private or official) to be used at about the same time for an official journey over the same route.

7.7.5
Certifying officers will consider requests for prior approval on the basis of all items of expenditure including travelling and subsistence allowance and the cost of official time.  Approval may be refused on the grounds of cost alone.  Authority will only be given when:

· the journey does not incur NOMS more expense than would have been incurred by travel by other means, for example public transport or self-drive hire car; or there are other advantages which outweigh the extra cost of travel in the particular case.

7.8
Insurance requirement – Standard Rate Mileage
7.8.1
If you use your private car on official business and claim reimbursement at the standard rate of mileage allowance, you must hold comprehensive insurance which covers damage to, or loss of the car; and does not have financial limits against claims in respect of any of the following:

*
covers bodily injury to or death of third parties;

*
covers bodily injury to or death of any passenger;

*
covers damage to the property of third parties; and

contains either:

*
a clause permitting the use of the car by the policy holder in person in connection with his business; or

*
a clause specifically permitting the use of the car by the policy holder in person on the business of the employing department.

7.8.2
Insurance policies which are otherwise fully comprehensive may exclude liability for the 
following risks when a car is parked out in the open:

· frost damage;

· theft of any part or accessory (unless the car itself is stolen);

· theft of any article left in the vehicle.

7.8.3
Such restrictions do not prevent payment of standard rate of motor mileage allowance.

7.9
Disabled drivers 

7.9.1
NOMS will reimburse disabled drivers at the standard rate for all travel on official business when the disability is such that the person cannot use public transport and has to travel by car in all circumstances; and the insurance conditions for the standard rate are met. 

7.10
Passenger supplement 

7.10.1
You may claim a passenger supplement, in conjunction with public transport and standard rate of motor mileage, for each official passenger you carry in your private car - including official dogs. No passenger supplement is paid in respect of solo motorcycles and similar machines. 

7.11
Equipment supplement 

7.11.1
You may claim the equipment supplement, if you necessarily carry equipment inside your private car which is likely to cause abnormal deterioration to the interior of the car, This supplement is not payable if the equipment could be carried in the boot or on a luggage rack or is carried in an estate car or in a trailer. It is payable with both standard and public transport mileage rates and is taxable. 

7.12
Garage expenses, tolls and ferries etc. 

7.12.1
When you use your private car on official business, you may claim reimbursement of the costs of garaging and parking fees, tolls and ferry charges. The charges must have been actually and necessarily incurred, and you must support your claim with receipts for the expense where available which must be retained in accordance with this Instruction. Reimbursement of these costs is a taxable benefit. NOMS will meet the tax and National Insurance liability which will be grossed up through payroll, using the process described in paragraph 8.12.5.
7.13
Official/Shared Use Vehicles 

7.13.1
The official/shared use car mileage rate must only be claimed if you have a shared-use lease car from NOMS. If you use a hire car or a pool car then you must only claim for the receipted fuel costs for the official journey. 
7.14
Taxation of motor mileage 

7.14.1
NOMS currently reimburses motor mileage rates within the Inland Revenue's Approved Mileage Allowance Payments (AMAPS). The AMAP rates do not include a “profit element' and therefore there is no tax liability. 

7.14.2
When using your private vehicle, all rates of business mileage (excluding Official/Shared Use and Excess Fares) reimbursed by NOMS will contribute towards the 10,000 cumulative mileage allowance including travel on Short Term Detached Duty, Long Term Detached Duty and it’s variations (see chapter 11), Area Based postings and all forms of Dual Workplace postings. Once 10,000 business miles at any rate is reached, the rate reimbursed will be reduced accordingly (see My Services for current mileage rates).

7.15
Congestion charges for travel into London by private car
7.15.1
NOMS will reimburse the Congestion Charge levied by the Mayor of London, through Transport for London, for entering central London by car on official duty, providing there is no cost effective alternative means of travel available, such as public transport (possibly combined with a taxi from the nearest station), or a place in another car thus reducing the need for more than one charge.   

7.15.2
The Congestion Charge should be factored into any cost saving projected by the use of official or hire cars and will only be paid in conjunction with Standard Rate of motor mileage, which recognises the necessity of travelling by car on official duty.

 

7.15.3
Staff carrying heavy or bulky equipment, control and restraint equipment or Prison dogs may travel by car and claim any resulting congestion charge when travelling on business travel.

 

7.15.4
Consideration should be given as to the cost effectiveness of crossing into the congestion zone to reach a destination outside of it.

 

7.15.5
The rules relating to disabled drivers, Standard Rate Mileage and insurance conditions laid out in this Instruction still apply.

 

7.15.6
All claims for congestion charges must be supported by a receipt which must be retained in accordance with this Instruction.

 

7.16
Congestion charges for travel into London by official vehicle
 

7.16.1
Staff travelling into the charging zone by official vehicle can claim reimbursement of the Congestion Charge.  Establishments and Groups, however, may wish to consider purchasing a “season ticket” to cover their official vehicles.  Please note, this is not the pre-payment direct debit scheme operated by Transport for London, which NOMS has opted not to take up.

 

7.16.2
In all cases, it is the responsibility of staff, including the registered keepers of official 
vehicles, to check where the congestion boundary lies, what notice is required and to pay 
any penalty levied for payment or non payment.

8.
CONCESSIONARY TRAVEL 

8.1
Eligibility
8.1.1
NOMS may allow concessionary travel when you: 

-
travel home at weekends/rest days on detached duty (including training courses) or

-
are on
permanent transfer at the public’s interest; or 

-
travel on an unscheduled additional attendance; or 

-
travel while working late. 

8.1.2
Refer to the Permanent Transfer Instruction for the specific rules regarding concessionary 
travel on permanent transfer. 

8.2
Definitions 

8.2.1
Home in the context of concessionary travel means: 

-
your permanent place of residence at the time of your initial posting (for new entrants); or 

-
your permanent place of residence at your permanent station from which you are posted elsewhere, either on detached duty or permanent transfer, including where members of your family remain after such posting. 

8.2.2
Permanent Workplace in the context of concessionary travel means:

-
it is the place at which you work regularly for the performance of the duties of the employment. Your permanent workplace must be recorded on your Oracle HR record. It is possible to have more than one permanent workplace. (See section 12 on Dual Workplace and My Services)
8.2.3
Temporary Workplace in the context of concessionary travel means:

-
is a place that you attend to perform tasks that are for a limited duration and for a temporary purpose as part of your scheduled duties (i.e. training, detached duty) or when undertaking an additional attendance at a temporary workplace (such as Payment Plus).

8.3
Costs 

8.3.1
The costs to be reimbursed are the full cost of travel between your accommodation at the detached duty station and your permanent home at the old station. 

8.4
Public Transport 

8.4.1
The costs reimbursed will be limited as follows: 

-
rail, bus, coach or sea travel; or 

-
standard class sleeping berth for sea travel, and for rail travel if the journey exceeds 5 hours and the timing warrants it; or 

-
air travel, at economy/standard class, if the length of the journey or timing merit it. 

8.5
Private car 

8.5.1
You may claim for the actual mileage between your accommodation at the detached duty 
station and your home at the permanent station at the public transport rate of motor 
mileage allowance. The total cost is restricted to the cost of travel by public transport 
(based on standard class rail fare for any part of the journey which could have been made 
by train). This restriction does not apply when: 

-
the journey cannot be made by public transport; or 

-
the car is essential for official business at the detached duty station. 

8.6
Official cars for private use 

8.6.1
You may claim for either the cost of fuel or official car mileage rate, for shared-use lease cars, for actual mileage between the detached duty station and your home at your permanent station as a business journey. The official car mileage rate cannot be claimed where fuel costs are already met (for example, Excess Fares). 

Concessionary travel for staff on detached duty, including training courses 

8.7
As part of normal conditioned hours

8.7.1
Detached Duty refers to a period of time where you are working away from your permanent 
workplace as part of your normal conditioned hours. 

8.7.2
If you are posted on detached duty (which is a temporary workplace) and are in receipt of night subsistence or lodging allowance, you may be reimbursed the cost of certain journeys to your home at your permanent station. This concession also applies where you are posted on detached duty and are provided with food and accommodation (for example, on a residential training course) provided that you are: 

-
not in receipt of subsistence or lodging allowance; and 

-
if married (or equivalent), not joined by your family. 

8.8.2
If you have a double housing commitment, you may claim for the travel home at weekends/rest days or when on annual leave if the period of absence includes weekends/rest days.

8.8.3
If you do not have a double housing commitment, you may claim for the travel home at weekends/rest days while on night subsistence and thereafter, at the discretion of NOMS, up to a maximum of six return journeys to the old station at intervals of not less than a month. 

8.8.4
NOMS may consider reimbursing visits to a third location, limited to the cost of your normal weekend/rest day journey home. Prior authority must be sought HR Policy via the Shared Services Expenses Team prior to seeking reimbursement.

8.8.5
It is expected that you will return home for at least one night. The cost of a return visit home cannot be reimbursed for a return journey in one day, i.e. where there is no saving to NOMS in overnight accommodation costs. 

8.8.6
If you opt not to travel home at weekends/rest days, but remain in your detached duty accommodation, your expenses will be limited to the cost of one return journey home plus retention of room allowance or the appropriate rate of lodging allowance, whichever is the lower. In these cases receipts/evidence must be obtained for accommodation costs and retained. 

8.8.7
It is important that you remain in your detached duty accommodation, i.e. you cannot claim seven nights lodging allowance and return home at the weekend. 

8.9
Concessionary travel for unscheduled additional attendance (home to workplace travel outside of normal conditioned hours)
8.9.1
Concessionary travel also covers those occasions when part or all of your costs of travel between home and your permanent or temporary workplace is borne by NOMS when undertaken outside of your normal conditioned hours (that is, not as part of a scheduled attendance). 

8.9.2
NOMS may meet the additional home to permanent or temporary workplace journey costs of staff who make an additional unscheduled attendance outside normal working hours, including bed watch duties. 

8.9.2
You may be eligible for this concession if you are: 

-
in receipt of an on call allowance; or 

-
qualified by such attendance for overtime credit or payment of travelling time; or 

-
for operational reasons, required to make an additional, irregular, unrostered attendance. 

8.9.4
You are not eligible for this concession if: 

-
you are attending as part of a regular rostered commitment; or 

-
you are in receipt of a shift allowance which takes account of irregular attendance or hours; or 

-
your basic pay contains an element to reflect shift working; or 

-
your conditions of service include an expectation of shift working; or

-
you receive time off in lieu. 

8.10
Prison Officer Grades (Band 3 – Band 5)
8.10.1
If staff are attending a bedwatch as part of their normal duties (i.e. not as an additional duty and not in receipt of additional payment) or if they owe TOIL, then they may be reimbursed excess travel under the normal official travelling rules for return travel to the hospital (either home to hospital or normal workplace to hospital). However, if they attend a bedwatch as an additional duty and receive additional payment, then they may claim home to duty travel in accordance with the concessionary travel policy outlined below.

8.10.2
NOMS will reimburse a Prison Officer’s (Band 3 – Band 5) travelling time and travel expenses (between home and the normal place of work) for performing additional duties, including bedwatches where it is an unscheduled unrostered additional attendance.

8.10.3
Payment is also appropriate where officers attend on a scheduled rest day due to Operation Tornado and other Operational Emergencies defined in IG 4/1996.

8.10.4
Travel from home to the permanent workplace is taxable and must be subject to tax and National Insurance deduction through salary.

8.10.5
Travel from home to the temporary workplace is generally not taxable.

8.10.6
Travel from the permanent workplace to the hospital is generally not taxable.

8.11
Payment Plus to conduct Bedwatches or staffing shortfalls - Travel & Subsistence

8.11.1
In accordance with PSI 24/2008 – Additional Hours Working – Payment Plus - where Payment Plus additional hours are available, Governors will put local systems in place to ensure predictable forecasting in order to maintain operational delivery. It is therefore expected that staff will receive advance notice of the need to work additional hours under Payment Plus, and therefore expenses between home and the workplace would not be claimable. 

8.11.2
In order to claim reimbursement between home and work, you must have had no prior knowledge of the need to attend work before the end of your last shift (including at the gate). An example of this would be when you are at home, on a rest day or annual leave, and receive a call from the prison asking you to attend work for an additional shift. Only in these circumstances may you claim home to work travel costs which will include a personal tax liability that will be deducted from your salary via payroll. 

8.12
Travel to attend a bedwatch at an outside hospital

8.12.1
If you are attending a bedwatch (which is distinct from a constant watch because it is outside of the prison) as part of your normal scheduled duties or on a rest day under Payment Plus where you make your own way to the hospital (either directly from home, or following attendance at the prison), you may be reimbursed travel costs for travel to the hospital under the normal official travelling rules. 

8.12.2
You should note that if your journey from home to the hospital is broadly the same as the journey from your home to your permanent workplace then travel expenses claimed are taxable and must be taxed through pay. Although the application of this rule will depend on the particular circumstances, HMRC will accept that where the extra distance travelled from home to the hospital is more than 10 miles each way, the journey is not taxable. Where the journey is less than 10 miles each way and is largely in the same or similar direction as the prison, any travel expenses will be taxable (even if a different route is taken). Establishments may wish to publish locally specific information to staff detailing information on hospital journeys and possible tax implications.  

8.12.3
The journey from the permanent workplace to the hospital is not taxable, providing you are performing the substantive duties of your post at both sites.

8.12.4
NOMS will reimburse subsistence on all bedwatches, regardless of any prior knowledge of the need to attend work, where a meal was necessarily purchased outside of the prison. 
8.12.5  Where the bedwatch took place within 5 miles of the permanent workplace this is taxable but NOMS will meet the tax and NIC liability. When you claim through self service iexpenses the claim will be reimbursed in the normal way. NOMS will then “gross up” the value of the taxable benefit to take account of tax and National Insurance and process this as soon as possible through payroll. The gross-up will be reflected as taxable remuneration in payslips and P60s. NOMS will not compensate staff for any negative effect arising from gross-up.
8.13
Travel Time and TOIL

8.13.1
Where no warning of attendance is given (as described above) and an Officer is called in to undertake an unscheduled additional attendance under Payment Plus, then credit for travelling time (as TOIL) can be given for irregular unrostered attendances (excluding bedwatches at the local hospital).

8.13.2
Bedwatches are treated differently for travel time and TOIL. Where no warning is given and the Officer is called in for a bedwatch (as an unscheduled additional attendance), the Payment Plus rate is paid from the time of leaving home to return to home. This then negates the need to credit travelling time separately.  

8.14
Operational Support Grades (Band 2)
8.14.1
Where an Operational Support Grade (Band 2) is given less than 48 hours notice of an additional, irregular unrostered attendance, travelling time and expenses are payable.


The taxation treatment of the journey is the same as that detailed above.

8.15
Senior Managers & Head of Function (Band 7 – Band 11) 

8.15.1
Travelling expenses only are payable where the Governing Governor or his/her representative makes an occasional visit to their establishment on an irregular basis.

8.15.2
If your journey can reasonably be made by public transport the concession is calculated on: 

-
the actual public transport fares incurred unless a season ticket is used; or 

-
the public transport rate of motor mileage allowance if a private car is used, limited to the cost of public transport unless the car is essential for the additional attendance; or 

-
the fuel costs or official car mileage rate, for shared-use lease cars, if an official car is approved for private use, Where these costs are less than the reasonable additional cost of the journey, taking account of the Service's contribution to the cost of the official car, a higher rate, up to the maximum of the public transport rate may be claimed. 

8.15.3
If the outward or return journey is not practicable by public transport, NOMS will calculate 
the concession on either: 

-
the taxi fares necessarily incurred, see paragraph 5.2; or 

-
if cost effective, the standard rate of mileage allowance for the distance necessarily travelled by private car; or 

-
the public transport rate of motor mileage for both the outward and the return journey when late attendance is foreseen and for this reason you travel to the office by private car instead of public transport. 

8.15.4
Where the nature of the journey is home to the permanent place of work (or is broadly the same ) the costs outlined above must be claimed correctly so that tax and National Insurance deductions are made.

8.16
Concessionary travel for working late 

8.16.1
The concessions detailed below do not apply to NOMS unified grades (Band 3 – Band 5), operational support grades (Band 2) or to staff defined in paragraph 8.9.4 above. 

8.16.2
Occasionally, if you exceptionally have to work late in the evening, NOMS will reimburse the additional costs incurred in getting home, if it is necessary to do so because your usual public transport has ceased to operate or it is prudent to travel by other means for reasons of personal safety. In these circumstances, NOMS may exceptionally reimburse taxi fares. 

8.16.3
Leaving the place of work late does not automatically entitle you to reimbursement of taxi fares unless there are other special factors or difficulties to be taken into account. The following list of factors will help you to decide whether you may, exceptionally, consider using a taxi: 

-
leaving the place of work after 9pm; 

-
whether you have to travel alone late at night; 

-
whether you have to pass through areas (near the place of work or home) where public transport is infrequent or little used, or where there is a history of assaults; 

-
in the case of National Rail services, whether travel is on little used services and away from a main line; 

-
whether there is some reason why you may be more exposed to risk than others;

-
whether it is possible to combine modes of transport (for example, a well-used National Rail service for part of the journey and a taxi for the more risky remainder).

8.16.4
In exceptional cases public transport rate motor mileage allowance may be paid if a private 
car is used. 

8.16.5
All payments made under this provision are taxable and liable to National Insurance 
contributions. 

8.16.6
Refer to Flexitime policy for guidance on travel time for Business Administration Grades (Band 2 and Band 3).
9.
ADVANCES OF SALARY FOR PURCHASE OF SEASON TICKETS/BICYCLE LOANS

9.1
General principles 

9.1.1
If you intend to purchase a season ticket for home to office travel, you may ask NOMS for 
an advance of salary within the limits and subject to the conditions set out below. 

9.1.2
Advances may also be made for the purchase of car parking/bicycle season tickets to 
assist with car parking and the purchase of a bicycle for travel to the office. 

9.1.3
The scheme is open to all directly employed staff (except those employed on a casual 
basis), with at least 2 months' service, and employed for not less than 18 hours every 
week. 

9.1.4
Advances may be made to assist in the purchase of quarterly or longer period season 
tickets; and up to four advances (four quarterly season tickets) may be made in any period 
of 12 months.

9.1.5
A further advance will not be made until an existing advance has been fully recovered, 

9.1.6
Advances will be made with pay for the month or week (as applicable) immediately 
preceding the first day of validity of the season ticket. 

9.2
Application 

9.2.1
If you are renewing your application, you must show your current ticket to your certifying 
officer. Once your new ticket is bought, you must again present your ticket to your certifying 
officer as proof as purchase.

9.2.2
In order to allow sufficient time for action by Pay Service, the completed application form 
must reach the Shared Services Payroll Accounting & Staff Debt Team no later than 8 
weeks before the first day of the validity of the required season ticket. 
9.3
Conditions of repayment 
9.3.1
When you apply for an advance you will be required to acknowledge acceptance of the 
following conditions: 

-
that the advance is solely for the purchase of a quarterly or longer period season ticket (or a bicycle); 

-
that the advance will be repayable on demand but, without prejudice to the Service's right to demand payment at anytime, the intention is to allow repayment to be made over a prescribed period; 

-
that, in the event of your ceasing to be a civil servant, any outstanding balance of the advance will immediately become repayable without demand; 

-
that, in the event of your surrendering the season ticket for any reason (or disposing of the bicycle for any reason), repayment of the balance outstanding of the advance will be required immediately;

-
that if the cost of the season ticket/bicycle loan is lower than the advance, the difference will be repaid immediately. 
9.4
Repayment procedure 

9.4.1
An advance will normally be repayable in equal instalments over the life of the season ticket. Recovery will be made by deduction from your pay, usually in equal amounts and beginning in the period following that of the advance. 

9.4.2
You may ask for repayment to be deferred for one month; but the advance will still be recovered within the life of the season ticket. If you wish to do this you must submit a covering note with the application form clearly setting out your case. 

9.4.3
In cases where an advance becomes repayable before the expiry of the normal repayment period, the payment must be sent without delay to the Shared Services Payroll Accounting & Staff Debt. Cheques should be made payable to “National Offender Management Service.” 

9.4.4
NOMS must be satisfied that an advance has been used for the purpose for which it was given. You must therefore show the season ticket to your certifying officer at the beginning of the period of validity, or as soon as possible after that. 

9.4.5
Advances for season ticket purchases will be subject to random audits by Shared 
Services. 

9.4.6
Season ticket advances are issued solely for this specific purpose and if you use it for 
other purposes you may be guilty of a serious offence and subject to disciplinary 
action. 
Any staff found to be abusing the system may be prohibited from re-applying in the 
future. 

9.5
Subsequent Permanent Transfer 

9.5.1
If you are posted on a permanent transfer at public expense and have to surrender your 
season ticket for a refund, and you do not need to transfer the balance onto a new season 
ticket, then you may claim for any balance between the actual refund and the remaining 
balance of the season ticket advance. Documentary evidence must support your 
application. 

9.6
Purchase of Bicycles 

9.6.1
The purchase of bicycles is led by the Governments’ greening policy.

9.6.2
If you apply for an advance for the purchase of a bicycle, you must set out a case in writing to show that there is an operational case justifying the payment (for example, there is no reasonable public transport available); or that there is a value for money advantage for management (for example, that the alternative would be a larger advance for a season ticket). This case must be supported by your certifying officer.
9.6.3
The maximum advance allowed will be £400 for the purchase of a bicycle, with a further £100 for protective clothing; it will be repayable over one year by 12 equal instalments. A further advance will not be given for the same purpose.

9.6.4
You must provide evidence of purchase in the form of a receipt to your certifying officer immediately after purchase. 

9.6.5
If you dispose of the bicycle before the advance has been repaid, you must immediately repay the balance of the advance. 

9.7
Taxation
9.7.1
NOMS Taxation Team will complete and send a tax return to HMRC where the value on all advances of salary  (including season ticket) exceeds £5,000 at any point during the tax year. Where this is applicable you will pay more tax.

10.
SUBSISTENCE 

10.1
General Guidance
10.1.1
The purpose of subsistence payments is to reimburse staff for necessary additional expenditure incurred while away from home or office on official business. Absence on official duty does not automatically create an entitlement to subsistence payments. In general, if no extra expense is incurred, no subsistence payment is due. 

10.1.2
Where an allowance is set at a flat rate, it may be expected that actual expenditure will sometimes be above and sometimes below the flat rate. Except where explicit provision to the contrary is made in this Instruction, expenditure above the flat rate carries no entitlement to additional or enhanced subsistence payments. 

10.2
Staff recalled from leave 

10.2.1
Subsistence allowances are not normally paid if you are recalled from leave, however, NOMS may reimburse actual expenses necessarily incurred (within the normal subsistence allowance) on, for example, hotel accommodation if your home is not available for use.

10.2.2
Unavoidable expenditure on holiday accommodation may also be reimbursed if you can show that you took all possible steps to avoid the expenditure. The Service will also reimburse unavoidable expenses if your annual leave is cancelled or postponed by NOMS.

10.2.3
All subsistence payments are reduced by any rent received on your own property whilst you are absent. You must either inform the Shared Services Expenses Team or your certifying officer if you claim locally.

10.2.4
Any payments made must be subject to tax and National Insurance deduction through salary.
10.3
Definitions 

10.3.1
The following definitions apply throughout this Chapter. 

10.3.2
Detached duty - this is any period of duty away from your permanent workplace (s) other than on permanent transfer or long term detached duty and its variations. 

10.3.3
Period of absence - this is either: 

-
when your journey starts and ends at the place of work, the actual time of 
absence; or 

-
when you travel direct from home or return there direct, the shorter of the actual time of  absence and the time you would have been absent, had the journey first started and ended at the place of work. 
10.4
30 day/night count 

10.4
The table below shows how absences from the detached duty station during the subsistence period affect the calculation of the 30 nights. The 30 night count applies to all posting types where subsistence payments are made:
	a. Absence on official business. 10

nights or less (based on working
days, not including weekends).
	The nights of absence do not count in calculating the 30 nights. Nights before and after the absence are accumulated in calculating the 30 nights.

	b. Absence on official business, More

than 10 nights (based on working

days as above) before the expiry of the30 night count.
	A return to the same detached duty station

thereafter is treated as a new visit giving a fresh start to the 30-night cycle.

	c. Weekend visits home at official

expense.
	Nights of absence count towards the 30 nights but do not disturb the 24 hour night subsistenceallowance cycle.

	d, Other absences for private reasons

(including annual and other leave) for a non specified period.
	Nights before and after the absence are

accumulated towards the 30 nights. There is no entitlement to a new 30 night period.


-
before the expiry of the 30 nights, a break of more than 10 working days, (annual leave and sick leave do not count), entitles you to a fresh start; 

-
once your entitlement to 30 nights has been exhausted, you are not entitled to a fresh start at the same detached duty station unless you have an absence of 3 months or more. Annual leave and sick leave do not count during the three month break; 

-
entitlement to night subsistence allowance expires after 30 nights in one place, or after 7 days notice of a prolonged stay has been worked (for example, if you are told on or before the 24th day that you will be staying more than 30 nights in all, lodging allowance is payable after the 30th night); but if you are not told until the 29th day, you remain eligible for night subsistence allowance until the 35th night. 

10.5
Overnight Subsistence Additional Allowance 

10.5.1
You may claim overnight subsistence allowance if you are working at a temporary place of work and necessarily incur expenditure on accommodation, meals and incidental travel which is additional to what would have been incurred at home. Overnight subsistence within 5 miles from home (for example where you are on a bedwatch within 5 miles from home) is taxable but NOMS will meet the tax and National Insurance liability providing you claim correctly  ( see My Services) . When you claim through self service iexpenses the claim will be reimbursed in the normal way. NOMS will then “gross up” the value of the taxable benefit to take account of tax and National Insurance and process this as soon as possible through payroll. The gross-up will be reflected as taxable remuneration in payslips and P60s. NOMS will not compensate staff for any negative effect arising from gross-up or compensation.
10.5.2 A small number of staff may find that they experience a negative effect because their expenses in connection with a posting term are taxed through payroll. Their “ Taxable Remuneration” will increase and they may move to a higher tax rate as a result, or their entitlement to tax credits may be affected. 

10.5.3 NOMS will not compensate staff for a negative effect arising in these circumstances because the cost of gross-up is already an expensive benefit. It is also possible for staff to move to a higher tax rate, or lose tax credits,  for reasons which are completely unconnected to expenses – for example where a member of staff has investments, or their salary has increased, or because the Government has changed the tax credit system.
10.5.4
The subsistence reimbursed covers a 24 hour period for the purposes of claiming further subsistence rates.

10.5.5
The “additional allowance” includes an element for incidental travel, i.e. travel between the overnight accommodation and the temporary place of work (details of the amount can be found on My Services). 

10.5.6
When claiming overnight additional allowance, NOMS staff will be asked to declare any incidental travel between the overnight accommodation and the duty workplace. The incidental travel element will be automatically deducted from the additional allowance.  

10.5.7
Where you necessarily incur incidental travelling expenses in excess of the incidental travel amount and have declared this when claiming overnight subsistence, you may claim the actual amount in addition to the additional allowance. 

10.5.8
If the mode of transport is shared,e.g. where you exceptionally take a taxi, then the additional element per person must be taken into account before reimbursing any additional costs.

10.5.9
Where there is a negotiated package to include all meals, you may not claim the additional allowance, but you may claim the residential course allowance for sundries. If you obtain subsidised meals provided by the Service then you may only claim the cost of the meals plus the Residential Course allowance. 

10.5.10
 If claiming for a 24 hour period of absence and you are provided with a lunchtime/midday meal you may still claim the overnight subsistence additional allowance but should declare against each 24 hour period that a lunchtime/midday meal was provided. This declaration will automatically deduct the over 5 hours subsistence rate from your claim. 

10.5.11 If you opt not to travel home at weekends/rest days, but remain in your accommodation, expenses are limited to the cost of one return journey or the night subsistence rate whichever is the less. In these cases receipts must be supplied for your accommodation costs. However, you must not return home. 

10.6
Accommodation standards 

10.6.1
The rates for hotel accommodation are published via a Notice to Staff and are available on My Services. They are based on hotel prices reflecting certain minimum accommodation standards, namely: 

-
single rooms with en-suite facilities (showers instead of baths are acceptable); TV, and tea/coffee making facilities in the room; a telephone in the room is desirable; 

-
adequate space and, where it is necessary to work in the room, facilities (writing surface and telephone) for doing so; 

-
the hotel should have satisfactory personal security arrangements and adequate emergency procedures. The surrounding area should be safe and environmentally pleasant; 

-
restaurant facilities should be available either in the hotel or locally, offering a table d'hote menu at reasonable prices for 3 courses with coffee but excluding other drinks. 

10.6.2
The use of the central booking contract for NOMS staff is mandatory. If in the case of emergencies, you book outside of this contract, you will be reimbursed a receipted amount up to the relevant ceiling level appropriate for the location. NOMS staff cannot ‘force book’ accommodation of their choice which exceeds the ceiling levels and will not be reimbursed above this level. 

10.6.3
All NOMS staff are eligible for bill-back of B&B costs through the hotel accommodation contractor. All other items must be settled by the member of staff on departure. 

10.6.4
Further details about how to book hotel accommodation and on the NOMS Preferred Hotel Listing can be found on My Services. See also paragraphs 11.4.1-11.4.3 and 12.3.15. 
10.7
Receipts
10.7.1
When making a claim for night subsistence allowance, you must detail the booking reference number or declare and retain receipts for bed and breakfast costs. The receipt must be issued by the hotel etc, at which you stayed.  

10.7.2
An acceptable receipt must: 

-
bear the name, address and telephone number of the hotel or bed and breakfast establishment to whom the payment was made; and 

-
state clearly the amount of money received and the services supplied, including the dates of stay; 

-
show a relevant VAT number; and 

-
bear the name of the person to whom the service was supplied. 

10.7.3
If you stay with friends, relatives or colleagues you may only claim for a receipted amount up to the limit of the overnight subsistence additional allowance linked to ‘family & friends’.

10.7.4
If you stay in a property that you own, other than your permanent home (that is, that which is held on your Oracle HR record), you may claim a “receipted” amount up to the limit of the overnight subsistence additional allowance. 

10.7.5
Although claims for overnight accommodation can still be paid where an acceptable receipt is provided for a bona-fide guest house owned by a colleague, any costs charged may be notified to HM Revenue & Customs for tax purposes. 

10.7.6
You are not entitled to payment of night subsistence allowance if you are: 

-
temporarily recalled from detached duty to your permanent station, except for time spent in travelling to and from the permanent station; or 

-
on detached duty from a new permanent duty station, and living at the home established at your former permanent station; or 

-
attending a residential training course, seminar, conference or similar gathering, for which the Service meets all boarding and accommodation costs; or 

-
provided with bed and board at public expense (or on official premises free of charge such as Newbold Revel Training College). 
10.7.7 The amount of night subsistence allowance is abated in the following circumstances: 
	CIRCUMSTANCES
	AMOUNT PAYABLE

	a. Bed or board (but not both) is provided at 

public expense or in official premises free of 

charge. 
	Only the additional allowance. 

	b. You travel by sea or train and occupy or could have occupied a sleeping berth.
	Only the additional allowance. 

	c. You necessarily occupy hotel or similar 

accommodation overnight having worked late at night in addition to an ordinary day duty and the Service does not pay the hotel bill. 
	Vouched bed & breakfast costs up to the usual limit plus 85% of the 

additional allowance 

	d. You stay with friends, relatives or colleagues. 
	Receipted amount up to the value of the additional allowance . 


10.8
Extended night subsistence package 

10.8.1
Where “line management” wishes an employee to remain at his/her detached duty for more than 30 nights, and where lodging allowance or regular visitor allowance is not deemed appropriate by line management, the following package may be available: 

-
receipted hotel bed and breakfast costs up to the ceiling of the appropriate class; and 

-
receipted incidental expenses up to the limit of the overnight subsistence additional allowance;, and by analogy with the unvouched residential course allowance, £5 of unvouched minor items can be accepted.

10.8.2
“Line management” must judge the needs of the Service and the balance between cost 
and need. 

10.8.3
For this purpose “line management” means: 

-
the Governor in charge in the case of an establishment, or Head of Group/Deputy Director or above in Headquarters; 

-
where the Governor or relevant Head of Group/Deputy Director or above are personally involved the approval must come from their Director/Deputy Director/Deputy Director Custody  or member of the Senior Civil Service as appropriate.

10.8.4
All cases supported by “line management” must be referred to the Shared Services Expenses Team who will seek approval from Expenses Policy.

10.8.5
‘Line management’ must review Extended Night Subsistence every 6 months or as directed by Expenses Policy.

10.9
Receipted Rental Costs
10.9.1
Where staff are due to be absent for an extended period of time, receipted rental costs may be a more cost effective option. Staff may opt to receive vouched monthly rent, plus council tax and water rates, all within an overall maximum limit of 213 x lodging allowance divided by 12. In addition concessionary weekend travel may be reimbursed. 

10.9.2
(The vouched monthly rent may be paid at a rate above the limit of lodging allowance up to a maximum of £1250 per calendar month in London only and only if pre-approved by the budget holder). 

10.9.3
All claims for Receipted Rental Costs must be receipted and preapproved by the relevant budget holder. The preapproval must be recorded with Shared Services in order to enable reimbursement. 

10.9.4
Overnight subsistence, lodging allowance, and room retention allowance may not be paid with the above package. There is no entitlement to any other additional allowances. 

10.9.5 Receipted rental costs in connection with Short Term Detached Duty – Job Backfilled, 

            Long Term Detached Duty, and Modified Long Term Detached Duty are taxable benefits and must be claimed correctly for tax in accordance with information on My Services. NOMS will meet the cost of tax for travel in connection with these posting terms , and where appropriate National Insurance contributions, but will not compensate for any negative effect arising from gross-up.
10.10
Regular visitor allowance 

10.10.1Regular visitor allowance may be claimed for an unlimited period where the number of nights spent at the detached duty station, over three months or more, averages less than three nights per week. So, for example, the average might come out at 2.9 nights per week and regular visitor allowance would still be payable. Overnight subsistence allowance is not paid where there is an entitlement to regular visitor allowance. 

10.10.2 Initially the estimated travel pattern is used, but claims must be reviewed by Shared    Services every six months to ensure that the criteria are still met. 

10.10.3 Regular visitor allowance may be claimed by staff who spend three or more nights per  week at the detached duty station but do not reach the 30 nights ceiling to go on to  lodging allowance by the end of three months.

10.11
Lodging allowance 

10.11.1You may be entitled to a lodging allowance if you remain on detached duty after your entitlement to 30 day/nights subsistence allowance has been exhausted. 

10.11.2Lodging Allowance is reimbursed up to the maximum limit per duty night and must be receipted up to that limit. Examples of how lodging allowance is calculated can be found on My Services.

10.11.3 The following staff are eligible for lodging allowance: 

-
married staff who have a double housing commitment and who are not joined by their families at the detached duty station; 

-
single members of staff who have a double housing commitment because they incur expenditure on retaining accommodation at their old or new permanent station, and lodgings at the detached duty station. 
10.11.4 You are not eligible for lodging allowance on duty nights where you: 

-
are on detached duty/permanent transfer and opt not to travel home at weekends/rest days, but remain in your lodgings.  Expenses are limited to the cost of one return journey home plus retention of room allowance or the appropriate rate of lodging allowance, whichever is less. However, you must not travel home. In these cases receipts/evidence must be obtained and retained for the lodging costs; or 

-
live at the home established in relation to your former permanent station.

10.11.5  You may be paid lodging allowance from the date following exhaustion of 

   overnight subsistence. 

10.11.6  Lodging allowance is only payable for nights of absence from a detached duty station in 
  the circumstances described below (otherwise see retention of rooms allowance). 

10.11.7  Payment of lodging allowance may continue during absences of 3 nights or less during the working week. This applies whether you are on leave, sick leave, or on duty, including temporary recall to the old station. Lodging Allowance is not payable for periods of unauthorised absence. 

10.11.8  It does not apply when the absence immediately precedes or follows a weekend visit 
 home. In these circumstances, retention of rooms allowance is payable for the whole 
 period of absence (subject to the production of receipts). 

10.11.9   Lodging allowance is not payable when a public holiday falls at the beginning or in the 
   middle of a period of annual leave. It may be paid when a public holiday falls at the 
 end of a period of leave and immediately precedes a return to the detached duty 
 station (for example, a Bank Holiday Monday preceding a return to work on Tuesday). 

10.11.10 If you opt not to return home on weekends/rest days, but remain in your lodgings, your expenses are limited to the cost of one return journey home plus room retention allowance, or lodging allowance, whichever is the less. However, you must not travel home. In these cases receipts/evidence must be supplied for the accommodation costs. 

10.11.11
Lodging allowance may be paid in conjunction with retention of rooms allowance in respect of the following absences: 

 -
five nights for private reasons at Easter or Spring Bank Holiday; 

 -
four nights for private reasons at August Bank Holiday, at New Year when New Year's Day falls on a Friday or a Monday, or at any other Bank Holiday apart from Christmas; 

 -
four or six nights for private reasons at Christmas according to the day on which Christmas falls. 

10.11.12  The allowances which may be paid are: 

 -
retention of rooms allowance for up to 3 nights for the weekend absence to staff who are entitled to return home at the weekend at official expense under paragraph 8.7.2; 

 -
lodging allowance for the balance of 1, 2 or 3 nights of absence as appropriate. 

10.11.13  If you rent a property and you sublet your accommodation, lodging allowance is reduced by any rent received from your property in your absence; you must notify the Shared Services Expenses Team and your certifying officer of this. 

10.12
 Retention of Rooms Allowance 

10.12.1 Retention of Rooms Allowance is reimbursed when you are entitled to claim lodging   allowance, and is designed to relieve you of the expense of retaining rooms during your absence from a detached duty station on nights when lodging allowance is not payable. 

10.12.2  You may be paid this allowance in the following circumstances: 

 -
during absences from the detached duty station on weekend visits home; or 

 -
in lieu of lodging allowance if you are entitled to return home at official expense; or 

 -
on production of receipts, for any other nights not attracting lodging allowance during a lodging allowance period, up to a maximum of the room retention rate. 

10.12.3  If you rent a property and you sublet your accommodation, room retention allowance is 
 reduced by any rent received from your property in your absence; you must notify the Shared Services Expenses Team and your line manager of this. 

10.13
 Rent Allowance 

10.13.1 Staff on Long Term Detached Duty (and its equivalents) who are joined by their family at  a detached duty station cease to be eligible for lodging allowance, but become   eligible 
for the reimbursement of rent allowance. 

10.13.2 Rent allowance is the amount of rent paid at the detached duty station within the maximum limit of lodging allowance. 

10.13.3  In order to qualify you must incur a double commitment by also incurring expenditure on   family accommodation (sublet or not) at your permanent station. If the permanent accommodation is let or sold during the period of detached duty you should immediately notify the Shared Services Expenses Team, and your line manager. The allowance will be reduced if your double commitment is offset or reduced by letting income. 

10.13.4 You may continue to receive a rent allowance if you are sent to another detached duty   station or return to your permanent station until family removal can be arranged. 

10.14
Day subsistence 

10.14.1 You may claim day subsistence allowance (DSA) when you are absent from your duty station and necessarily purchase a meal or meals at greater cost than if you were at your permanent station. 

10.14.2 You must state on your claim that you have purchased a meal/refreshments and sign the “claimants' certificate” at the end of the claim form or acknowledge the online declaration in self service iExpenses. Payment must not be obtained where no costs have been incurred, i.e., if attending a bedwatch where no expenses are incurred then you must not make a claim. 

10.14.3 HM Revenue & Customs has deemed that day subsistence claimed for duties within a 5​-mile radius of your permanent duty workplace (normal place of work) is liable
for tax and NIC. Therefore any such claims for day subsistence must be claimed separately under day subsistence ‘less than 5 miles’. NOMS will meet the tax liability /National Insurance Contribution and this will be grossed up through pay. When you claim through self service iexpenses the claim will be reimbursed in the normal way. NOMS will then “gross up” the value of the taxable benefit to take account of tax and National Insurance Contributions and process this as soon as possible through payroll. The gross-up will be reflected as taxable remuneration in payslips and P60s. NOMS will not compensate staff for any negative effect arising from gross-up.

10.14.4
Day subsistence covers periods of absence from your duty station of: 

•
more than 5 hours up to 10 hours, or 

•
more than 10 hours; or 

•
   more than 12 hours  the over 12 hour rate,

10.14.5 Day subsistence allowance will not be paid: 

•
where refreshments have been made at home; or 

•
concurrently with night subsistence allowances; or 

•
in addition to lodging allowance (unless you qualify by reason of absence
from the detached duty station at which you are lodging); or 

•
if you are provided with meals at public expense during a visit; or 

•
if you take your meals at home; or 

  •
in respect of a return journey from or to your detached duty station in connection with a weekend visit home (whether to the permanent station 
or somewhere else). 

10.15
Repeat visits 

10.15.1 If you make repeated visits to the same place, you may claim day subsistence allowance for a maximum of 30 working days. In calculating this period, disregard any days on which the visit does not attract day subsistence allowance; and start a fresh period after a break of more than10 working days. Once an entitlement of 30 days has been exhausted, there must be a break of at least 3 months in visits to that place to qualify for a fresh start at the same place. 
10.16
Meals taken on a train or boat

10.16.1 You may claim for the full cost of a main meal (that is, a full breakfast, lunch or dinner)  
which you take on a train or cross channel boat etc, during a period qualifying for day 
subsistence allowance. 

10.16.2 The claim may include VAT and but alcoholic beverages must not be included. You 
 must retain receipts in support of your claim.  

10.16.3 The effect on day subsistence allowances payable for the period is as follows: 

•
for absence of more than 5 hours but not more than 10 hours: the cost of one main meal on a train or boat will be reimbursed in lieu of payment of the 5 hour rate of day subsistence; 

• 
for absences of over 10 hours: instead of the 10 hour rate of day subsistence you will be paid either the cost of one main meal on a train or boat, plus the normal 5-10 hour rate of day subsistence, or the cost of 2 main meals on a train or boat; 

•
absence of over 12 hours qualifying: the actual cost of 2 train meals, plus normal day subsistence allowance of more than 5 and up to 10 hours.

10.16.4 If you have exhausted your entitlement to day subsistence allowance under the normal    rules, you may claim the cost of vouched train meals if your line management agrees in  advance that you may take a main meal or meals on a train because of the length of 
 absence and the time factors involved in the official duty and the journey. 

10.16.4 Reimbursement will be subject to the normal rules regarding length of absence etc.  except in the case of an absence of more than 10 hours when one main meal is taken on a train; reimbursement will be made for one meal only and no additional subsistence allowance will be payable. 

10.17
Residential Courses Allowance
10.17.1 Staff cannot claim a subsistence allowance when charges for meals etc are 
 
already being met. 

10.17.2 If you attend a residential training course, conference, seminar or similar 
residential     gathering (including courses at establishments run by an outside body) for which 
NOMS   meets all accommodation and boarding expenses, you may claim a residential course allowance only. 

10.17.3 If you stay in a hotel to attend a course where NOMS meets all accommodation and meals, you may claim the residential course allowance, but not the additional allowance of night subsistence allowance. 

10.17.4  Residential Course Allowance may be claimed for each night spent at the training 
 centre but not when you return home at weekends or are absent for other reasons. 

10.17.5 Staff who attend courses at the Administrative Staff College, Henley and other business  schools (for which arrangements are co-ordinated centrally) are given details of the special allowances payable when they are notified of the acceptance of their nominations by the colleges. The additional allowance will not be paid in addition. 

10.17.6 If you are not required to stay at a training course venue in the UK over the weekend you are allowed to claim the cost of returning home at the usual rates. 

10.18
Joined by family at detached duty station
10.18.1 NOMS may reimburse the following expenses (as in the case of permanent transfer            when your family takes up continuous residence with you at the detached duty station: 

-
family fares to the detached duty station; 

-
the cost of moving personal effects to the detached duty station (if furnished accommodation is taken by a married officer); 

-
the cost of removal of furniture and effects to store and the cost of storage at the permanent station (provided you have been told that you are not due to return to the permanent station). This provision also applies to a single officer. 

11.
SHORT TERM POSTINGS WHERE THERE IS NO INTENTION TO RETURN TO THE ORIGINATING SECTION (SHORT TERM DETACHED DUTY – JOB BACKFILLED), LONG TERM DETACHED DUTY , AND MODIFIED LONG TERM DETACHED DUTY 

11.1
Types of Detached Duty covered in the chapter

· Short Term Detached Duty - Job Backfilled
· Long Term Detached Duty 
· Modified Long Term Detached Duty 
Governors, Heads of Group and Deputy Directors must ensure that postings on Short Term Detached Duty-Job Backfilled, Long Term Detached Duty and Modified Long Term Detached Duty are kept to a minimum, regularly monitored, and supported by clear and defensible business reasons for audit/ public accountability reasons.

11.1.2 Consecutive postings on STDD-JB, LTDD, and MLTDD to the same location, including different business units in HQ, count towards one period. Further information is available on My Services.
11.1.3
Short Term Detached Duty - Job Backfilled (STDD JB) is a short term posting (less than 2 years) where there is no intention for the employee to return to the originating station (i.e. the post is backfilled).Expenses to attend the detached duty station in  these circumstances are taxable. Line Management must arrange for a period of short term detached duty to be converted to STDD-JB as soon as there is no intention for the employee to return to the originating station. This must be clearly documented and details of the revised posting must be sent to Shared Services. See Section 11.4 for Taxation and My Services for further information. 
11.1.4
Long Term Detached Duty (LTDD) is a long but temporary posting away from the permanent station that is expected to last 24 months or more at the same duty station, but not exceeding 36 months.  As soon as a period of short term detached duty is i) anticipated to last more than 24 months, or ii) exceeds 24 months it becomes taxable and managers must arrange to convert the posting to LTDD. This must be clearly documented and the new posting notice must be sent to Shared Services. (See My Services). See Section 11.4 for Taxation and My Services for further information. 
.
 11.1.5 By 36 months the employee should return to their original posting or region, or the LTDD posting should be made permanent, or a new posting should be arranged. Consecutive postings on detached duty to the same location, including different business units in HQ, count towards one period. Further information is available on My Services. 
11.1.6 Modified Long Term Detached Duty (Modified LTDD) may, exceptionally, be authorised by Directors and Deputy Directors Custody in order to meet an operational need and where there is a very strong business case. Modified LTDD must not be substituted for a permanent posting, nor does it alleviate the tax burden, but it removes the requirement to convert long term detached duty to a permanent post at the 36 month point therefore allowing the LTDD posting term to continue for a longer period of time. See Section 11.4 for Taxation and My Services for further information.
11.1.7 A posting on Modified LTDD must not exceed 60 months. Arrangements must be made before reaching the 60 month stage to make the posting permanent, or arrange a new posting.  
11.1.8 Modified LTDD is restricted to meet the specific needs of Governors in Charge and Deputy Directors and their equivalents and above only (referring to the role, and not the grade).
11.1.9
It may be possible for Directors to offer Modified LTDD in other exceptional cases (such as to deputy governors), but this requires a clear business case and corporate reporting. Modified LTDD must not be used indefinitely as an alternative to a permanent transfer, or as a means of bypassing the tax liabilities of a permanent transfer.
11.1.10 Directors must notify Shared Services Expenses Team of all postings authorised on Modified LTDD with supporting evidence (see My Services for further guidance). 

11.1.11 In exceptional cases it may be possible to extend an approved period of Modified LTDD for a further time-limited period where a business case is approved by the CEO. This must be clearly documented and an end-date entered. Written confirmation from the CEO’s office must be provided to Shared Services to enable corporate reporting.
11.1.12 Shared Services will annually review all postings covered in sections 11 and 12 annually.
11.2
General Conditions

11.2.1
When a temporary posting lasts or is likely to last for 24 months or more, it must be classified as "Long-Term Detached Duty." This classification is independent of the NOMS policy definitions of temporary and long term postings, and simply refers to the fact that claims for travel and subsistence in such cases must be subject to tax and National Insurance Contributions to comply with HMRC rules.

11.2.2
In line with Filling Vacancies Policy, those responsible for posting staff on terms governed by this section must arrange for a posting/transfer notice confirming the facts of the posting to be issued to the individual member of staff. This must include an anticipated end date in all cases.  If there is no intention for the member of staff to return to the originating station, regardless of the posting length (for example the post is being backfilled),  this must be clearly stated. 
11.2.3
Copies of relevant documentation must be sent to Shared Services with the appropriate Change Notification Form (see My Services for further details).

.

11.3
Payment
11.3.1
Expenses for STDD-JB, LTDD, and MLTDD are paid at the same level as for shorter periods of detached duty (with some exceptions – see below) and in strict accordance with this Instruction (unless otherwise noted in this section).

11.3.2
There is no entitlement to Local Pay Allowance (LPA) or any other locality payments payable at the detached duty workplaces when on STDD (JB), LTDD, or M-LTDD. Staff may continue to receive LPA where this applies to their permanent workplace. In accordance with government accounting regulations and NOMS AI 03/2010, NOMS will recover all overpayments of LPA.
11.3.3
First class travel is not permitted for staff travelling on STDD-JB, LTDD, or MLTDD. Staff on detached duty covered by this section must not purchase a first class ticket. 

11.3.4 Staff on STDD-JB, LTDD or MLTDD postings must normally obtain tickets at least three days in advance using online booking systems, where provided, unless this is exceptionally not possible .
11.3.5
If you rent out your property while on STDD-JB/LTDD/MLTDD, any rent received must be offset against any expenses claimed. You must immediately inform Shared Services Expenses Team if you rent out your permanent property.

11.4
Taxation

11.4.1 All expenses for travel, accommodation and subsistence on STDD-JB, LTDD, and MLTDD are taxable (including travel booked through contractors, property rental/lease, and hire cars). NOMS will bear the additional tax liability and any additional National Insurance Contribution arising from these expenses. This will be done as follows:
· Central booking agents must be used in the normal way to purchase train tickets, accommodation or hire cars associated with detached duty.  The value of the benefits  will be  a) grossed up for tax and National Insurance and processed via the next available payroll wherever possible or b) in exceptional circumstances reported to HMRC at the end of the tax year on Form P11D so that the employee’s tax code can be adjusted. NOMS will compensate for the additional tax incurred as a direct result of the taxable expense. See My Services

· When the expense is claimed through self service iExpenses the claim will be reimbursed through BACS in the normal way. NOMS will then “gross up” the value of the taxable benefit to take account of tax and National Insurance and process this as soon as possible through the next available payroll. 

11.4.2
When you are posted on STDD-JB, LTDD, or MLTDD and you are claiming on self service iExpenses, or arranging travel and accommodation direct from an approved travel provider, you must use the correct drop-down boxes or i-expenses templates relating to your posting term so that NOMS pays the tax and National Insurance.(See My Services). If you do not book/claim correctly an unpaid tax liability will arise for which you will be responsible. 

11.4.3 The value of taxable expenses received on STDD-JB, LTDD, and MLTDD, and any gross-up for payroll purposes, will be reflected as taxable remuneration in payslips and P60s.  NOMS will not compensate staff for any negative effect arising from the gross-up or compensation paid. 
11.5
Fines, costs and penalties

11.5.1
In addition to any personal tax liability that may fall to the member of staff, management failure to correctly document, report, and capture STDD-JB LTDD, and Modified LTDD expenses for tax purposes will result in fines, costs and penalties for the Service.  Where charges are incurred by the organisation these will be passed onto the responsible budget holders.

11.5.2
Line management must review detached duty postings regularly. Where a post on STDD is backfilled, or it becomes clear that the posting will extend beyond 24 months, action must be taken immediately to update the posting term . Similarly, where staff are posted on LTDD/MLTDD a decision must be taken regarding conversion to a permanent post or return to the home business unit/region before the 36/60  month stage respectively.
12          AREA BASED POSTINGS AND DUAL WORKPLACE ARRANGEMENTS
12.1.1 HMRC rules allow for staff who work within a defined geographical area but have no permanent workplace to be categorised as “Area Based”.  It is also possible under HMRC rules to have more than one permanent workplace. Where an employee has two permanent workplaces this is  known as a “Dual Workplace”.

12.1.2  Area Based postings can only be used as permanent postings. Staff on STDD-JB, LTDD, and MLTDD do not qualify for Area Based terms in addition to their detached duty terms.

 Area Based Postings
General Principles

12.2.1 It is possible for a member of staff to meet the relevant HMRC criteria for an “ area based “ posting where they fulfil the following requirements:
· They do not have a single workplace that meets the HMRC criteria for a permanent workplace 
· their substantive duties are defined by reference to a particular geographical area, i.e. their job-description identifies that they work at NOMS sites across a defined geographical area . This will normally be a NOMS region. Further information is available on My Services. 
· they spend all or most of their time working within the defined geographical area and are expected to travel extensively to sites within it
12.2.2 Managers must take advice from MoJ Taxation and read the information on My Services before using this posting term. Written confirmation from MoJ Taxation that the post qualifies as area based must be provided to Shared Services  in all cases – see My Services. 

Main Base for Administration Purposes

12.2.3 All NOMS employees must have a single workplace recorded in Shared Services systems. Where managers post staff on an “area based” posting the limits of the geographical area must be clearly defined in the posting notice/information provided to Shared Services  and all the employee’s temporary workplaces within it must be identified. The employee must be assigned to a NOMS location from the work sites in the area for administrative purposes only (the main base). This will normally be the regional office. It must never be the employee’s own home.
Expenses on Area Based Posting
12.2.4 Whatever location is chosen as the main workplace NOMS will not reimburse travel to attend this site. This location must also be used to calculate any future expenses, including realisable savings for postings on excess fares to sites outside the geographical area.  
12.2.5 The employee will be entitled to Local Pay Addition only where the main base qualifies for this allowance. 
12.2.6 Travel to the designated temporary workplaces within the area is exempt from tax and   national insurance.
12.2.7 Where an employee lives within the defined geographical area they may claim travel costs from their home to any of the workplaces in the area (except the main base) or between workplaces, as business travel . 
12.2.8 Where an employee does not live within the geographical area they are responsible for the cost of travel from home to the boundary of the geographical area and from the boundary to home. Travel from the boundary of the geographical area to any of the workplaces within the geographical area (except the  main base)  or between workplaces may be claimed as business travel.. 
12.2.9 Travel for other ad-hoc business purposes outside the geographical area may be claimed as business travel. 
Dual Workplace Postings
12.3.1 In some cases an employee may have more than one permanent place of work. This section sets out expenses policy where the employee is posted to one site but has more than one permanent workplace for tax purposes.
General Principles
12.3.2 Guidance on how to identify a dual workplace is set out on My Services and must be followed.
12.3.3 As a matter of policy, where the employee regularly attends a workplace for 1 day a week or 4 days a month to deliver the duties of their role, NOMS will consider that workplace to be permanent. In exceptional circumstances where managers believe this may not be the case advice must be taken from MoJ Taxation, who will confirm any exceptions in writing to Shared Services.
12.3.4 Where possible managers must avoid working patterns which create a dual workplace 

             and must  consider ways to amend working practices/patterns so that the criteria   for a dual workplace are no longer met. This includes:
· examining why regular attendance for a full day or more a week at a second (or third, etc) location is necessary; and
· actively considering to what extent needs can be met by using technology – for example, teleconference, videoconference, or simply phone calls and emails – rather than through direct, face-to-face contact in the same building, eliminating the need for a second, permanent workplace.

12.3.5 Having fully considered the alternatives, a dual workplace must only be approved where there is an imperative business need or the posting enables cost savings. In deciding whether to meet costs managers must take into account the full costs of doing so, including the cost of grossing up for tax where appropriate (See My Services). As a matter of principle
· Employees must generally be expected to meet the cost of travelling to work

. 

· NOMS must only pay expenses for attending a dual workplace (and where appropriate) tax liabilities where there is a compelling business case and this can be justified.
12.3.6 The overriding aim in all cases must be to meet the business need on a value for money basis.
12.3.7 Line Managers must monitor patterns of attendance at other sites. Where it is possible that an unplanned dual workplace has already developed you must take advice immediately from MoJ Taxation and the Shared Services Expenses Team. The position must be regularised so that any back tax is paid, the employee’s posting is updated to reflect the dual workplace, and expenses are policy-compliant going forward. 
Main Workplace for Administration Purposes
12.3.8  Line managers must designate the workplace the employee attends most frequently as  the Main Workplace for administration purposes. Where the Main Workplace attracts Local Pay Addition this will be payable in the normal way. However pro-rata payments will not be made for dual workplace sites. The Main Workplace may also attract excess fares or PIT terms in its own right and must be used to calculate any future expenses on subsequent postings, including realisable savings for excess fares.  

Types of Dual Workplace 

12.3.9  Three types of postings on dual workplace are possible. 
· Dual Workplace – Own Expense
· Dual Workplace – Costs Only 
· Dual Workplace –  Costs and Tax
12.3.10 Dual Workplace – Own Expense should be used where the employee is required to bear the cost of all expenses for attending any permanent workplaces in addition to the Main Workplace. This posting will be appropriate where managers are confident that the post could be advertised and filled on an “own cost” basis or where a dual workplace is constructed for the convenience of the employee. 
12.3.11 Dual Workplace –Costs Only,  and Dual Workplace – Costs and Tax should be used only where there is a compelling business need.  

12.3.12 There will be a compelling business need when the business has an unavoidable and essential requirement to impose a working pattern which requires an employee to work at a permanent location or locations and line management makes a judgement that

· it would be unreasonable to expect the employee to meet the cost of travelling to that location (or those locations), and
· the post would not be likely to be filled satisfactorily without offering costs.

12.3.13 If it is decided that there is a compelling business need, a decision to pay for Dual  Workplace-Costs Only (so that the employee meets tax and NIC liabilities) or Dual Workplace –Costs and Tax (so that NOMS meets the direct tax and NIC liabilities) will rely on line management judgement as to the strength of the business need.
12.3.14 Paid costs for Dual Workplace – Costs Only, and Dual Workplace Costs and Tax may  include overnight subsistence where managers can demonstrate that it is cheaper for a member of staff to stay overnight on a B&B basis rather than travel to the second site on successive days on a reasonable value for money basis.  Managers must state when authorising postings which workplace home to work travel expenses may be paid for. Postings for  Dual Workplace – Costs Only and Dual Workplace Costs and Tax must be approved by the Director and sent to Shared Services  (See My Services).
12.3.15 Staff who are authorised to claim the costs of attending a dual workplace in   accordance with this chapter must use the central booking agents in the normal way to purchase train tickets, accommodation or hire cars associated with travel to the dual workplace.  The correct drop down boxes or templates must be used when booking or claiming in connection with your posting term. If you do not book/claim correctly a tax liability will arise for which you will be responsible. 
12.3.16 Where Dual Workplace Costs and Tax has been approved NOMS will gross up for tax  and National Insurance Contributions arising from these expenses using the process set out in paragraphs 11.4.1 to 11.4.3
13.
OTHER TRAVEL AND SUBSISTENCE MATTERS 

13.1
Subsistence allowances for staff who work late or sleep in the office 

13.1.1
The allowances described in this section are in no sense payments for extra hours 
worked or for inconvenience caused through working unusual hours. All the allowances 
are taxable. 

13.1.2
You are not eligible for these allowances: 

-
if you work night duty instead of day duty; or 

-
if you sleep at the office for your own convenience; or 

-
if your conditions of service require you to work at night (or to be on call or standby at night) in addition to normal day duty, even though this contingency arises infrequently and irregularly. 

13.1.3
You may claim the Sleep at Office allowance if you: 

-
sleep at the office after an ordinary day duty; and 

-
are on call or on standby, for example as duty officer. This does not apply where the duty is part of a rostered commitment. 

13.1.4
You may claim the allowance if you work late at night in addition to an ordinary day duty, 
and are required to sleep at the office. The allowance may also be paid if you work 
during the night after an ordinary day duty. 

13.2
Late Working Subsistence Allowance 

13.2.1
Non-Uniformed staff may claim a Late Working Subsistence Allowance for meals purchased which would otherwise have been taken at home if you work late at night (that is until at least 8pm) in addition to ordinary day duty. You must certify that you purchased an evening meal which would otherwise have been taken at home. 

13.2.2
Exceptionally, NOMS may reimburse actual vouched expenditure for more than the 
allowance if it is satisfied that the expenditure was reasonable in the circumstances. Line 
Manager approval should be sought prior to claiming.

13.2.3
You may claim the meals allowance if you sleep at the office before early duties or after 
late duties. The allowance is payable for each morning or evening meal purchased 
which you certify would otherwise have been taken at home. 

13.3
Arrangements during a transport emergency 

13.3.1
NOMS may reimburse extra expenditure incurred during a transport emergency. 
Separate guidance is available on My Services and will be circulated centrally when sustained disruption occurs.

13.4
Day release courses 

13.4.1
The Department assists staff who attend:

-
day release classes; 

-
evening classes or non-residential block release courses in lieu of day release; 

-
evening classes that are an integral part of a part day/part evening course in lieu of the normal day release course. 

13.4.2
This assistance covers: 

-
day subsistence allowance under the normal rules for detached duty; 

-
excess travelling expenses above those normally incurred for the journey between home and office, provided these have not already been paid by the local authority; 

-
the full amount of travelling expenses in connection with examinations which result from approved courses of study. 

13.5
Attending Investitures
13.5.1
If you are attending an Investiture as a recipient of an award, you may be reimbursed 
reasonable travel and subsistence expenses which will be taxable.

13.6
Royal Garden Parties and other departmental invitations
13.6.1
If you are attending a Royal Garden Party either by personal invitation or by departmental nomination you are not eligible to receive assistance towards travelling and subsistence expenses. 

13.7
Financial assistance towards hire or purchase of evening wear 

13.7.1
You may claim for assistance with the cost of hire or purchase of evening wear where 
your job requires you to attend formal functions, within the limits set out below and 
subject to the following conditions: 

-
the wearing of evening wear is obligatory as part of your official duties; 

-
you are not already in receipt of an allowance which contains an element for dress. 

13.7.2
The cost of hire is taxable but the tax and National Insurance liaibility will be met by NOMS using the processes described in paragraph 11.4.1.

13.7.3
Where it is expected that there will be a need to hire on more than three occasions, you may instead claim the full vouched costs of purchase of evening wear up to a limit of £150. This is normally only payable once in 10 years. As you can have unlimited private use from the clothing, payments will not be grossed up and payment must be subject to tax and National Insurance deduction through salary, a personal tax liability will be incurred.. .

13.7.4
All claims should be preapproved by line management.

13.8
Sporting events 

13.8.1
If you are attending a sporting event on behalf of NOMS, you may be able to claim expenses over and above those reimbursed by the event organiser. Your Head of Group/Deputy Director or Governor has discretion to authorise receipted expenditure to meet necessary additional costs. 
13.9
Additional childcare expenses arising out of attendance on training courses 

13.9.1
Where parents attending training courses face extra costs in having their children looked 
after, or incur additional travelling expenses because of necessary alteration to normal 
childcare arrangements, the Service may, at its discretion, reimburse any reasonable 
and necessary additional expenses incurred in these circumstances. 

13.9.2
Part-time staff who, because of a training course, are attending on additional days will 
be expected to meet childcare costs themselves when these are at the same rate as on their normal working day (but where costs are greater, consideration will be given to any claim made on that basis). You must submit your application for prior approval to the Shared Services Expenses Team before committing yourself to the expenditure concerned. 

13.9.3
The Service may, exceptionally, reimburse reasonable and justified extra childcare or 
related travelling expenses in other circumstances where they are unavoidably incurred 
because circumstances demand that the normal working routine has to be broken, for 
example by unavoidable late working or essential detached duty. Each case must be 
considered by line management and preapproval must be submitted to the Shared 
Services Data Maintenance Team before committing yourself to expenditure.

13.9.4
Where the payments are work related, they are subject to tax and National Iinsurance Contributions.  NOMS will meet tax and National Insurance Contributions using the processes described in paragraph 11.4.1. 
13.10
Congestion charges for travel into London by car 

13.10.1If your Excess Fares have been calculated using Public Transport Rate Mileage, and your home to office journey entails entering London's Congestion Charge zone by car, you may claim the Congestion Charge appropriate to the time you enter the zone and in 
relation to the time you were required to be on duty. Congestion Charge under EFA will be taxable.

13.10.2 Reimbursement can also be made where Excess Fare allowances are based on part 
public transport and part travel by car, where the latter requires you to enter the 
Congestion Charge zone by car to reach your local station. 

13.10.3 Congestion charges are not payable where Excess Fares are based purely on public 
     transport costs, regardless of whether you travel by car. 

13.10.4 Congestion charge is not reimbursable where you journey is on business travel but you  are not eligible to claim standard rate mileage as the Service does not recognise the  need to use your private vehicle.

13.10.5 Additional charges will not be met if you leave and re-enter the charge zone in the same      day, unless on official duty, in which case any subsequent charge should be claimed as   regular travel and subsistence, subject to the rules as detailed in this Instruction. 

13.10.6 All claims for congestion charges must be supported by a receipt which should be 
 retained.
13.10.7  It will be the responsibility of all staff to check where the congestion boundary 
 lies, what notice is required and to pay any penalty levied for late or non  
 
 payment. 
14.
OFFICIAL/SHARED USE CARS 

14.1
Advice on official cars is available from Transport Services ‘Fleet Support’. For further information on Official/Shared Use vehicles, see My Services.  Guidance on tax issues relating to the use of official/shared cars on STDD-JB, LTDD, Modified LTDD, Dual Workplace Travel only and Dual Workplace Travel and Tax is available from the MoJ Taxation Unit.
15.
VISITS OVERSEAS ON OFFICIAL BUSINESS 

15.1
Introduction and scope 

15.1.1
This section applies to all members of staff arranging, undertaking or authorising visits 
abroad on official business, where the duration of the visit is 4 months or less, i.e. visits that 
attract the payment of subsistence allowances. 

15.1.2
Proposals for the secondment overseas of members of staff for periods exceeding 4 
months are not covered in this section. 

15.2
General rules and advice on visits abroad 

15.3
Prior authorisation of visits 

15.3.1
In accordance with Foreign & Commonwealth Office guidance, all categories of overseas visit require prior written authorisation. A business case and Official Visit Abroad  must be completed in all cases. The business case must be approved by your line manager and the Official Visit Abroad form must be certified at the appropriate level if the business case is considered adequate. 

15.4
Post visit report 

15.4.1
On return from an overseas visit, the authorising officer must ensure a post visit report form 
is completed within one month. 

15.5
Certification levels 

15.5.1
Approvals involving expenditure up to £1,000 per visit can be given at Deputy Directors Custody/Deputy Director, Director or SCS level. Visits expected to cost in excess of £1,000 must be approved by the relevant Director. 

15.6
Claims 

15.6.1
Claims must not be reimbursed in the absence of a fully completed and authorised Official 
Visit Abroad form.

15.6.2
Claims are payable in arrears within 28 days of the visit being completed. Staff may apply 
for an imprest/local advance if they require costs paid in advance. 

15.5
Business Case 

15.5.1
A business case must be made to local line management in advance of a visit overseas. 

15.5.2
In considering an overseas visit, careful regard must be given to the objective of the visit. In particular the benefit that would accrue to the Service should be clear and worthwhile in relation to the cost. Line management must therefore be satisfied the objective could not be met by other means. 
15.5.3
The period spent abroad should be kept to the minimum consistent with achieving the objective of the visit. Programmes or itinerary should be planned as far in advance as possible in order to maximise the use of the time spent abroad. This is particularly important where the programme of work involves more than one visit. In such cases the programme should include a positive commitment to consider whether work should be continued beyond a certain point. 

15.5.4
The number undertaking the visit should normally be confined to one member of staff. Where exceptionally it is considered necessary for more than one person to participate, precise functions of each should be made clear and justified in terms of both the objective of the visit and the extra cost involved. Authority should not normally be given to two or more members of the same level. 

15.5.6
International conferences concerned with business of a specific nature often invite sizable delegations from interested departments. Such conferences are, however, subject to the general principles outlined above. 

15.6
Visits requested by overseas governments 

15.6.1
Occasionally, an overseas government or agency may request the services of a member of NOMS, either by direct approach or through the Foreign and Commonwealth Office. In such cases, where the request is agreed, the usual practice is to ask the overseas government concerned to meet all travelling costs and subsistence expenses. If any doubt exists as to how the member of staff’s travel and subsistence will be met, it will need to be resolved with the host government before the visit can be undertaken. 

15.7
Consultation and liaison with Foreign and Commonwealth Office 

15.7.1
The relevant British Overseas Missions should be informed of any visits abroad so that, if necessary, the member of staff can be contacted and informed of any local conditions that may affect the planning of the visit. British Overseas Missions should be contacted, even if the proposed visit is of a “one off' nature, or is not part of an established programme of visits. 

15.8
Security 

15.8.1
Staff should be aware travel outside the UK can present security risks to those who have access to valuable Government assets. The MOJ, Departmental Security Unit must be informed prior to any official or non-official travel to certain foreign countries. 

15.9
Consultation with other Government Departments and within NOMS 

15.9.1
Other Government Departments should be consulted in appropriate cases, to ensure a visit with the same or similar purpose is not being planned by them, in which they may be able to include NOMS interests. 

15.9.2
Other NOMS departments and sections with similar or related functions should also be consulted about their possible interests. 

15.10
Travel 
15.10.1 Only overseas travel on official business may be reimbursed. 

15.11
Rail, sea and air travel tickets
15.11.1 The Service's business travel contractor will provide a complete business travel service for NOMS staff. This includes the provision of travel advice and the booking of all types of rail, sea and air travel. 

15.12
Use of private motor vehicles

15.12.1 When Line Management consider it necessary for a member of staff to take their private motor vehicle overseas, they may be paid mileage in accordance with inland travel rates. Payment may only be reimbursed for official business mileage and the correct insurance cover must be obtained prior to travel. Private mileage costs will not be met. 

15.12.2 The charge for the “green card” and agents fees necessarily incurred may also be 
reimbursed. 

15.12.3 When staff propose, for personal reasons, to take their private motor vehicle overseas while they are serving there on detached duty, and the Service is prepared to allow them to do so, they may be paid the UK mileage rate for the most direct land route, with ferry allowance for the car and themselves. The charge for the “green card”, but no other incidental charges. may also be met. The total reimbursement, however, will not exceed the cost of the passage the Service would otherwise have arranged had the car not been used. The fares of any “official” passengers may, at the Service's discretion, be included in applying this limitation. Subsistence allowance will be restricted to what would have been paid had the normal method of travel been used. Any extra time taken for the journey should be counted as annual leave or otherwise made good. 

15.12.4 Staff intending to use their private vehicles must ensure they have sufficient insurance cover.  Private mileage costs will not be met. 

15.13
Use of taxis 

15.13.1 The rules governing the use of taxis abroad are the same as those for inland travel. 

15.14
 Subsistence and other allowances 

15.14.1 Staff who travel abroad on official business are entitled to claim subsistence. Assistance is  dependant on the following: 

-
class of subsistence appropriate to the officer's grade, or if travelling with a senior officer, the senior officer's grade; 

-
the intended destination: 

-
the duration of the visit. 

15.14.2 Overseas subsistence allowances are set by the Foreign and Commonwealth Office 
 (F&CO). The rates payable relate to local economic conditions and are intended to meet the cost of accommodation at good (but not luxury) hotels, and to cover the cost of three main meals including minor incidental expenses. Expenditure in excess of the level of subsistence will only be reimbursed in exceptional circumstances. 

15.14.3  Subsistence payments to staff whose expenses are paid by outside bodies will be   
made at the usual Civil Service rates. 

15.14.4 Staff whose expenses are met wholly or in part by an outside body should give full details  
and arrange to have the payments received made payable to the individual traveller. 
Alternatively NOMS may, if required, be reimbursed direct by the body meeting the cost, by 
credit transfer to the Service's UK bank account. 
15.14.5 On return to the UK a formal claim should be submitted to for reimbursement. Any monies 
received from an outside body or by way of an imprest or local advance should be 
deducted from the claim and, if applicable, any money owed or advance/imprest unused 
repaid.

15.14.6 Subsistence rates can be obtained from Shared Services Expenses Team. 

15.14.7 Overseas subsistence rates are only applicable on arrival in the country of destination and 
 continue to be applicable until departure.

15.14.8 Any balance of hours at the overseas location, following a full 24 hour period, may be paid 
 at the appropriate rate for that country until the time of departure. 

15.14.9 There is no entitlement to subsistence whilst on board an aircraft or other modes of 
 transport, where meals and refreshments are provided as part of the service. 

15.14.10 Subsistence rates provided by the F&CO are approved by the HM Revenue & Customs  
as being free from Tax and National Insurance. 

15.15
Hotel reservations 

15.15.1Hotel reservations should be made by the member of staff travelling abroad, or by the 
delegation secretary through the mandatory central booking agent.

15.15.2 Where the visit is in Brussels staff should enquire if the hotel has a special “UK  Representative Rate”. This covers the cost of room, breakfast, service charges and taxes. In which case, a residual subsistence allowance is payable on a daily basis to cover the cost of two main meals and incidental expenses. 

15.16
Clothing Allowance 

15.16.1A sum up to £150 may be made available to put towards the cost of purchasing suitable clothing when travelling to a country where there is a marked difference in climatic conditions. This limit may be extended with the agreement of line management. All such payments are subject to Tax and National Insurance. 

15.17
Foreign currency 

15.17.1 Staff will be responsible for obtaining any foreign currency and travellers cheques they    may require for use during the visit. Commission charges may be reimbursed on production  of a receipt. 

15.18
Entertainment allowance 

15.18.1Authority for an allowance to cover the cost of entertainment, which is considered essential, must be obtained from line management at least Governing Governor/Head of Group level. It is intended to cover only hospitality regarded as essential for the effective discharge of official responsibilities of the visit, i.e. to facilitate the purpose of the visit through contacts with representatives of overseas governments, local authorities, prominent people in local life and local businessmen. 

15.19
Medical arrangements 

15.19.1Information on vaccinations, inoculations and medical arrangements, and general health questions in relation to official travel overseas, may be obtained from local offices of the Department of Health and the Medical Advisory Service. 

15.19.2 Staff may consider it advisable in the first instance to consult their own General Medical  Practitioner. The Civil Service Medical Advisory Service (MAS) offers free facilities to British  Government officials travelling abroad on official business. 

15.19.3 There is a reciprocal arrangement between Britain and North America for medical    treatment for Government officials travelling abroad on official business. 

15.20
Insurance and compensation 

15.20.1
Compensation payments received from airlines or insurance companies 

15.20.2 Civil Servants travelling by air on official business are covered for death benefits under the Civil Service Pension Scheme (CSPS). Injury benefit is covered within the Civil Service Injury Benefit Scheme. Currently “any injury suffered in the course of an official duty shall be treated as an injury in the course of an official duty”. For staff who join the Partnership scheme the employer makes a mini ASLC contribution of 0.8% which buys Death in Service and Ill Health benefits. Staff may wish to approach their pension provider to see if other benefits are provided. Any compensation paid by airlines, regardless of whether or not it is paid as a result of legal action, will be taken into account against any benefits payable under PCSPS. This also applies to any payments made under insurance cover purchased wholly or partly from public funds. 

15.20.3 Supplementary insurance taken out by staff at their own expense will not count against any benefits payable under PCSPS. 

15.21
Insurance 
15.21.1 Following the decrease in reciprocal arrangements and medical cover provided by 
   
 the E111 form, staff travelling to all destinations, must obtain adequate insurance and may 
 have the cost of their medical insurance reimbursed. 

15.21.2 Civil Servants may purchase annual insurance for overseas travel on the understanding 
 three quotes must be submitted and the cheapest quote will be reimbursed. It must also be 
 evidenced they will be travelling outside Europe on at least 3 occasions to any of the 
  
following destinations: USA, Australia, Far East, and Asia. 

15.22
Loss or damage to personal property 

15.22.1 NOMS may consider making an ex-gratia payment towards the repair or 
replacement of 
 damaged or lost personal property, other than money or “luxury items”.

15.22.2 “Luxury items” include any personal possessions other than those strictly necessary for the 
 proper conduct of the business abroad. Staff are, therefore, advised to obtain their own 
  
 insurance cover for any such items they may choose to take with them. 

15.23
Post Visit proforma 

15.23.4  Within one month of return from overseas you must complete a Visits Abroad Report 
 Form (see My Services). 
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