[image: image1.jpg]Sefton Council




Vehicle Mileage Guidelines
1. General conditions
Employees using their personal vehicle in the performance of their duties must have a full driving licence and be covered for business use on their insurance policy. 
Managers need to ensure that both the driver and the car are legal and will ask employees to produce the following original documents prior to their first business journey: 
· insurance certificate, which must identify business use  

· full driving licence 

· MOT certificate (if applicable). 
Thereafter these documents must be produced in April of each year and be verified by the Manager (see Managers Checklist and Declaration)
Journeys must be deemed to be appropriate for the duties of the employee by the authorised manager. 

Mileage claims must also be signed off by the authorised manager.

Excess Travel expenses are claimed when an employee has their designated place of work changed. Claims of this nature should be made under the Excess Travelling Expenses Policy.
2. Effective and Efficient Utilisation of Journeys
Journeys must be planned in order to achieve them in a timely and efficient manner, given the performance of duties and resources of the Council.

The Authority has the right to request an employee to carry official passengers on business journeys.

If another employee is making the same journey then car sharing must be adopted.

Public transport must be used on all appropriate occasions and where it is more cost effective. Public Transport costs should be claimed in accordance with the Reimbursement of Expenditure guidelines.
3. Journeys to conferences, etc.
Journeys to conferences etc. should be made by public transport where possible. Journeys by car must be authorised by senior management before they are undertaken. 
4. Car Mileage Claims
Staff with access to the employee self-service portal must claim mileage on-line. Full guidance as to how to submit a claim is available on the self-service portal. Please endeavour to submit VAT fuel receipts with each mileage claim which will enable the Council to reclaim the VAT element of the fuel costs.
Claims should be submitted for each month on a monthly basis, and not as multiple claims. 

If, because of extenuating circumstances more than 3 months worth of claims are submitted, only a maximum of 3 months will be processed at any one time (the oldest being processed first).

Staff without access to the employee self-service portal can complete a claim form.
5. Calculating Mileage

Please ensure you claim full miles only. Each separate journey should be rounded up or down. If the journey is .4 or below of a mile it should be rounded down, if .5 or above, it should be rounded up.

AN EMPLOYEE MUST PAY FOR HIS OR HER OWN TRAVEL TO AND FROM WORK (unless the journey is outside of working hours). 

There may be times when an employee visits a site on their way to or from work. In these cases employees must only claim mileage in excess of that from home to base. Examples of this are as follows: 

· When claiming for a return trip that you have travelled to straight from your home (rather than your base) 

You must deduct your normal home to base mileage from the total mileage you are claiming. This calculation should be done prior to completing the mileage form. 

Example - round trip from home to Maghull Leisure Centre = 25 miles. Your normal home to base = 8 miles each way (16 return). Deduct this and simply claim 9 miles excess for the trip

· If claiming for a single trip that you travelled to direct from home (prior to going to your base), the same principle would apply and you would only claim for the excess miles

Example - home to Maghull Leisure Centre = 12.6 miles, then travel to base office = 6.2 miles. Your normal home to base single trip = 8 miles. Deduct this and simply claim 11 miles for the trip. 

· If claiming for a trip that you made on your way home (rather than returning to base), the principle remains the same and you must deduct your normal home to base mileage and claim only the excess. 
Example – Base to site visit in Ainsdale = 13 miles, then travel home = 4 miles (total miles = 17). Your normal home to base mileage = 8 miles. Deduct this leaving a claim of 9 miles only. 

When to claim Home to Base Mileage


            

Home to base mileage can only be claimed when you have been called into work outside of your normal contracted hours, an example of this will be attending an evening meeting after first returning home (excludes planned overtime).

Only in such circumstances should the HOME TO BASE MILEAGE form be completed.
· The ‘HOME TO BASE’ separate mileage form is available on the Intranet.
· This is “stand alone” mileage and is 100% taxable. 

· There is no deduction for out of borough miles. 

5. Expenditure Codes – Supplementary Costing Information

All mileage must be costed to the main salary cost centre of the relevant post.

If the mileage you are claiming is to be charged elsewhere, i.e. if you have carried out duties not associated with any of your posts (election duties for example) then you must ensure that this information is correct. It is your responsibility to provide the relevant financial costing code. 
6. VAT Fuel Receipts

The Council reclaims the VAT element of fuel costs for business mileage This represents a significant amount of money to be returned to the Council.

VAT fuel receipts should be submitted with each claim.  The receipt has to be a VAT receipt otherwise the Council will be unable to reclaim the VAT.  The receipt must also be dated prior to the journey the claim is made for and be for an amount of fuel that exceeds the limit claimed for e.g. if claiming for a 200 mile round trip, the receipt must be for an amount that reflects the fuel that would have been used.

If you do not have a receipt for the car mileage claim you will still be paid however the Council will be unable to reclaim the VAT element of the journey(s) claimed. 
7. Authorisation

The mileage claims must be authorised by your manager who must be satisfied that:

· The journeys were actually made and were authorised.
· The claim forms have been fully completed.
· Home to base mileage has been deducted when a business journey has commenced from home.
· Any journeys claimed on the home to base mileage form were taken outside of the normal working day and were not completed as a result of planned overtime.
· Any receipts attached cover the journey(s) claimed.

8. Claimant's Documents - verification of drivers' documents 

Health and Safety law requires employers to ensure so far as reasonably practicable the health, safety and welfare of all employees and to safeguard others who may be put at risk from their work activities.  This includes when they are undertaking work-related driving activities. 

 

Therefore, the Council require that all Managers check, both prior to the initial use and then once per year, in April, that both the driver and the car are legal.  The manager and employee must sign a declaration form to confirm that the relevant conditions have been met.
Employees submitting car allowance claims will be asked to provide the following original documents for examination:
· insurance certificate (you must be insured for business use) 

· driving licence 

· MOT certificate (if applicable)
Further information can be found in the Managers Checklist and Declaration.
9. False Mileage Claims

Submission of false claims may be treated as misconduct under the Council’s Disciplinary Code.

Deliberate falsification of claims for journeys which have not taken place may be treated as gross misconduct. 
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