
   
 

 

 
 

 
1.0 Objectives 
 

 To give clear guidance where staff expenses can be claimed and 
how this will be reimbursed and documented.   

 
2.0 Scope 
 
  This procedure relates to Azure clients and all paid employees,  
  working within support services who incur costs whilst carrying out 
  their duties.   
 
 
3.0 Travelling Expenses 
 

3.1 Clients are responsible for meeting all their travelling costs and the 
costs of the support worker supporting them to make the journey. 

 
3.2 In relation to clients living in a care home setting, Azure have 

responsibility for travelling costs in relation to clients attending 
medical appointments. 

 
 

 
4.0 Mileage 
 

4.1 Mileage can be claimed by staff who use their own cars to escort 
clients or who travel in relation to carrying out Azure business 
related matters. Staff must have business use on their 
insurance, an up to date M.O.T. certificate (if the car is over 3 
years old) and valid road tax. Copies of insurance, driving licence 
and M.O.T. documents will be held at HQ. 
 

4.2 Staff entitled to receive reimbursement for mileage will complete a 
mileage expenses form, giving clear details of the journeys made, the 
milometer readings at the start and finish of the journey, total mileage 
and reasons for the journey.  This form will be submitted to the Team 
Leader/Department Associate Director at the end of the month.  This 
will be processed with the salary papers. 

4.3 Line Management will be responsible for authorising the mileage form.  
Staff cannot authorise their own mileage claim.  If line management is 
not available to authorise the claim it will be the next manager in 
seniority that will authorise the mileage form. 

4.4 Reimbursement will be made directly into the employee’s bank 
account within 14 days of the month end. 
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4.5 Where mileage costs are to be met by the client, staff will complete 
a mileage form. Team Leaders/Department Associate Directors will 
process the mileage form in the usual manner and request Azure 
HQ finance staff to invoice the client for the mileage incurred in 
relation to their support.  The client will then pay the invoice 
directly to Azure.   

4.6 Where mileage relates to staff travel to and from training courses 
or between departments the full journey can be claimed if the start 
and finish point is the place of work. 

With specific regard to Structured Training courses or staff 
shadowing costs, any travel training costs incurred in relation to 
this training will be reimbursed through the petty cash system 
within the department the member of staff works. 

4.7 Where staff travel directly to a training course, or another 
department from their home, their usual mileage to work must be 
deducted from the amount incurred.  The same will apply to the 
return journey if the member of staff travels directly home. 

Staff will be responsible for purchasing their own lunch whilst on a 
training course.  There will be no reimbursement for this. 

4.8 All journeys undertaken within a monthly period will be recorded on 
a company mileage form.  

4.9 Where parking fees have been paid in relation to any of the above, 
these must be attached to the mileage form and claimed as part of 
the mileage process. 

4.10 Where a member of staff travels by bus to specifically attend a 
work related meeting the cost of the bus fares will be reimbursed to 
the staff member via pay roll.  (Staff should attach their tickets to a 
mileage form and provide details of the journey.)  

 

5.0 Holiday escort  

5.1 Staff will be paid sixteen hours for each full twenty-four hour period 
they are away.  (8 hrs will be the normal sleeping/rest period for 
which an additional payment will be made). 

5.2 This payment will be received through the salary payments.   

 

6.0    Client Escort  

6.1   The client is responsible for meeting all escort costs relating to the 
activity of their choice.  With regard to any outing with a client, this 
MUST be pre-planned and documented in the support notes and 
goal plan.  Costs must be discussed with the client and agreed prior 



   
 

to the journey being made.  Line management must be made aware 
of the costs and authorise them before the outing takes place.  
Staff will not make costly journeys by their own car that can be 
undertaken more cost effectively (e.g. the client using a bus pass) 
unless there is a good reason to do so and this MUST be authorised 
by line management. 

With regard to eating out with the client, there is a maximum 
amount staff can claim against the client which differs in relation to 
a lunchtime and evening venue.  These allowances will be made 
clear within staff meetings.  Staff will sign the staff meeting notes 
to state that they understand what escort costs they can claim 

If staff are unsure of what the costs are, they must check with line 
management before making a claim against the client.  Where a 
member of staff chooses to eat and/or drink items that exceed the 
agreed escort costs they must make up the additional costs from 
their own money.  This expenditure must be recorded on the 
client’s personal finance sheet together with the receipts relating to 
all the expenditure made. 

Where a client spontaneously suggests/requests to go somewhere 
within their local area that involves escort costs staff can respond to 
this by discussing costs involved but not necessarily obtaining line 
management authorisation.  This will relate only to short journeys 
and costs that fit within the escort allowance.   

There must be full, detailed support notes relating to this outing.  

6.2  Where a client is not able to give their consent to escort costs being 
incurred, the planned activity must be part of the support plans and 
be accountable to care management.  Client reviews should identify 
future options and choices that allow for flexible planning to be 
made on a daily basis, i.e. where it has been agreed in the review, 
or initial care plan, that the client is to be supported to broaden 
their experiences and opportunities, then the interpretation on a 
daily basis will allow for this but with Azure management 
monitoring the expenditure incurred by the client. 

Line management retain the right to question expenditure and if it 
is deemed inappropriate or excessive, the total amount claimed 
may not be reimbursed. In such situations the Support 
Services Director must be informed. 

Any member of staff found to be claiming money from a client that 
is in breach of the escort costs will be liable to disciplinary action 
that could potentially lead to dismissal. 

 

 

 
 


