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Lightwave Community CIO (“Lightwave”)
Expenses Policy
1. Introduction
1.1. This policy applies to any individual who is claiming expenses from Lightwave, whether an employee of Lightwave or an associated body (e.g. the St Edmundsbury and Ipswich DBF) and incumbent of the Diocese, or a volunteer

1.2. Expenses incurred by employees and volunteers will be reimbursed in accordance with the following rules, which are designed to provide for the reimbursement of reasonable out-of-pocket expenses wholly, exclusively, necessarily and incurred by an employee engaged on the business of Lightwave. 

1.3. This policy does not form part of any employee’s contract of employment and may be amended at any time.

2. Reimbursement of expenses
2.1. Lightwave will reimburse expenses properly incurred in accordance with this policy.  Any attempt to claim expenses fraudulently or in breach of this policy may result in disciplinary action. 

2.2. Expenses will only be reimbursed if they are:
· set out on a signed Lightwave claim form and submitted for authorisation to your Line Manager.
· submitted promptly after being incurred; within the same month where possible and no later than 3 months.
· supported by relevant documents (for example, VAT receipts, tickets and credit or debit card slips); and
· with a full description of the expense incurred and why it was necessary in relation to your work duties.
2.3. Any expenses without proof or purchase/receipt will not be paid, except in exceptional circumstances and approved by the Leader of Lightwave, Sally Gaze and the Lightwave Treasurer, Andrew Gosden.

2.4. Lightwave does not pay advances for expenses.


3. Travel expenses
3.1. Lightwave will reimburse traveling expenses necessarily incurred for Lightwave purposes.  This is generally limited to the cost of travel from the employee’s place of work or volunteer’s home to the destination and return.  Journeys between an employee’s home and normal place of work do not constitute business travel and may not be claimed unless your normal contractual place of work is your own home, in which case journeys to the office may be claimed.

3.2. The most economic means of travel should be chosen if practicable and you should use existing travelcards or season tickets wherever possible.

3.3. The following rates will apply:
· Where it is cost effective for you to use your car for business travel, and you have been authorised to do so (or are an “essential car user”), you can claim a mileage allowance on proof of mileage.  Details of the current mileage rates can be obtained from the Lightwave Treasurer and may be amended from time to time.  You can also claim for any necessary parking costs which must be supported by a receipt or the display ticket.   Your car must be comprehensively insured for use while on Lightwave business. 
· If you have a car owned by Lightwave or by another associated organisation, you may claim the cost of fuel you have used in connection with Lightwave’s business.
· Lightwave will reimburse the cost of standard class rail or coach fares on submission of a receipt with an expense claim form.
· Lightwave does not expect you to take a taxi where there is public transport available, unless it is cost effective due to a significant saving of journey time or the number of staff travelling together.  A receipt should be obtained for submission with an expense claim form. 
· If you are required to travel by plane in the course of your duties, you should discuss the travel arrangements with your Line Manager in advance.  Economy class air fares will be reimbursed provided these have been authorised in advance.
· Lightwave is not responsible for any fines or penalty fares which you may incur while on Lightwave business.  The responsibility for paying such fines or penalties is yours.  

3.4. It is the responsibly of claimants to familiarise themselves with the key elements of the expenses policy, and the responsibility of authorisers, (generally the employee or volunteer line managers) to understand what, by signing the form, they are authorising. By signing the form, authorisers are confirming that there is compliance with the policy as well as legitimacy and mathematical accuracy of the claim.

4. Travelling to a work venue which is not your normal place of work
4.1. When travelling by public transport (either from home or office) to a work venue which is not your normal place of work you may claim the actual fare.

4.2. When travelling from home to a work venue en route to the office (or from the office to a work venue en route to home) you may claim any extra mileage/fare involved.

4.3. When travelling from home to a work venue then back to home you may claim any mileage over and above that which you would normally do, so if the trip is less than your normal journey to work you claim nothing, if more you only claim the extra.

5. Accommodation and other overnight expenses
5.1. [bookmark: _Ref425755087]If you are required to stay away from home overnight on Lightwave business, you should agree accommodation arrangements with your Line Manager in advance.  You may claim the costs of overnight accommodation up to the value of £100 (£140 in London) with supporting documentation, such as receipt / statement of account. Lightwave will reimburse your reasonable out-of-pocket expenses for overnight stays provided they have been approved in advance by your line manager and are supported by receipts.

5.2. Lightwave will not reimburse items of a personal nature such as alcoholic drinks, newspapers, and private telephone calls. 

5.3. If you are required to leave the office on Lightwave business which necessitates you having to purchase refreshments or a meal during the course of that business, reasonable reimbursement will be made, subject to agreement with your line manager.

5.4. If you work from home you are expected to take advantage of the refreshment arrangements available to office-based staff when visiting the office, rather than claiming subsistence.

6. Telephone Calls and Data
6.1. Lightwave Employees will not normally be in the position of having to use their private telephone or mobile phone in connection with Lightwave’s business.  However, if agreed with your Line Manager, the cost of any such telephone calls may be reimbursed on production of an itemised telephone bill. 

6.2. Members of staff who are provided with Lightwave owned mobile telephones will automatically have the costs of their business calls reimbursed. Incidental private calls will be covered but please be aware that Lightwave reserve the right to recover excessive calls or data charges if necessary.  

7. Staff and client entertainment
7.1. Client entertaining means hospitality provided by Lightwave or its employees to non-Lightwave employees in connection with the business of Lightwave.  This will normally only involve senior members of staff who must judge the actual reasonable (moderate) costs of entertaining on any given genuine business occasion.   If in any doubt, you should refer to the Lightwave Treasurer for guidance.

7.2. Entertainment expenses can be claimed providing that an individual from outside the organisation is present.  Where there is no business obligation to entertain people, or the people present are all employees of Lightwave, the expenses may still be allowed but may be entered on any employees’ P11Ds depending on the tax guidance prevailing at the time.  The claim form should be completed in such a way as to provide sufficient information to indicate whether or not the expense includes at least one individual from outside the organisation – preferably by listing the names of those present.

7.3. You are reminded that while genuine and reasonable corporate hospitality is both acceptable and in keeping with the nature and purposes of the work of Lightwave, it is an offence, under the Bribery Act 2010, to offer or give a financial or other inducement to another person to perform any activity connected with a business improperly or to reward that person for doing so.  An example of such inducement or reward could include excessive or inappropriate hospitality.  For further details, please refer to Lightwave’s Anti-Corruption and Bribery Policy.  

8. Other expenses
8.1. Before incurring any other kind of expense not detailed above you should seek the prior approval of your Line Manager, and where there is a degree of uncertainty, the Lightwave Treasurer

9. Expenses for overseas visitors
9.1 Where a volunteer is hosting an overseas visitor (such as from the Diocese of Kagera), Lightwave will pay a contribution of £15 a day as an allowance towards meals, travel, and sundry items. These expenses are claimed in the normal way.

	
June 2021


	Document Control Information

	Document Owner
	Lightwave Treasurer

	Date Approved:
	June 2021 (TBC)

	Approving Committee: 
	Lightwave Community Council

	Version:
	V1

	Review Committee: 
	Lightwave Community Council

	Review period
	3 years

	Review Date:
	June 2024

	This policy is referenced/required by these other policies or by these organisations
	

	Source document(s)
	This policy is based on that drafted for Lightwave of St Edmundsbury and Ipswich Diocesan Board of Finance



Lightwave Community CIO is registered with the Charities Commission of England and Wales, No. 1193242
Registered office: St Nicholas Centre, 4 Cutler Street, Ipswich, IP1 1UQ


Page 2 of 2

3
image1.jpg
@A i~Hiwave

4 ==‘a;il





