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Summary

 

Staff member is required to travel during 
the course of their duties for the Trust. 

Is this a 
regular 
requirement? 

Yes No 

Subject to provisions, staff 
member to consider 
applying for a lease car 
(see Section 6.1.5). Is the journey above the 

mileage thresholds outlined 
in Staff Travel and 
Expenses Policy Supporting 
Documents, Appendix 1? 

Yes 

Staff member and 
Authorising Officer discuss 
and agree any business 
expenses likely to be 
incurred and agree most 
suitable means of transport. 

• Authorising Officer to agree 
method of travel, e.g.: staff 
member’s own car or public 
transport. 

• Staff member and Authorising 
Officer discuss and agree any 
business expenses likely to be 
incurred. 

Staff member undertakes journey and, 
where appropriate, submits claim using the 
Easy e-Expenses system. (See Section 
6.6 and 6.7.). 

Authorising Officer checks claim and 
receipts to ensure details are accurate and 
genuine. 

Payroll Services process 
authorised claim in 
accordance with 
governing terms and 
conditions. 

Reimbursement is made by BACS and 
included in staff member’s monthly 
salary payment or weekly payment 

No 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/StaffTravelAndExpensesPolicySupportingDocuments.docx
http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/StaffTravelAndExpensesPolicySupportingDocuments.docx
http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/StaffTravelAndExpensesPolicySupportingDocuments.docx
http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/StaffTravelAndExpensesPolicySupportingDocuments.docx
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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 
1.1. The policy sets out to provide guidance to managers and staff on the travel and 

subsistence options available to those who are required to travel during the 
course of their duties. 

1.2. It also seeks to ensure all staff are aware of the arrangements to claim 
reimbursement from the Trust for travel and subsistence expenditure necessarily 
incurred during the course of their duties. 

1.3. The method of transport to be used and the route to be taken should be the most 
economical; taking into account the nature of the task, the time of the journey, its 
urgency and the availability of transport to the individual. 

1.4. The Trust reimburses expenses on the basis of the contract that is held with an 
individual and in accordance with the Agenda for Change or Medical and Dental 
terms and conditions of service. 

1.5. Travelling expenses are reimbursed when official mileage is necessarily incurred 
by a staff member and is duly authorised by their ‘authorising officer’ prior to, 
and after, the journey being made. 

1.6. Claims should be made through the Easy e-Expenses system. Please note, staff 
can only claim for mileage if the Trust has been unable to provide an alternative 
method of transport. 

1.7. Should staff require help to complete the Travel and Subsistence claim form, 
they should contact their line manager or The Payroll Department on 01872 
258410. 

1.8. Non-adherence to this policy will result in non-reimbursement of expenses. 

1.9. This version supersedes any previous versions of this document. 

2. Purpose of this Policy/Procedure  
2.1. The aim of the policy is to give guidance to managers and staff on travel options 

and all aspects of claimable travel and subsistence expenses so that they have 
a clear and consistent understanding of the policy and processes regarding 
business travel and associated expenses. 

2.2. The procedures are in accordance with Trust policy which takes into 
consideration conditions of service and are issued to assist in making routine 
claims. 

2.3. Incorrectly completed or incomplete claims will not be processed and will be 
returned for appropriate amendment, completion and authorisation. 

2.4. Deliberate falsification of any expense claim will be treated as an act of gross 
misconduct under the Disciplinary Policy which, if proven, could lead to 
dismissal. The Trust may also have recourse to criminal proceedings through the 
legal system. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
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2.5. A separate policy covers the study leave expenses for Medical and Dental staff. 
Further information is provided in the Consultants and SAS Doctors Annual, 
Study and Professional Leave Policy. 

2.6. This policy supports the Cornwall and Isles of Scilly Health and Care Partnership 
Green Plan 2021-2026 (Green Plan), and the Trust’s ambition to achieve net 
zero carbon by 2030. 

3. Scope 
3.1. The policy applies to all staff. Please note, however, specific provisions for 

medical and dental staff (see Sections 6.7, 6.8, 6.9, 6.10 and 6.11). 

3.2. It also applies to Kernowflex workers. 

3.3. Non-employees should refer to Section 6.12 of this policy. 

4. Definitions/Glossary 
• BACS - Bankers Automated Clearing Service is a scheme for electronic 

processing of financial transactions. 

• HMRC - His Majesty’s Revenue and Customs. 

• Non-employees – E.g.: volunteers, honorary contract holders. 

• Authorising Officers - Staff who, under the Trust’s delegation scheme, are able 
to authorise travel and subsistence claims (after having checked the details are 
accurate, supported and cover genuine travel journeys). 

• CPFT Transport Services - Cornwall Partnership Foundation Trust Transport. 
Telephone number: 01208 834360.  

• RCHT Travel Office - Responsible for arranging local taxis for staff (see Section 
6.1.2). Email: rch-tr.patienttransport@nhs.net Telephone number: 01872 252211. 

During the periods when the Travel Office is closed, local taxis should be 
arranged via the Site Co-ordinator’s office who can be contacted via the main 
Switchboard: 01872 250000. 

• HSE - Health and Safety Executive. 

• DATIX - The Trust’s electronic and risk assessment tool, accessed via the Trust 
intranet site. 

5. Ownership and Responsibilities  
5.1. Role of the Chief People Officer 

Overall responsibility for the policy lies with the Chief People Officer who will 
ensure mechanisms are in place for the implementation, monitoring and review 
of the policy. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10144827
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10144827
mailto:rch-tr.patienttransport@nhs.net
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5.2. Role of Authorising Officers 

Authorising Officers (as per the Trust’s Scheme of Delegation) are responsible 
for ensuring that: 

• They check all staff under their management, who are required to drive for 
work, hold the appropriate entitlement by ensuring copies of the staff 
members’ driving licence, business-use insurance (certificate as opposed to 
schedule) and MOT certificate are held on file and reviewed at intervals not 
exceeding 12 months. 

• They agree the most suitable and sustainable means of transport for routine 
journeys that staff have to make in the performance of their duties. If a 
particular journey is unusual, in terms of distance and/or purpose, the mode 
of travel must be agreed between the Authorising Officer and member of 
staff beforehand. 

• They agree, where the mileage to be travelled is above the mileage 
threshold outlined in Appendix 1, Staff Travel and Expenses Policy 
Supporting Documents, the most suitable and sustainable means of 
transport with the member of staff. 

• Travel and subsistence expenses are only reimbursed when official 
business expenses are necessarily incurred by an individual performing 
duties for the Trust. 

• They check all travel and subsistence claims to ensure that the details of the 
claims are accurate, supported and cover genuine expenses that have been 
incurred by the claimant. 

• They manage and authorise any claims for excess mileage that may arise in 
connection with a compulsory change of contracted base (see Section 
6.8.3). 

• They remind staff of the requirement to submit claims regularly. 

• In conjunction with their Finance Manager, they establish and monitor their 
staff members’ eligibility for lease car user status. (See Section 6.1.4.). 

• In the event of an accident or incident during any driving at work, the details 
are fully recorded in Datix, the Trust incident reporting system. 

• Where a member of staff reports that they have been instructed not to drive 
due to a medical condition, make a referral to Occupational Health (OH) for 
monitoring and assessment. Ensuring any reports are maintained in 
confidence in accordance Information Use Framework Policy. 

5.3. Role of Individual Staff 

All staff members are responsible for ensuring that: 

• Where it is appropriate for them to drive, they have a valid driving licence 
before and whilst using a vehicle on Trust business. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10300693
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• Where it is deemed appropriate for them to use their own vehicle, they 
provide evidence they have the appropriate insurance for business travel in 
respect of the vehicle (including cover against risk of injury or death of 
passengers and damage to property while the car is used on official 
business). A valid MOT certificate and records to demonstrate the vehicle is 
properly maintained must be in place before and whilst using a private car 
on Trust business. 

• They drive in a safe manner in accordance with the Highway Code and UK 
legislation, including adherence to speed limits, braking distances and traffic 
signs. 

• They do not drive at any time while their judgement and/or physical ability 
are impaired by illness, the use of alcohol, drugs, medicine or tiredness. 

• They report any driving incidents (accidents, convictions, fixed penalty 
notices or prosecutions) to their line manager in a timely manner. 

• They inform their manager if they have or develop a medical condition that 
prevents or may affect their ability to drive. 

• They agree, with their manager, the most suitable and sustainable means of 
transport for routine journeys they are required to make in the performance 
of their duties. If the mileage to be travelled is above the mileage threshold 
outlined in Appendix 1, Staff Travel and Expenses Policy Supporting 
Documents or if a particular journey is unusual, in terms of distance and/or 
purpose, the mode of travel must be agreed with their Authorising Officer 
beforehand. 

• They submit for payment a supported, accurate and genuine claim, duly 
authorised by the appropriate Authorising Officer. 

• They submit claims for expenses incurred on a regular basis, noting claims 
over three months old will need to be approved by the appropriate Executive 
Director and that any claims over 12 months old will not be paid. 

• They do not fraudulently claim expenses or abuse the Trust’s travel and 
expenses procedures. Counter-Fraud will investigate any suspected abuses 
and could instigate criminal proceedings for fraudulently claiming expenses. 

• They are aware that fraudulently claiming expenses is also a potential 
reason for dismissal and will be investigated in accordance with the Trust’s 
Disciplinary Policy. 

• They read the Trust’s Driving at Work Policy and sign the declaration 
contained therein. 

5.4. Role of the RCHT Staff Travel Office 

The RCHT Staff Travel Office is responsible for arranging local taxis for staff 
(see Section 6.1.2). 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10301392
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5.5. Role of Payroll Services 

Payroll Services are responsible for:  

• Processing and payment of fully completed and authorised claims in 
accordance with the governing terms and conditions. 

• Providing annual reports on staff mileage to support the most effective use 
of Trust lease cars (for all staff). 

5.6. Role of Cornwall Partnership Foundation Trust (CPFT) 
Transport Services 

CPFT Transport Services are responsible for: 

• Providing fleet management information and guidance for all Trust owned or 
leased vehicles. 

• The provision of leased or owned pool cars from application to de-fleeting. 

• Ensuring that new or replacement pool cars are zero or ultra-low emission 
rated where possible. 

• Working with service leads to accurately define and procure specific 
commercial vehicles in line with approved NHS procurement routes. 

• Providing support for service managers, teams and drivers to maintain any 
leased or Trust owned vehicle during all aspects of use. 

• Fleet insurers’ requirements by operating and managing the employee 
drivers’ database including driving licence verification and management of 
restricted driving licences for staff required to drive leased or owned pool 
cars, lease cars and commercial vehicles. This includes the provision of a 
web-based register accessible to all staff. 

• Fleet insurance including accident management, lease and owned vehicle 
supplier contract management. 

5.7. Role of Occupational Health 

The Occupational Health Department will ensure: 

• Suitable support is available and provided for any staff members who 
require intervention to undertake driving at work. 

• The appropriate line manager is notified of any health condition that may 
compromise a staff member’s ability to drive in a safe and competent 
manner that is brought to their attention by referral, assessment or 
notification from another healthcare professional. 
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5.8. Role of Safety, Fire and Security Department 

The Safety, Fire and Security Department will: 

• Support managers in the understanding of the Driving at Work Policy. 

• Make available any other advice and guidance published by the Royal 
Society of the Prevention of Accidents, Department of Transport (DOT), 
HSE and trade union organisations including Driving at Work Guidance 
published by the DOT and HSE. 

6. Standards and Practice 
6.1. Sustainable Travel 

6.1.1. Context 

6.1.1.1 The NHS currently accounts for around five percent of UK 
carbon emissions and NHS England/Improvement has set out 
a strategy for the NHS to become the “world’s first carbon net 
zero national health system”. 

6.1.1.2 Alongside this, Cornwall Council declared a climate emergency 
in June 2019 with an ambition to achieve net zero carbon 
emissions by 2030. In response to these commitments and as 
leading employers and healthcare providers, RCHT has also 
committed to the goal of net zero by 2030. 

6.1.1.3 The scope of the Green Plan extends beyond the direct carbon 
emissions from hospital activities, to include carbon emissions 
from energy supply, emissions attributed to staff and patient 
travel, as well as emissions from producing and transporting 
goods throughout our supply chain. 

6.1.2. Air Quality and Health 

Poor air quality is one of the largest environmental risks to public health. 
In England, air quality related diseases are responsible for almost 30% 
of preventable deaths each year. The causes of air pollution and 
climate change are often the same and the Trust has committed to use 
our Green Plan to address both. 

6.1.3. Remote Working 

6.1.3.1 Remote/Agile working, virtual meetings and online conferences 
have become the normal way of working for many of our staff 
with many digital alternatives having proven successful and 
popular. 

6.1.3.2 As a Trust we will continue to embrace this opportunity to 
reduce travel related emissions and environmental impacts. 
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6.1.4. Actions 

6.1.4.1 The Trust encourages staff and patients to use sustainable 
modes of travel and is investing in technology and facilities to 
enhance virtual meetings as well as encourage online 
attendance for conferences. 

6.1.4.2 Staff are encouraged to contact the Sustainability team with 
suggestions, ideas and opportunities for improvement, to 
further encourage the use of sustainable modes of travel. 

6.2. Travelling by Road 

6.2.1 Preferred Option 

6.2.1.1 Generally, where the mileage to be travelled (excluding home 
to base mileage) is below the threshold set out in Appendix 1, 
Staff Travel and Expenses Policy Supporting Documents, 
travel will be by a staff member’s own car or public transport. 

6.2.1.2 For journeys where mileage to be travelled is above the 
threshold set out in Appendix 1, Staff Travel and Expenses 
Policy Supporting Documents, consideration should be given to 
the use of a rental car (see Section 6.1.3 and Appendix 2, Staff 
Travel and Expenses Policy Supporting Documents. 

6.2.2 Taxis 

6.2.2.1 Taxis should only be used by staff for essential and official 
Trust business when, after all other practical solutions have 
been explored, this is found to be the only feasible mode of 
transport. Where taxis are required locally, bookings should be 
made via the RCHT Staff Travel Office (see Section 4.6 for 
contact details). 

6.2.2.2 Some of the exceptional circumstances when a taxi may be 
used include: 

• Where a member of staff is called out to an emergency, 
has no access to transport and alternative public transport 
would cause unacceptable delay. 

• Where a member of staff is on duty and is required, at 
short notice, to report/work elsewhere and no other 
appropriate transport is available. 

• Where a member of staff is required to work at a base that 
is not their normal base and taxi costs are less than 
travelling/parking costs and alternative public transport 
would cause unacceptable delay. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
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• Where a member of staff is required to travel a long 
distance and intends travelling by public transport, e.g. rail 
it may be appropriate for a taxi to transport the member of 
staff to the appropriate train station. 

• Where a member of staff requires a reasonable adjustment 
under the Equality Act. 

6.2.2.3 The Authorising Officer should establish the need for the taxi 
in accordance with the exceptional circumstances criteria 
shown above. If they agree that taxi transport is warranted, 
they should contact the RCHT Staff Travel Office, (see section 
4.6) who will pre-book the taxi. 

6.2.2.4 Taxi claims out of county to enable travel can be claimed as 
part of the Trust’s travel expenses process on production of a 
receipt. 

6.2.3 Rental Car 

6.2.3.1 For journeys below the mileage threshold outlined in Appendix 
1, Staff Travel and Expenses Policy Supporting Documents, a 
rental vehicle can be hired provided it is the ‘preferred option’ - 
see Section 6.2.1. Please note: this option is not available to 
anyone who is a lease car holder. 

6.2.3.2 The booking process is set out in Appendix 2 Staff Travel and 
Expenses Policy Supporting Documents. 

6.2.3.3 The vehicle should normally be delivered to and collected from 
the staff member’s home address. This will require the Trust to 
release the staff member’s home address details. By agreeing 
to the provision of a vehicle, a staff member is confirming that 
they are aware of the risk and agree with the Trust supplying 
Person Identifiable Information to a third party. 

6.2.3.4 The vehicle will be delivered with a full tank of fuel. It must be 
returned with a full tank of fuel and claims for fuel 
reimbursement should be made in the normal manner through 
the Trust’s approved Travel and Subsistence Claim process 
and must be accompanied by receipts. 

6.2.3.5 Rental charges include comprehensive insurance. The onus is 
on the individual to ensure that the vehicle is checked for 
damage and that all such instances are reported to the hire 
company at the time of delivery.  

6.2.3.6 All journeys should be direct to destination only. Private 
mileage/usage should not be undertaken under any 
circumstance. If, in exceptional circumstances, private mileage 
is undertaken, it will be deemed a benefit in kind and may be 
considered a taxable benefit by His Majesty’s Revenue and 
Customs (HMRC). 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527


Staff Travel and Expenses Policy V3.0 

Page 13 of 30 

6.2.3.7 Mobility or automatic vehicles - where staff have a restricted 
driving licence limited to automatic only vehicles (or have a 
requirement for an adapted vehicle for medical/mobility 
reasons) this must be discussed with their manager 
(Authorising Officer) when considering the most appropriate 
form of business travel. 

6.2.3.8 If it is agreed that the staff member use their own adapted 
vehicle, reimbursement for travel will be paid at the rates 
applicable under NHS Terms and Conditions Agenda for 
Change and Medical and Dental Terms and Conditions. 

6.2.4 Lease car 

6.2.4.1 Staff members who travel regularly and meet the 
requirements detailed below can apply for a lease car which is 
organised through the Trust. This needs to be assessed on an 
individual basis and authorised by the Authorising Officer. 
Further details on the scheme and an application form can be 
obtained from CPFT Transport Services on 01208 834360. 

6.2.4.2 Staff members can apply for a lease car if they can be 
expected to: 

• Travel over 3,500 miles each year and will continue to do 
so for a three- year period. 

• Travel over 1,250 miles per year and use their own car on 
an average of three days per week and will continue to do 
so for a three-year period. 

• Travel over 1,000 miles per year and use their own car on 
an average of four days per week and will continue to do 
so for a three-year period. 

6.2.4.3 All mileage, regardless of journey, will be reimbursed at lease 
car rates which are locally determined by the Trust (details 
available from the Payroll Department). The mileage 
reimbursement rates, determined under NHS Terms and 
Conditions Agenda for Change and the Medical and Dental 
Terms and Conditions, do not apply to any mileage 
undertaken in a lease vehicle. 

6.2.4.4 In the event that a staff member is absent through sickness or 
maternity leave, it is the staff member’s responsibility to inform 
CPFT Transport Services. Lease car deductions will continue 
to be taken. Where a staff member’s salary reduces to the 
extent that the lease car deductions cannot be taken directly 
from salary, payments must continue to be made. Please 
contact CPFT Transport Services on 01208 834360 for further 
advice. 

https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/publications/tchandbook
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
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6.2.4.5 Staff members applying for a lease or pool car who have a 
medical condition that is being, or could be, made worse by 
the volume of driving or type of vehicle used for business 
travel can apply for a mobility assessment. In some cases 
financial support is available to offset additional costs 
associated with providing a suitable recommended vehicle. 
For further information, please contact CPFT Transport 
Services on 01208 834360. 

6.2.4.6 If it is identified as part of the annual review that an individual 
has undertaken sufficient mileage to be eligible to apply for a 
lease car (excess of 3500 miles) but decides not to pursue 
this option, all further mileage will be paid at reserve rate until 
the next review is undertaken. 

6.2.5 Salary Sacrifice Lease Car Scheme 

6.2.5.1 Staff members can lease a car through the Trust’s Salary 
Sacrifice car scheme. 

6.2.5.2 The car is deemed a private car and all business mileage, 
regardless of purpose of journey, is reimbursed at salary 
sacrifice rates which are locally determined by the Trust. The 
mileage rate is reviewed by the Finance Department in line 
with HMRC guidance (currently on a quarterly basis). Further 
information about the current rate is available from the Staff 
Expenses Team within the Payroll Department on telephone 
number 01872 258410. 

6.2.5.3 Further details regarding the Salary Sacrifice Lease Car 
Scheme are available from the Trust intranet. 

6.2.6 Cycling 

6.2.6.1 The Trust encourages the use of bicycles where practicable 
for work purposes. 

6.2.6.2 A mileage allowance is payable to staff using their own bicycle 
for work- related travel. 

6.2.6.3 It is the responsibility of the staff member to ensure that the 
bicycle is in good working order, serviced and maintained. 

6.2.6.4 Employees are responsible for their own and for others’ safety 
on the road. They have a duty to comply with the Road Traffic 
Act and Highway Code when driving or cycling at work. 

  

https://www.ss4c.com/
https://www.ss4c.com/
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6.3. Travelling by Rail 
6.3.1 Rail fares will only be reimbursed for second-class travel. Where first- 

class travel tickets have been purchased reimbursement will be made 
at the second-class travel cost. However, where advance first-class 
tickets are purchased and are cheaper than second-class, their cost will 
be reimbursed on provision of supportive evidence, typically a 
screenshot which shows the comparison. 

6.3.2 It is possible to obtain reimbursement for sleeper berths if this is the 
most efficient way to attend a meeting (i.e. where it is less expensive 
and less time consuming travelling up in an afternoon and staying in a 
Bed and Breakfast overnight for an early morning meeting). 

6.4. Travelling by Air 

6.4.1 Air travel within the UK will only be reimbursed by the Trust if it can be 
justified due to time or cost savings. In the event that this is the case, 
the Authorising Officer must authorise the journey prior to it being 
undertaken and must be able to demonstrate the time/cost savings 
involved. 

6.4.2 For staff taking up appointment from overseas, travel can only be 
claimed from the port of entry into the UK. 

6.5. Transport of Trust Equipment/Property 

6.6.1 Health and Safety Considerations 

6.5.1.1 Staff members who use their vehicles in the performance of 
their duties may be required to take equipment with them. The 
Trust has a duty of care under the Health and Safety at Work 
Act 1974 and related legislation to ensure that this does not 
cause a risk to the health and safety of the employee. 

6.5.1.2 Staff members should not carry equipment which is heavy or 
bulky unless a risk assessment has been carried out 
beforehand. Where the assessment has demonstrated it is 
safe, an allowance, in accordance with Section 17 of Agenda 
for Change (AFC) terms and conditions, shall be paid for the 
eligible miles for which the equipment is carried provided that, 
either: 

• The equipment exceeds a weight which could reasonably 
be carried by hand. 

• Equipment cannot be carried in the boot of the vehicle and 
is so bulky as to reduce the seating capacity of the vehicle. 

6.5.1.3 For further information, staff are advised to contact the Trust’s 
Health and Safety Department and/or refer to the following 
Trust policies: 
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• Operational Health and Safety Policy for the use and 
management of Hazardous Substances (COSHH). 

• Driving at Work Health and Safety Policy. 

• Health and Safety General Policy. 

• Lone Working policy (re vehicle risk assessments). 

• Dangerous Goods by Road Policy. 

6.6.2 Security 

6.5.2.1 Person identifiable information should only be transported with 
the prior agreement of your line manager and it must always 
be in line with the requirements of the Trust. 

6.5.2.2 During transportation all records must be in a suitable 
container and placed within the boot of a car. Every effort 
must be made to ensure the records cannot be observed from 
outside the vehicle. 

6.5.2.3 Staff who undertake visits to a patient/person’s home, where 
there is a need for records to be available, should ensure the 
records are secured in an appropriate bag/envelope/container 
during their transportation between the vehicle and the 
intended destination. The records must not be transported 
loose as there is a risk of the records being dropped or 
otherwise put at risk of loss. 

6.5.2.4 No personal identifiable information should be left unattended 
overnight in a vehicle. It should be safely and securely stored 
in the staff member’s accommodation. 

6.5.2.5 Staff should take all reasonable care when transporting Trust 
equipment or property. The items carried should be kept to a 
minimum and staff should always satisfy themselves that it is 
really necessary before doing so. Items must be kept locked 
and out of sight (e.g. within the boot of a car) whenever 
possible and particularly if the vehicle has to be left 
unattended for any period of time. 

6.5.2.6 Whenever practicable Trust property (not personal records) 
should be removed from a vehicle overnight and kept in the 
staff member’s secure accommodation. 

6.5.2.7 The Trust would not seek to differentiate between the loss or 
damage to its own property merely on the basis of its location. 
An item of equipment lost or damaged whilst in a staff 
member’s own car would be treated exactly the same as if the 
piece of equipment were located on Trust premises. The Trust 
would meet the cost of repair or replacement and not seek to 
recover this through the staff member’s insurance. 
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6.5.2.8 However, if the loss was found to have occurred through 
some negligent act of the staff member, e.g. equipment left on 
show in a car or that a car was left unlocked, the Trust would 
still meet the cost of the replacement but it is possible that the 
member of staff may be subject to the Trust’s Disciplinary 
Policy in the same way as if the equipment had been on the 
Trust premises. Any loss of personal identifiable data where 
there has not been the appropriate safeguards put in place 
could be considered a breach of the Data Protection Act and 
could result in disciplinary action undertaken by the Trust and 
potential civil action taken by the data subject. 

6.6. Mileage Rates and Expenses Amounts Payable 

6.6.1 Mileage rates and expense amounts for private vehicle use are 
contained within Annex 12 of the Agenda for Change Terms and 
Conditions of Service (for non-medical staff) or via the Medical and 
Dental Regulations (medical and dental staff). Rates are negotiated at 
national level and implemented nationally upon agreement except the 
rate for lease car mileage. For further details, please refer to the NHS 
Employers’ website www.nhsemployers.org. 

6.6.2 The lease car mileage rate is agreed locally. The mileage rate is 
reviewed by the Finance Department in line with HMRC guidance 
(currently on a quarterly basis). Further information about the current 
rate is available from the Staff Expenses Team within the Payroll 
Department on telephone number 01872 258410. 

6.6.3 The Chairman and Non-Executive Directors are reimbursed in 
accordance with Agenda for Change terms and conditions. Locally 
determined regulations cannot be applied to Non-Executive Directors. 

6.7. Submitting a Claim for Reimbursement of Expenses 

6.7.1 e-Expenses system 

6.7.1.1 All staff will claim travel and subsistence using the Easy e-
Expenses system. 

6.7.1.2 Claims must only be completed by the claimant and submitted 
for authorisation to their Authorising Officer. The Authorising 
Officer must validate the journeys claimed and ensure that 
receipts are provided in support. Once checked, the 
Authorising Officer should confirm the details of the claim as 
correct and submit for payment. 

6.7.1.3 Claims should be submitted on a regular monthly basis to 
allow for effective management of budgets. Claims which are 
over three months old must be submitted to the appropriate 
Executive Director for further approval and sign-off. Claims 
over 12 months old will not be paid. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://www.nhsemployers.org/home
http://www.nhsemployers.org/home
http://www.nhsemployers.org/
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6.7.1.4 Deliberate falsification of an expense claim will be treated as 
an act of gross misconduct under the Trust’s Disciplinary 
Policy which, if proven, could lead to dismissal. Counter-Fraud 
will investigate any suspected abuses and could instigate 
criminal proceedings through the legal system. 

6.7.2 Mileage claims using e-Expenses 

6.7.2.1 All journeys must start or end at either ‘Home’ or ‘Base’. 

6.7.2.2 Postcodes will be used for all other journey destinations 
undertaken. 

6.7.2.3 Mileage travelled will be calculated based on the shortest 
most practicable route. 

6.7.2.4 Where in exceptional circumstances this may not be possible 
(e.g. due to roadworks, summer traffic causing significant 
delays), an appropriate divert, which must be discussed with 
and approved by the line manager, should be inputted. 

6.7.2.5 Reimbursement calculations are based on the purpose and 
destination of journey and require the car details to ensure 
that the correct mileage rate is applied. 

6.7.3 Travel Related Costs 

6.7.3.1 All claims must include paid invoices or receipts for all 
individual items of travel on public transport, subsistence, fuel, 
course fees, etc. These should be uploaded using the e-
Expenses system. 

6.7.3.2 In the event that receipts are lost, a duplicate must be 
obtained or proof of payment provided before payment can be 
made. 

6.7.3.3 Public transport – fares actually incurred will be reimbursed 
for trains, tube, bus and boat, etc. Receipts must be uploaded 
on the e-Expenses system. 

6.7.3.4 Taxis – in circumstances where public transport would not be 
appropriate and a taxi cannot be booked via the RCHT Staff 
Travel Office, e.g.: where a taxi journey is necessary as part of 
the travel arrangements for an out of county meeting, staff 
members may claim full reimbursement for fares incurred. 
Receipts must be uploaded on the e-Expenses system. 

6.7.3.5 Tolls, fees, etc – staff members may claim the costs of bridge 
tolls, ferries, car parking fees, etc, incurred while carrying out 
official Trust business. Receipts must be uploaded on the e-
Expenses system. 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
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6.7.3.6 It is acknowledged that car parking tickets can sometimes be 
retained on leaving. In these instances, payment for parking 
may still be claimed where the Authorising Officer has 
approved payment without receipt and the value is less than 
£5.00. The Authorising Officer must clearly state on the 
expenses claim that the receipt has been lost or is unavailable 
and authorise payment to be processed without a receipt. 

6.7.4 Subsistence and Allowances 

6.7.4.1 Subsistence allowances payable are contained within Annex 
14 of the Agenda for Change Terms and Conditions or the 
Medical and Dental Regulations. 

6.7.4.2 Subsistence will only be reimbursed if there is a necessity to 
purchase food which would not ordinarily have been incurred. 
If food is usually purchased or brought in from home through 
the course of a normal working day, a claim for subsistence 
should not be made. 

6.7.4.3 Receipts must be provided to support all claims for commercial 
accommodation, meals, rail travel, course fees, etc. Where 
receipts have been lost, duplicates must be provided or 
evidence of payments made (i.e.: bank statements). Payments 
will not be reimbursed without supporting invoices or receipts 
uploaded on the e-Expenses system. 

6.7.5 Non-commercial accommodation (staying with friends or 
family) 

Allowances for staying in non-commercial accommodation (i.e.: family, 
friends, etc) will be reimbursed as per the Agenda for Change Terms 
and Conditions or Medical and Dental Regulations. 

6.7.6 When is the actual payment made? 

Payment will be made by BACS and included in the staff member’s 
monthly salary payment or weekly wages. 

6.8. User status 

6.8.1 Claimants have either a standard user status or lease car user status. 

6.8.2 The status depends on the number of miles/frequency of journeys 
made and whether a lease car arrangement has been put in place. 

6.8.3 The majority of staff who do not travel over 3,500 miles each year will 
automatically have standard user status. 
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6.8.4 Staff members who travel regularly and meet the requirements detailed 
in Section 6.1.4 can apply for lease car user status. Eligibility will be 
established and monitored by the staff member’s line manager 
(Authorising Officer) with assistance from the appropriate Divisional 
Finance Manager. 

6.8.5 The status is granted to the post not to the individual. As a general 
guidance previous post-holder activity will provide the information on 
which to base a decision for changing status. For a new post it can help 
to monitor activity over a period of six months. The status will determine 
the rate at which claims will be paid. 

6.9. Home to Base 

In certain circumstances you can claim for journeys made between your home 
and your base. 

6.9.1 Agenda for Change Staff 

• If you return to work outside your normal contracted hours to work 
additional shifts (i.e. overtime), you can claim for all the mileage 
incurred between your home and your base. This additional mileage 
is reimbursed at the reserve rate. 

• If you return to work outside your normal contracted hours as part of 
an on-call duty, you can claim for all the mileage incurred between 
your home and your base. This additional mileage is reimbursed at 
the standard rate. 

• If you are recalled to work but do not/cannot make a claim for 
overtime, mileage from home to base can be claimed at the 
standard rate. 

• Further details regarding the rates can be obtained from Section 17 
of the Agenda for Change (AFC) terms and conditions. 

6.9.2 Medical and Dental staff 

If you return to work outside your normal contracted hours to work 
additional shifts (i.e. overtime), you can claim for all the mileage 
incurred between your home and your base. This additional mileage is 
reimbursed at the public transport rate. 

• If you return to work outside your normal contracted hours as part of 
an on-call duty, you can claim for all the mileage incurred between 
your home and your base. This additional mileage is reimbursed at 
the business rate. 
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• Under the Medical and Dental Regulations (not Agenda for Change), 
if you return to work as a result of an emergency call out, the 
mileage between your home and work will be reimbursed at the 
standard rate and will not be subject to tax deductions as per the His 
Majesty’s Revenue and Customs (HMRC) regulations. However, to 
satisfy the HMRC regulations, records must be readily available 
which clearly show that emergency medical advice was provided on 
the telephone and that advice was required throughout the journey 
from home to base. 

6.9.3 Excess Mileage 

• If there has been a compulsory change of contracted base, either 
permanent or temporary, and you incur more mileage as a result of 
the change, you can claim the difference between the old 
commutable journey and the new commutable journey. That is, you 
will be paid the difference between your home to old base and home 
to new base mileage provided mileage to the new base is greater 
when calculated at the shortest practical route. 

• It is payable for the duration of the temporary change (up to a 
maximum period of 24 months) or maximum period of four years if 
the change is permanent (inclusive of any time period when claims 
for a temporary base have been made). This is in accordance with 
HMRC regulations around mileage payments. 

If you think you are entitled to excess mileage you should discuss this 
with your manager who will liaise with Human Resources. 

• Excess mileage claims should be submitted through the e-Expenses 
system. 

• Excess mileage reimbursement will cease if an employee voluntarily 
applies and is successful in obtaining a new post. 

• In the event that an employee moves house during the period of 
excess mileage reimbursement, the excess mileage will cease 

6.10. Travelling from home to destinations other than your normal 
contracted base: what can you claim? 

6.10.1 Agenda for Change staff 

When travelling direct between your home and another destination 
(other than your contracted base) you can only claim the mileage that 
has been incurred over and above your normal commuting journey. 
This is called ‘eligible mileage’. The e-Expenses system will 
automatically deduct this from the journey claimed. 
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6.10.2 Medical and Dental staff 

• When travelling direct between your home and another destination 
(other than your contracted base) you can only claim the mileage 
that would result in the least distance travelled. This would be either: 

 The mileage between your contracted base and the other 
destination. 

 The mileage between your home and the other destination. 

• This is known as ‘The Lesser of’ rule or ‘Triangular Travel’ and 
therefore medical and dental staff should travel from home where it 
would incur less mileage to do so. 

6.11. Out of County Mileage 

6.11.1 Where services are set up or re-aligned to cover counties other than 
Cornwall, (i.e. Devon), business mileage will be reimbursed at the 
standard rate. 

6.11.2 Staff who undertake journeys in excess of the mileage thresholds 
outlined in Appendix 1, Staff Travel and Expenses Policy Supporting 
Documents, which will include out of region mileage, will be expected to 
use a rental car or travel to their destination by rail. 

6.11.3 Staff members who travel to a destination out of county using their own 
car will be reimbursed for mileage travelled at reserve/public transport 
rate for Agenda for Change/medical and dental staff respectively. 

6.12. Expenses for Non-Employees 

6.12.1 Expenses can be claimed by certain non-employees, e.g. volunteers or 
honorary contract holders. 

6.12.2 Reimbursement is at the discretion of the line manager (Authorising 
Officer) and is payable at reserve rate. 

6.12.3 In all cases a Travel and Subsistence Claim Form should be completed 
and forwarded to the Payments Section, Finance Department, Carlyon 
House, Royal Cornwall Hospitals NHS Trust, Truro, TR1 3LJ. Bank 
account details will need to be supplied along with the form to ensure 
direct payment. 

7. Dissemination and Implementation 
7.1. A copy of the policy will be stored electronically in the HR section of the Trust’s 

document library on the internet/intranet site. 

7.2. A copy of the policy will be circulated to members of the Payroll Department 
including Staff Expenses Team, HR Business Partner Teams, the RCHT 
Transport Office and the Finance Department to enable them to participate in 
and support the implementation of the policy. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10369527
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7.3. A clear communication will be sent to managers to make them aware that the 
revised policy has been issued and that they are responsible for cascading the 
information to their staff members, including staff members who do not have 
regular access to e-mail. 

7.4. The Chairs of both Staff Side Committees (JCNC and JLNC) will be advised of 
the issue of the new policy. 

8. Monitoring compliance and effectiveness 

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

• Employees whose business miles thresholds exceed 3500. 

• Employees whose lease car miles are less than 3500. 

Lead Finance Department 

Tool Electronic Staff Record 

Frequency Annually 

Reporting 
arrangements Finance Department with Divisional co-operation. 

Acting on 
recommendations 
and Lead(s) 

The Finance Department will ensure subsequent 
recommendations are pursued. This may include the development 
of an action plan to address any deficiencies within an agreed 
time-frame. 

Change in practice 
and lessons to be 
shared 

Any system improvements agreed via the action planning process 
will be actioned in partnership with Staff-Side within three months. 
Lessons will be shared with all the relevant stakeholders. Any 
revision to policy will be communicated to staff. 

9. Updating and Review 
9.1. The policy will be reviewed every three years or earlier in view of any 

developments which take place that may include legislative changes, national 
policy instruction (NHS or Department of Health), a Trust Board decision, or 
request by either party. 

9.2. Where the revisions are significant and the overall policy is changed, the policy 
will be taken through the standard consultation, approval and dissemination 
processes. 

9.3. Where the revisions are minor, approval will be sought from the Executive 
Director responsible for signatory approval, and the policy will be re-published 
accordingly without having gone through the full consultation and ratification 
process. All changes will be reported to Staff-Side prior to re-issue. 

  



Staff Travel and Expenses Policy V3.0 

Page 24 of 30 

10. Equality and Diversity  
10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 

Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done. This policy concerns 
all aspects of employment for existing staff and potential employees.  

10.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Staff Travel and Expenses Policy V3.0 

This document replaces (exact 
title of previous version): Staff Travel and Expenses Policy V2.2 

Date Issued/Approved: January 2026 

Date Valid From: February 2026 

Date Valid To: February 2029 

Author/Owner: Caroline Griffiths, Payroll Manager 

Contact details: 01872 258412 

Brief summary of contents: 

This policy sets out to provide guidance to managers 
and staff on the: 
 Travel and subsistence options available when 

staff are required to travel during the course of 
their duties. 

 Arrangements that will apply when staff claim 
reimbursement from the Trust for travel and 
subsistence expenses necessarily incurred during 
the course of their duties. 

Suggested Keywords: 
Travel, expenses, mileage subsistence, staff 
expenses, mileage allowance, hire car, excess 
mileage. 

Target Audience: 
RCHT:  Yes 
CFT: No 
CIOS ICB:  No 

Executive Director responsible 
for Policy: Chief People Officer 

Approval route for consultation 
and ratification: Joint Consultancy Negotiation Committee (JCNC) 

Manager confirming approval 
processes: Deputy Chief People Officer 

Name of Governance Lead 
confirming consultation and 
ratification: 

Leanne Austin, interim Governance Manager, Head 
of People Experience 
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Information Category Detailed Information 

Links to key external standards: 
• Agenda for Change/Medical and Dental Terms 

and Conditions. 

• His Majesty’s Revenue and Customs. 

Related Documents: 

• Consultants and SAS Doctor Annual, Study, and 
Professional Leave Policy. 

• Counter Fraud and Corruption against the 
National Health Service Policy. 

• Disciplinary Policy. 

• Driving at Work Policy. 

• Health and Safety General Policy. 

• Information Use Framework Policy. 

• Lone Working Policy (re vehicle risk 
assessments). 

• Medical and Dental Terms and Condition of 
Service. 

• Dangerous Goods by Road Policy. 

• NHS Terms and Conditions of Service. 

• Management and Use of Hazardous Substances 
(COSHH) Policy. 

• Standing Orders, Standing Financial Instructions 
and Scheme of Reservation and Detailed Scheme 
of Delegation. 

Training Need Identified: No 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder/Sub 
Folder: Human Resources 

Version Control Table  

Date Version 
Number Summary of Changes Changes Made 

by 

January 
2004 V1.0 Initial issue Finance 

July 2016 V2.0 Complete Revision. 
Head of Business 
Support Services 
and 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10144827
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10144827
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138508
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138508
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163119
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10301392
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10139582
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10300693
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10213701
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
https://www.nhsemployers.org/topics/pay-pensions-and-reward/medical-and-dental-pay-and-contracts
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10301391
https://www.nhsemployers.org/topics/pay-pensions-and-reward/nhs-terms-and-conditions-service-tcs-agenda-change
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10159332
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10159332
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10206276
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10206276
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10206276
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Date Version 
Number Summary of Changes Changes Made 

by 
HR Business 
Partner for 
Policies 

December 
2016 V2.1 

References to Annexes amended to reflect 
new NHS Terms and Conditions of Service 
Handbook. 

HR Business 
Partner for 
Policies and 
Projects 

July 2018 V2.2 

 Addition of Appendix 5 – Rules of the 
Lease Car scheme (revised February 
2018). 

 Inclusion of information and guidance 
relating to E-Expenses as appropriate 
throughout the policy. 

 Format updated to comply with Trust 
revised template. 

Head of Business 
Support Services 
and 
HR Business 
Partner for 
Policies 

August 
2025 V3.0 

Full Policy Review including: 

• Addition of e Expenses System. 

• Removal of COVID 19 temporary 
procedures. 

• Removal of appendices 3, 4 and 5 and 
creation of Staff Travel and Expenses 
Policy Supporting Documents. 

Transfer to current Trust approved 
template. 

Caroline Griffiths, 
Payroll Manager 

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  
The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the 
strategy/policy/proposal/service 
function to be assessed: 

Staff Travel and Expenses Policy V3.0 

Department and Service Area: Human Resources 

Is this a new or existing document? Existing 

Name of individual completing EIA 
(Should be completed by an individual 
with a good understanding of the 
Service/Policy): 

Caroline Griffiths, Payroll Manager 

Contact details: 01872 258412 
 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 
(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

Policy sets out to provide guidance to managers and staff on 
the: 

• Travel and Subsistence options available to all staff who 
are required to travel during the performance of their 
duties for the Trust. 

• Arrangements in place to claim reimbursement from the 
trust for travel and subsistence expenditure necessarily 
incurred during the course of duties. 

2. Policy Objectives A fair and equitable system for reimbursement of expenses. 

3. Policy Intended 
Outcomes 

• Staff use the most cost effective and cost efficient travel 
options available in the circumstances. 

• All travel and subsistence claim forms submitted are 
supported, accurate   and cover genuine expenses that 
have been incurred. 

4. How will you measure 
each outcome? 

Please see Section 8 of the policy, entitled, ’Monitoring 
compliance and effectiveness’. 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

5. Who is intended to 
benefit from the policy? Staff and Trust. 

6a. Who did you consult 
with? 
(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients/visitors: No 

• Local groups/system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 
Joint Consultative Negotiation Committee (JCNC) 

6c. What was the outcome 
of the consultation?  Agreed 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 
No 

 
7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 
Protected Characteristic (Yes or No) Rationale 

Age No  

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

Mobility or automatic vehicles 

Provision is made in the policy for staff who 
have restricted driving licence limited to 
automatic only vehicles so the most 
appropriate form of business travel can be 
identified. 
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Protected Characteristic (Yes or No) Rationale 

Religion or belief No  

Marriage and civil 
partnership No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Caroline Griffiths, Payroll 
Manager 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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