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 INTRODUCTION 1.

 Aberdeenshire Council recognises that effective business travel is essential in 

supporting the Council’s vision of providing excellent services for all; however it 

carries with it a significant financial and environmental cost as well as health 

and safety risks. 

In addition to the above the Council also has to satisfy specific legal obligations 

under Section 44 of the Climate Change (Scotland) Act 2009. In exercising its 

functions the Council must act: 

 In a way best calculated to contribute to the delivery of the Act’s 

emissions reduction targets; 

 In a way best calculated to deliver any statutory adaptation 

programme, and 

 In a way that is considers most sustainable 

Adherence to the guidance within this procedure will ensure that business travel 

arrangements are safe, fit for purpose and compliant with the Council’s 

environmental and legal obligations. 

 SCOPE 2.

 

This procedure applies to any individual travelling on behalf of Aberdeenshire 

Council and the relevant authorising officer by extension. 

This policy does not apply to teaching staff and associated professionals who 

should refer to the Other Allowances section within Part 4 of the SNCT 

Handbook. The provisions relating to the car allowance are covered by an 

LNCT agreement. 

 RESPONSIBILITIES 3.

 

It is important that employees and authorising officers are aware of their 

individual responsibilities to ensure the guidance provided within this procedure 

is adhered to. 

Employees 

 
 Adhere to health and safety regulations by following the guidance 

outlined in the Driving at Work policy;  

http://arcadia.aberdeenshire.gov.uk/?p=23412
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 Use forward planning in conjunction with the guidance provided within 

this procedure to create efficient business travel plans; 

 Ensure that personal vehicles are insured for business use and have 

current MOT certificates (if applicable); 

 Ensure that all Travelling and Subsistence claim forms are completed in 

accordance with the guidance provided within this procedure. 

Authorising Officers 

 
 Ensure that only essential travel is undertaken and that alternative 

options and forward planning are used to achieve best value; 

 Ensure that all Travelling and Subsistence claim forms are completed in 

accordance with the guidance outlined within this document before 

providing authorisation. 

 FORWARD PLANNING FLOWCHART 4.

 

The forward planning flowchart should be used by employees and authorising 

officers to support the planning of effective business travel plans. 

It is recognised that employees must have the ability to respond to 

emergency or short notice requests. In these situations the forward 

planning flowchart can be bypassed and the journey undertaken in a 

personal vehicle. However, these types of journey should be regarded as 

exceptional and in all other circumstances the flowchart should be 

followed. 
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Can audio, video or web conferencing facilities be used? 

Audio, video or web conferencing effectively removes the financial and 
environmental cost of business travel. Visit the Worksmart technology page 
through Arcadia or Arcadia Lite for more information. 

It is appreciated that in some situations the ability to travel is a core 
requirement of a post or work task. In those cases this section can be 
bypassed. 

Can public transport, e.g. train or bus, be used? 
Travelling by public transport minimises the environmental impact of business 
travel and can be more time efficient when taking into account the ability to 
work during the journey. Refer to section 4.1 for more information. 

Personal or Pool Vehicle 
For round trips involving a claimable journey of up to 
100 miles a personal vehicle can be used at the 
discretion of the employee and authorising officer if it 
represents the most efficient option in terms of 
travelling time. 
 
Employees who live or work in close proximity to a pool 
vehicle location should consider pool vehicles as the 
preferred mode of transport unless usage would result 
in a significant increase in door-to-door travel time or is 
otherwise impractical. 
 
Refer to section 4.2 and 4.4 for more information. 

 
Travel by road 

with a claimable 
journey of: 

 
 
 
 
 

Up to 100 miles 

 
 
 

In excess of 100 

miles 

 
Pool, Rental or Personal Vehicle 
For round trips involving a claimable journey in excess 
of 100 miles the use of a pool or rental vehicle should 
be considered the preferred mode of transport. 
 
Requests to use a personal vehicle must be referred to 
Corporate Travel in advance. Emergency and short 
notice exceptions apply and are detailed above.  
 
Refer to section 4.2, 4.3 and 4.4 for more information. 
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4.1 PUBLIC TRANSPORT 

 

Public transport should be considered the preferred mode of business travel 

unless it hinders service provision or significantly increases door-to-door travel 

time. Employees working with confidential information while travelling on public 

transport must ensure it is safeguarded at all times. 

It is recognised that public transport will not be a practical option for all 

employees, particularly for travel within Aberdeenshire. In these cases it 

is acceptable for an employee to consider alternative travel options 

instead. 

If the use of public transport is hindering service provision the 

authorising officer can encourage an employee to reconsider the forward 

planning flowchart to identify a more suitable travel option.  

 

TRAVEL WITHIN ABERDEENSHIRE 

 
If a business journey is undertaken by public transport within Aberdeenshire the 
actual expense incurred will be reimbursed via the Travelling and Subsistence 
claim form. Receipts must therefore be obtained and attached to the form in 
order for a payment to be made. 
 
Employees with travel concession passes should use these where possible to 
reduce the cost of travel. 
 

TRAVEL OUTWITH ABERDEENSHIRE 

 

Inter-city public transport should be arranged through Corporate Travel to 

ensure the Council can discharge its duty of care requirements and record 

travel impacts. 

If local public transport is required on arrival at the destination tickets can be 

purchased by the employee and the expense will be reimbursed via the 

Travelling and Subsistence claim form. Again, receipts must be obtained and 

attached to the form in order for a payment to be made. 

Rail travel should be restricted to specific train times to allow Corporate Travel 

to purchase lower cost ‘advance’ tickets. If flexible tickets are required a 

justification must be included within the additional information section on the 

travel application form. Corporate Travel reserve the right to purchase low cost 

advance tickets if a justification is not provided. First class travel is not 

permitted for any employee unless the overall cost of the first class ticket 

is less than the overall cost of the cheapest standard class ticket 



 

 

05-05-2014 7/18 

Tickets will be sent free of charge to the address indicated on the travel 

application form, which can be a home or office address. If ticket delivery is not 

free of charge arrangements will be made so the employee can collect the 

tickets from a self-service machine at their departure station. Ticket delivery 

fees will only be incurred in situations that Corporate Travel deem to be 

exceptional. 

The Council will purchase railcards on behalf of employees who travel regularly 

if the purchased railcard can then be used to reduce the cost of their business 

travel. Railcards can be ordered by emailing Corporate Travel on 

travel@aberdeenshire.gov.uk. Applications will be assessed and Corporate 

Travel reserve the right to reject an application where there is no evidence of 

regular business travel. 

TRAVEL BY AIR 

 

All air travel must be arranged through Corporate Travel. All fares booked will 

be the lowest cost economy class ticket that satisfies the requirements outlined 

on the travel application form. 

Availability of lower cost air fares is generally greater when reservations are 

made significantly in advance of travel, although the optimal advance booking 

time will vary for each destination. It is therefore considered best practice to 

submit applications for air travel as soon as travel plans have been authorised. 

If airport car parking is required this should be indicated on the travel 

application form and a booking will be made on the employee’s behalf. 

The Council will allow employees to retain any frequent flyer points/miles 

obtained through business journeys undertaken on behalf of the Council. 

If a business journey is extended for personal reasons any additional cost to the 

Council will be recovered from the employee via a direct salary deduction. 

4.2 POOL VEHICLES 
 

The Pool Vehicle Scheme is an alternative method of undertaking business 

journeys using vehicles provided by the Council. Pool vehicles have low CO2 

emissions, high safety standards and are more cost effective than reimbursing 

personal vehicle mileage. They can be used by any employee with a current 

valid driving licence and are accessible from a number of locations across 

Aberdeenshire. Please refer to the Pool Vehicle Scheme Factsheet document 

for a list of the locations that pool vehicles are currently available from. 

Employees who ordinarily travel by motorcycle or bicycle should not use a pool 
vehicle, however exceptions apply where the journey has specific ad-hoc 

mailto:travel@aberdeenshire.gov.uk
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/PoolVehicleSchemeFactsheet.pdf
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requirements, e.g. transporting equipment, or adverse weather conditions mean 
that travel by motorcycle or bicycle would not be possible.  
 
SUBMITTING A BOOKING REQUEST 
 
Pool vehicle booking requests can be submitted via the online Booking form. 
 
It is appreciated that pool vehicles can be difficult to access, however all 
booking requests are logged and upon reaching a pre-defined level of demand 
additional vehicles can be introduced. This process also allows Corporate 
Travel to assign cancelled bookings to a previously declined request. 
 
If a booking request is declined due to lack of availability the employee will be 
automatically offered a rental vehicle, subject to minimum mileage thresholds. 
The rental vehicle can be delivered to a home address and as this has been 
integrated into the pool vehicle booking process no additional authorisation or 
paperwork is required. 
 

4.3 RENTAL VEHICLES 

 

All rental vehicle bookings, excluding vans, plant and other commercial 

vehicles, must be arranged through Corporate Travel. Requests for vans, plant 

and other commercial vehicles should be referred to Fleet Services on 01467 

627532.  

Employees who ordinarily travel by motorcycle or bicycle should not use a 

rental vehicle, however exceptions apply where the journey has specific ad-hoc 

requirements, e.g. transporting equipment, or adverse weather conditions mean 

that travel by motorcycle or bicycle would not be possible. 

Rental vehicles are available to employees as a cost and environmentally 

effective alternative to reimbursing personal vehicle mileage. Vehicles can be 

delivered to a home or office address and can be used by any employee with a 

current valid driving licence.   Please refer to the Rental Vehicle FAQs 

 

  

http://tinyurl.com/PoolVehicleBookingRequest
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/RentalVehiclesFAQs.pdf
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The following categories of rental vehicle can be provided, subject to 

availability: 

Vehicle Category Number of 

occupants 

Suitable for journeys of: 

Small, e.g. Ford 

Fiesta 

1-3 Travel within Aberdeenshire 

Medium, e.g. Ford 

Focus 

1-4 Travel outwith Aberdeenshire 

Large, e.g. Ford 

Mondeo 

5 
 

 

N/A 

 

 

 

7 Seat People 

Carrier 

6-7 

9 Seat People 

Carrier 

8-9 

12 Seat Minibus 12 (11 + driver) 

17 Seat Minibus 17 (16 + driver) 

 

BOOKING A RENTAL VEHICLE 

 

Rental vehicles can be requested via the travel application form.  

Employees may also be offered a rental vehicle if their pool vehicle booking has 

been declined. A travel application form is not required in this situation. Pool 

vehicle booking requests can be submitted via the online booking form: 

MINIBUS RENTAL 

 

Employees must familiarise themselves with the legal requirements connected 

with minibus hire before submitting a booking request. Please follow the below 

link for more information. 

Minibus Rental 

  

http://arcadia.aberdeenshire.gov.uk/?p=5684
http://www.aberdeenshire.gov.uk/publictransport/minibus/MinibusesandtheLaw.asp
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4.4 PERSONAL VEHICLES 

 

ROUND TRIPS OF UP TO 100 MILES 

 

For round trips of up to 100 miles a personal vehicle can be used if the forward 

planning flowchart has been used and no alternative method of undertaking the 

journey is practical. Any business mileage undertaken will be paid at the 

appropriate mileage rate upon submission of an authorised Travelling and 

Subsistence claim form. 

ROUND TRIPS IN EXCESS OF 100 MILES 

 

For round trips in excess of 100 miles Corporate Travel will approve the use of 

a personal vehicle if it: 

 Results in a substantial saving of time; or 

 Is in the best interests of the Council; or 

 Is otherwise reasonable 

A journey can be referred to Corporate Travel by emailing 

travel@aberdeenshire.gov.uk with a brief explanation of why a personal vehicle 

is the preferred mode of transport. Corporate Travel will confirm by reply that 

the business mileage undertaken will be reimbursed at the appropriate mileage 

rate.  

This email should be attached to the employee’s Travelling and Subsistence 

claim form as payment will not be made without it. 

It is recognised that it will not always be possible to refer a journey in 

advance. In these situations the journey can be undertaken and the 

mileage will be reimbursed accordingly, however, these types of journeys 

should be regarded as exceptional and not become a regular work 

pattern. 

 COMPLETING THE TRAVELLING AND SUBSISTENCE CLAIM 5.
FORM 

 

Travelling and Subsistence claims must be submitted to Woodhill House for 

payment within 90 days of the expense being incurred or journey undertaken. 

Expense claims submitted outside of this 90 day limit will only be paid in 

exceptional circumstances. 

 

mailto:travel@aberdeenshire.gov.uk
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5.1 CLAIMING MILEAGE 

 

Mileage will only be paid for approved business journeys. The vehicle’s 

odometer should be used to determine the journey distance. Online route 

planning websites such as Google Maps or the AA Route Planner can assist in 

providing mileages if required. ½ miles can be claimed, but should not be 

rounded up when calculating the total miles claimed. 

Mileage from an employee’s home to base cannot normally be claimed unless 

the journey is covered by the exceptions detailed in the Taxable Mileage 

section. 

MAKING A BUSINESS APPOINTMENT ON ROUTE TO BASE OR HOME 

 

An employee cannot turn an ordinary commuting journey into a business 

journey by arranging a business appointment somewhere on the way. 

Business mileage can only be claimed between the intermediate 

destination and the employee’s base or home if attendance at the location 

was necessary for the performance of the duties of employment.  

It is recognised that this particular arrangement supports flexible working and is 

often the most time efficient method of managing business appointments. If a 

mileage claim is submitted on this basis a clear description of why attendance 

at the intermediate location was necessary must be included on the travelling 

and subsistence claim form within the ‘reason for journey or claim’ section. 

 

PERIPATETIC EMPLOYEES WITHOUT A DEFINED BASE 

 

A peripatetic employee without a defined base should consider the 

geographical area they cover as their workplace. If the employee lives outside 

of the geographical area the journey between home and the edge of the 

geographical area is considered their commute and is not reimbursable. An 

overview of Aberdeenshire’s administrative areas is available from the below 

link. 

Aberdeenshire Areas 

Journeys undertaken within the geographical area will be reimbursed upon 

submission of an authorised Travelling and Subsistence claim form. 

 

 

 

http://www.aberdeenshire.gov.uk/elections/areas_wards_settlements_map.pdf
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EMPLOYEES ON A RELIEF CONTRACT 

 

Employees on relief contracts cannot make claims for attending their place of 

work unless there are exceptional circumstances where service provision would 

be affected. All relief mileage claims must therefore be approved by a Head of 

Service or a senior officer with prior written delegated authority. A copy of this 

authorisation should be attached to the relevant travelling and subsistence 

claim form if the arrangement covers multiple months. 

Authorised relief mileage claims between the employee’s home and place of 

work, and return to home, should be claimed under the ‘Taxable’ Mileage 

Claimed column of the Travelling and Subsistence claim form. If multiple work 

locations are visited in a single day the mileage between each can be claimed 

as ‘Tax Free’ Mileage by completing columns A to C. Please refer to section 

6.3 for more information about Taxable Mileage claims. 

5.2 VAT RECEIPTS 

 

All mileage claims must be supported by fuel VAT receipts which should: 

 Be stapled securely to the back of the relevant claim form; 

 Be of a sufficient value to cover the business journey being reimbursed; 

 Pre-date the business journey being claimed, which can be the same 

day, and be sufficiently current that fuel purchased could reasonably be 

regarded as being for the journey(s) claimed. 

If a claim is submitted without a VAT receipt, or a note explaining that the 

receipt(s) were attached to the previous claim, payment may be delayed while 

the receipts are located.  

The Council recovers VAT on mileage payments and employees are strongly 

reminded that failure to comply with this procedure may result in the Council 

having to repay a significant proportion of this reclaimed VAT. 

Frequently asked VAT receipt questions have been provided within the Mileage 

VAT Receipts Factsheet. 

Example 

David lives in Peterhead and works as a peripatetic Home Carer covering the 

central Buchan area. His rota covers clients in Longside, Mintlaw, Maud and 

Strichen. 

David’s journey from his home in Peterhead to Longside, and from Strichen 

back to his home is considered his commute and cannot be claimed. He can 

claim the mileage between Longside and Strichen. 

http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/MileageVATReceiptsFactsheet.pdf
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/HR/MileageVATReceiptsFactsheet.pdf
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5.3 TAXABLE MILEAGE 

 

An employee’s journey from home to their place of work is considered a 

commute and can only be reimbursed in exceptional circumstances. 

If an employee is: 

 Required to attend their normal work base outside of their normal working 

hours; and 

 No overtime payment or TOIL claim is being made. 

A mileage claim can be submitted for a journey between the employee’s home 

address and their place of work. The payment will be subject to tax and national 

insurance. 

This type of mileage must be claimed in the ‘Taxable Mileage Claimed’ 

column of the Travelling and Subsistence claim form and the reason clearly 

stated in the ‘Reason for Journey or Claim’ column. The ‘Details of the 

Journey’ column must be completed as home to base to home. 

It is the responsibility of both the employee and authorising officer to ensure 

that any mileage claimed in the taxable mileage column is verified as correct. If 

there is any doubt guidance is available from Corporate Travel. 

5.4 SUBSISTENCE 

 
Subsistence should not be claimed where the Council, or any other body, 
provides a suitable meal free of charge. 
 

The Council will only reimburse subsistence expenses incurred by an employee 

if they are outside the boundaries of Aberdeen City and Shire and meet the 

following qualifying conditions: 

 The employee is travelling on behalf of the Council in performance of their 

duties; and 

 The employee incurred a cost of a meal (food and drink) after starting the 

journey. 

Subsistence reimbursement claims must be submitted on the Travelling and 

Subsistence claim form and supported by receipts stapled securely to the form. 

Reimbursement of subsistence expenses will be limited to the benchmark rates 

provided by HM Revenues & Customs as detailed below: 
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Rate Description Value 

Breakfast Where an employee leaves home before 6am and 

has to buy a meal which they would have normally 

had at home 

Up to £5.00 

5 Hour Where an employee has been away from home for 

a period of at least 5 hours and has incurred the 

cost of a meal 

Up to £5.00 

10 Hour Where an employee has been away from home for 

a period of at least 10 hours and has incurred the 

cost of a meal or meals 

Up to 

£10.00 

Late 

Evening 

Where an employee has to work later than usual 

and has to buy a meal which they would normally 

have had at home 

Up to 

£15.00 

 
Only three ‘rates’ can be claimed in a 24 hour period. A meal is defined as a 
combination of food and drink. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example 1 

Mary leaves her home at 5.30am to attend a meeting in Edinburgh. She 

returns at 9.30pm. 

She is entitled to claim a maximum of £30.00 in subsistence (Breakfast +      

10 Hour Late Evening). 

She is entitled to claim a maximum of £30.00 in subsistence (Breakfast 

+ 10 Hour + Late Evening). 

 Example 2 

John leaves his home at 6.30am to attend a meeting in Dundee. He returns at 

3.30pm. 

He is entitled to claim a maximum of £5.00 in subsistence (5 Hour only). 

 

Example 3 

Jane leaves her home at 7.30am to attend a meeting in Fraserburgh. She 

returns at 5.30pm. 

She is not entitled to claim any subsistence expenses as her journey was 

within Aberdeenshire. 
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5.5 POSTAL ADDRESS FOR TRAVELLING AND SUBSISTENCE CLAIM FORMS 

 
Travel & Employee Benefits 
Business Services (HR & OD) 
Woodhill House 
Westburn Road 
Aberdeen, AB16 5GB 
(Where available please use legal post: LP – 3, Aberdeen 3) 
 

5.6 REQUESTING A SUPPLY OF TRAVELLING AND SUBSISTENCE CLAIM 

FORMS 
 

A supply of Travelling and Subsistence claim forms and continuation sheets can 

be requested by emailing Stationery Requests HROD. 

Please avoid over-ordering to ensure that existing stock can be used effectively. 

 ALLOWANCES 6.

 

6.1 PERSONAL VEHICLE ALLOWANCES 

 

An employee will be able to claim for mileage incurred whilst carrying out the 

duties of their job in the form of mileage reimbursement rates. Mileage claimed 

will be paid at the following rates: 

Miles 

Claimed 

Rate Per Mile 

0-10,000 45p 

10,001 + 25p 

 

Mileage claims will be paid a month in arrears, i.e. mileage undertaken in 

January will be reimbursed alongside February’s salary providing the claim form 

is authorised and received by Corporate Travel by the processing deadline. All 

mileage claims must be supported by a valid fuel VAT receipt (see section 6.2 

for more information). 
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6.2 MOTOR CYCLES AND BICYCLES 

 

The mileage rates applicable for motorcyclists and cyclists are detailed below: 

Claim Type Rate Per Mile 

Motorcycle 24p 

Bicycle 20p 

 
Motorcycle and bicycle users can claim mileage on the travelling and 
subsistence claim form. To ensure mileage is paid at the correct rates the word 
Car should be scored through from the ‘Car Details’ section and either 
Motorcycle or Bicycle written above it. 
 

6.3 PASSENGER PAYMENTS 

 

HM Revenue & Customs permits a maximum tax free payment of 5p per mile 

for carrying fellow employees in a personal vehicle if the journey is also 

business related for them. Passenger payments cannot be claimed for non-

employees, e.g. Social Work clients. 

To claim a passenger mileage payment the employee should multiply the 

number of business miles undertaken with an employee in the vehicle by 0.05 

and enter the result into the ‘Other Expenses’ column of the Travelling and 

Subsistence claim form. The date and name of the passenger should be 

entered onto the table on the reverse of the form. If this information is not 

provided the passenger mileage will not be paid. 

Passenger mileage payments will be audited, and if fraudulent claims are 

detected the employees involved may be subject to disciplinary procedures. 

 RECORDING TIME WHEN TRAVELLING 7.

 

Employees who are required to travel directly from their home to a place other 

than their normal place of work on behalf of the Council are entitled to claim 

time spent travelling. 

Employees can claim up to a maximum of 12 hours credit per day, which should 

include time spent working/training and travelling less normal commuting time 

and lunch breaks, subject to prior agreement from their authorising officer. 

Excessively long days should be regarded as exceptional and not part of a 

regular work pattern. 
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Refer to the Learning & Development Policy for information on claiming time 

when attending day or block release training. 

7.1 TIME OFF IN LIEU 

 

The Council recognises that, on occasion, employees will be required to work 

outside of their normal working hours. As an employer we are required to 

protect the health and safety of our employees by ensuring that they do not 

work excessive hours, and that any additional hours are agreed in advance and 

monitored appropriately. 

Authorising Officers are required to manage the TOIL accrued by their staff 

ensuring that it is taken at times that minimise disruption to service provision. 

TOIL should only be used occasionally to deal with fluctuations in workload. 

Please refer to the Overtime & TOIL guidance appendix for more information 
 

7.2 EXCESS TRAVEL 

 

Where an employee is compulsorily transferred to a different work location they 

may be eligible to receive an excess travel payment in order to help alleviate 

the additional costs incurred. 

Please refer to the Resource Pack appendix for the Excess Travel claim form. 

  

http://arcadialite.aberdeenshire.gov.uk/?p=11243
http://arcadialite.aberdeenshire.gov.uk/?p=14770
http://arcadialite.aberdeenshire.gov.uk/wp-content/uploads/2011/06/TandSResourcePack.pdf
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