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A travel management company (TMC) is being engaged with a phased roll out in 2022/23. References to bookings through the travel 
management company apply from the point your business area adopts use of the TMC. Until that time all other arrangements apply – 
you must consider value for money and our commitments to sustainability when making a booking. 
The travel management company service level agreement (SLA) timescale is not yet agreed but if the travel is unexpected / urgent and 
cannot be met by the SLA then bookings may be made independently using your corporate credit card or claimed via expenses 

1. General 
1.1. Policy Statement 

ARU (Anglia Ruskin University) is an innovative global university with students from 185 countries 
coming to study with us, we want to continue to attract international students, and grow our 
postgraduate student communities. We aim to maximise the impact of our research by focusing on 
areas of key international and regional need.   
To fulfil our future ambition, both domestic and international travel for physical meetings is necessary to 
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build and maintain effective relationships, to advance recruitment or partnership activities and to 
promote our research. This means that staff will sometimes be expected to travel to, or host meetings 
that may incur an expense. This policy outlines how these objectives can be fulfilled whilst balancing 
our commitments to staff and student wellbeing, environmental responsibility, risk management and 
value for money. 
This policy sets out our principles and requirements for claiming travel and other expenses incurred on 
ARU business. It does so in a fair and transparent way, so that anyone needing to incur expense can 
understand which claims are permitted and what steps must be taken to ensure reimbursement. It 
should be read in conjunction with the Corporate Purchasing Cards Rules & Regulations.  

1.2. Scope 
This policy applies to all colleagues including contractors, and consultants and agency staff, whether 
reimbursed through the expenses system or not. 

1.3. Key Principles 
We recognise the need to balance several factors including our desire to support staff (including health 
and safety), business needs, concern for the environment, public perception, and prudent use of funds. 

1.3.1. Responsibility 

ARU take decisions and act in a way which respects environmental, societal, and economic 
considerations, and which best supports those who study and work with us. 
We use the ARUs resources responsibly to achieve our strategic objectives, ensuring value for money, 
having regard to:   
• efficiency and cost-effectiveness   
• wellbeing and health  
• environmental impact  
• safety and security 

1.3.2. Integrity 

We do what we say we will do and are fair and transparent in our decision-making and actions. 
Travel and expense claims should only reflect costs that are additional to normal daily expenditure. It is 
your responsibility to act with honesty and integrity in the application of this policy. 
Summaries of the expenses of the University Executive Team are published quarterly with a three-
month lag. 

1.4. Expectations and requirements  
We expect you to:   
• follow the value for money and integrity principles  
• work within the letter and spirit of this policy. The policy cannot cover every eventuality.  
• if you are not sure whether travel or an expense is allowed under this policy, we would normally 

expect you to ask your line manager before incurring the expense.  
• follow the procedures; otherwise, reimbursement may be delayed or refused  
• take care when entering or checking information in the expenses system   
Following these steps helps ensure that ARU can act promptly to reimburse valid claims made in 
accordance with this policy. 
If you realise that you have made a mistake in submitting a claim, we expect you to raise it with your 
line manager and report it immediately to financial services so that errors can be corrected. 

https://myaru.sharepoint.com/sites/i-fs/SitePages/Purchasing.aspx
mailto:financialservicesadmin@aru.ac.uk?subject=Expenses%20error%20-%20please%20advise
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Deliberate breach of the policy may result in more profound consequences, including disciplinary 
action.  
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2. Expenses 
2.1. Overview 

Expenses will be reimbursed where they have been incurred by staff in the performance of their duties, 
including staff development activity.  
Except for inter-campus travel, the activity or journey must normally have been undertaken with the 
prior approval of your line manager.  
When claiming expenses, you must:  
• ensure any travel arrangements and expense claims comply with the relevant limits, and the 

conditions and requirements specified in this policy  
• provide a clear, justifiable business rationale for expenditure and if not sure check with your 

approver    
• attach receipts (except where not necessary under this policy)   
• submit out-of-pocket expense claims normally within 90 days of the expense being incurred  
• reconcile any corporate credit card expenses within 30 days of the expense being incurred 

2.2. How to make a claim 
Expenses are normally claimed online via Business World Time and Expenses. The Online Expenses 
User Guide can be found on the Heron under Financial Services Documents & Forms. 
Receipts to be provided for all expenses claimed, except for mileage allowance, and uploaded into 
Business World. 
By submitting a claim for payment, the claimant is confirming that it is consistent with this policy. 
Claims must be approved by the budget holder as per the Financial Regulations, or their designated 
representative. 
It is recommended that claims are made for each calendar month. They can be submitted at any time 
during the month, efforts must be made to avoid a backlog in claims and payments. Payment is made 
direct into the staff member’s bank account. Claims over 6 months old will not be paid, without the 
permission of the Director of Finance, this is in line with the Finance Regulations. 
Claims may be subject (before or after payment) to detailed checks and scrutiny by Financial Services 
or our internal auditors. From time to time, it may be necessary for further information to be sought in 
support of a claim. An independent supporting record should be kept (e.g., calendar entry) until the 
payment is made. 

2.3. Approving expenses 
Expense claims are subject to approval by someone who has authority to approve expenses in your 
cost centre and is most usually (but not necessarily) your line manager. 
If you are a cost centre approver, before approving an expense item, you must confirm promptly that:  
• normally, prior approval had been granted for the expenditure incurred and that it complies with 

this policy  
• it has a clear and justified business rationale  
• it is accurately coded and fully receipted (except where the policy says a receipt is not necessary) 

2.4. Tax Information 
The University reimburses travel expenses to employees using HMRC’s benchmark rates for allowable 
expenses. This means that the reimbursements are not subject to Tax and National Insurance 

https://myaru.sharepoint.com/sites/i-fs/SitePages/Documents-and-forms.aspx?e=XxwHF2
https://myaru.sharepoint.com/sites/i-fs/SitePages/Documents-and-forms.aspx?e=XxwHF2
https://myaru.sharepoint.com/sites/i-fs/SitePages/Documents-and-forms.aspx
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deductions, and employees do not need to report them on their tax return. We are not required by 
HMRC to provide employees with details of their claims in any tax year though will do so if requested. 
Further information on using your own car for work is available from HMRC at www.hmrc.gov.uk 
 

3. Travel: general provisions 
3.1. Travel risk appetite statement 

The University recognises that Travel (UK domestic and International) is an integral part of Business-as-
Usual Activities. ARU’s Travel Risk Appetite Statement aligns with the overarching University Risk 
Appetite statement and tolerance of Risk is subject to assessment of the proposed destination, 
individual traveller risks, the activities involved and the strategic importance of those activities.  
Approval for international travel, or travel involving a flight and/or overnight stay is only given after 
comprehensive Risk Assessment and appropriate mitigations are identified. ARU’s authorisation of 
travel will be based on an assessment of all country, activity and individual traveller related risks and 
will not rely on FCO advice in isolation. ARU will actively support activities which enhance Educational 
Experience, Internationalisation & Research and Innovation but has a low appetite for activities which 
compromise Staff/Student Safety (People & Culture).  
All Travel should be fully Risk Assessed (considering destination, individual traveller risk and activity) and is 
subject to approval by ARU. This includes risks associated with protected characterises, disability or health 
condition. 

3.1.1. External Guidance   
ARU and /or the Travel Management Company will refer to various sources of external guidance to 
determine whether travel should be approved.   

FCO guidance  
ARU will not approve travel to a location if the Foreign Commonwealth Office (FCO) guidance advises 
against all travel to that location. ARU may approve travel to a location if FCO guidance advises against 
all but essential travel to that location provided appropriate mitigations are put in place and there is 
strong justification for the travel. FCO guidance should be used as a tool to inform and assess the Travel 
Risk Assessment.  

Drum Cussac Security Reports  
Drum Cussac security reports should be used as a tool to inform and assess Travel Risk Assessment.   
Overseas health and safety guidance is available on the Heron and includes risk assessment advice. 

3.1.2. Accommodation  

Accommodation should be in line with provisions within this policy. In addition, ARU will not approve 
travel involving a stay in ‘private host’ accommodation booked via a platform such as Air BnB/ /Uni 
Places or another non-regulated provider. Booking.com (and similar) should only be used to book 
hotels / regulated accommodation. ARU cannot be assured that our Duty of Care would be met when 
booking via such providers because they do not mandate that hosts put suitable insurance, personal 
safety and security, Health and Fire and Safety standards in place.  All accommodation should have a 
private bath/shower room.  

3.1.3. Transport  
Mode of Transport should be in line with provisions within this policy. Where possible public transport 
should be used to support ARU’s Sustainability aims. Where car/minibus use is necessary, business 

http://www.hmrc.gov.uk/
https://myaru.sharepoint.com/sites/i-documentcentre/Policies/Forms/ByType.aspx?id=%2Fsites%2Fi%2Ddocumentcentre%2FPolicies%2FRisk%20Appetite%202021%20Approved%2Epdf&parent=%2Fsites%2Fi%2Ddocumentcentre%2FPolicies&p=true
https://myaru.sharepoint.com/sites/i-documentcentre/Policies/Forms/ByType.aspx?id=%2Fsites%2Fi%2Ddocumentcentre%2FPolicies%2FRisk%20Appetite%202021%20Approved%2Epdf&parent=%2Fsites%2Fi%2Ddocumentcentre%2FPolicies&p=true
https://www.gov.uk/foreign-travel-advice
http://www.drum-cussac.net/
https://myaru.sharepoint.com/sites/i-hs/SitePages/Overseas-travel-health-and-safety.aspx
https://myaru.sharepoint.com/sites/i-documentcentre/Corporate%20Documents/Forms/Default.aspx?id=%2Fsites%2Fi-documentcentre%2FCorporate%20Documents%2FTravel%20and%20Expenses%20Policy%20.pdf&parent=%2Fsites%2Fi-documentcentre%2FCorporate%20Documents
https://myaru.sharepoint.com/sites/i-documentcentre/Corporate%20Documents/Forms/Default.aspx?id=%2Fsites%2Fi-documentcentre%2FCorporate%20Documents%2FTravel%20and%20Expenses%20Policy%20.pdf&parent=%2Fsites%2Fi-documentcentre%2FCorporate%20Documents
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insurance and the appropriate driving licences must be in place.    
3.1.4. Business Continuity  

Where multiple staff members are intending to travel to the same event this should be risk assessed 
from a business continuity perspective.  

3.1.5. Staying Connected 

Those travelling should provide emergency contact details as part of their booking arrangements and 
share these with their line manager. It is expected that regular contact is maintained with the University.  
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3.2. Travel and the environment 
Travel and face to face meetings may help ARU in meeting its objectives but they also have an impact 
on our sustainability strategy so need to be balanced against this and other considerations. 
ARU has committed to reduce carbon emissions to zero by 2045, including both direct and indirect 
emissions. Indirect emissions result from activity within our value chain by suppliers, partners, staff, and 
students, which includes business travel.  
Our Sustainability Strategy also includes commitments to prioritise ground over air travel for journeys 
under 750 miles, and to promote lower carbon travel options.  
Forecasting of our carbon emissions up to 2045 indicates that business travel will become the largest 
element of our carbon footprint beyond 2030, as measures to reduce our direct and other indirect 
emissions take effect.  
One of the greatest reductions to carbon emissions can be achieved by reducing the number and class 
of long-haul international flights. 

 
Carbon emissions calculations based on BEIS/DEFRA Conversion factors, 2020 

To help reduce the environmental impact of our travel, you should consider joining events remotely or 
continue to offer Teams options for meetings as an alternative to cross campus journeys.  
Where travel is required, you should choose the lower emissions option where practical, and where any 
additional cost, time commitment or impact on wellbeing is not disproportionate.  For example, you 
should take public transport instead of taxis, where it is safe and practical to do so.  
Where you have influence over the arrangements, you should consider whether a physical meeting is 
necessary or whether your objectives can be achieved with a remote meeting. You should weigh 
carefully whether the benefits of meeting physically outweigh the environmental impact and advocate 
accordingly. Where most people are attending in-person, it is likely that ARU staff may need to do the 
same.  
Where possible only one member of ARU staff should be in country attending an event at any one time 
and they should act as an ambassador for the whole university promoting all our activities. There is an 
expectation of co-ordination between faculties and professional services to reduce multiple attendees. 
Where more than one staff member is travelling as part of a group to attend the same event, this 
requires additional and specific justification and if agreed staff should ensure that costs and emissions 
are minimised.  

3.3. Combining business and personal travel  
You may extend a business trip to accommodate personal travel, but only if the personal travel is 
incidental to the business trip. In these circumstances, you must meet all additional costs relating to the 
‘personal’ element of the trip. This includes travel insurance and the difference in costs if the actual 
arrangements (such as flights) are more expensive than the arrangements that would have been 

https://www.gov.uk/government/publications/greenhouse-gas-reporting-conversion-factors-2020
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appropriate based on the business aspect of the trip.  
Details of all travellers must be specified. If partners or friends are to accompany a member of staff this 
must be at no additional cost than if the employee(s) had travelled on their own, it should be noted that 
there is no ARU travel cover for non-employees. Where we have settled accounts in respect of such 
persons, Anglia Ruskin should be reimbursed in advance of the date of departure. This includes any 
cancellation costs that may apply. 
Personal travel elements and that for non-ARU staff should be booked by the individual unless it is 
necessary for ARU staff to do this as part of the business travel justification.  

3.4. Travel Insurance  
ARU arranges free comprehensive business travel cover for staff, travelling on university business (with 
a small number of exceptions as detailed below).  
Cover for your trip is not automatic and you must ensure that your travel is booked through our travel 
management company.  
Submission of a risk assessment forms part of this process for international travel or research / fieldtrip 
activity in the UK. You should allow at least two weeks prior to travel for necessary checks and 
authorisations. 
A summary of the cover can be found on the Heron. For any queries relating to the cover, or to request 
a copy of the full cover wording, please contact insurance@aru.ac.uk. 
The main exclusions include, but are not limited to: 

• Travelling against medical advice 

• Age limit - up to 80 years 

• War zones 

• Medical Expenses for students travelling to their home country 

• Travel disruption because of Covid-19 
Where there is personal travel exceeding 7 days or when travelling with family or friends’ travellers 
must arrange their own personal travel insurance for the duration. 

3.5. Approvals 
When booking through our travel management company formal approval will be sought automatically, 
however it is on the assumption that there are prior approvals in place. For international travel it is 
expected that approval and booking will normally be made at least 8 weeks prior to the dates of travel. 
You will not be covered by our insurance if you do not have approval for your journey. 
All international travel must have approval of the budget holder/line manager and reports will allow 
oversight by budget holders and the PVC International and Partnerships. Or, in the case of research-
related international travel, the DVC (Research and Innovation).  
  

mailto:insurance@aru.ac.uk
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4. Flights 
4.1. General 

Please review the Travel and the Environment section before booking. Booking flights through our 
travel management company allows us to access preferential rates and contractual terms, reduces the 
administrative burden for bookers and travellers, and ensures that risk management are aware of 
itineraries.  
Air travel has the highest carbon emissions of all forms of transport, for this reason, ground travel 
(intended to be by rail) should, where appropriate, be prioritised over air travel for journeys less than 
750 miles as per our Sustainability Strategy. This includes the UK and much of western Europe and our 
travel management company will apply this policy when taking bookings. Where staff wellbeing or 
business objective would be compromised then a pragmatic decision should be made. For example, 
day trips to Europe to attend Education Fairs or Conferences. 
Please, where possible, book tickets at least 8 weeks before departure, advance reduced fare tickets 
go on sale 12-24 weeks before departure and you are expected to take advantage of these where 
possible.  

4.2. Permitted class of travel 
When choosing the class of a flight, you should always seek to secure value for money while 
recognising there must remain a balance in relation to wellbeing and requirements relating to disability 
or accessibility needs.  
Economy should be considered the expected standard of travel given the carbon impacts outlined in 
section 3 of this policy; however premium economy may be booked in circumstances for flights 
exceeding 6 hours and where its timing in relation to the performance of University business activity 
merits it.  
Business class travel is permitted in exceptional circumstances where two or more of the following 
considerations apply: 

1. flights exceeding 6 hours where excessive total journey time (<10 hours) and/or complexity;  
2. other classes of travel may have a detrimental effect on the wellbeing of the traveller; 
3. where the timing in relation to the performance of University business activity merits it.  

In those circumstances’ email approval of your line manager is required prior to making the booking. 
The necessity of upgrade should be considered for all legs of the journey. 

4.3. Upgrades  
You may accept a free upgrade to a higher class of travel if offered. You may also upgrade if you 
personally pay the difference in price between the class specified under this policy and the one 
booked.  

4.4. Air-miles  
Employees are required to travel in the most cost-effective class available regardless of carrier. The 
Traveller may not select an airline or accommodation based on the use of personal loyalty cards.  
Provided there is no cost impact to the University, the Traveller’s private loyalty scheme points may be 
used to upgrade flights at the individual’s convenience. The University will not reimburse the equivalent 
cost of upgrade from Economy, neither will it reimburse any administration charges or additional taxes 
arising from these transactions.  

https://aru.ac.uk/-/media/Files/about-us/sustainability/sustainability-strategy-2020-26.pdf
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The individual may also use their loyalty points to personally purchase other benefits such as air lounge 
passes. Where Travellers use personal loyalty points to cover the cost of hotel accommodation, the 
University will not reimburse the equivalent cost of the accommodation. 
Where available corporate air miles will be collected by the University and will be allocated for the 
benefit of the University e.g., to allow PGR (postgraduate research) Students to attend conferences that 
they would not otherwise be able to afford. 

4.5. Flight departure lounges  
As a traveller on ARU business, you may use a departure lounge:  
• if this is included in the cost of the ticket  
• to accommodate disability or accessibility needs  
• if you pay personally to use a departure lounge  
• if it is provided to you as a member of a frequent flyer scheme or other personal membership  

4.6. Compensation  
You must not volunteer for denied-boarding compensation or seek to benefit personally from financial 
compensation awarded for delayed or cancelled flights. You may accept vouchers for refreshments, 
meals, or accommodation. 
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5. Public transport 
5.1. Rail tickets 

Booking rail rickets through our travel management company allows us to access preferential rates and 
contractual terms, reduces the administrative burden for bookers and travellers, and ensures that risk 
management are aware of itineraries.  
All UK and European rail travel (including Eurostar) must be booked through our travel management 
company. Inter-campus travel can be booked direct where cost and convenience precludes use of the 
travel management company. 
All travel should be booked economy class unless you personally pay the difference in fares. Please 
book tickets as early as possible, as reduced advance fares may be available 12 weeks before 
departure. Wherever possible, we expect booking to be made at least a month in advance where 
possible. 

5.2. Other public transport (domestic or international)  
When claiming reimbursement for the use of public transport, there should be a business rationale 
which should be included with your claim (i.e., train journey to enable attendance at a conference in 
London). You should only claim for aspects which do not overlap with your usual commute to work (i.e. 
additional costs). Where you are using public transport for a meeting off campus there is no expectation 
to split the journey or first travel to your base campus. For out-of-pocket journeys, you must attach a 
breakdown of the journeys when allocating expenses to specific expense codes.  
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6. Hotels 
6.1. Booking 

Booking hotel rooms through the travel management company allows ARU to access preferential rates 
and contractual terms, reduces the administrative burden for bookers and travellers, and ensures the 
risk management are aware of itineraries. 
The travel management company will select hotels with adequate security, safety, and facilities, 
chosen in accordance with the value-for-money principle. 
Hotels should only be booked where the traveller cannot be expected to make a return journey to and 
from a meeting or other business-related event in the same day. Staff should agree this with their line 
manager before booking. 
Accommodation booked as part of a conference, or where a hotel offers a discounted rate for 
delegates need not be booked via the Travel Management Company. 

6.2. Hotel rates  
Where you need to stay in a specific hotel for security or business reasons (e.g., it is the venue of an 
official meeting, conference, or event), then you should ensure the travel management company book 
that hotel. Where specific hotels are included in conference arrangements/costs, any deviation from 
the hotels set out would be at the employee’s own expense.  
Where you have flexibility in your choice of hotel, the room only rate limit of £100 per night for regional 
or £150 per night for city location (which would include Cambridge) should apply unless there are no 
suitable and secure hotels available within a reasonable distance of the destination. These rates are 
applicable for the 2022/23 academic year and will be reviewed on an annual basis. Staff are reminded 
of the need to ensure value for money through comparison websites (or other due diligence before 
booking) and to stay at hotels where the University has negotiated corporate rates where it is not 
possible to find suitable and secure accommodation within the upper limits specified. 
The University uses HMRC's published benchmark rates as 'reasonable rates' guidance for overseas 
accommodation. Expense claims that exceed these values may be queried and could be rejected if 
costs are unreasonable. Safety, distance from work site, ease of public transport access will be 
considered alongside room rates. 
Rates agreed should reflect an appropriate balance between the need to control costs and the 
member of staff’s legitimate need to enjoy a level of comfort and safety sufficient to ensure that duties 
can be accomplished efficiently. As general guidance it can be said that accommodation should be 
comfortable, clean, and provided with private bathroom facilities, telephone and, wherever possible, 
access to Wi-Fi.  

  

https://www.gov.uk/guidance/expenses-rates-for-employees-travelling-outside-the-uk
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7. Incidental Expenses 
You can claim reasonable incidental expenses, incurred while travelling on ARU business. Only seek 
reimbursement for costs incurred that are additional to normal daily expenditure.  
You should check with your line manager before purchasing incidental items, as these may be held in 
stock or be accessed more cost effectively through the university. 
Expenses such as stamps, business telephone calls and small items of stationery may be claimed with 
supporting receipts.  
Personal gifts may not be claimed or paid for by a corporate purchasing card. Please ensure you are 
familiar with ARU gifts & hospitality and antibribery policies.  
Flowers may be purchased occasionally at the discretion of your line manager in the case of staff 
sickness, bereavement, or other appropriate circumstances. 
  

https://myaru.sharepoint.com/sites/i-osc/SitePages/Gifts-and-Hosp.aspx
https://myaru.sharepoint.com/:w:/s/i-documentcentre/EfYuNNQu8upKsoI6GV_6WhcBGlffoYGNavq8PoywYq4nkA?e=kIO2xQ
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8. Subsistence  
8.1. Domestic 

Subsistence will be payable to staff who are prevented, by their official duties, from taking a meal at 
their home, or where they normally take their meals, and thereby incur additional expenditure. Meals 
taken at ARU campuses are excluded.  
The rates below are in line with current HMRC guidelines and should be considered the maximum 
contribution towards the cost of subsistence while on business. The rates are subject to any changes 
made by HMRC. Claims must be supported by receipts. 

Breakfast Lunch Dinner 

£10 £10 £25 

Subsistence expenses should not normally exceed these amounts, but reasonable expenses will be 
paid where appropriate. For example, where a member of staff in the course of their duty must stay 
overnight, they are entitled to claim the actual cost of an evening meal and bed and breakfast. Receipts 
must be attached to the claim form.  

8.2. International 
For duties undertaken overseas, there is not a fixed subsistence rate. Staff undertaking travel abroad 
should normally agree with their line manager to use HMRC subsistence rates for travel outside of the 
UK.  
Rates agreed should reflect an appropriate balance between the need to control costs and the 
member of staff’s legitimate need to enjoy a level of comfort sufficient to ensure that duties can be 
accomplished efficiently. As general guidance restaurants used should be middle-range, capable of 
providing well-cooked meals in hygienic and comfortable surroundings. 
You should gain receipts for international subsistence and claim at the conversion rates incurred, either 
on your credit card/bank account statement or at the rate of any currency exchange. You will need to 
note and provide explanation for where you were unable to gain a receipt for any such subsistence. 

  

https://www.gov.uk/guidance/expenses-rates-for-employees-travelling-outside-the-uk
https://www.gov.uk/guidance/expenses-rates-for-employees-travelling-outside-the-uk
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9. Hospitality 
9.1. Hospitality provided by ARU 

When entertaining guests/visitors or business clients, reasonable hospitality expenses may be claimed 
for meals and refreshments, subject to approval of the appropriate budget holder or line manager.  
Where it is necessary, in the discharge of university duties or in the interest of promoting good-will, to 
return hospitality whilst abroad, the cost of this may be claimed. It is also recognised that from time to 
time it is necessary to purchase and present appropriate gifts to overseas partners. These should be 
purchased using a corporate purchasing card and with the prior approval of the line manager. 
When meeting external non-ARU contacts for official business, including while travelling on business, 
you may claim incidental hospitality expenses. However, this will be the exception rather than the rule; 
in most cases, the provision of hospitality will not be necessary.  
Hospitality should be not be excessive and remain in line with the meals and subsistence rates already 
set out. For lunchtime meetings, use of in-house catering is encouraged.  
Refer to our Gifts & Hospitality Policy for additional guidance.  

9.2. Hospitality received by ARU 
If you are offered hospitality (entertainment or gifts) while on official business, our Gifts & Hospitality 
Policy applies.  
 
 
  

https://myaru.sharepoint.com/sites/i-osc/SitePages/Gifts-and-Hosp.aspx
https://myaru.sharepoint.com/sites/i-osc/SitePages/Gifts-and-Hosp.aspx
https://myaru.sharepoint.com/sites/i-osc/SitePages/Gifts-and-Hosp.aspx
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10. Mileage 
10.1. General 

‘Mileage’ is a payment to cover the use of a personal vehicle for business purposes.  
You may claim for mileage if public transport is unavailable or impractical (including not efficient or 
cost-effective) or to accommodate disability or accessibility needs.  
Mileage and other vehicle costs cannot be claimed for travel between home and your usual place of 
work, unless you are required to attend work and public transport is not available (e.g., due to a Bank 
Holiday or industrial action). 

10.1.1. Car sharing 

Sharing car journeys will significantly reduce the carbon emissions of your travel. Staff are encouraged 
to share car journeys where practical and in line with Government guidance by signing up to the 
ARUgreen car share scheme at https://arugreen.teamjump.co.uk/  

10.1.2. Mileage rates per mile 

Mileage rates for private cars 45p per mile and for motorbikes 24p per mile. 
An allowance of 5p per mile may be claimed for one or more passengers, who must be a fellow 
employee making the same trip.  
For short journeys, cyclists may claim mileage at 20p per mile. 
These are the HMRC approved mileage allowance payments, above which there are reporting and tax 
implications. 

10.1.3. Calculation of Mileage Claims 

As a rule, the mileage to be claimed will be that covered on the approved journey, provided it starts 
from and finishes at the approved centre for travelling purposes.  
Approved mileage to and from sites are as shown in Appendix A. 

10.1.4. Mileage may be claimed for 

Official journeys made direct from and return to the place of employment/work base. Where the 
journey starts and finishes on the same day at the base, the mileage claimable is the actual mileage 
incurred. 
Official journeys made direct from or return to home (or other non-work location) if a member of staff 
travels directly from home to the place of work and/or returns home directly from that place of work, 
the mileage to be claimed is the mileage actually incurred less the normal mileage of travelling to 
and/or from the individual’s home and usual workplace i.e., the excess mileage. 
The general principle is that a member of staff may claim excess travel. Where the member of staff 
travels to their usual workplace by public transport using a season ticket, they may claim the full 
mileage to the place of duty from/to home. The same applies to staff who walk/cycle to work. 

  

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers#private-cars-and-other-vehicles
https://arugreen.teamjump.co.uk/
https://www.gov.uk/government/publications/rates-and-allowances-travel-mileage-and-fuel-allowances/travel-mileage-and-fuel-rates-and-allowances
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10.2. Other Charges/Fees 
Parking fees will be reimbursed when it has been necessary for a member of staff to use a car park 
because of undertaking travel on official business i.e., not for normal home to work travel. The same 
applies to toll fees and congestion charges. Where practicable, park and ride facilities should be used. 
When the employee starts and/or finishes a business journey at their normal place of work, they may 
claim campus car parking fees, when supported by a receipt. 

10.3. Fines and Penalties 
Car parking fines and other motoring penalties are the responsibility of the individual. 

10.4. Insurance and driving licence 
If using a private vehicle for business purposes (including staff development), staff are personally 
responsible for ensuring that they have appropriate motor insurance cover and a valid UK driving 
licence. Periodic checks will be made, and staff may be asked to provide proof of motor insurance 
cover and/or a MOT certificate. 

10.5. Transferred Employees 
Special arrangements apply for transferred employees to receive home to work travelling allowances 
for a limited period, which are subject to Income Tax and National Insurance deductions. Details are 
available from HR Services. 
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11. Car Hire and Taxis 
11.1. Car Hire 

In certain circumstances, car hire may offer the most efficient and cost-effective means of transport. 
For information relating to preferred suppliers, please follow the links to University Suppliers 
(sharepoint.com). Fuel costs which are not covered under the hire agreement may be claimed as 
expenses when supported by a receipt. 
Mileage cannot be claimed. 

11.2. Taxis 
Taxis should be used where public transport not available, or it is not safe to use public transport. Taxi 
fares may also be claimed if it is cheaper to travel by taxi e.g., when more than one person is travelling. 
Receipts must be obtained. 
Preferential terms, simplified security billing and a priority callout service are contained within an 
agreement negotiated by Procurement with taxi owners in Cambridge and Chelmsford.

https://myaru.sharepoint.com/sites/i-fs/SitePages/University-Suppliers.aspx
https://myaru.sharepoint.com/sites/i-fs/SitePages/University-Suppliers.aspx
https://myaru.sharepoint.com/sites/i-fs/SitePages/University-Suppliers.aspx
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12. Mileage for inter-site travel 
 ARU London – 

Charterhouse 
EC1N 6RA 

Cambridge 
Campus 
CB1 1PT 

Chelmsford 
Campus CM1 1SQ 

Peterborough 
Campus 
PE1 5BW 

UCWA (University 
College West 
Anglia) – King 
Lynn PE30 2QW  

UCWA – 
Cambridge 
CB24 6DB  

UCWA – Wisbech 
PE13 2JE 

ARU London – 
Charterhouse 
EC1N 6RA 

 59 39 97 103 68 99 

Cambridge 
Campus 
CB1 1PT 

59  47 44 46 4 39 

Chelmsford 
Campus 
CM1 1SQ 

39 47  85 91 52 87 

Peterborough 
Campus PE1 5BW 

97 44 85  48 43 22 

UCWA – King Lynn 
PE30 2QW 

103 46 91 48 
 

 42 16 

UCWA – 
Cambridge 
CB24 6DB  

68 
 

4 52 43 42  35 

UCWA – Wisbech 
PE13 2JE 

99 39 87 22 16 35  

 
The above distances are one way by the fastest route rounded to the nearest whole mile. Where the actual mileage is less only this should be claimed, again 

rounded to the nearest whole mile. 

* Cambridge and Chelmsford are both well served by Park and Ride facilities, and we encourage use of these where practicable. Mileage claimed will be lower, but 

the bus fare may also be claimed (tickets should be retained for expenses claims). 

This list is not exhaustive and represents the main journeys undertaken by staff. If you would like to suggest any additions, please email:  hrsystems@aru.ac.uk 
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