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EXTRACT RELATED TO DIRECTOR / LAC MEMBER EXPENSES  

[…] 

16 Expenses claims from Directors and LAC members 

16.1 Principles 

Directors of the Trust Board and members of Local Academy Committees (including any 

individuals co-opted onto a LAC who are not governors) volunteer their time and expertise 

without payment. The Trust does not pay attendance allowances, and no Director or LAC member 

may be reimbursed for loss of earnings. The Trust will, however, ensure that no Director or LAC 

member is personally out of pocket because of carrying out their duties, and is committed to 

equality of participation for all Board and LAC members regardless of personal circumstances.  

Directors and LAC members must obtain prior authorisation before incurring expenditure that is 

not routine travel to a scheduled meeting. This includes, but is not limited to:  

• attendance at training events, conferences or external visits;  

• any single item of expenditure expected to exceed £50; and  

• any expenditure in the access, translation or childcare/care categories.  

Routine travel and subsistence claims for attendance at scheduled Board or LAC meetings do not 

require prior approval, provided they are within the rates set out below. Trust Members may 

claim reasonable travel expenses for attendance at Members' meetings on the same basis as 

Directors, authorised by the CEO. Authorisation follows the same chain as claims:  

• Directors / Members must obtain approval from the CEO;  

• LAC members must obtain approval from the Headteacher. 

16.2 Eligible expenses 

The following categories of expenditure are eligible for reimbursement, subject to the conditions 

below: 

• Travel and subsistence — the cost of travel to and from meetings of the Board, LAC, or their 

committees, and to other venues attended on Trust or school business (for example, training, 
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school visits or off-site events). Travel from home is reimbursable where the distance exceeds 

3 miles. The cost of reasonable subsistence during such journeys may also be claimed where 

applicable. 

• Parking and congestion charges — the reasonable cost of parking to attend Trust or school 

business, and the London congestion charge where necessarily incurred, are reimbursable on 

production of a valid receipt or proof of payment. 

• Telephone, photocopying and stationery — the actual cost of telephone calls, photocopying 

or stationery necessarily incurred in connection with Board or LAC duties, where Trust or 

school facilities were not available. Directors and LAC members must keep a written record or 

receipt wherever possible. Childcare and babysitting — where a Director or LAC member has 

no spouse, partner or other responsible adult available to care for a dependent child, the 

actual cost paid to a registered childminder or babysitter during attendance at Board or LAC 

business may be claimed. 

• Care for an elderly or dependent relative — actual costs of care arrangements necessarily 

made to enable attendance at Board or LAC business may be claimed in similar circumstances 

to childcare above. 

• Access and communication support — where the Trust does not itself provide facilities or 

equipment to enable full participation, the cost of a British Sign Language interpreter, 

audiotape or Braille preparation, large-print documents, or travelling and subsistence for a 

support person may be claimed. 

• Translation and interpretation — where a Director or LAC member's first language is not 

English, the cost of document translation or an interpreter may be reimbursed in similar 

circumstances to access support above. 

Travel by private vehicle 

Mileage for car, motorcycle or pedal cycle use will be reimbursed at the HMRC Approved Mileage 

Allowance Payment (AMAP) rates applicable at the time of the journey. The 3-mile minimum 

distance from home applies. Cumulative mileage must be tracked, as HMRC rates reduce after 

10,000 miles in any tax year. 

Travel by public transport 

Rail, bus and Underground fares are reimbursable at standard class. Oyster card and contactless 

payments on TfL services are acceptable; a print-out or screenshot of the journey history is 

sufficient as a receipt. Where no public transport or private vehicle is available, taxi fares may be 

reimbursed on production of a valid receipt. 

What cannot be claimed 

Directors and LAC members may not claim: 

• Attendance allowances or payments for time spent on Trust or LAC business 

• Loss of earnings or salary sacrifice of any kind 

• Costs already reimbursed by another organisation 
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• Expenses incurred by a family member or companion not themselves carrying out Trust or 

LAC business 

Claiming process 

To minimise administration, Directors and LAC members are asked to submit claims termly in 

arrears, before the end of the relevant financial year. Claims must be made on the standard Trust 

expense claim form, with receipts or equivalent evidence attached, and must include a brief 

description of the business purpose of each item. 

Directors' claims must be submitted to the Company Secretary and authorised by the CEO 

LAC members' claims must be submitted to the Clerk to the LAC, who will pass them to the school 

business professional before processing, and will be authorised by the Headteacher 

Approved claims are paid by BACS in accordance with the payment process in Section Error! 

Reference source not found.. All Directors' and LAC members' expenses, in aggregate, must be 

disclosed in the Trust's annual report and financial statements. 
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Annex I - Anti-Fraud and Anti-Corruption Policy (including Gifts and Hospitality) 

Policy Summary 

This policy defines the expected conduct of all staff engaged at the Trust, whether in paid or voluntary 

employment, in relation to deterring and detecting fraud and corruption, and sets out to whom suspected 

fraud should be reported. It includes guidelines on what is acceptable in terms of gifts and hospitality and 

how such matters must be declared. This policy should be read in conjunction with the Trust’s 

Whistleblowing Policy, Internal Financial Procedures, Scheme of Delegation, Staff Professionalism and Code 

of Conduct Policy, Disciplinary Policy and Equal Opportunities Policy. 

1. Introduction 

1.1 The Trust is committed to acting with integrity and maintaining the highest standards of probity. 

Everyone involved with the Trust — staff, governors and directors — has a responsibility to help prevent and 

detect fraud. The Trust also recognises the important role of others, including pupils' families and 

contractors, in alerting the Trust to areas where fraud is suspected. 

1.2 Recognising a potential fraud and knowing how to report it is just as important as the measures in place 

to prevent it. 

1.3 Providing the public with the highest quality of service requires integrity and honesty at all times, not 

merely in financial matters but in all dealings on the Trust’s behalf. 

1.4 It is the duty of all Trust employees, governors and directors to take reasonable steps to limit the 

possibility of corrupt practices. It is the responsibility of the Responsible Officer (Internal Auditor) to review 

the adequacy of measures taken by the Trust, test compliance and draw attention to any weaknesses or 

omissions. 

1.5 Any investigation carried out in relation to alleged irregularities will be conducted in accordance with the 

Trust’s Disciplinary Policy. Where covert monitoring of a suspected individual is being considered, legal 

advice must be obtained before any such action is taken. 

2. Definitions 

2.1 Fraud: A general term covering theft, deliberate misuse or misappropriation of assets, or anything that 

leads to a financial advantage to the perpetrator or to others on whose behalf they act. Fraud is intentional 

deceit and cannot include negligence. It incorporates theft, larceny, embezzlement, fraudulent conversion, 

false pretences, forgery, corrupt practices and falsification of accounts. 

2.2 Corruption: The offering, giving, soliciting or acceptance of an inducement or reward which may 

influence the actions taken by the Trust, its staff, governors or directors. 

2.3 Gifts and Hospitality: Any gifts, rewards or benefits that are disproportionately generous, or that could 

be seen as an inducement to affect a business decision, must be declared. The acceptance of gifts and 

hospitality is a sensitive area. Actions that might be acceptable practice in the private sector are frequently 
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not acceptable in public sector employment. Employees' actions should be such that they would not be 

embarrassed to explain them publicly. 

2.4 Irregularities fall within the following broad categories, the first three of which are criminal offences: 

• Theft — the dishonest taking of property belonging to another person with the intention of 

depriving the owner permanently of it. 

• Fraud — the intentional distortion of financial statements or other records, carried out to conceal 

the misappropriation of assets or otherwise for gain. 

• Bribery and corruption — the offering or acceptance of a reward for performing an act, or failing to 

perform an act, which leads to gain for the person offering the inducement (see also section 6 

below). 

• Failure to observe the Scheme of Delegation or Financial Manual, which in some circumstances can 

constitute an irregularity with significant financial consequences. 

2.5 Examples of what could constitute fraud and corruption include (but are not limited to): 

• Theft of cash or non-receipt of income 

• Substitution of personal cheques for cash 

• Travelling and subsistence claims for non-existent or inflated journeys or events 

• Manipulating documentation to increase salaries or wages received, e.g. false overtime claims 

• Payment of invoices for goods received by an individual rather than the Trust 

• Failure to declare a direct pecuniary or conflicting interest 

• Concealing a generous gift or reward 

• Unfairly influencing the award of a contract 

• Creation of false documents or deception 

• Using position for personal reward 

• Unauthorised removal or use of Trust equipment 

If in any doubt about whether a matter constitutes an irregularity, clarification must be sought from the 

Finance Manager and/or the Responsible Officer. 

3. Policy Statement 

3.1 The Trust aims to be an honest and ethical institution opposed to fraud in all its forms. This policy sets 

out the Trust’s approach to eliminating fraud by the way it conducts its business, and its procedures for 

dealing with the risk of significant fraud or corruption. 

3.2 The Trust’s objectives are: (i) to create a culture which deters fraudulent activity, encourages its 

prevention and promotes its detection and reporting; and (ii) to ensure a clear and consistent response to 

cases of fraud and corrupt practices. 

3.3 This policy applies to all Trust employees — permanent, temporary, voluntary and fixed term — as well 

as to Directors, Local Academy Committee (LAC) members and any person performing services on behalf of 

the Trust. 
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3.4 Time limits specified in this document may be extended by mutual agreement. If requested, employees 

may be accompanied by a recognised trade union representative or a work colleague not involved in any 

part of the process at any interview held under this policy. 

4. Equal Opportunities 

4.1 The Trust is committed to equality of opportunity and to promoting an ethos of dignity, courtesy and 

respect throughout the organisation. This policy will be applied consistently regardless of any protected 

characteristic. 

5. Objectives 

5.1 The Trust has taken the following steps to communicate its expectations to staff: 

• Development and publication of a formal statement of expected standards of personal conduct, 

propriety and accountability. 

• Development and publication of a formal statement of the procedures to be followed by employees 

who have a suspicion of, or concern about, possible or actual malpractice within the Trust. 

Regular communication and training to ensure all staff are aware of this policy and their responsibilities 

under it. 

6. Gifts and Hospitality 

6.1 The guiding principle for all staff is that no gift, reward or benefit should be accepted where it could be 

seen — or later alleged — to have influenced a business decision. 

6.2 Staff must not accept any gift, reward or hospitality (or have it given to members of their families) from 

any organisation or individual with whom they have contact in the course of their work, where doing so 

would place them, or could reasonably be seen to place them, in a position of obligation or conflict. 

6.3 Each Trust school has a designated officer — the Company Secretary — who is responsible for 

maintaining a register of gifts and hospitality received where the value is in excess of £25. Members of staff 

in receipt of such gifts or hospitality must notify the Company Secretary promptly. 

6.4 When it is not easy to decide whether a gift or offer of hospitality is acceptable, it must be declined or 

advice sought from the Company Secretary before accepting. 

6.5 Gifts of a trivial nature — for example, a pen, diary or box of chocolates of modest value — are generally 

acceptable provided they are declared. Gifts of cash are never acceptable in any amount. 

6.6 Working lunches or attendance at events as part of a genuine business relationship are generally 

acceptable, provided they are proportionate and declared. Attendance at sporting events, concerts or similar 

entertainment paid for by a supplier or contractor requires prior approval from the Company Secretary. 

6.7 Members of the Board of Directors, Local Academy Committees, and all Trust staff involved in 

procurement must disclose in the Trust's register of interests, maintained by the Company Secretary, any 

business interests they hold in companies or individuals from which the Trust may purchase goods or 

services. These disclosures must be kept up to date and must include business interests of close relatives 

where influence could be exerted. 
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7. Reporting a Suspected Fraud 

7.1 Any member of staff who suspects fraud, corruption or other irregularity must report their concerns 

without delay. The normal route is to the Company Secretary. If the suspected fraud involves the Company 

Secretary, the matter must be reported directly to the CEO. If it involves either the Company Secretary or 

the CEO, the matter must be reported directly to the Chair of the Audit Committee. 

7.2 No member of staff will suffer any detriment as a result of making a report in good faith under this 

policy. The Trust’s Whistleblowing Policy provides further protection and is available from the Company 

Secretary. 

7.3 All suspected or actual frauds must be recorded in the losses register and reported to the next Audit 

Committee meeting. 

8. Investigations 

8.1 All investigations into suspected fraud will be led by the Responsible Officer (internal audit), in 

accordance with the Fraud Response Plan set out in Annex B. 

8.2 Investigations will be conducted in accordance with the Trust’s Disciplinary Policy and, where a criminal 

offence may have been committed, in a manner that preserves the integrity of evidence for potential 

prosecution. The Responsible Officer must ensure that staff involved in investigations are familiar with the 

rules on admissibility of evidence in criminal proceedings. 

8.3 Investigations must be conducted in accordance with UK GDPR and the Data Protection Act 2018. Any 

processing of personal data in the course of an investigation must be lawful, proportionate and documented. 

Where covert monitoring is being considered, legal advice must be obtained before any such action is taken. 

8.4 The Responsible Officer will prepare a written report for the Audit Committee on completion of any 

investigation, including the value of any loss, the persons involved, the means used, measures to prevent 

recurrence and any action needed to strengthen future responses. 

9. Sanctions and Prosecution 

9.1 The Trust will pursue disciplinary action — up to and including dismissal — against any member of staff 

found to have committed fraud or corruption. The Trust will normally also pursue criminal prosecution of 

such individuals. 

9.2 Repayment of all losses will be sought in every case. Where losses are substantial, legal advice will be 

obtained about freezing assets and civil recovery proceedings. 

10. References 

10.1 Any request for a reference for a member of staff who has been disciplined or prosecuted for fraud 

must be referred to the Company Secretary. The Company Secretary, in consultation with HR, will prepare 

any response having regard to current employment law. 


