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7. Submission of expenses  

7.1. Expenses should be submitted on a hard copy form to the finance department at each 
Academy by the last working day of the month. Staff must ensure that their line manager 
signs off a completed expense form. Trustees and members should copy the Chair of the 
Trust Board in. Line managers or the Chair of the Trust Board will review expenses claims 
forms and approve or not based on the nature of items being claimed. Finance will then 
receive and process said claim, any queries with the expenses form will be emailed back to 
the employee, trustee or member with details of the query.  

7.2. When submitting a claim, payment will not be made unless the claim is submitted with 
receipts attached. Any additional paperwork to support a claim should also be included. 
Once processed, this will be paid into the claimant’s bank account. Claimants are entirely 
responsible for any tax implications of expenses claims.  
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10.3. Air travel  

10.3.1. Learning without Limits Academy Trust travellers should use the lowest cost 
means of travel and fare. Travel should be booked via the relevant Finance 
Officer. Significant savings can be obtained by specifying outward and/or return 
journeys at time of booking. Some airlines will also allow changes to fixed tickets 
for an additional charge and this may be cheaper than buying a flexible ticket. 
Fully flexible tickets should only be requested when absolutely necessary.  

10.3.2. Personal travel linked to Learning without Limits Academy Trust business. 

10.3.3. Personal travel as part of a business trip is discouraged, and in any event only 
allowed where such travel actually reduces the cost of business travel as part of 
Learning without Limits Academy Trust work e.g. staying a Saturday night to take 
advantage of a lower cost fare. Where additional costs are incurred that are not 
necessary, e.g. Saturday night in a hotel, the individual employee must meet 
these. A
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12.4. Hiring a vehicle  

12.4.1. Vehicles should only be rented for business purposes where it is cost effective 
and when public transportation and minicabs are impractical, more expensive or 
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Overnight stay in London (and other similar high cost destinations)  

 Cost per night (ex VAT) Cost per night (inc VAT) 

Room only £105 £126 

Bed and Breakfast £115 £138 
 

13.2. Private accommodation  

13.2.1. In circumstances where it is economical for Learning without Limits Academy 
Trust, a line manager may authorise in advance, where you are more than 40 
miles from home, for staff to stay in private accommodation, with family or 
friends. An allowance of £20, including breakfast may be claimed for this.  

14. Meals  

14.1. Meals whilst away overnight  

14.1.1. When necessarily away from base overnight, Learning without Limits Academy 
Trust will reimburse the actual cost of relevant meals on presentation of receipts, 
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19. Review of this Policy 

19.1. The LwLAT Trust Board has overall responsibility for the adoption, review and amendments 
of this policy. The Trust Board will review this policy yearly, or earlier if necessary, to 
comply with statutory DfE updates and amendments. Annual financial audit also ensures 
probity. 

 


