Birmingham Circuit Travel Policy – Lay Employees

Introduction

This policy sets out the arrangements for the reimbursement of travel expenses which are incurred by lay workers in undertaking their duties.
Usual/Designated Place of Work

Each lay employee shall have a usual or designated place of work.  If a lay employee has a single place of work, be that a church or a circuit office, this will be their designated place of work.  Employees are responsible for any costs incurred in travelling from their home to their designated place of work.

Lay employees are entitled to claim reimbursement of travel expenses incurred in making work journeys to locations other than their designated place of work.  The start point for these journeys will be considered to be the designated place of work.

In circumstances where an employee makes a work journey to a location other than their designated place of work and goes there directly from their own home, they should claim expenses as if they had started at their designated place of work unless the actual distance covered is shorter, in which case the lower amount (from home to the location) shall be claimed. 
In situations where a lay employee is attached to more than one church location, their designated place of work shall be the location at which they are expected to spend the greatest proportion of their time.  If an employee has an equal number of hours in two or more locations then one of these locations shall be designated as an ‘administrative base’ by their line manager.

This location will be specified in each employee’s job description.
If a formal change is made to the allocation of working hours to particular locations, the designated place of work will be reviewed by the line manager.
Mode of transport

Lay employees are expected to use the most cost effective mode of transport appropriate to the journey undertaken, taking account of factors such as time, personal safety, convenience and cost.
For local journeys it is understood that in most cases employees are likely to use their own vehicle.

If on occasion a longer journey is required to be undertaken, employees are asked to undertake this by public transport, unless there are particular reasons why this may not be appropriate.  Reimbursement for journeys taken by public transport will be made at the actual cost of standard class travel.
Costs
The Birmingham Circuit follows the policy and advice of the Methodist Conference on reimbursement of travel costs.  The rates that apply at present are set out below. 

Claim Process
Employees needing to claim travel expenses should keep a record of journeys made and make a claim at the end of each calendar month, on the form provided.  These should then be submitted to the employee’s line manager for approval, together with any receipts for journeys made by public transport.

Claims made in excess of three months after the event will not be accepted for approval.
Methodist Church – Report to Conference 2015


The Committee continues to remind the Methodist Church of our commitment to reducing our carbon footprint, and wishes to encourage people to use public transport and share cars wherever possible.  


1.8 The following travel expense rates will apply to ministers, supernumeraries, lay employees in churches, circuits and districts and lay volunteers:   Car: up to 10,000 miles          45p per mile          over 10,000 miles           25p per mile  


Motor-cycle                                24p per mile  


Bicycle                                         20p per mile  


Additional passenger rate        5p per mile
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