




July 2023

[image: image1.png]The Association
for Science Education

Promoting Excellence in Science Teaching and Learning




Allowable Expenses Policy

1.         INTRODUCTION

            When members give their time and services on behalf of the Association, it is right that the Association should reimburse their expenses in full.  Expenses are, however, only allowable if they have actually been incurred and are accompanied by receipts.  They must not be regarded as an allowance which is due whether or not money is spent on the items specified.  When arranging a meeting or activity, a group (e.g. a sub-committee or working party) should ensure that the total cost to be incurred is within their agreed budget.  In case of doubt they should consult the Chair of the parent committee or ASE Headquarters (HQ). Members are encouraged to be cost conscious in deciding between different expense options, recognising that the costs are claimed from charitable funds.
2.         SUBSISTENCE
           The Association will refund the cost of pre agreed hotel accommodation and/or meals reasonably incurred by a member as a direct result of carrying out the work of the Association. 
Accommodation: Members will be reimbursed at the single room rate for the reasonable cost of hotel, guest house or other commercial accommodation, up to a maximum limit of £95 per night including breakfast. Where the maximum limit is exceeded for genuine reasons (e.g. no other suitable accommodation was available within the price limit), additional assistance may be approved on request to HQ. When making a claim, members should submit appropriate receipts. When the meeting is being held at HQ in Hatfield, a local hotel will be used. This is booked through HQ and the bill paid directly by ASE.
Meals: Members travelling on behalf of the ASE may claim up to £25 per 24-hour period for meals incurred during this time. As above, claims should be submitted to HQ, together with appropriate receipts. Exceptions to this limit may be made, for example, where a specific meal is involved in the activity being undertaken that requires higher expenditure. Meal allowances cannot be used for alcoholic beverages.
3.         TRAVEL
            Expenses may be claimed for authorised journeys made by public or private transport; a member must balance his/her personal convenience against the cost to the Association and environmental impact when deciding which mode of transport to use.

(a)        Rail: The Association will normally refund second class rail fares at the cheapest rate available or the proportion of a more expensive ticket equivalent to a second-class fare. Committee Chairs are encouraged to finish meetings on time so that open rail fares are not necessary other than in exceptional circumstances where pre-approved by HQ. 
(b)        Air: When a member is on Association business for which a travel allowance is claimable, they may travel by air if by so doing a saving is made in the cost of accommodation and/or meals, and the total cost to the Association is similar to that incurred if surface transport had been used. The most economical flights must be sought – booking early can often result in cheaper flights. 
(c)        Other public transport: The Association will refund bus and coach fares in full.  Taxi fares will be reimbursed where this is the only practicable means of transport. Receipts should be obtained.
(d)       Private car: The ASE’s current mileage allowance is 45p per mile single car occupancy and 50p per mile for two or more occupants. Members travelling to meetings by bicycle may claim mileage at a rate of 50% of the car mileage rate.
All expenses claims need to be submitted not later the one month following the event. 
Claims submitted after that date will only be entertained if the claim has been delayed by extenuating circumstances and will as a matter of course be referred to the CEO for approval or rejection. 

All invoices should be approved as necessary by the same date and details of any commitments/orders for which invoices have not been issued should be submitted by the same date. If invoices are for services or supplies in advance of the actual supplies, or they relate to a period which straddles 31st July or are for the next accounting period, they should be marked as such.

4. OTHER EXPENSES
In rare cases, the Association may support other reasonable expenses incurred as part of your activities for the ASE. Prior approval must be sought from ASE HQ.
5.         ELIGIBILITY
           Members representing the Association at external events may claim for travel and subsistence when engaged on Association business. Prior approval must be sought from ASE HQ.
Representatives of the Association on external committees who are required to carry out any function for that committee should claim their expenses from the external committee.

            The Association Chair is allowed to claim full expenses for visits to Headquarters and for attending meetings of the Association or relevant external events in any part of the United Kingdom, or abroad (with prior agreement of the CEO to ensure funding is available) if requested to do so.  

 

Other members of the Chair Trio or Treasurer may from time to time similarly incur expenses when acting as host or representative of the Association and may claim reimbursement.

6.         REGIONS
(a)        The Region Chair may claim travelling expenses for attending all meetings of the Region.

(b)        The Region Secretary may claim travelling expenses for attending all meetings of the Region.

The Region Secretary or a substitute may claim travelling expenses for attending the Region Secretaries’ meeting at Headquarters.

(c)        Committee members may claim travelling expenses for attendance at all Committee Meetings, sub-committee meetings and the Annual General Meeting of the Region.

(d)        Refreshments: The cost of modest refreshments provided at Committee and at Region Meetings may be charged to Region funds.

(e)       Speakers may claim travelling and subsistence expenses, including overnight accommodation, although it is hoped that this will be very seldom.  A token of appreciation, such as a book or gift to the value of about £20, would be appropriate and would be allowable.

Fees may be paid for contributions to Region/Section Meetings at the discretion of the Region/Section Committee on rare occasions.  These fees must be covered by funds available to the Region/Section.  No extra funds will be made available.

If a member is asked by the Region Committee to accompany a speaker to a meal, they may claim for that meal in line with para 2 above .

(f)        Discretionary payments: Regions may pay expenses or gratuities to other people and/or for other purposes than are specified above.  These might include:-

                                    (i) Expenses to a Meetings Secretary or person responsible for organising a particular meeting, or to a Press Officer, Membership Secretary, etc.

                                    (ii) Gratuities to non-members, such as a school secretary, laboratory technician, or caretaker in lieu of fees.

iii) Sponsoring organisations are fully at liberty to pay an honorarium for Region/Section, Area and Annual Conferences.
(g)
All expenses claims need to be submitted within a month of the event.
Claims submitted after that date will only be considered if the claim has been delayed by extenuating circumstances and will as a matter of course be referred to the CEO for approval or rejection. 

All invoices should be approved as necessary by the same date and details of any commitments/orders for which invoices have not been issued should be submitted by the same date. If invoices are for services or supplies in advance of the actual supplies, or they relate to a period which straddles 31st July or are for the next accounting period, they should be marked as such.

7.        ANNUAL CONFERENCE

(a)       Members of the Trustee Body and the Quality and Audit Committee may claim travelling expenses to and from the Annual Conference in order to attend the AGM and/or  to Chair academic lectures as a representative of the ASE.  These travelling expenses will be paid on the basis of standard rail fare or other special rates which may be available on certain journeys whichever the lower.  Alternatively, car mileage allowance may be claimed if it is less than these costs.

(b)       Honorary Officers are expected to be at the Annual Conference for its duration, including the Association Dinner, and so may claim for travel as above, and for accommodation and meals (in line with this policy) during the whole of the meeting. i.e Association Treasurer, Chair Trio and Chair of Trustees.
(c)       The Annual Conference Management Group. The Association will provide reasonable travel expenses, accommodation and meals for the duration of the meeting where appropriate.
(d)        Overseas Guests invited by the Chief Executive on behalf of the Association have their expenses paid from their arrival at the Meeting on its first day until their departure on the last day.  Travel expenses are not included.

(e)        Special Guests at the Association Dinner may claim travelling expenses and overnight accommodation and meals as necessary.

(f)        Members to be proposed by the Trustee Body for election to Honorary Membership at the Annual General Meeting shall be Special Guests at the Association Dinner (see (e) above).

(g)         Members of Association committees may NOT claim travelling or accommodation expenses in connection with their attendance at the Annual Conference unless this has been cleared in advance with the Conferences & Events Manager as provided for under paragraph 07c above.
            

8.       ASSOCIATION CONFERENCES
           The Association will pay all subsistence expenses of members invited to the conference by the Conferences & Events Manager or Organising Committees. Travelling expenses will be paid on the basis of second-class rail travel or other special rates which may be available on certain journeys, whichever is the lower.  Alternatively, car mileage allowance may be claimed if it is not more than the above costs. Expenses for delegates invited to region conferences will be met from Region funds.

                                                                                                

                                                                                                Association Treasurer
