
Policy for the Payment of 

Expense s and 
 

 
 

Introduction 

 

As trustees of the Academy all governors are entitled to claim certain expenses. This 

Policy outlines when and how these payments can be paid. 

 

Paying Allowances 

 

As a general rule, governors will be reimbursed, for all reasonable expenses which they 

incur, wholly, necessarily and exclusively in the course of their business as school 

governors. Examples of when a claim may be made for incurred expenses are given 

below these are not definitive. Governors may also be reimbursed for items such as the 

provision of equipment and/or support for governors with special needs or where an 

individual’s first language is not English.  These claims will be considered on a case by 

case basis once submitted 

 

Governors must also be aware that public relations and perceptions require that 

Teddington School not only has a rigorous, effective and transparent Governor 

Allowances policy in place, but also that no misleading or unfortunate impression can 

be created in the application of the policy. Accordingly, the internal and external 

auditors will be requested to carry out periodic targeted reviews of the application of the 

policy. 

 

Headteacher, as formally designated Accounting Officer, is responsible 

for ensuring compliance with all Financial Regulations, Policies and 

Procedures. Ultimately the Accounting Officer is answerable to the Resource 

Committee for all uses to which Teddington School’s public funding is put, and 

this policy contributes to the framework within this accountability sits. 

Policy for the Payment of Governor Allowances 



 

 

This policy will ensure that the school complies with Inland Revenue regulations. It is 

therefore essential that the procedures detailed in this policy are followed when making 

an expenses claim or accepting a benefit or gift. This will enable the school to make the 

reimbursement of expenses without deduction of tax. 

 

Childcare or babysitting  

 

Claims for the actual cost of reimbursement to a registered child-minder or babysitter 

may be made while the governor is attending meetings of the governing body or its 

committees or other agreed activities, such as training events.  Appropriate proof of 

payment should be submitted. This excludes situations where the individual has a 

spouse, partner or other responsible adult who normally lives in the family home to care 

for his/her child(ren). 

 

Care arrangements for an elderly or dependent relative 

 

Costs may be claimed for situations similar to those for child care.   

 

Telephone charges, photocopying, stationery, etc 

 

Where a governor is unable to use the school’s facilities for any of the above a claim for 

reimbursement may be made.  Receipts must be kept where appropriate; in all other 

cases a detailed written record should be made and submitted.   

 

Travel and subsistence 

 

Mileage may be claimed for distances exceeding 5 miles for the purpose of attendance 

at meetings of the governing body or its committees or other agreed activities.  Claims 

will be reimbursed at the rate of 45p per mile  

 

Where public transport is used, the actual cost of the expenditure will be reimbursed, up 

to standard class rail travel.  Where it is not possible to use public transport the actual 

cost of a taxi fare will be reimbursed.  Receipts will be required. 

 



Claims for subsistence allowances, i.e. for meals that would not otherwise have been 

purchased or car parking charges that would not otherwise have been incurred, will be 

reimbursed upon the production of a receipt.  

 

Making a claim 

 

Governors should claim in arrears on a termly basis unless the amount to be claimed is 

substantial.   

 

Claims should be authorised by the Chair Governors) and submitted to the School 

Business Manager/Director for payment. 

 

This Policy will be reviewed annually and any claims paid will be presented to the 

Resources Committee in aggregate each term. 
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