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Part Five, Section 5  
 Travel, Subsistence and 

Dependents/Caring Allowances 
 
 
5.  Travel, Subsistence and Dependents/Caring Allowances 
 
5.1. Members are allowed to claim travel, subsistence and dependents / caring allowances 

when carrying out official duties as listed within Schedule 2 of this scheme (“Schedule 2”).   
5.2. Members must submit claims within 2 months using any approved forms / IT systems.  For 

claims to be processed within the month submitted, they must be submitted in accordance 
with stated deadlines provided to members. 

  Transport Allowances 

5.3. Where Councillors are undertaking official duties, claims for transport allowances will be 
paid at the following rates: 
 
The rate for travel by a councillor's 
own private vehicle, or one 
belonging to a member of his family 
or otherwise provided for his use 
shall not exceed 

45p per mile 

The rates specified for travel by car 
may be increased in respect of the 
carriage of each passenger, not 
exceeding 3, to whom a travelling 
allowance would otherwise be 
payable under any enactment by not 
more than 

5p per mile 

Travelling by own private Bicycle, or 
oe belonging to a member of his or 
her family or otherwise provided for 
his or her use 

20p per mile 

Public Transport Standard Fare incurred;  
Councillors are expected to use any 
discount / concessionary fare 
entitlements 

Taxis Actual Fare, as evidenced by receipt; 
this should be pre-approved by the 
Chief  
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Executive or Monitoring Officer and 
only in exceptional circumstances. 

Car Parking, ferries  and Toll Fares Actual Fare incurred, as evidenced 
by ticket / receipt / statement 

 
5.5. Travel on approved duties shall be at the most cost-effective method that meets the needs 

of the member, normally car, bus, aeroplane or train at standard rates. In particular, 
members who have to travel by train would be expected to travel second class unless 
exceptional circumstances require otherwise. In such a situation, first class travel must be 
given prior approval by the Chief Executive or Head of Organisational Development. If 
other types of journeys need to be taken by members on out of authority business (e.g. 
taxis) then these modes of transport must first get prior approval by the relevant Director. 
Furthermore, receipts must be provided for the reimbursement of any claims. 

 
5.6. Should HMRC adjust the standard rates for car, motorbike or bicycle travel, then the 

Council may adjust the rates in 5.3 accordingly. 
 
5.7 Rail tickets are available from Democratic Services for all rail journeys provided three 

days' notice is given. 
 
5.8 The Council has made no provision for travelling to meetings from outside the UK. 
 
5.9 The Monitoring Officer (or in his r her absence the Chief Executive or the Chief Finance 

Officer) is authorised to approve the payment of travelling and subsistence for tours, visits 
etc initiated by an Cabinet Lead subject to a maximum of £300 per annum for payments 
initiated by each Cabinet Lead. 

 
5.10 Where two or more councillors are attending the same event car transport should be 

shared wherever practicable. 
 
 Subsistence Allowances 

5.11 Wherever possible a member shall organise their meals and accommodation through the 
Council who will pre-book and pre-pay. 

 
5.12 Where it is not practicable for the Council to pre-book accommodation a member shall be 

allowed up to 3 star accommodation which will be reimbursed on production of a receipt. 
 
5.13 Where meals cannot be pre-booked and pre-paid reasonable costs will be paid on 

production of receipts, normally up to the same limits as apply to employees of the council. 
 

Breakfast up to £5.73 
Lunch up to £7.92 
Dinner up to £9.80 

 
5.14 The daily maximum subsistence rate shall be increased in line with the percentage 

increase in the casual users mileage rate as laid down by the NJC for Local Government 
Services.  

 



May 2023 
 

5.15 No subsistence allowances are payable for attending approved duties within the Borough. 
 
 Dependents / Caring Allowances 
 
5.16.  A Dependant Carers Allowance may be paid where a councillor has to employ a person 

over 16 years of age (other than a member of their own family) to care for a child under 
age 14, disabled person or elderly person who is a member of the councillor’s family living 
with the councillor and in need of full time care.  

 
5.17 The rate of payment will be up to eight hours or two approved duties if less in any one 

week for: 
 
 (a) child care – at the relevant national minimum wage applicable to the age of the 

carer; and 
 
 (b)  elderly and/or disabled dependents – at the hourly rate chargeable by Hampshire 

County Council Adult Services for provision of a Home Care Assistant up to a 
maximum of £14.20 per hour.  

 
5.18 Payment will be made on production of evidence of payment i.e. a receipt bearing the 

name and address of person employed to provide cover, the date, and number of hours 
and amount paid. 

 
5.19 There may be exceptional circumstances where, instead of employing a carer, other care 

arrangements are more appropriate e.g. paying for taxi fares to school for a disabled child 
where a councillor is attending a meeting outside the Borough. Payment up to the 
maximum at 4.171 may be allowed exceptionally with the agreement of the Chief Finance 
Officer. 

 
5.20    Relevant meetings for this purpose are all approved duties in Schedule 2. 
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