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Travelling & Subsistence Policy

The VEC pays travelling and subsistence expenses in respect of necessary authorised journeys/absences that are actually and necessarily incurred, on the Committee’s business. Payments are in accordance with procedures, conditions and rates laid down by the Minister for Education & Science and the VEC. Details are available from your Principal/Line Manager or from the Finance section.

Journeys shall be planned to reduce the total cost of expenses to the minimum, consistent with efficiency and economy. It shall be the responsibility of staff using their vehicle in the performance of official duties to ensure:-

1. Economies are maximised:

· Mileage allowances are only payable where public transport is not practical, is not available or does not represent economy.

· The shortest and most economical route and method shall be used.

· Expenses shall not be paid in respect of any portion of a journey which covers all or part of an officer’s usual route between home and headquarters.

· Where more than one officer is travelling to the same area, arrangements should, where feasible, be made to avoid duplication of the use of officers’ own cars.
· Where officer proceeds on an official journey direct from home or returns home direct, the travel allowance payable will be calculated by reference to the distance from home or headquarters, whichever is the lesser.

2. Legal compliance in respect of motor insurance, driving and vehicle licences:

· Evidence of such compliance shall be made available on request to the Finance Section
· Motor Insurance Policies should cover official use of the vehicle and provide an Indemnity to Co. Galway VEC. It is the responsibility of the individual to explain to his/her Insurers the extent of use of the vehicle. A distinction may be required between travelling incurred in the course of business and attendance at in-service training/career development.
3. Overnight & day subsistence is only claimed where there is necessary absence.

· Claims shall be adjusted for meals and/or appropriate hospitality provided.

· An overnight allowance covers a period up to 24 hours from the time of departure as well as any further period not exceeding 5 hours.

· A day allowance is not payable for an absence at any place within 5 km (3.11miles) of an officer’s home or headquarters.
· A day allowance is not payable for an absence from headquarters at any place on repeated daily visits. (e.g. Where the employee is scheduled to be there repeatedly week after week).
4. A proposed travel itinerary showing planned journeys is submitted weekly in advance for consideration and/or approval by the relevant Line Manager.

5. A diary record is maintained to include departure & return times, duties discharged, locations visited, mileage & expenses incurred names of passengers and details of car used. This shall be available for inspection by the person’s line manager or other approved officer.

6. All In-service needs to have the prior approval of the CEO if costs are going to be incurred on behalf of the Committee. (e.g. Course fee, Travel and Subsistence or Substitution etc.)

7. Applications by Teachers/Tutors to attend Courses/Seminars, other than approved In-service courses, should be submitted to the HR Section. Applications must include a statement of case from the applicant on curricular or other relevant grounds in support of the request. In addition the application should be accompanied by a considered letter of recommendation from the Principal/Line Manager as appropriate. 
8. Other Staff Members should apply directly to their relevant Line Manager as part of the process outlined at Section 6 above.

9. Travel & Subsistence Allowances will be payable, where appropriate, only in respect of essential travel.
10. Travelling & Subsistence Allowances will not be payable in respect of general invited attendance at V.E.C and/or other Social events e.g. Official Openings, Prizegivings, Presentations, Launches etc. However, Travel & Subsistence will be payable in instances where attendance and officiating are part of the official function/role of the relevant member of staff.

11. Expenses claims must be fully and properly completed, excluding the calculation of amounts due. They must be submitted monthly in arrears. Failure to comply with this directive may render any such claim null and void. Claim Forms which are not completed in full in accordance with the foregoing will be returned to the Claimant or Authorising Officer as appropriate..

12. Authorisation Process

i. School Principals/Acting Principal/ AEO’s / OEC manager Claims to be authorised/approved for payment by the CEO/ EO.

ii. Centre Directors / Programme Coordinators /ALO’s and other initiatives within the Adult and further education sector will be authorised/approved for payment by the relevant AEO

.

iii. All other appropriate staff Claims in each School/College/Centre to be authorised/approved for payment, as heretofore, by the relevant Line Manager.

13. Limitations on Travelling & Subsistence Expenditure:

i. Travel & Subsistence expenditure in respect of the General & Post Primary Scheme is subject to the limit advised by the Department of Education & Science under this heading in the annual Approved Service Plan and Co. Galway V.E.C. must take all steps necessary to ensure compliance with the notified limit.

ii. Travel and Subsistence expenditure in respect of all other Programmes is subject to compliance with the notified Non-Pay or overall Approved Budget in respect of each Programme as appropriate.

iii. Night Classes will NOT normally attract Travel and Subsistence except in exceptional circumstances. These exceptions will have to be approved in advance by the CEO/EO.

iv. BTEI programmes will NOT normally attract Travel and Subsistence except in exceptional circumstances. These exceptions will have to be approved in advance by the CEO/EO.
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Chief Executive Officer												





� EMBED MSPhotoEd.3 ���












_1200742050.bin

