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Application and purpose
This policy applies to all GTC Scotland Council, Appeals Board, Appointments Committee and Panel
members (collectively referred to in this policy as “members”). It is intended to:
•
•

Provide clear guidance on what expenditure will be reimbursed when members incur expenses
whilst undertaking GTC Scotland duties and to set out the procedure that must be followed for
reimbursement of that expenditure; and
Provide clear guidance on the compensation scheme that is in place for members undertaking
GTC Scotland duties and to set out the procedure that must be followed in making any claim for
compensation in accordance with that scheme.

This policy replaces all previous policies or guidance related to member compensation and
expenses claims. It should be read in conjunction with a member’s terms of appointment/office as
well as GTC Scotland’s Code of Conduct and Membership Scheme. It should also be interpreted in
compliance with the Equality Act 2010.
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Expense claims
GTC Scotland is a not for profit organisation carrying out public functions. Members should adopt a
reasonable and responsible approach when submitting claims for expenses and are expected to
minimise costs where practicable.
All claims for expenses must be supported by itemised receipts. Receipts should show the name
of the provider, the date of transaction and details of the goods or services purchased. Non-itemised
receipts will not be accepted.
Claims may only be submitted when undertaking agreed GTC Scotland duties. Expenses
associated with attendance at any meetings or events on a voluntary basis will not be reimbursed.
GTC Scotland will not accept liability for any expenses associated with loss or damage to personal
belongings whilst on GTC Scotland business.
Further requirements related to specific types of expenses are detailed below.

2.1

Travel

2.1.1

General Principles
Before making any travel arrangements, consideration should be given as to whether there is a real
need to travel to the hearing/meeting/event venue or whether there is a satisfactory alternative (e.g.
telephone or video conferencing). Attendance by video or telephone conference may not always be
practicable so members should seek advice on this from the relevant Committee Secretary or
Servicing Officer. [Note: it is not practicable to participate in a hearing or professional interview via
telephone or video conferencing.]
GTC Scotland has an environmental policy and encourages the use of public transport as well as
cycling and walking in preference to using cars, on the grounds of reducing cost, improving health
and minimising the impact of the journey on the environment. Travel should be by the cheapest
means of transport except where this would result in an unreasonable journey time. Where public
transport, air travel or similar is used, only cheapest class ticket fares will be reimbursed. Should a
member wish to travel by first or any other premium or upgraded class, any additional expense
associated must be borne by him/her. Members are expected to minimise costs associated with
public transport, air travel or similar by booking as far in advance as is practicable.
Members should be prepared to justify their choice of travel method at all times.
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2.1.2

By Car, Motorcycle or Bicycle
Journeys should be taken by the most economical route possible. When calculating mileage to
claim the AA route planner system should be used, rounding the overall total up or down to the
nearest whole mile. Her Majesty’s Revenue and Customs (HMRC) mileage rates are the maximum
that may be claimed.
HMRC mileage rates are currently:
Mode of Transport

Up to 10,000 Miles

Over 10,000 Miles

Car
Motorcycle/ Scooter
Bicycle
Additional passenger allowance

45 pence
24 pence
20 pence
5 pence

25 pence
24 pence
20 pence
5 pence

Car parking costs necessarily incurred while on GTC Scotland business will be reimbursed. Parking,
speeding or other fines relating to motoring offences will not be reimbursed.
Car hire must be arranged and approved by the Council and Panel Support Manager. Where
vehicles are hired then expense claims should reflect the cost of the fuel purchased rather than the
mileage rates shown above.
Anyone claiming private car mileage whilst on GTC Scotland business should ensure that their
vehicle is appropriately insured. Should the car be required to be insured for business use, any
additional insurance premium payable is not an expense that will be reimbursed.
GTC Scotland has an environmental policy and members are encouraged to car share whenever
possible.
2.1.3

By Taxi
Taxis may be used when it would not be reasonable to use public transport. Circumstances in which
it might be appropriate to use a taxi would be where there is inadequate public transport available,
where it would be more economical for several people to share a taxi rather than paying separate
public transport costs, where heavy documentation needs to be carried, in cases of urgency or if
personal security (e.g. late night travel), pregnancy or a disability is a factor. Given the location of
GTC Scotland’s office, taxis may also be used in order to connect to public transport networks.
Taxis should be booked in advance through GTC Scotland’s approved supplier via GTC Scotland
Staff (principally Reception Staff).
Where taxis have not been booked by GTC Scotland Staff, all expense claims must be accompanied
by receipts. Receipts must be dated, state the fare, the start location of the journey and the final
destination. Gratuities or tips may not be added to the fare.

2.2

Subsistence
Members are entitled to claim the cost of reasonable subsistence expenses incurred while
undertaking GTC Scotland duties when such expenditure has been incurred in addition to his/her
norm because of the fact he/she is undertaking GTC Scotland duties. This would include food and
drink expenses where the member has been prevented from taking a meal at their home or normal
working location and where meals are not provided at the meeting/hearing/event venue. Allowable
expenses include the cost of a meal, the cost of a non-alcoholic drink with the meal and
refreshments such as tea, coffee and/or soft drinks taken between meals.
No food or drink expense claims may be made in connection with a total home to destination travel
journey of less than 2 hours in duration. In addition, no food expense incurred as a result of journey
time may be claimed unless the member is required to leave home before 7.30am and/or will not
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return home before 8.00pm. No separate expense claim may be made for meals where such meals
have been included as part of overnight accommodation arrangements.
The following maximum subsistence claim rates (inclusive of VAT) are currently in force:
Expense

Maximum Claim Allowable

Breakfast (including an accompanying tea/coffee/soft drink)

£6

Lunch (including an accompanying soft drink)

£8

Tea/Coffee/Soft drink

£3

Evening meal (including an accompanying soft drink)

£25

Reasonable expenses over and above the subsistence rates detailed above that have been incurred
in any exceptional circumstance must be authorised in advance by the Council and Panel Support
Manager.
Members staying overnight at a hotel should check with the hotel if any special business rates have
been negotiated for them for their meals when checking in.
Please note that subsistence expense claims for the following will not be reimbursed:











Alcohol
Beauty treatments such as hairdresser, spa
Childcare costs or costs associated with the care of dependents
Clothes, laundry or similar services
Newspapers
Room service
Pay to view films
Staff gratuities or discretionary “tips”
Tobacco
Toiletries

Tea, coffee and water are provided to members attending GTC Scotland meetings/hearings/events.
Lunch will also be provided to members where they are required to attend all day or where, as a
result of their journey time, and with reference to the above, they would be eligible to make an
expenses claim for lunch and GTC Scotland staff have therefore made arrangements for them to be
provided lunch on arrival/departure.
Please note that GTC Scotland does not have canteen facilities and therefore where a member is
not attending an all day meeting/hearing/event and it has not been confirmed that lunch is to be
provided to them, he/she should make their own lunch arrangements.

2.3

Printing Costs
Members may opt to receive papers for hearings/meetings electronically and may on occasion wish
to print hard copies of these. Expense claims may be submitted for printing costs at a rate of 4
pence per page printed. Expense claims should provide details of the documents printed.

2.4

Accommodation
Accommodation expenses will be met by GTC Scotland only where taking account of travel time, the
required attendance means the member has to leave home before 7.00am and/or will not return
home before 8.30pm; or the required attendance is over consecutive days and the costs and/or time
associated with the member travelling home and back to the meeting venue for the following day
mean that a claim for overnight accommodation is reasonable.
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Any hotel (or similar overnight accommodation) bookings required should be identified by the
member as far in advance as possible. Bookings must be arranged through GTC Scotland Staff (the
relevant committee secretary or, otherwise, the Council and Panel Support Manager) in order to
ensure that special negotiated rates are used with selected hotels. Such bookings are made on a
bed and breakfast basis.
Where exceptional circumstances apply and a member wishes to arrange a hotel booking directly,
this must be approved by the Council and Panel Support Manager in advance of the booking being
made. Where the booking is approved, the member should settle the invoice directly and make a
claim for reimbursement following the standard expense claim procedure. Note: the following
maximum overnight hotel accommodation claim rates are currently in force (on a bed and breakfast
basis) but may be updated from time to time in line with market rates:
Attendance location

Maximum Claim Allowable

Edinburgh

£75 (it would normally be expected that members would take
advantage of the special negotiated hotel rates that are in place)

London

£120

Other

£100

A £25 ‘friends and family’ overnight allowance may be reimbursed if a member prefers not to stay in
a hotel. This allowance is intended to cover the costs of the accommodation on a dinner, bed and
breakfast basis so no further expense claims for the associated dinner and breakfast would be
reimbursed.
Expense claims related to members staying overnight in their own property will not be reimbursed.

2.4.1 Cancellation of bookings
Overnight accommodation booked by GTC Scotland Staff can usually be cancelled up to 4.00pm on
the day of check-in. Members should notify the staff member that booked the accommodation at the
earliest possible opportunity if overnight accommodation is no longer required to avoid GTC
Scotland incurring any unnecessary expenditure. If the member has arranged his/her own
accommodation, it is his/her responsibility to ensure that the booking is cancelled. GTC Scotland
will not reimburse members for charges incurred as a result of cancelled or unused bookings unless
the member can show that such charges were unavoidable.
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Compensation Scheme

3.1

Subject to the terms of paragraphs 3.2 and 3.3 below, members are entitled to claim a
compensation payment of £75 for each half day (up to 3.5 hours) of agreed attendance at a
meeting/hearing/event that forms part of their GTC Scotland duties. This amount covers any
preparation time and is subject to deduction of tax and national insurance as appropriate.

3.2

The compensation payment is intended to compensate members for any financial loss incurred
(whether directly or indirectly) as a result of their attendance; it is not an attendance fee. Members
are therefore expected only to claim the amount where such loss has been incurred.

3.3

GTC Scotland has agreed a protocol with the Convention of Scottish Local Authorities (COSLA) (see
attached Appendix) to seek to secure the release of any members employed in Scottish local
authorities from their employment to undertake GTC Scotland duties. This protocol also contains
provisions that affect the operation and application of the Compensation Scheme for such members,
these are:
•

4

That any compensation payment claimed by such members will be paid by GTC Scotland to the
employer or school and not the individual member.
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•
•
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That compensation will only be claimed for such members where an additional cost has been
incurred by the employer as a direct result of facilitating the member’s release (for example, the
cost of teaching supply cover).
That for any such Council member, claims will be made for compensation by the employer only
if and when that member has been required to be released from their place of employment
(normally anticipated to be a school) for an excess of 10 days in order to carry out their GTC
Scotland duties.

Claims Procedure
All claims are checked carefully by GTC Scotland staff. Claims that do not comply with the terms of
this policy will not be authorised for payment.

4.1

Expenses
Expenses claims must be made on the appropriate GTC Scotland provided form with receipts
attached. If the claimant is unable to supply a receipt for an item then an explanation must be
provided on the form.
Separate expense claims should be submitted for each day of attendance. Claims should be
submitted within one month of the date of attendance. Claims submitted more than 3 months after
the attendance date will not be reimbursed.
Expense claim forms are available on MYGTCS, the Workspace Portal, from Reception, from the
Council and Panel Support Manager or from other GTC Scotland staff.
Expenses claims will normally be reimbursed at the end of the calendar month in which the claim
has been made. Payment will be made by BACS transfer and a confirmation of payment will be sent
to the member by e-mail when this transfer has been arranged.

4.2

Compensation Scheme Payments
In order to claim compensation scheme payments, members must first sign up to the Scheme using
the forms provided for this purpose by the Council and Panel Support Manager. Individual claims
must be made on the appropriate GTC Scotland provided form with full details of the
meeting/hearing/event attended..
Compensation payment claims should be submitted within one month of the date of attendance.
Claims submitted more than 3 months after the attendance date will not be reimbursed.
Compensation claim forms are available on MYGTCS, the Workspace Portal, from Reception, from
the Council and Panel Support Manager or from other GTC Scotland staff.
th

Compensation Scheme claims received by the 4 day of the month will be reimbursed on or around
th
th
the 25 day of the month. Compensation Scheme claims received after the 4 day of the month will
th
not be reimbursed until on or around the 25 day of the following month.
Compensation Scheme claims may only be submitted by members undertaking GTC Scotland
business. Attendance at events by way of invitation or as a point of interest will not be reimbursed.
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Publication of Council Member Claims
GTC Scotland publishes details of the compensation payment and expenses claims made by
Council members on an annual basis in the interests of transparency, public accountability and as a
result of the legal reporting requirements set by the Public Services Reform (Scotland) Act. As this
is a legal requirement, Council Member consent will not be sought in advance of such publication.
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6

False or Fraudulent Claims
Submitting a false or fraudulent expenses or compensation payment claim, or attempting to do so, is
a breach of the Code of Conduct applicable to Members and will result in the complaints process set
out in the Code of Conduct and Membership Scheme being initiated which may lead to removal of
the Member concerned from office.
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Queries
Any queries relating to the application of this policy should be directed to the Council and Panel
Support Manager.

Derek A Thompson
Convener

Kenneth B Muir
Chief Executive/Registrar

Clerwood House
96 Clermiston Road
Edinburgh EH12 6UT
11 June 2014
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GTC Scotland aims to promote equality and diversity in all its activities

GTC Scotland

Direct weblinks

Clerwood House, 96 Clermiston Road,
Edinburgh EH12 6UT
Tel: 0131 314 6000 Fax: 0131 314 6001
E-mail: gtcs@gtcs.org.uk

Main site:
www.gtcs.org.uk

Professional Update:
www.gtcs.org.uk/professional-update

Probation department:
www.gtcs.org.uk/probation

Professional recognition:
www.gtcs.org.uk/professional-recognition

Probation site for teachers:
www.in2teaching.org.uk

Fitness to Teach:
www.gtcs.org.uk/fitness-to-teach

Registration department:
www.gtcs.org.uk/registration

Research:
www.gtcs.org.uk/research

