Expenses and allowances for resident involvement

We always encourage as many residents as possible to get involved in our work.  We will cover most out of pocket expenses to enable residents to attend meetings, events and training.

How do I claim expenses?
You can claim expenses by completing one of our expenses forms.  These can be obtained from any member of staff.  Completed expenses forms should be returned, by post or e-mail, to Helen Wood, Resident Involvement Officer and payment will usually be made by cheque or bank transfer and this will usually take approximately 14 days from receipt of the completed expenses form.  However, in some circumstances we will pay expenses in cash on the day by prior arrangement.

Tax issues 
Expenses that are paid to residents are not classed as earnings.  They cover out of pocket expenses and should not affect a residents’ benefit entitlement, however they may affect a resident’s tax position on some occasions.  The current tax-free allowance for vehicle expenses claims is 40p per mile.  Expenses claims are subject to internal and external auditors and we would recommend that all residents who are claiming expenses check their position on this matter.
For further information you can contact HM Revenue and Customs on their Self Assessment Helpline number – 0845 900 0444 or via their website at www.hmrc.gov.uk .
Car mileage rates
Our current mileage rate for all involvement activities is 40p per mile.  5p per mile per passenger can also be claimed.
This rate applies to petrol, diesel or LPG powered vehicles.
This rate will be reviewed on an annual basis and will be compared against other housing providers and local authorities in accordance with good practice measures.

Claming expenses
Involved resident volunteers are eligible to claim travelling expenses to any official meetings, training or events that they have been invited to attend by Chevin.  We will not pay travelling expenses if residents have not previously discussed attendance or been officially invited to an event by a Chevin member of staff.

Mileage will only be paid from your own home to the venue you are attending, plus any additional mileage that you incur if you are asked to car share.

Chevin will not be responsible for paying any speeding fines or parking fines.

Car sharing and using public transport
Any residents who are attending meetings, training or events with or on behalf of Chevin, are asked to adhere to our value for money policy by car sharing with other residents or staff whenever possible.  Chevin will use its best endeavours to co-ordinate this and let you know if you are able to car share or meet up with other residents at a ‘pick up point’.
Whenever possible residents will also be expected to use public transport to get them to and from venues and offices for meetings, training or events.
Car insurance
If you are using your vehicle for ‘business’ purpose (including carrying passengers) you must ensure that it is insured for business use.  Your insurance policy should state that your cover includes use of your vehicle ‘for occasional business purpose’.  Please check with your insurance company as policies differ and they will be able to advise you about your circumstances as a volunteer with Chevin.
Chevin does not accept any responsibility for any accident or damage caused, or any loss incurred during the course of your work.
Childcare and carer expenses

We will provide a one-off payment of £10.00 towards any childcare or carer costs.  Any residents wanting to claim this must notify a member of staff in advance.  
Subsistence

At most of our meetings, training or events we provide refreshments and/or lunch.  We will, therefore, not pay for any other out of pocket refreshment or meal expenses.

We will pay for overnight accommodation when the need is reasonable and agreed with a member of staff in advance.
Stationery and telephone calls
We will provide any stationery you require such as paper and pens, at the meeting, training or event.  We will always produce any documentation in the format you prefer, for example, hard copy, large print or audio version.  So please let us know if your requirements change.

If a resident need to speak to a member of staff about anything relating to involvement work, we will always try to call you back so that you do not incur any telephone charges.
If you any further questions or require clarification on any of these issues, please speak to:
Helen Wood, Resident Involvement Officer

0114 2417713

helen.wood@togetherhousing.co.uk
Debbie Colclough, Resident Involvement Co-ordinator

0114 2417728

deborah.colclough@togetherhousing.co.uk
Gill Green, Performance and Business Improvement Co-ordinator

0114 2417714

gill.green@togetherhousing.co.uk 
