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Introduction

There are three work related Travel Expenses schemes within the Council. The Essential Car User Allowance and the Travel Allowance schemes have their own job related criteria which need to be met to qualify for the allowance. Staff can only qualify for one of the schemes and, in the case of the Essential Car User Allowance/Oyster Card and Travel Allowance, this will be determined by the job description. The third scheme is the Casual Car User Allowance. The decision will be made and authorisation given by the Directorate Management Team in consultation with the Directorate Head of Human Resources as to whether one of these allowances is applicable to the post.
Essential Car User Allowance

The criteria for being classified as an essential car user are:-

· Heavy or valuable equipment has to be transported more than once a week and/or
· Work related passengers are carried i.e. clients(service users) are carried more than once a week and/or
· A post that must have a car available at all times for providing an emergency response which requires immediate attendance at an incident and where the use of the public transport would not allow a quick enough response and/or
· As a reasonable adjustment for a disabled employee who requires use of a car to carry out the duties of their post on a weekly basis. This must be supported by a recommendation from Occupational Health.

Staff who are recruited to posts designated as being entitled to Essential Car User Allowance (ECUA) will be able to claim their ECUA from the date they commence employment with LBTH providing they satisfy the necessary criteria i.e. they hold a current driving licence and have a car available (on provision of the correct documentation i.e. insurance certificate stating insured for business use, car registration document and current M.O.T certificate if the car is more than 3 years old). Payroll will be instructed to pay the ECUA by the Directorate Human Resources team. To check if the post is already designated as qualifying for an ECUA please check with your Directorate HR team. 

For posts that fulfil the criteria for an Essential Car User Allowance but have not yet been designated as qualifying for the allowance, Managers should complete the attached form. This form should then be authorised by your Corporate Director and the Directorate HR Manager.

Public Service Parking Permits will continue to only be allocated by Parking Services to Essential Car Users.

Oyster Cards
In the event of a post attracting an Essential Car User Allowance but where the post holder or person appointed to the post does not hold a valid driving licence or does not have the use of a car, and is therefore unable to fulfil the criteria for claiming the Essential Car User Allowance, the Manager can authorise the purchase of an Oyster Card to enable the post holder to carry out work related travel. For further information please contact your Directorate Human Resources team.
Travel Allowances 

Where the Essential Car User criteria do not apply and the following criteria are met, then a travel allowance of £1,132 (subject to tax and National Insurance) will be paid towards the cost of an annual travel card for zones 1-3. The figure will increase in line with annual fare increases. 

Travel Allowance Criteria:

· There is a requirement to undertake site/client visits on a daily basis

· The post holder occupies a position where there are proven recruitment and retention difficulties

· Must not be in receipt of an ECUA
The purchase of a travel card will make a major contribution towards our objective of promoting environmentally friendly means of travel. 
Casual Car User Allowance
In addition there will be situations where a car will need to be used and when public transport is not a viable alternative. In these circumstances a casual car user allowance will apply subject to the following criteria.
Casual Car User criteria:

· the hours at which the post holder must complete journeys e.g. a journey cannot be completed until after the tube and rail networks have closed down;

· there is an occasional need to carry heavy equipment or transport clients e.g. less than once a week;

· a post requiring use of car to provide duty cover on an occasional basis i.e. less than once a week;

· a reasonable adjustment being required for a disabled employee that requires use of a car to carry out the duties of their post less frequently than once a week. This must be supported by a recommendation from Occupational Health; or,

· a need to visit clients outside of London (zones 1,2&3).

travel expenses claim forms are located on the intranet. Staff should ensure that they have adequate Personal Accident Insurance. 
Parking at East India Dock

The criteria for the allocation of a permit to park at East India Dock complex are:-

· Disabled staff – Blue Badge Holders

· Staff with Medical conditions as part of a time limited return to work arrangement certified by Occupational Health

· Councillors

· Official Vehicles (e.g. LBTH postal vans) operating from these sites

· Visitors authorised by a Service Head of member of CMT

· Staff who are expected to represent their service and are regularly required to attend committees and meetings with Elected Members held in the evening.

Bicycle Allowance

To help encourage use of bicycles by staff a payment of 20p per mile will be paid when an employee is authorised to use bicycle whilst travelling around the Borough on Council business. Prior authorisation from your manager must be obtained. The allowance can be claimed using the Car/Bicycle mileage claim form available on the intranet. Staff should ensure that they have adequate Personal Accident insurance, and should produce the insurance documentation to their manager prior to receiving authorisation. The claim form is located on the intranet.
Withdrawal of Allowance
If for any reason the duties of your post change, e.g. through a restructure or a substantial change in your job description or personal circumstances, the Essential Car User Allowance or Travel Allowance will be withdrawn. You will be notified in advance of this occurrence.
APPLICATION FOR ESSENTIAL CAR USER ALLOWANCE

TO BE COMPLETED BY APPLICANT. JOB DESCRIPTION MUST BE ATTACHED. 

NAME:


     SECTION_____________ DIRECTORATE:

  
NEW POST TITLE:


      DATE OF APPOINTMENT:


EFFECTIVE DATE FOR ESSENTIAL CAR USER ALLOWANCE:



Essential Car User Criteria

The criteria under which a post can be eligible for an essential user allowance are:

A. heavy or valuable equipment has to be transported more than once a week.

B. work related passengers are carried i.e. clients, more than once a week.

C. a post that must have a car available at all times for providing an emergency response which requires immediate attendance at an incident and where the use of public transport would not allow a quick enough response.

D. as a reasonable adjustment for a disabled employee who requires use of a car to carry out the duties of their post on a weekly basis.  This must be supported by a recommendation from Occupational Health.

THIS MUST BE REFLECTED IN THE JOB DESCRITION

TO BE SIGNED BY APPROPRIATE MANAGERS SUPPORTING THIS REQUEST:

SIGNED:____________________________________ NAME: ____________________
                         Service Head                                                                      

                                                                                        DATE:

SIGNED:





 NAME:






Corporate Director







 DATE:​​​​​​​​​​​​​​​​​​​​​​​​​​​​
SIGNED:





NAME:





             Directorate Head of Human Resources







DATE:
N.B. If for any reason the duties of your post change, e.g. through a restructure or a substantial change in your job description or personal circumstances, the Essential Car User Allowance will be withdrawn.

Application for Travel Allowance 

Name:

Job Title:

Service:

Directorate:

You must attach your current job description and clearly indicate on it that you meet the defined criteria. The job description must be signed by you and your manager as a true reflection of the role. 
Reasons for Application
Please provide the grounds for your application making reference to the criteria for the receipt of the Travel Allowance.  Your manager will need to provide evidence to justify any recruitment and retention based travel allowance to support your application.
I agree that, should I leave the Council or move to a position not in receipt of the travel allowance, any proportion of the of the allowance outstanding for the remainder of the year (calculated pro rata monthly) will be deducted from my salary.  

Signed:___________________                     Date:_________________

Service Head

I authorise this application for a travel allowance. 

Name​____________________________     Position__________________

Signed_____________________________ Date_____________________

Directorate Head of Human Resources
I confirm application has been considered in line with above criteria.
Name​____________________________     Position__________________

Signed_____________________________ Date_____________________

Corporate Director
	I authorise this application for a Travel Allowance

Name__________________________ Position_______________________

Signed________________________   Date _______________________________
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