
  Issue No: 004  
ID No: Fin-011 

Reviewed: September 2018 
 

  

 
 

 
 
 

GOVERNORS’ ALLOWANCE POLICY 
 

 
Greenacre School 

 

 

 

 
 

VERSION CONTROL BOX 
 

DATE OF REVIEW  September 2018 

OVERVIEW OF CHANGES No amendments required (just tidied up - justified) 
DATE OF NEXT REVIEW  September 2019 
REVIEWER   Sue Taylor 



 Issue No: 004  
ID No: Fin-011 

Reviewed: September 2018 
 

 2 

 
 

CONTENTS 
 

Introduction 3 

   

Allowances 4-5 

   

Governors’ Allowance Policy 6-7 

   

Governors’ Allowances Claim Form 8 

   

 
 
 
 
 
 
 



 Issue No: 004  
ID No: Fin-011 

Reviewed: September 2018 
 

 3 

 
 

INTRODUCTION 

 

It is recognised that being a governor is not a cost free activity and that on occasions governors do 
incur expenditure in order to carry out their duties. 
 
Governing bodies that have a delegated budget can choose whether or not to pay allowances to 
governors and associate members of the governing body. 
 
The responsibility for paying allowances to governors and associate members who serve on 
temporary governing bodies is that of the School. 
 
It is for individual governing bodies to determine whether or not to pay allowances to governors.  
Where a governing body decides to pay governors’ allowances they must: 
 

(a) have a written policy that has been approved by the governing body; 
 

(b) use an approved claim form; 
 

(c) establish an effective system for authorising and processing payment. 
 
Allowances are normally referred to in local authorities as expenses, in that the person making a 
claim can only do so for actual expenditure incurred. 
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ALLOWANCES 

 

The legal basis for paying allowances to governors is the Education (Governors’ Allowances) 
Regulations 2003.  These Regulations are related to governing bodies that decide to pay 
expenses and it should not be implied that a governing body must pay allowances as a statutory 
requirement. 
 
Payments can only be made in respect of expenditure necessarily incurred for the purposes of 
enabling the person to perform any duty as a governor and must be verifiable. 
 
Governing bodies should make provision from within their delegated budget if they anticipate 
expenditure in making adjustments for disabled governors or in providing support to those 
governors whose first language is not English. 
 
Travel expenses must be paid at a rate not exceeding the maximum of the Inland Revenue 
Authorised Mileage rate.  The Inland Revenue rates are changed annually and can be found on 
the Inland Revenue website at www.inlandrevenue.gov.uk 
 
Governing bodies may pay less than the authorised mileage rate if they wish but they may not pay 
more than the maximum level of those rates.  If a governing body has any doubt about whether or 
not payments made under its scheme attract tax liability, it should contact the Inland Revenue for 
advice.  Where Approved Mileage Allowance Payments are used and this is adhered to then no 
tax will be due.  Other expenses should be paid on the provision of a receipt (at a rate 
predetermined by the governing body and set out in its scheme) and should be limited to the 
amount shown on the receipt. 
 

Issues to consider when drawing up an allowances policy 
 
Governors’ allowances cannot include any provision for loss of earnings and payment as a reward 
for being a governor eg attendance allowance.  The Regulations are not specific but leave it to the 
individual governing body to decide what should be eligible. 
 

Examples of eligible expenses necessarily incurred are: 
 
  child care or baby-sitting expenses 

 
  care arrangements for an elderly or dependant relative 

 
  telephone charges, photocopying, stationery etc 

 
  travel and parking 

 
  subsistence 

(ie reimbursement for meals purchased that would not have otherwise been 
bought) 
 

This is not intended to be an exhaustive list.  However, individual governing bodies 
should bear in mind that any payment made to an individual should do no more than 
reimburse the reasonable costs incurred and all claims should be supported by 
appropriate receipts. 

http://www.inlandrevenue.gov.uk/
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Governors are classified as volunteers and in such circumstances HMRC are happy to accept that 
no tax is due on any allowance payments made to them as long as the payment does not 
reimburse more than the amount actually incurred (ie there is no profit element).  Additionally the 
payment must be deemed reasonable eg lunch at a 3 star Michelin restaurant would not be 
considered appropriate. 
 
The governing body that decides to pay allowances should consider whether to set an annual 
budget limit for the allowances fund. 
 
Governors’ allowances will normally be met from the school’s delegated budget; however, 
allowances can also be paid from any other source of income to the school, providing that any 
person contributing to that income is aware that the funds may be used for allowances. 
 
All members of the governing body are permitted to vote on the nature and rates of allowances 
irrespective of the rules on declaring direct and indirect financial interests.  However, if an 
individual governor’s claim is being considered or approved, that individual must withdraw from the 
meeting as he or she will have a financial interest in the outcome of the discussion.  It would be 
good practice for the governing body to set criteria for paying claims.   
 
Once the governing body have agreed a policy to pay governors’ allowances it applies to all 
categories of governors and associate members. 
 
It is recommended that the approval for the payment of allowances is delegated to the committee 
dealing with finance and this has been included in the accompanying policy. 
 
Where a governing body adopt a policy to pay allowances the Terms of Reference of the 
appropriate committee must be amended to include the following: 
 

•  to approve the payment of allowances to governors. 
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GOVERNORS’ ALLOWANCES POLICY 
 

This policy is in accordance with The Education (Governors’ Allowances) Regulations 2003 and is 
for the purpose of paying governors specific allowances as reimbursement for expenditure 
incurred in the carrying out of their authorised and approved duties as a governor. 
 

The Governing Body believes that paying governors’ allowances, in the categories set out in this 
policy, is important in ensuring equality of opportunity to serve as governors for all members of the 
community and so is an appropriate use of School funds. 
 

From the date that the Governing Body resolves that this policy takes effect all Governors of 
Greenacre School will be entitled to claim the actual costs incurred in carrying out their duties 
where the costs are provided for below: 
 

•  Child care or baby-sitting allowances (excluding payments to a current/former spouse or 
partner); 

•  Cost of care arrangements for an elderly or dependent relative (excluding payments to a 
current/former spouse or partner); 

•  The extra costs they incur in performing their duties either because they have special 
needs or because English is not their first language; 

•  The cost of travel relating only to travel to meetings/training courses at a rate which does 
not exceed the specified rates for local authority employees and members; 

•  Travel and subsistence costs, payable at the current rates associated with attending 
national meetings or training events, unless these costs can be claimed from the School or 
any other source; 

•  Telephone charges, photocopying, stationery, postage etc. 
 

The provisions set out in the list above do not prevent any governor submitting a claim for any 
other expenditure incurred whilst carrying out their duties.  These claims shall be considered by 
the Governing Body and not delegated to any committee or individual. 
 

Any claim for expenditure incurred must be made on the school’s approved claim form. 
 

All individual items shall be accompanied by a receipt unless this is unreasonable or impracticable. 
 

All claim forms shall be submitted to the Clerk to the Governors. 
 

All claims shall be considered by the Committee with responsibility for Finance who will be the 
body to approve payment. 
 

All claims paid shall be recorded in the minutes of the Committee meeting. 
 

A schedule of payments shall be presented annually to the Governing Body. 
 

All claims will be subject to independent audit.  Copies of submitted claims and supporting receipts 
must be retained in school for a period of 2 years after the end of the current financial year. 
 

The Chairperson of the Governing Body may investigate any claims where they appear excessive 
or inconsistent. 
 

This policy will be reviewed annually. 
 
 
 
 
 



 Issue No: 004  
ID No: Fin-011 

Reviewed: September 2018 
 

 7 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Equality Monitoring 
This statement demonstrates our commitment to ensure we give due regard to: 
 
Eliminate discrimination and other conduct that is prohibited    
by the act 
 
Advance equality of opportunity between people who share a   
protected characteristic and people who do not share it 
 
Foster good relations across all characteristics between    
people who share a protected characteristic and people who 
do not share it 
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GOVERNOR TRAVEL & REIMBURSEMENT CLAIM FORM 
 

Full name                    

Email address   Home Address 
 
 
 

Telephone No   Vehicle Make/Model 

 
Please see guidance notes overleaf before completing this claim. Receipts must be attached, including for fuel 

 

EXPENDITURE 

Date 
incurred 

Description (e.g., parking, rail 
fare) 

Reason for expenditure Sum 
£ 

    

    

    

    

                                                                                                                           SUB-TOTAL    

       

MILEAGE 

Date of 
journey 

Journey details 
From                                To 

Purpose of journey No. of miles 

    

    

    

    

  TOTAL NO. OF MILES  

 

SUMMARY OF CLAIM: Total number of miles x 45p per mile (see overleaf) =   __________________ plus sub-total of 

other expenses (as above) = __________________ in total 

I certify that this is a true and correct statement of expenses incurred by me on the dates stated. I also confirm that I have a current 
valid driving licence, my car remains insured for business use, is roadworthy, fit for its purpose and has a current MOT certificate 
(where applicable) 

 
Claimant’s Signature     ____________________________________ Date ________________ 

 
Authorising Signature     ____________________________________ Date ________________ 

Date of Claim:  
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Guidance Notes 
 

1.  Conditions Relating to Payment 
 

• Travel and subsistence payments are governed by the Trust’s Financial Regulations. 
• Claims can only be made in respect of mileage undertaken in the performance of Trust duties.   
• Taxable or non-taxable miles will be determined by the Finance Department. 
• Travel costs should be at the most economical rate applying at the time, e.g., usually 2nd class rail fare. 
• Claimants are responsible for ensuring that they have a current valid driving licence, adequate insurance to cover 

business use of their own car and a current MOT certificate (if applicable). These documents must be kept valid 
at all times. Copies of these should be provided to the Trust periodically for reference. In making a claim you 
are confirming that you comply with each of these requirements. 

 
2. Payment Values 
 

  Mileage Claims 
   

 Per mile (up to 10,000 miles 
per annum) 

Per mile (over 10,000 miles 
per annum) 

 

 

Cars - any engine size 

 
45 pence 25 pence 

Motorcycle / Scooter 

 

24 pence N/A 

 
              Other Expenses 

 

 CURRENT RATES £  
 

 
Or standard charge if taken in the hotel where 
overnight accommodation is taken 

Breakfast Up to 10.00 

Lunch Up to 15.00  

Tea Up to 3.00  
Claims will only be paid for tea OR evening 
meal within the same day Evening Meal (excluding alcoholic drinks) Up to 25.00 

B/B London - per night Up to 140.00  

B/B elsewhere - per night Up to 100.00  

 
 
3.  Completion of Form 
 

• All relevant sections of the form must be completed and, as a security measure, all blank lines should be crossed 
through.  Corrective fluids should not be used 

• Claims should be submitted within one calendar month of the expense being incurred 
• All claim forms should be signed by the claimant and authorised by the LGB Chair or Clerk 
• Claim forms should be submitted to the Clerk who will arrange that they are processed 

 
For Office Use 
 

 
 
 
Date Claim Paid 

 


