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The School Governance (Roles, Procedures and Allowances) 

(England) Regulations 2013
School governors provide a voluntary service, and cannot be paid by the school for their role as a governor. They can receive out of pocket expenses. These may include reasonable expenses to cover travel costs or child care costs incurred as a result of fulfilling their role as governor. 

The law (http://www.legislation.gov.uk/uksi/2013/1624/pdfs/uksi_20131624_en.pdf) allows governing bodies in maintained schools with a delegated budget to choose whether to pay allowances or expenses to governors and associate members of the governing body to cover any costs which they have incurred as a result of serving as a governor. 
Where the governing body chooses to do so, payments must be in accordance with an approved policy or scheme. Payments can only be paid for expenditure necessarily incurred to enable the person to perform any duty as a governor. This does not include payments to cover loss of earnings for attending meetings. Travel expenses must not exceed the HM Revenue and Customs (HMRC) approved mileage rates, which are changed annually and are published on http://www.hmrc.gov.uk/rates/travel.htm . Other expenses should be paid on provision of a receipt (at a rate set out in the scheme) and be limited to the amount shown on the receipt.
Governors should pay particular attention to the requirements of governing body members who may otherwise be excluded from joining the GB.  Examples of this might include a governor who uses a wheelchair and requires an accessible taxi to take her to and from meetings, monitoring visits etc., or a single parent who would struggle to cover child care costs if they were not re-imbursed.
Governing bodies in academies are free to determine their own policy on the payment of allowances and expenses. They may adapt this guidance for use in their academies, but should check their financial requirements and memorandum and articles of association to ensure that they are complying with those requirements.
APPENDIX 1

ISSUES TO CONSIDER IN DRAWING UP A GOVERNORS’ EXPENSES SCHEME

1 TRAVEL

Although the regulations stipulate that rates in respect of payments for travel expenses incurred through the use of private cars, pedal cycles and motorcycles cannot exceed the HM Revenue and Customs approved mileage rate governing bodies can set a lower rate if they choose.  The HMRC rates are changed from time to time and are published on:  http://www.hmrc.gov.uk/rates/travel.htm 
Governing bodies may wish to consider using Suffolk County Council mileage rates which are appropriate to a range of circumstances and based on calculations of notional miles per gallon figures, current fuel costs and other running expenses.  They are updated as appropriate by the County Council to reflect changes in costs and schools are informed automatically of any revised figures but are available via http://colin.suffolkcc.gov.uk/NR/rdonlyres/E7FD2AD7-DB67-4D11-9E21-2B36E9BA8CE6/0/MileageRatesApril2012.pdf .

Some of the issues which Governing bodies will need to decide are:

-
whether a mileage or petrol-only scheme should be adopted

-
whether payment should be made for some or all of the following journeys:


- to formal Governing Body meetings;


- to other Governing Body meetings (e.g. committees, working groups);


- to school events (e.g. plays, concerts, etc);


- to Governor training events
- To governor monitoring activities
Governors making claims for travel will need to be aware that an insurance company is likely to regard this as business use; Governors will need to check with their insurers that their vehicle is covered for business use. 
2 OTHER ALLOWANCES

Payments can be made for any expenditure necessarily incurred by individual governors to enable them to carry out governor duties on provision of a receipt.  The amount to be paid is determined by the governing body and is limited to the amount shown on the receipt.

Although not an exhaustive list, examples of necessarily incurred expenses are:

· child care or baby sitting expenses

· care arrangements for an elderly or dependant relative

· support for governors with special needs (e.g. audio equipment)

· support for governors whose first language is not English (e.g. translations)

· telephone charges, photocopying, stationery etc

· travel on public transport

· subsistence (i.e. reimbursement for meals purchased that would not otherwise have been bought)

Governing bodies should make decisions on what to include in their scheme in light of the needs of their school and of their governors.
Allowances cannot be made in respect of time spent in attendance at meetings or for loss of earnings.

In order to prevent the system from being abused, governing bodies may want to consider excluding specific expenses when claimed under certain circumstances.  For example, where a claim is made for care of a dependant and the care is being provided by an existing or former partner, or by a responsible person who normally lives in the family home, as these individuals would normally expect to play some part in caring for the child or other relative.

3 ADMINISTRATION

Governors’ allowances will be subject to audit and so governing bodies will need to ensure that they have effective systems for authorising and processing payments.

It is important to have an agreed claim form and a schedule for recording payments.  Model forms are attached as Appendix 3.

All members of the governing body are permitted to vote on the nature and rates of allowances to be included in the scheme.  However, if an individual governor’s claim is being considered or approved, that individual must withdraw from the meeting.

It might be appropriate to set criteria for paying claims, for example, an upper limit for a particular type of expense, to ensure that costs do not escalate and to limit the need for claims to be approved individually.

The total amount of expenses paid to governors in each financial year will be published as part of the school’s financial reporting.  
APPENDIX 2

MODEL SCHEME FOR GOVERNORS’ EXPENSES

The Governing Body of 




School adopted the following scheme for the payment of allowances for expenditure necessarily incurred for the purpose of enabling members of the Governing Body and associate members to perform any duty as a Governor or as an associate member.  These payments will either be for travel expenses incurred through the use of a private car, pedal cycle or motorcycle, or for expenditure allowed within the Scheme on provision of a receipt for the relevant amount, at a rate determined by the Governing Body.

Travel

Travel expenses will be paid for the following categories of journey only:

· to formal meetings of the whole Governing Body;

· to other formal meetings, i.e. of committees, working parties, selection panels

· to specific Governor training events, as agreed by the Governing Body.

The mileage which can be claimed will be the number of miles from home to the venue of the meeting/event, or the actual miles travelled on such occasions, whichever is the lesser figure (for example, a Governor travelling to a meeting at a school from his/her place of employment would claim the actual mileage if that were a shorter distance than travelling from home).

Other Allowances

Payment will be made in respect of the following expenses:

· Child care or babysitting arrangements:


Payment will be at 

· Care arrangements for an elderly or dependant relative


Payment will be at

· Telephone charges, photocopying, stationery, etc.

Payment will be made to the value of the amount of the receipt in respect of photocopying, postage stamps or stationery.  An itemised bill should be presented in support of a claim for payment for telephone calls.

Travel on public transport


Payment will be made to the value of the receipt for the journey.

· Support for Governors with special needs (eg Audio equipment)



The Governing Body will consider appropriate support for individual cases as they arise.

· Support for governors whose first language is not English (eg Translations)


The Governing Body will consider appropriate support for individual cases as they arise.

· Subsistence

The Governing Body will not adopt a subsistence scheme, but will, on appropriate occasions, provide refreshments for particular meetings.  On such occasions, and by specific prior agreement of the Governing Body, the actual costs of such refreshments will be charged to the school budget as Governors’ expenses and the total of such payments in each financial year will be included in the Annual Report to Parents.

Expenses Claims

Expenses are available to all Governors and associate members who submit a valid claim on the form provided.  A receipt must be provided in respect of any claim for allowances other than travel expenses incurred through the use of a private car, pedal cycle or motorcycle.  The Chairman of Governors will endorse each claim (other than claims for his/her own expenses which will be endorsed by the Vice-Chairman of Governors) and payment will be made though the school office, which will maintain records of all such payments for each financial year, so that the total amount can be included in the Governing Body’s Annual Report to Parents.






SCHOOL

CLAIM FOR GOVERNORS’ EXPENSES

Name:
	Travel

	Date
	Details of journey (from, to …)
	Purpose
	Miles Claimed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total Miles
	


	Date
	Description / Type of allowance
 e.g. child care
	Receipt Attached

(
	Amount Claimed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Total Amount Claimed
	


I confirm that my car is insured for business purposes and that the above details are correct.

Signed:







(Governor)

I authorise payment of this claim.

Signed:







(Chairman of Governors)
School Office: [Entered on Schedule No: 

 ]
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SCHOOL

SCHEDULE OF PAYMENTS OF GOVERNORS’ EXPENSES

	Name of Governor
	Travel – 
Miles Claimed
	Other Allowances:
Description
	Amount
	Received – 
signature of Governor



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





Schedule No: 		








