Guidance on the Process for Claiming Expenses for Public Health StRs

Contents
2Business Mileage


Excess Travel
3


 HYPERLINK  \l "studyl" 

Study Leave
4



Business Mileage
Business mileage is any journey incurred as part of your work duties as directed by / agreed with your line manager (that is, your educational supervisor.  Your location for business mileage will normally be your current training location.  Whilst most of your journeys to meetings will start from your training location, some journeys will be direct from your home.  Mileage claims may be for cycle, motorcycle or car.  Any none mileage expenses incurred as part of the journey e.g. parking/toll fees require a receipt.
To claim:

You must complete the form available here: http://www.sthk.nhs.uk/library/documents/STHKstandardbusinessmileageclaimlesbunov2010.pdf
This must be countersigned by your educational supervisor in their capacity as your line manager.  Please keep a copy of the signed form and receipts.

It is then sent directly to payroll at the following address:

Expenses Section 
Pay & Staff Services Department (Lead Employer Payroll) 
Lower Ground 
1 Nightingale House 
Whiston Hospital 
Warrington Road 
Prescot 

L35 5DR 
Contact tel: 0151 430 1116 (Sue Cassidy)

A timetable for submission dates is here: http://www.sthk.nhs.uk/library/documents/STHKfinaldeadlinedatesfor20112012.pdf
Examples of when you can claim standard/business mileage (includes those on MPH year, except that they may not claim for journeys to attend the MPH classroom):

The key locations for any calculation/ claim are: your home; your base PCT; your training location; and the location of your work destination, such as a hospital site; a Local Authority premises; a meeting venue.

· You travel to your training location in the morning and then make a return journey to the Local Authority building.  This can be claimed.

· You travel to a trainee meeting from home and return to home.  You can claim the lesser of the distances from your base PCT to the meeting, or from your home to the meeting. This can be claimed.
Examples of when you cannot claim business mileage:

· Journeys beyond your Base PCT to your training location.  These are “excess mileage” and should be claimed as such.
· Journeys incurred as part of pre-approved study leave (this is claimed as part of the ‘Study Leave’ process).  

Excess Travel

Excess travel is mileage incurred when your training location is further away from home  than your base PCT.  Eligibility for claims is different for Registrars in cohorts pre 2009 to those joining the North West scheme in 2009 or afterwards.  Please refer to the policy on the Deanery website here
:
http://www.merseydeanery.nhs.uk/useful-forms/phtravelexpenses
To claim:

You must complete the form available here: http://www.sthk.nhs.uk/library/documents/STHKformleex1excesstravelclaimform.pdf
Send the form to: the following address:

Matthew Wallace

Lead Employer Dept.
Lower Ground 1 
Nightingale House 
Whiston Hospital 
Warrington Road 
Prescot 
Merseyside 

L35 5DR
Study Leave

Study leave is approved by the Deanery and not the Lead Employer.  

NB Study Leave with expenses is not available in year ST1 because the MPH is provided. Your Educational Supervisor will direct you as to whether it is okay during ST1 to take time to go to other relevant study/ CPD events, such as PH network events, or something that enhances your ability to meet PCT objectives.  There is also a quick guide on the Deanery website here: http://www.merseydeanery.nhs.uk/images/Documents/Forms/studyleave/studyleavequickguide.doc
To apply:

Complete the form available here: 
http://www.merseydeanery.nhs.uk/images/Documents/Forms/studyleave/study%20leave.xls
Complete one form per exam/course/conference and ensure you estimate all costs as you cannot claim over the estimated cost without good cause.  Return to the Deanery at least 6 weeks prior to the course so Dan Seddon and Graham Lamont can both see it.  Add a short explanatory note if needed.  Signatures should always be accompanied by a legible name and title.  Include your telephone number for any queries.  Guidance regarding entitlements is available here: http://www.merseydeanery.nhs.uk/useful-forms/phstudyleave
Send the form to:

Jacqui Mannheim, Assistant School Administrator

Mersey Deanery.  

Regatta Place
Brunswick Business Park
Summers Road
Liverpool
L3 4BL

Tel: 0151 285 4796

Email: Jacqueline.Mannheim@merseydeanery.nhs.uk
To claim:

Complete the form available here:

http://www.merseydeanery.nhs.uk/images/Documents/Forms/studyleave/expenses%20claim%20form1.doc
Complete one form per exam/course/conference and ensure that the form is authorised by your line manager (usually your educational supervisor).  Their legible name, signature and date are essential. Original receipts must be attached.  Expenses must be claimed within 4 weeks after the event.  Jacqui will acknowledge receipt of the forms.  Properly completed forms will be passed to the Deanery Finance Department (Cath Beech) for approval within three working days. Following approval, they will go to your employer’s payroll office.

Send the form to:

Jacqui Mannheim, Assistant School Administrator

Mersey Deanery.  

Regatta Place
Brunswick Business Park
Summers Road
Liverpool
L3 4BL

Tel: 0151 285 4796

Email: Jacqueline.Mannheim@merseydeanery.nhs.uk
� The Lead Employers have agreed to clarify this policy with the Deanery.
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