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1. INTRODUCTION 
 
1.1 This booklet sets out the details of the City Council’s Scheme for paying 

allowances and for reimbursing members for the expenses they incur in the 
approved pursuit of legitimate City Council business. It also explains other 
matters such as the rules and procedures for conference attendance and 
foreign travel. 

 
1.2 Information on taxation of members’ allowances and expenses is given in the 

booklet together with details of insurance cover. 
 
1.3 The booklet aims to spell out clearly the rules for claiming allowances etc. and 

the procedures and practices members should adopt. This is in order to 
protect them and the City Council from future problems in relation to tax, 
national insurance, etc. and to advise members on their entitlement. It is not 
meant to deter members from claiming their legitimate allowances and 
expenses. 

 
1.4 Members should note that details of the payment of their allowances 

(including expenses) have to be made available for public inspection. All 
payments are made direct into each member’s bank account. 

 
1.5 Hopefully the booklet is self-explanatory. However, if members have any 

questions about any of the issues it raises or about how to claim allowances 
etc., they should contact one of the officers listed in the Contacts Section of 
this booklet. 

 
2. MEMBERS ALLOWANCES 
 
2.1 There are 2 types of members’ allowances: 
 

Basic - An annual allowance of £10,543 is paid to each member. This includes 
the £500 paid to members prior to April 2010 as a separate Communications 
Allowance. 

 
Special Responsibility - An additional allowance is paid to those members 
who hold certain positions within the City Council (these are listed at Appendix 
1). 

 
 So, each member is entitled to receive a basic allowance and in addition 

some members are entitled to receive special responsibility allowances.  
 
2.2  Only one special responsibility allowance is paid in full per member, with the 

exception of members on Planning; Regulatory and Appeals; and Licencing 
Committees which are paid in full.  

 
2.3   Co-optees’ Allowance 

 
An annual allowance is paid to a Co-optee as specified in Appendix 1. This 
reflects the commitment which they undertake as members of committees. 
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The same provision in respect of pro-rata payments applies as for members 
(see Section 6). Only one co-optees allowance is paid in full per member. 
Special Responsibility Allowances for any other positions held for which 
payment is made are paid at 50%. 

 
2.4  Pensions 

 
Members are no longer entitled to access the Local Government Pension 
Scheme.  
 

3. TRAVEL AND SUBSISTENCE ALLOWANCES 
 
3.1 Travel and subsistence allowances will be paid to members and co-opted 

members in respect of approved duties (see Appendix 2). Appendix 3 
provides more detail and should be read in conjunction with this section when 
claiming. 

 
3.2 Reimbursement of travel expenses is in respect of costs that would not 

otherwise have been incurred were it not for the approved duty. 
 
3.3 It should be noted also that any travel expenses can only be claimed if the 

travel was undertaken solely for the purpose of the approved duty and was 
actually incurred (but see Appendix 3). So, for example a member who lives in 
the outskirts of the City but works in the town centre and travels in to work 
every day cannot claim travel expenses from home if he/she goes from work 
to a meeting at the Civic Centre. 

 
3.4 All travel by train must be booked in advance through the Travel Office (via 

the Service Manager Democratic Services) who will use the Authority’s 
appointed travel agent (and thereby obtain maximum discount). No individual 
travel arrangements should therefore be made by members. This would 
include all plane and boat journeys. 

 
3.5 Members may as an alternative to public transport claim car mileage for return 

journeys of 100 miles or more in total. However, in order to do this, it must be 
demonstrated in advance that this represents the cheapest option. Further 
details about this are given at Appendix 3. 

 
3.6 Members should normally travel by the most direct route. 
 
3.7 To qualify for the payment of subsistence allowance, members must be 

engaged on an approved duty, the level of payments being based on length of 
absence from the Member’s home and reflecting actual costs incurred. 

 
3.8 Reimbursement is for subsistence expenses that would not otherwise have 

been incurred, were it not for the approved duty. 
 
3.9 If a meal or accommodation is provided either free of charge or is paid for in 

advance by the Authority (e.g. as part of a conference fee), members are not 
entitled to claim subsistence allowances. 
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3.10 All claims for travel and subsistence allowances must be supported by 
receipts or some other form of written authorisation. 

 
4. OTHER EXPENSES 
 
4.1 Ward Surgeries 
 
 Owners of buildings used for members’ surgeries can charge for this service. 

The relevant member should pass the invoice to the Service Manager 
Democratic Services who will arrange for payment direct to the owner. 

 
4.2. Dependents’ Carers’ Allowance 
 

An allowance will be paid to each member who needs to incur the expenses 
of arranging for the care of their dependants while undertaking those duties 
specified in Appendix 2. These payments will relate to actual expenditure up 
to the level as set out in the Members Allowances Scheme. This is set out in 
Appendix 4. 

 
4.3    Parental Leave Allowance 
 

 City Council adopted the parental leave policy drawn up by the Local 
Government Association’s Labour Women’s Taskforce on 9 January 2019, for 
implementation from 1 April 2019. This is set out in Schedule 7 of the 
Members Allowances Scheme.  

 
4.4   Car Parking at the Civic Centre 
 

Members are entitled to apply for a parking pass for the Civic Centre car park. 
Passes are subject to availability, are subject to an annual charge and the 
applicable terms and conditions of use, payable monthly via payroll. 
Alternatively, Members can be reimbursed for parking charges when in the 
Civic Centre for official business only. Contact Members Services for the link 
to the online claim form, receipts/tickets must be provided.  
 
As set out in Schedule 4, Members cannot be reimbursed for the cost of a 
pass to park at the Civic Centre. Members will not be reimbursed for parking 
charges or mileage claims if they are in receipt of a travel pass.  

 
5. CHANGES TO THE MEMBERS ALLOWANCES SCHEME 
 
5.1 Any changes to the Members Allowances Scheme require approval by full 

Council having regard to recommendations from the Independent 
Remuneration Panel.  

 
5.2 Members must submit claims for dependants’ carers’ allowance, parental 

leave allowance, travelling and subsistence allowances and co-optees’ 
allowances within 1 month from the date on which the entitlement to the 
relevant allowance arises. Travel and subsistence allowance should be 
claimed using the online SAP Concur claim form. Claim forms for dependants’ 
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carers’ allowance and parental leave allowance should be made using the 
form held in the Members Services Unit. 

5.3 The Service Manager Democratic Services and Audit and Standards 
Committee (on a reference by the Service Manager Democratic Services) will 
have delegated power to permit claims to be paid outside this period in 
exceptional circumstances.  

 
5.4 Members should note that payment of allowances will only be paid in 

accordance with the Members Allowances Scheme and as stated in this 
handbook.  

 
5.5 The Members Allowances Scheme is made in exercise of the powers 

conferred by the Local Authorities (Members’ Allowances)(England) 
Regulations 2003 as amended. 

 
6. HOW TO CLAIM 
 
6.1 Basic and Special Responsibility Allowances 
 
 You need do nothing in respect of these two allowances. They will be paid 

direct into your bank account from the start of each Municipal Year in twelve 
monthly instalments. You should note that the first monthly payment may be 
adjusted slightly to bring the total payable to the exact amount of the annual 
allowance. 

 
 If any member or co-opted member steps down and/or ceases to be entitled 

to a special responsibility allowance (or is appointed to a post which attracts 
an SRA) part way through the municipal year, his/her basic and/or special 
responsibility allowance payment will be paid on a pro-rata basis. Equally, 
where entitlement ceases, the member or co-opted member will be required 
to reimburse the Council on a pro-rata basis for any allowances paid in 
advance. 

 
6.2 Attendance at meetings 
 
 For audit purposes, Members and co-opted members are still required to 

certify their attendance for all approved duties, wherever possible. A pre-
printed form will be made available at these meetings for members to sign. In 
respect of all other approved duties, members will need to submit certified 
claims using the claim form available from the Members Services Unit. 

 
 The certified claims will be processed and paid monthly, one month in arrears. 

The Council, Committee etc. forms will be processed automatically. Any claim 
using the individual member pre-printed forms must be submitted within one 
month of the date of the meeting. Members must submit their form by the end 
of the first week of each month for it to be included in the next monthly 
payment. 

 
 Following an Internal Audit review in 2010/11, a protocol on the authorisation 

of Members’ claims has been approved. This is set out in Appendix 5. 
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6.3 Travel Allowances 
 
 The online SAP Concur expenses form should be individual member pre-

printed forms referred to in Section 6.2 above (for committees etc. and for 
individual members) contain space for claiming car mileage. Fuel receipts 
should be attached to the claim, to allow the Council to recover the VAT paid.  

 
 Members wishing to use a Travel Ticket for bus or Metro should contact the 

Service Manager Democratic Services who will arrange for the Travel Office 
to purchase the Ticket on the member’s behalf in order to take advantage of 
the discounts negotiated by the City Council.  

 
6.4 Subsistence Allowances 
 
 When claiming subsistence allowance, members should use the SAP Concur 

expenses form, detailing: 
 

•  the approved duty being carried out on behalf of the Authority 

•  the destination/location 

•  the dates and times and meal/s that were taken 

•  the actual cost of the meal. 

 
 Members must attach receipts for all subsistence claims to their official claim 

form. 
 
 The online form will be authorised by the Service Manager Democratic 

Services.  
 
 The subsistence forms must be submitted by the end of the first week of the 

month for processing for payment by that month end. Any forms received after 
that date will be processed in the following month.  

 
6.5 Monthly Claim 
 
 Members have a right to these allowances and are urged to claim them every 

month as soon as possible after they are incurred to avoid being out of 
pocket. All payments will be made monthly direct into your bank account on 
the last working day of each month. 

 
7. CONFERENCES, SEMINARS AND OVERSEAS VISITS 
 
7.1 The rules for attendance and travel and subsistence allowances for 

conferences, seminars and overseas visits are basically the same as for all 
other approved duties, and reference should be made to the preceding 
sections of this booklet when claiming. There are however a number of points 
relating specifically to conferences. These are detailed below. 

 
7.2 Attendance by members at any conference, seminar or overseas visit must be 

approved in advance by the Service Manager Democratic Services or the 
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relevant committee. Arrangements for such attendance will be co-ordinated by 
the Service Manager Democratic Services with the cost being met from the 
relevant corporate budget. 

 
7.3 Where necessary, in determining whether requests should be approved, the 

Service Manager Democratic Services will consult with the Leader of Council. 
Overview and Scrutiny Committees can determine their own attendance 
subject to meeting the following criteria: 
 

• Subject matter cannot be accessed through other means e.g. 
electronically. 

 

• Sufficient budget provision. 
 

• Wherever possible, a local venue should be chosen to minimise the need 
for overnight accommodation and reduce travelling costs. 

 

• Other than in exceptional circumstances, no more than two members are 
to attend each event. 

 
The members concerned are required to report back to the relevant 
Committee on the key issues raised and any potential implications for the 
Council or ensure that the information is made available through some other 
means, such as via the intranet. 
 
Details of members’ attendance at such events are held by the Service 
Manager Democratic Services on a central register and are available for 
public inspection via the intranet/internet. 
 

7.4 It has been agreed that members should ensure they are able to be present at 
the start of an event and remain until it ends. If this would result in a member 
having to depart from or return home at an unreasonable time, then members 
can travel the day before an event and/or return home the day after an event. 

 
7.5 If as part of the conference a meal is provided (e.g. lunch, dinner etc.) and/or 

if any accommodation includes meals, then it is not possible also to claim the 
relevant subsistence allowance. Similarly, if accommodation is either included 
as part of the conference or paid for in advance by the authority then it is not 
possible also to claim the relevant subsistence allowance. 

7.6 Where members are required to travel abroad on behalf of the Council, the 
limits on expenditure on travel and subsistence within the United Kingdom do 
not apply. Members can therefore claim for the reasonable costs they incur. 
Given this, it is essential that receipts are produced to substantiate 
subsistence claims for foreign travel. 

 
7.7 In all circumstances the Travel Office must book the travel and 

accommodation for foreign visits in advance (if necessary, in consultation with 
the Service Manager Democratic Services and the relevant director).  
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7.8 Foreign currency for use abroad will be provided for members by officers of 
the relevant directorate and only ordered via the Travel Office. Any unused 
foreign currency will be returned by those officers to the Exchequer Services 
Section. Receipts for all but incidental cash purchases must be obtained. 

 
8. TAXATION 
 
8.1 The Tax Charge 
 
 For tax purposes, Members are treated in the same way as any other 

employee or person who holds an office. 
  

•  “Emoluments” (payments which more than cover expenses are 
taxable and are deducted as part of Income Tax). 
 

•  Payments which reimburse expenses actually incurred or are in line 
with nationally agreed rates are not taxable. 

 
8.2 Tax and NIC Treatment 
 
 Members pay tax and national insurance contributions on:- 
 

•  Basic Allowance 

•  Special Responsibility Allowance 

•  Carers Allowance 

•  Car mileage which is claimed from Home to the Civic Centre or from 
another work place to the Civic Centre (if this is additional mileage).   

 
 Members do not pay tax and national insurance contributions on:- 
 

•  Business journeys e.g. travelling from the Civic Centre to another 
Authority.   

•  travelling expenses necessarily incurred when performing duties of 
the office of employment providing there is no element of profit or 
personal use. 

•  any other expenses which are wholly, exclusively, and necessarily 
incurred in the performance of their duties, providing the prescribed 
rates are not exceeded and there is no element of profit or personal 
use. 

 
 It should be noted that it is for the HMRC to determine what is taxable and 

what is not taxable and that they do apply their rules very strictly. 
 
 It is also possible for members to claim tax relief on certain of the expenses 

they incur in the pursuit of their duties, providing certain criteria are met. 
 
 Please see Appendix 5 for more details about taxation. 
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9. INSURANCE 
 
9.1 Insurance cover is provided for Councillors whilst they are undertaking 

approved duties in the UK. Insurance for foreign is also provided if required. 
Further details can be obtained from the Insurance section.  

  
9.2 Car Insurance 
 
 It is important to note that there is no motor vehicle cover provided by the City 

Council. Members must ensure their vehicles themselves for business use 
and will be expected to produce their insurance documents for inspection at 
annual intervals.  

 
 Claims Procedure 
 
9.3 Any accident or incident whilst on Council business which might give rise to a 

claim should be reported to the Insurance Section immediately. Please 
contact the Service Manager Democratic Services or the Insurance team if 
you feel you need to claim.  

 
More information is available from Service Manager Democratic Services on 
0191 2115159 

 
10. CONTACTS 
 
 Members are requested to try, if at all possible, to resolve any queries they 

may have about any aspect of their allowances before they incur any actual 
expenditure. Day to day points of clarification on the scheme can be referred 
to the Service Manager Democratic Services.  

 
Members Services Unit   0191 2116216 
Democratic Services   0191 2116216 
Payroll    0191 2116570 
Insurance     0191 2116560 
Travel Office     0191 2777109 
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APPENDIX 1 
 

MEMBERS ALLOWANCES 
 
SCHEDULE 1 
 
BASIC ALLOWANCE 
 
All Members        £10,543 (includes 
former 
         £500 Communications 
         Allowance) 
 
SCHEDULE 2 
 
SPECIAL RESPONSIBILITY ALLOWANCES – please refer to the Members 
Allowances Scheme 
 
 
SCHEDULE 3 
 
DEPENDENTS’ CARERS’ ALLOWANCE and PARENTAL LEAVE ALLOWANCE 
 
Please refer to the Members Allowances Scheme 
 
 
SCHEDULE 4 
 
TRAVELLING AND SUBSISTENCE 
 
TRAVEL 

A. Car 

(a) Mileage at a rate of £0.45 per mile, such rate to be increased in accordance 
with any increase of HMRC maximum allowance. 

(b) A supplement for official passengers at a rate of £0.05 per mile per 

passenger.  

Note 1 The rate shall be the same whatever the type of fuel used (including petrol, 
diesel, and LPG) 

Note 2 Members should only use cars for longer journeys where it is reasonable or 
more efficient to do so. Guidance is contained in the Members’ Handbook. 

(c) Reimbursement of car parking charges subject to receipts or tickets being 
submitted where possible (but see Note 3) 

 
Note 3 Members are not reimbursed for the cost of a pass to park at the Civic 

Centre. 
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B. Train 

(a) A standard class ticket. 

Note 4 A Councillor or Co-optee will be reimbursed the cost of such a train ticket 
subject to a receipt being provided. However, unless there are special 
circumstances, the ticket should be booked by the Council in accordance 
with the Members’ Handbook via the Travel Office. 

Note 5 Guidance on “special circumstances” is contained in the Members’ 
Handbook. 

C. Motor cycles and bicycles 

(a) Motorcycle   £0.24 per mile 

(b) Bicycle   £0.20 per mile 

(c) These rates shall be increased in accordance with any increase of the HMRC 
maximum rates of allowance. 

D. Taxis 

(a) The cost of taxi fares where public transport is not readily available.  

(b) The cost of other taxi fares where there are special circumstances, or the use 
of taxi has been approved by the Service Manager Democratic Services and 
booked via the Travel Office. 

Note 6 In exceptional circumstances, a Councillor or Co-optee will be reimbursed 
the cost of taxi fares subject to a receipt being provided. However, unless 
there are special circumstances, the taxi should be booked in advance via 
the Travel Office. 

Note 7 Guidance on “special circumstances” is contained in the Members’ 
Handbook. 

E. Plane 

(a) An ordinary fare for air services provided that it is more cost efficient to fly 
than travel by other forms of transport.  

Note 8 In exceptional circumstances, a Councillor or Co-optee will be reimbursed 
the cost of such a fare subject to a receipt being provided. However, unless 
there are special circumstances, the ticket should be booked in advance via 
the Travel Office. 

F. Bus/Metro 

(a) One of the following: 

(i) an annual Network Travel Ticket within the zones between a 

Councillor’s or Co-optee’s home and the Civic Centre 

(ii) an annual bus pass 

(b) The cost of one – off journeys on a bus/metro if a Councillor or Co-optee does 
not have a pass. 
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Note 9 Only in special circumstances, with the agreement of the Service Manager 
Democratic Services, may Councillors or Co-optees with one of the travels 
passes referred to in paragraph (a) claim the mileage for the use of their car, 
motor cycle or bicycle for journeys within the area covered by the pass. 

Note 10 A Councillor or Co-optee will be reimbursed the cost referred to in 
paragraphs (a) or (b). However, unless there are special circumstances, the 
passes referred to in paragraph (a) should be purchased by the Council in 
accordance with the Members’ Handbook. 

Note 11 Guidance on “special circumstances” is contained in the Members’ 
Handbook. 

 
G.     Car Parking at the Civic Centre 

 
(a) Car Parking at the Civic Centre 

As set out in paragraph 4.5 above, Members are entitled to apply for a parking 
pass for the Civic Centre car park. Passes are subject to availability, are subject 
to an annual charge and the applicable terms and conditions of use, payable 
monthly via payroll. Alternatively, Members can be reimbursed for parking 
charges when in the Civic Centre for official business only. Contact Members 
Services for the link to the online claim form, receipts/tickets must be provided. 
As set out in Schedule 4, Members cannot be reimbursed for the cost of a pass 
to park at the Civic Centre. Members will not be reimbursed for parking charges 
or mileage claims if they are in receipt of a travel pass.  

 
SUBSISTENCE 

A. Accommodation for overnight absence 

(a) The cost of accommodation at a minimum 3* hotel. 

Note 12 In exceptional circumstances, a Councillor or Co-optee will be reimbursed 
the cost of such accommodation subject to a receipt being provided. 
However, unless there are special circumstances, the accommodation 
should be booked in advance via the Travel Office. 

Note 13 Guidance on “special circumstances” is contained in the Members’ 
Handbook. 

B. Daily allowances: 

(a) up to £10 per day for an absence of up to four hours away from the normal 
place of residence. 

(b) up to £20 per day for an absence of four to eight hours away from the normal 
place of residence. 

(c) up to £30 per day for an absence of more than eight hours away from the 
normal place of residence. 

Note 14 Reimbursement will only be made upon the production of receipts showing 
the expenditure that had been incurred on subsistence by the councillor or 
co-optee. 

 



Issue date: April 2026 
 

 
14 

 

C. Hospitality 

(a) The cost of hospitality offered to official guests by Councillors or Co-optees  
acting on behalf of the Authority provided always that receipts are provided by 
the Councillor or Co-optee claiming reimbursement. 

 
SCHEDULE 5 
 
CO-OPTEES ALLOWANCES; LORD MAYORS ALLOWANCES; INDEPENDENT 
REMUNERATION PANEL ALLOWANCES – see the Members Allowances 
Scheme, 
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APPENDIX 2 
 

APPROVED DUTY FOR DEPENDANTS’ CARERS’ ALLOWANCES AND TRAVEL 
AND SUBSISTENCE ALLOWANCES 

 
The following are approved duties:- 
 
1. The attendance at a meeting of the Authority or of any committee or sub-

committee of the Authority, or of any other body to which the Authority makes 
appointments or nominations, or of any committee or sub-committee of such a 
body. 

2. The attendance at any other meeting, the holding of which is authorised by 
the Authority, or a committee or sub-committee of the Authority, or a joint 
committee of the Authority and at least one other local authority within the 
meaning of section 270(1) of the Local Government Act 1972, or a sub-
committee of such a joint committee. 

Note 1 In relation to category 2 meetings, it must be a meeting to which 
members of at least 2 political groups have been invited. 

3. The attendance at a meeting of any association of authorities of which the 
Authority is a member. 

4. The attendance at a meeting of the Cabinet or a meeting of any of its 
committees, where the Authority is operating executive arrangements. 

5. The performance of any duty in pursuance of any standing order made under 
Section 135 of the Local Government Act 1972 requiring a member or 
members to be present while tender documents are opened. 

6. The performance of any duty in connection with the discharge of any function 
of the Authority conferred by or under any enactment and empowering or 
requiring the Authority to inspect or authorise the inspection of premises. 

7. The performance of any duty in connection with arrangements made by the 
Authority for the attendance of pupils at any school approved for the purposes 
of Section 342 of the Education Act 1996 (approval of non-maintained Special 
Schools). 

8. The carrying out of any other duty approved by the Authority, or any duty of a 
class so approved, for the purpose of, or in connection with, the discharge of 
the functions of the Authority or of any of its committees or sub-committees. 

Note 2 In relation to category 8, the Council has approved the attendance at 
all meetings which are for the purpose of, or in connection with, the 
discharge of the Authority’s functions or of any of its committees or 
sub-committees (other than political meetings), including:- 

 

• The attendance at a meeting of a Working Group or Panel of the Authority 
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• The attendance at site visits and inspections 

• The attendance at ward surgeries 

• The attendance at meetings with tenants or community groups. 

• The attendance at meetings with officers. 
 
The attendance at meetings as invited observers officially recognised as such in the 
list of committee membership in the Newcastle Charter or in some other formal 
representational capacity e.g. attending hearings of Planning Committee and 
Licensing Committee at the specific request of local residents to represent their 
views. 
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APPENDIX 3 
 

TRAVEL AND SUBSISTENCE (DAILY) ALLOWANCES 

 
This Appendix provides details of the various travel options available to members. It 
should be read in conjunction with Section 3 of this Handbook. 
 
Bus/Metro 
 
(a) Members have the choice of one of the following:- 
 

• an annual Network Travel Ticket within the zones between a Member’s or 
Co-optee’s home and the Civic Centre 

 

• an annual bus pass 
 
(b)  The cost of one-off journeys on a bus/metro if a Member or Co-optee does not 

have a pass. 
 

Members should note that an annual travel ticket costs considerably more 
than ordinary travel costs over the year. There are also tax implications (see 
Appendix 4). Members are advised therefore to consider very carefully 
whether they require a travel ticket. 

 
Only in special circumstances, with the agreement of the Service Manager 
Democratic Services, may Members or Co-optees with one of the travel 
passes referred to in (a) above claim the mileage for the use of their car, 
motor cycle or bicycle for journeys within the area covered by the pass. 
 
Special circumstances could include: 
 

• where the member or co-optee has to carry equipment or a large volume 
of documents which could not be easily conveyed by public transport 

• Where the member or co-optee has to carry official passengers  

• Where public transport is not available e.g. because of system failure. 
  
Car 
 

Members will be paid mileage when using their private cars to attend 
approved duties.  

 
Mileage Rates: 45.0 pence per mile 

  
In addition, for each passenger (up to a maximum of four) who would 
otherwise qualify for a travel allowance, the following passenger supplement 
will be paid: 5.0 pence per mile. 

 
The rate is the same whatever the type of fuel used. 
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Members can also reclaim car parking charges which they incur in 
undertaking approved duties subject to receipts or tickets being submitted 
where possible. The charge for a car parking pass to park at the Civic Centre, 
represents a personal charge and cannot be reimbursed. 
 

Motor Cycles and Bicycles 
 
Members will be paid mileage when using their own motor cycles and bicycles 
to attend approved duties. The following rates will apply, these being 
increased in accordance with any increase of the HMRC maximum rates of 
allowance: 
 

Motorcycle   24.0 pence per mile  
Bicycle    20.0 pence per mile 

 
Taxi 
 

Taxis should only be used where public transport is not readily available and, 
where appropriate, cheaper alternatives should be examined. It is not 
anticipated that a taxi will be required to enable a member to attend a regular 
scheduled meeting.  

 
Taxis may be used under special circumstances with the approval of the 
Service Manager Democratic Services and booked in advance via the Travel 
Office. Such circumstances could include, for example, where the member is 
recovering from illness or where the member is required to carry equipment or 
a large volume of documents which could not be easily conveyed using public 
transport. 
 

 If members have to make cash payment, they will be re-imbursed subject to a 
receipt being provided. However, unless there are special circumstances, the 
ticket should be booked by the Council via the Travel Office in advance. 

 
Train 

 
To be booked in advance via the Service Manager Democratic Services who 
will make the necessary arrangements through the Travel Office. Details of 
travel times etc. will be provided upon request. A standard class ticket will be 
purchased unless there are special circumstances where a first-class ticket 
may be purchased instead.  

 
Special circumstances could include: 

 

• Travelling with members of other Councils or representatives of other 
agencies who had already purchased first class tickets 

 
A travel request document must be submitted on behalf of the relevant 
member(s) by the Directorate which is dealing with the trip. 
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Members should only book their own travel where there are special 
circumstances.  
 

Plane 
 

Air services may be used as an alternative to train travel if there is an 
economic argument to justify it. An ordinary fare will be obtained by the Travel 
Office upon request.  
 
Members should only book their own travel where there are special 
circumstances. These could include where a Member can achieve savings 
which are not available to the Council for whatever reason. 

 
 
Car - Long Distance 
 

If a member wishes to use his/her car for travel involving return journeys of 
100 miles or more in total they must determine in advance if it is cheaper to 
do so and/or what other reasons would make a car journey necessary.  

 
The prime reason for use of a car would be that it was cheaper than the costs 
entailed by the use of public transport. So, it might be cheaper if:- 

 

• a member is carrying other members or officers to the same destination 
and the total cost of the individual fares would exceed the car mileage 
claim. 

 

• if the use of a car would save the cost of an overnight stay. 
 

The member would need to have assessed all the likely costs of both modes 
of transport and determining which was the cheapest. 

 
Other reasons for use of a car would be:- 

 

• if a member needs to carry materials or equipment which cannot be easily 
taken on a train or bus 

 

• if the use of a car would avoid excessive delay. 
 
Outside Organisations 
 
Travelling expenses will be payable to members appointed by the City Council to any 
approved outside organisation irrespective of venue. 
 
SUBSISTENCE (DAILY) ALLOWANCES 
 
(a) Daily Allowances 
  
 In the case of an absence, not involving an absence overnight, from the usual 

place of residence, the following allowances will be paid: 
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• Up to £10 per day for an absence of up to four hours away from the 
normal place of residence 

 

• Up to £20 per day for an absence of four to eight hours away from the 
normal place of residence 

 

• Up to £30 per day for an absence of more than eight hours away from the 
normal place of residence. 

 
Members should note that they are entitled to claim if they have been on an 
approved duty for the time specified and if they have incurred some 
expenditure on subsistence. These rates are the maximum and claims for 
such expenses should be for the amount actually incurred or the rate above, 
whichever is the lesser. 

 
(b)  Overnight absence 
 

Accommodation for overnight absence will be arranged at a minimum 3* hotel 
unless there are special circumstances e.g. where the Council can take 
advantage of special offers. Members must always book accommodation in 
advance through the Travel Office (who will pay the bill). 

 
(c) Communication Allowance 
 
Until 2009/10 the Council paid an allowance of £500 per annum, in twelve monthly 
instalments. This was a contribution towards the additional telephone and IT costs 
which members incur when acting on behalf of the Council. As part of the 2009/10 
review, the Independent Remuneration Panel recommended that instead of receiving 
a separate Communications Allowance, this form part of the Basic Allowance which 
would enable the Allowance to be index-linked in future years, it having been 
introduced as a flat rate payment in 2004. This was agreed by full Council on 4 
March 2010 and took effect from 1 April 2010. 
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APPENDIX 4 
 

PROCEDURE FOR CLAIMING DEPENDANTS’ CARERS’ ALLOWANCES AND 
PARENTAL LEAVE ALLOWANCE 

• Members to claim actual expenditure up to a maximum of the rates set out in the 
Members Allowances Scheme, the level to be reviewed on an annual basis.  

• Payments to be made for care of dependants, whether they be children, elderly 
persons, or those with some form of disability – Members to be able to claim for care 
provided by relatives not living in the family home.  

• Payments to be made where Members are undertaking approved duties as set out 
in appendix 2 (these being drawn from the regulations). Essentially, any formal 
committee meeting would represent an approved duty, as would meetings with 
officers or tenant’s groups, attendance at site visits and ward surgeries. The only 
category which is exempt is attendance at political group meetings. Members should 
be able to claim for travelling time as well as the meetings themselves. Any member 
requiring clarification as to whether a duty is eligible should contact either the 
Assistant Director Law and Governance or the Service Manager Democratic 
Services.  

• No limit to be imposed on the number of claims per member. 

• Carers not to be subject to registration.  

• The insurance implications to be kept under review, it being made clear that the 
contract is between the individual member and the carer rather than between the 
Council and the carer. 

• Claimants to complete a form specifying the nature, date and duration of the 
approved duty and the amount claimed, the form to be signed by both the member 
and carer and show the date of the claim with the carer’s name and address also 
being supplied.  

• No limit to be imposed on start or finish times, members to be able to claim for 
daytime as well as evening and weekend duties.  

• Claims to reflect costs actually incurred, no provision at this stage to be made for 
carers’ travelling expenses. No distinction to be drawn between the different levels 
of care required, nor the number requiring care at any one time 

• Claims to be submitted to Members Services Unit in the first instance with Members 
being reimbursed via the monthly payroll.  
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APPENDIX 5 
 

PROTOCOL RE AUTHORISATION OF MEMBERS’ CLAIMS FOR ALLOWANCES 
AND EXPENSES 

 
Under the Newcastle Charter, the Service Manager Democratic Services is 
responsible for preparing and maintaining the Council’s Members’ Allowances 
Scheme. Under the Scheme, the Service Manager Democratic Services authorises 
claims for allowances and expenses submitted by individual members. 
 
The Members’ Allowances Scheme provides that claims for the following allowances 
must be submitted within one month from the date on which the entitlement arises: 

• Dependants’ Carers’ allowance and Parental Leave allowance 

• Travelling and subsistence allowance 

• Co-optees’ allowance. 
 
The Service Manager Democratic Services and Audit and Standards Committee 
have delegated power to permit claims to be paid outside that period.  
 
Should the Service Manager Democratic Services, or (in her/his absence) officers 
acting on her/his behalf, have concerns about individual Members’ claims which they 
are unable to resolve satisfactorily, then these should be referred to Audit and 
Standards Committee for determination. 
 
The Chair of Audit and Standards Committee will be notified as soon as any referral 
has been made and will confirm, in conjunction with the Service Manager 
Democratic Services, the timescale for the Committee’s consideration of this matter 
and the documents to be presented. 
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APPENDIX 6 

TAXATION 

 
This appendix should be read in conjunction with Section 10 of this handbook. 
 
Taxable and NI-able Expenses 
 
Tax and National Insurance contributions will be deducted at the standard rate 
from members monthly allowance payment. Members should note that it is 
their personal responsibility to inform the HMRC if as a result of receiving their 
members allowance they either are or become liable to pay higher rates of tax 
or have a change in their national insurance position e.g. reach state pension 
age.   The following will also be subject to tax and national insurance 
contributions at source. 
 

• 75% of the cost of a travel ticket will be subject to tax and NI to cover private use. 
 
Members will be provided with a car mileage statement at the tax year end showing 
details of their car mileage payments. If Members are required to complete their own 
tax returns, they will not have to account for car mileage allowances from the City 
Council.  
 
There have been occasions where members have paid too much NI because of the 
contributions they had already made via their employer. Members may wish to seek 
advice from HMRC if they feel their circumstances warrant it. 
 
Non-Taxable and Non-NI-able Expenses 
 
Provided that there is no element of profit or personal use members do not 
pay tax on the following:- 
 

• Bus Fares 

• Train Fares 

• Aeroplane Fares 

• Taxi Fares. 
 
The HMRC will need to be satisfied that the reimbursements have actually been 
incurred. 
 
Subsistence Allowances 
 
Daily subsistence allowances are classed as emoluments and are taxable when they 
are paid for meetings of the Authority at the Civic Centre. Other daily subsistence 
allowances are not taxable. 
 
Overnight subsistence and conference travelling, and subsistence allowances are 
not taxable provided the rates quoted in Appendix 3 are not exceeded. 
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TAX RELIEF FOR EXPENSES 
 
A number of expenses are eligible for tax relief. 
 
 
 
 


