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  www.linkhousing.org.uk  
This policy applies to   
  
  Link Group  Link Housing  Link Living  Link Property

    
Horizon Larkfield    West Highland  Lintel Trust   

Policy Summary   
  
  
 This policy has been devised to create a framework within which Board Members can 
be reimbursed for out of pocket expenses and to ensure that such payment of 
expenses is not in breach of the Entitlements, Payments and Benefits policy.    
  
  

  

Equalities  
  
The operation of this policy will always be in accordance with Link Group’s Policy on  
Equality & Diversity.    

  

Privacy  
  
Board members names, addresses and bank details will be retained on the finance 
system to allow the Finance team to make reimbursements of expenses to  
 individuals. This data will retained and managed in line with the Data Protection 

Policy and data protection legislation.   
  
  

Policy Owner  

 Director of Finance and Corporate Services  

Approved by   
  
Link Group Board (May 2019 and adopted for Horizon Board in August 2019) 
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1. INTRODUCTION   
  
This policy has been devised to create a framework within which Board Members can 
be reimbursed for out of pocket expenses and to ensure that such payment of 
expenses is not in breach of the Entitlements, Payments and Benefits policy.  

2. PRINCIPLES  
  
The following principles govern the operation of this policy:   
  

• Be clear and understood by all Board members   
• Be fair, equitable and non-discriminatory   
• Reflect statutory requirements and best practice  

3. OBJECTIVES  
  
The objectives of this policy are to ensure:   
  

• All Board Members (Link Group Ltd and subsidiaries collectively referred to as 
“Link”) are entitled to claim expenses for occasions when they are 
representing Link or attending a Link meeting (see appendix 1)   

• The correct procedure is followed with regards to the current HM Revenue and 
Customs taxation rules  

• All Board Members know when proof of the expense is required in relation to 
certain expenses (see appendix 1)  

• Breaches of the Entitlements, Payments and Benefits policy do not arise  

4. APPROACH AND METHOD  
  
The Horizon Board in its formal approval of the policy acknowledges that it accepts 
full responsibility for its implementation. Day-to-day responsibility for the operation of 
this policy lies with the appropriate directors and managers of the Link group of 
companies. All relevant employees have a responsibility to ensure that this policy is 
applied as instructed.   
  
The policy will be implemented using the following approaches:   
  

• Devising procedures for compliance with the policy  
  

• Providing all Board Members with a copy of the Entitlements, Payments and 
Benefits policy through the Board Members Induction Packs so that all Board 
Members are aware of their responsibilities and obligations.  

  
• Monitoring adherence to policy requirements through internal audit checks   

  
• Ensuring all claims are checked and authorised before being paid  
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5. MONITORING, PERFORMANCE MEASUREMENT AND REPORTING  
  
All claims will be checked by Link Horizon’s Finance Team to ensure that expense 
claims have been properly authorised in accordance with the procedures.  
  
Payment of expense claims will be subject to review through the internal audit 
programme.  
  
All expenses claims will be authorised by Horizon’s Secretary or Managing Director.   
A record will be kept of expenses claimed by Board members.   
 
If any significant issues of concern arise, these will be dealt with by the Secretary 
who will report such matters to his/her Chair or other office bearer. 
  
 
6. POLICY AVAILIABILITY   
  
This policy is available on the Horizon Board extranet and to staff through the Link 
Group Intranet.   
  
This policy is available on request free of charge from Link Group. A summary of this 
policy can be made available in a number of other languages and other formats on 
request.   

7. POLICY REVIEW  
  
Link Group undertakes to review this policy regularly, at least every three years, with 
regard to:   
  

• Applicable legislation, rules, regulations and guidance   
• Changes in the organisation  
• Continued best practice  
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BOARD/COMMITTEE EXPENSES POLICY – APPENDIX 1  
 
1. TRAVEL EXPENSES  
  
Board Members may claim travel expenses incurred during their work with Link, e.g. 
travelling to meetings, opening ceremonies and to any other event or venue where 
they represent Link in their capacity as a Board Member.  
  
An Expenses Claim Form must be completed for the Board Member to be reimbursed 
for travel expenses which will be the prevailing rate under the HMRC Travel 
Expenses Rules for determining fair reimbursement which does not exceed the non 
taxable limits.   If travel has been by public transport tickets must be attached to the 
form.  
  
Expense claims will be authorised by the Managing Director or in his/her absence the 
Operations Director. 
 
2. CHILDMINDING/CARE OF A DEPENDANT RELATIVE   
  
Costs of child minding will be allowable and/or care of a dependant relative provided 
that the payment of care costs is not to a family member in the Board Members own 
household and the care costs do not exceed what is regarded as a fair market value 
for the services.  The reimbursement will be limited to the time spent on Link 
business and the return travel time.  
 
 
3. OTHER CARE COSTS  
 
Where either a disabled Member or partner of a disabled person incurs direct care 
costs in enabling the Member to represent the Association on official business, 
he/she will be reimbursed the actual cost of the care on supply of a receipt and the 
care costs do not exceed what is regarded as a fair market value for services. 
 
4. SUBSISTENCE  
  
Reimbursement will be made for any incidental expenses incurred by Board 
Members where it is demonstrated that the length of time incurred on Link business 
merited incurring the cost.  Board Members claims will be subject to the regulations, 
including amounts to be reimbursed, applicable to Horizon staff which is specified in 
Horizon’s’ Staff Handbook.  Subsistence allowances paid to staff members will also 
apply to Board Members when they attend conferences and seminars.  
  
Where travelling to and from meetings involves an unavoidable overnight stay this will 
be paid on the basis of reasonably incurred expenses.  
 
5. LOSS OF EARNINGS  
  
Loss of earnings may be paid to Board Members provided that:-  
  
• The payment is not being made in respect of a routine meeting except where, 

because of Link’s widespread geographical area of operation, travel time is 
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extensive and loss of earnings results as a direct consequence of this and there is 
no other option to ensure the appropriate level of expertise or tenant experience 
on the governing body; and  

  
• Every effort has been made to hold the relevant meeting at a time which will avoid 

Board Members losing salary or annual leave;   
 
• Attendance at a Board meeting by a person claiming loss of earnings was 

important; and  
 
• The member of the governing body is able to provide a letter from their employer 

confirming that earnings have been lost or annual leave entitlement has been 
used, and the amount or value involved;   

  
Link will not pay a loss of earnings claim in excess of jury duty expenses.  
  
6. OTHER CLAIMS   
  
Claims of other expenses require to be approved in advance by the Chair, or in 
his/her case, the Vice-Chair. Each case will be judged on its merits, and will be 
reported to the Board.  
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 Privacy Impact Assessment Screening Questions 

 
Carrying out a Privacy Impact Assessment [PIA] will be useful to any project – large or 
small – that:  
 

• Involves personal or sensitive data about individuals 
• May affect our customers’ reasonable expectations relating to privacy  
• Involves information that may be used to identify or target individuals  

 
Please tick the applicable statement(s) below. Will your project involve: 

 
 

If you have answered ‘Yes’ to any of these points, please complete a full Privacy 
Impact Assessment. If you have answered ‘No’, you need take no further action in 
completing a Privacy Impact Assessment.   

1. A substantial change to an existing policy, process 
or system that involves personal information 
 

Yes No  

2. A new collection of personal information 
 

Yes No  
3. A new way of collecting personal information (for 

example collecting it online)  
 

Yes No  

4. A change in the way personal information is stored 
or secured 
 

Yes No  
 

5. A change to how sensitive information is managed Yes No  
 

6. Transferring personal information outside the EEA or 
using a third-party contractor 
 

Yes No  
 

7. A decision to keep personal information for longer 
than you have previously  
 

Yes No  

8. A new use or disclosure of personal information you 
already hold 
 

Yes No  
 

9. A change of policy that results in people having less 
access to information you hold about them 

 

Yes No  

10. Surveillance, tracking or monitoring of movements, 
behaviour or communications 
 

Yes No  

11. Changes to your premises involving private spaces 
where clients or customers may disclose their 
personal information (reception areas, for example)  

Yes No  
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Equality Impact Assessment Screening Questions 

Will the implementation of this policy have an impact on any of the following protected 
characteristics? 

1. Age  Yes No  
2. Disability Yes No  
3. Gender reassignment Yes No  
4. Marriage and Civil Partnership 

  Yes No  
5. Pregnancy and Maternity Yes No  
6. Race Yes No  
7. Religion or belief Yes No  
8. Sex   Yes No  
9. Sexual orientation  Yes No  

If you have answered ‘Yes’ to any of these points, please complete a full Equality 
Impact Assessment. If you have answered ‘No’, you need take no further action in 
completing an Equality Impact Assessment.  
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