Equality and Human Rights Commission
Commissioner* fees and expenses and receipt of hospitality  

This section sets out the background to the fees payable to Commissioners/statutory committee members and the expenses that can be claimed by them, together with arrangements for receipt of hospitality. The procedures are set out below, and Annex A of this section sets out the current rates as set by our sponsor department and the Treasury. These will be updated from time to time.

When travelling on Commission business Commissioners are requested to ensure that they use the most efficient and economic means of travel at all times, taking into account personal and other circumstances and the organisational benefits. Meetings and travel should be planned carefully to ensure costs are kept to the minimum necessary to achieve the objectives. 
* All references to Commissioners also refer to statutory committee members and co-opted members on the Audit and Risk Committee
1. Fees and Travel Expenses
The following fees are payable to Commissioners, statutory committee members and the co-opted members on the Audit and Risk Committee:
Commissioners
-
 £500 per day

Statutory Committee members
-
£250 per day

Co-opted members on Audit and Risk Committee
-
£300 per day

Fees will be paid monthly, on the basis of the daily fee payable and pro rata to the number of 'working' days allocated during the whole year.  There is no need to submit fees' claims.
Allocated Days

Commissioners should not work beyond (and will not be paid beyond) their allocated days without prior discussion and approval from the Chair and in the case of the Chair, approval from the Secretary of State:

· Chair:





3.5 days per week

· Deputy Chair: 



2.0 days per week
· Scotland/ Wales/Disability Cmmrs:
30 days per year 
· Other Commissioners:


20-30 days per year 
· Wales/Scotland Cttee members (other than Chairs):
12 days per year 
· Disability Cttee members (other than Chair): 
 
15 days per year 
· Co-opted members on Audit Cttee:


8 days per year


Commissioners may claim reimbursement of reasonable  travelling and subsistence expenses, as well as childcare expenses,  incurred in connection with EHRC business. This includes the cost of attending meetings.
Specific arrangements will be entered into with regard to Commissioners who are appointed to lead Inquiries or Investigations or who have to undertake a significant body of work, distinct from their normal responsibilities. These might well impose significant time commitments that would push the Commissioner well beyond the 20 days allocated to them. In such cases, the Director of the Commissioners' Office, in consultation with the Lead Officer on the Inquiry or Investigation and Chair of the Commission will determine, as closely as possible from the outset, how many days are likely to be required and what the likely end date will be. The Commissioner concerned will then receive payment for these days in addition to their 20 day allocation.

Paid Attendance

The following list indicates those activities appropriate to be undertaken by Commissioners:

· EHRC Board Meetings and Informals
· Statutory Committee meetings
· Meetings of all other committees or working groups established by the Board

· Meetings convened by the Chair of the Commission or Chairs of Committees relating to the work of the committee(s) concerned* 
· Meetings attended at the invitation of the Chief Executive, Senior Management Team members or Directors of the Commission.
· External events (to attend or speak) that have been authorised via the approval process previously agreed by the Board.
· Attendance at training courses arranged or authorised by the Commission.
* These might include, for example, joint chairs meetings, ad hoc meetings with other Commissioners, stakeholders, external agencies or individuals or visits to the Commission to meet with officers. The basic principle is that fees are payable  and expenses claimable for attendance at any approved event in the capacity of an EHRC Commissioner. All claims for expenses for such meetings should adhere to the provisions outlined within these Guidelines.

2. 
Travel by Car
If you wish to use your own car then you must ensure that the vehicle is insured for use by you on EHRC business. For journeys under 120 miles in any day, the standard mileage rate may be claimed providing that the vehicle is insured under a fully comprehensive policy. In the case of longer journeys in any one day or if you do not have a fully comprehensive insurance policy, the public mileage rate will be paid. Car parking fees will be reimbursed provided receipts are produced. 
Commissioners are advised to keep a record of the number of miles travelled for each journey (both directions). All motor vehicle travel should be undertaken by the most economical route.
In recognition of the requirement of the Chair of the Commission to travel frequently in relation to Commission business, a car and driver has been made available for his/her use. This is in accordance with the provisions of the Government Car and Dispatch Agency and has been approved by the Permanent Secretary at the Department of Communities and Local Government. The vehicle is also available to the Deputy Chair of the Commission when deputising for the Chair and to senior members of staff when engaged on Commission business. In accordance with the Commission's desire to develop an environmental strategy, the car is a hybrid, environmentally friendly vehicle.
3.  
Congestion charge, parking, garaging and tolls
You are entitled to be reimbursed the costs of any congestion charges unavoidably incurred whilst on official business.  You are personally liable for any expenses incurred through congestion as a result of using your private vehicle for home to office travel.  You are entitled to be reimbursed the costs of unavoidable expenses on parking, garaging and tolls (including road and river ferries) on production of a receipt.  However you are personally liable for any fines for motoring offences, parking fines and Central London congestion charge penalties you incur.
4.  
Public Transport
When travelling by public transport, standard or first class rail and sea travel will be reimbursed and receipts/tickets must be submitted with claims. Air travel may be used where there is a cost advantage as against the travel and subsistence costs that might be involved in travelling by rail, or if the urgency of a journey justifies the extra cost. Commissioners are asked to use the most economical fare appropriate in the circumstances. In most cases, first class rail travel will only be approved if booked a minimum of three weeks in advance, to secure the most economical fare. It is recognised that this will not always be possible, for example if meetings are convened at very short notice.
 Personal assistants or support workers to Commissioners who are disabled may travel with them and their travel costs will be reimbursed by the Commission.
5.  
Taxis
Taxis may be used for journeys where there is no suitable alternative transport - for example, where heavy luggage has to be carried between railway stations, when travelling late at night  and where saving time is important. Receipts must be submitted with claims.

6.
Subsistence and Hotel Allowances
The appropriate day and overnight subsistence allowances may be claimed as set out in Annex A. As an alternative the EHRC will reimburse the actual cost of an appropriate meal on a train (including up to 10% service charge) or the cost of an overnight stay in a hotel, excluding alcoholic drinks and personal expenses. Hotel costs should not exceed the overnight rates set out at Annex A.  Receipts must be produced.

Personal assistants or support workers to Commissioners who are disabled may stay in the hotel with them and their costs will be reimbursed by the Commission in accordance with the rates set out at Annex A.
As a general rule, Commissioners are encouraged to contact the Commissioners' Office, which is often able to obtain preferential rates by booking via Expotel.

Please note that where the Commission holds Board meetings or Informals in hotels, requiring overnight accommodation and meals, this will be arranged and paid for on a block booking basis by the Commissioners' Office. Commissioners will nevertheless be required to pay for incidental expenses incurred, such as newspapers or drinks purchased from a mini-bar.
7.
Travel Arrangements
Commissioners may make their own arrangements and claim re-imbursement within the relevant allowances. Alternatively, the EHRC has a travel booking service that is available to Commissioners by contacting the Commissioners' Office at the London office. Please note that by booking via the Commissioners' Office it is often possible to obtain tickets which are low in cost but which still provide some flexibility of travel. Early booking attracts preferential rates and is more cost effective.
8.
Childcare

Commissioners may claim reasonable childcare costs when engaged on Commission business.
9.
Support Workers

Disabled Commissioners may claim reasonable costs for support workers when engaged on Commission business.
10.
Income Tax and National Insurance
Income tax is deducted from your attendance fees in accordance with Inland Revenue regulations. Tax will be deducted from fees at the basic rate. If you do not have any other employment or are not in receipt of taxable benefits please contact the Finance Office.  

Travel and subsistence expenses may be liable for income tax.  However, the Treasury have authorised an arrangement with the Inland Revenue whereby we pay travelling and subsistence expenses at the normal rates and separately account to the Inland Revenue for any tax due on a composite basis. This means that the expenses are then not to be taken into account as part of your income for tax purposes and should not be included on tax returns. In other words you have no further tax liability to meet out of your own pocket. You will be asked to sign an Inland Revenue declaration that you agree to this arrangement. 

Further details are in Annex B and if you wish to participate in the scheme, complete the form at Annex C and send it to our Finance Unit.
Fees and any expenses are liable for National Insurance deductions at the Class 1 rate. Some people, e.g. those over State Pension age or people with more than one employment and some married women, may be exempt from making contributions on the normal basis. Commissioners who are self-employed can ask to defer their Class 4 and Class 2 contributions until the effect of any Class 1 contribution is assessed.

Our Finance Unit will be happy to discuss individual details with you and the Benefits Agency should be able to provide further advice. Commissioners who receive any state benefits are advised to contact the Benefits Agency in case their entitlement is affected by receiving fees and expenses from the Commission. The EHRC cannot accept liability for the loss of any state benefits and will assume that Commissioners make any necessary declarations to the authorities. Fees and expenses are paid without the addition of VAT.

Commissioner appointments, with the exception of the Chair, are not pensionable.

11.
Making a Claim
To claim expenses, the attached form must be used. Entries should be made for all items and the times of leaving and returning home must be included where you are claiming subsistence allowance. National Insurance is deductible on Gross fees and tax on expenses for travel. 
Claims received by the last day of the month will be paid on the 28th of the next month or the last working day prior to this if it falls on a weekend or bank holiday. Payments will be made direct to Commissioners' bank accounts via BACS. Bank account details should be provided on the attached form  (Annex D) and sent to Finance Unit with your first claim. Please notify any changes in bank details promptly.*
* Please ignore if you have already done this

A remittance advice form has been drawn up by the Finance Department showing details of National Insurance, tax paid and the date the payment will reach your bank account and this will be sent to you directly for each claim..

For  Commissioners and Disability Committee members, the completed form with receipts etc attached should then be sent for processing directly to: 

The Commissioners' Office
Equality and Human Rights Commission

3 More London

Riverside

Tooley St
London SE1 2RG
For Scotland Committee members, the completed form should be sent to:

The Optima Building
58 Robertson St

Glasgow

G2 8OU

For Wales Committee members, the completed forms should be sent to:

3rd Floor

3 Callaghan Square

Cardiff

CF10 5BT
Commissioners are asked to submit expense claims within two months of the expenditure being incurred. At the end of the financial year all claims up to 31 March must be received by 30 April. Prompt submission of expense claims greatly helps budget monitoring and the efficient use of resources.

12.
Receipt of Hospitality, Gifts, etc
The Code of Practice for the Chair, Board members and statutory committee members states as follows:

23. Board Members must notify the Chief Executive immediately of any gifts, hospitality or favour they are offered that may be related to their membership of the Board.*
24. The notification should include details of the person(s) or organisation(s) offering the gift, hospitality or favour, the purpose or object of the offer and the reasons why the gift, favour or hospitality was or was not accepted.

25. Any such notification received from any Board Member shall be included in the Register of Member’s Interests.

* Commissioners should also notify similar details of hospitality or gifts that they might themselves offer in their capacity of membership of the Board.
13.
Provision of Light Refreshments/Alcohol by Chair and Deputy Chair of Commission and by statutory committee chairs
It is recognised that from time to time the Chair and Deputy Chair of the Commission and statutory committee chairs shall provide light refreshments and limited alcoholic beverage, when holding meetings or similar gatherings on Commission premises or elsewhere in advance of Commission business. There shall be an allocated budget for this purpose and proper accounts kept of all such provision.











ANNEX A
Commissioners' fees and allowances
Current rates
Daily attendance fees (payable in accordance with paragraph 1 above)
Commissioners
£400 per day
Statutory Committee members
£250 per day 
Co-opted members on Audit and Risk Committee 
£300 per day
Mileage allowances


Standard mileage



First 10,000 miles 


40p







Over 10,000 miles


25p



Passenger Supplement

1. First passenger = 5p per mile

2. Second and subsequent passengers = 5p per mile

Equipment Supplement

The equipment supplement is 2p per mile.

Motor cycles and motor cycle combinations

1. Motor cycles and motor cycle combinations = 24p per mile.

Pedal cycle allowance

The pedal cycle allowance is 20p per mile.
Subsistence allowances 
Day Rates

up to 4  hours absence

£4.50 
4 to  10 hours absence

£9.50

over 10 hours absence
     
£14.00  
e.g.

(i)
A Commissioner leaving home at 08.00 hours and returning at 18.30 hours having been provided with lunch may claim £4.50 as subsistence allowance or one train meal.

(ii)
A Commissioner leaving home at 07.00 hours and returning at 19.30 hours having been provided with lunch may claim £9.50 as subsistence allowance or one train meal and £4.25 or two train meals.

Overnight Rates (Accommodation)*
London



   

£120^ (inc. vat)
Elsewhere



   

£75 (inc. vat)
Staying with friends or relatives (all areas)         £25

Personal Expense Allowance
     

£5

* where hotels charge separately for breakfast, an additional allowance of up to £15 may be claimed. If paid for separately, a receipt must be provided.
^ this is an indicative ceiling. The Commissioners' Office will book hotels using Expotel, which often provides preferential rates.
ANNEX B

Payments of travelling & subsistence expenses
Income tax charged under schedule E
Payments we make to you for travelling to and from the place where you normally carry out the duties of your office and for staying there are taxable under Schedule E.

Our intention is that the amount you receive for travelling, subsistence etc. in these circumstances should be equivalent to the amount you actually spend. So we have entered into special arrangements with the Inland Revenue that means we can effectively pay the tax on your behalf. We do this by paying tax to the Revenue at a special rate.

If you wish to participate in these arrangements you will need to sign an agreement with the Inland Revenue. The agreement would be that the travelling, subsistence and other expenses paid to you which come within its scope would not form part of your income for tax purposes. This would mean that:

· you would have no tax to pay on these expenses;

· you would not be able to reclaim the tax we have paid on your behalf.

The terms of this agreement are set out in the attached letter. 

If you decide to adopt the agreement please complete the letter at Annex C and return it to our Finance Unit. We will then send it to the Inland Revenue on your behalf.

If you do not wish to enter into this agreement with the Inland Revenue, we shall operate PAYE on these expenses in the same way as we shall operate PAYE on the fees paid to you. In this case will you please let us have details of your national insurance number?

ANNEX C 
HM Inspector of Taxes
Public Departments 2, mu4
End of Year Section (6 West)
Ty-Glas
Llanishen
Cardiff
Cf4 5ya
I am writing to let you know that:

(a)

I wish to have the tax due on travelling and

subsistence expenses I receive together with any

further liability arising as a consequence of

entering into this agreement paid by the Equality and
Human Rights Commission

(b)

I understand that I will not be entitled to

receive repayment of the tax paid on my behalf in

any circumstances;

(c)

I will write to let you know if I wish to 

withdraw from this agreement. I understand that in

those circumstances the agreement will cease from

6 April following your letter to me confirming your

agreement to my withdrawal.

	Signed
	
	Date
	

	Name (in block capitals)
	
	
	

	National Insurance No.
	
	
	

	Address
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Post Code
	
	
	


ANNEX D

BACS bank detail request form
Please complete all the details and return to Secretariat at 3 More London
	Name

	

	Home address
	

	Department
	

	Bank name &
Address
	

	
	

	
	

	
	

	
	

	Bank account no.
	

	Sort code
	

	Roll no. (If Applicable)
	

	Name/s of account 
(If different from above)
	

	
	

	Your national insurance no.
	

	Signature 


	

	DATE
	


The information supplied on this form will also be held electronically within the Finance Department. Our procedures conform to the Data Protection Act and the information will only be used for the necessary processing of BACS payments and retained for audit purposes.                                                                                                                           
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