SCHEME OF
MEMBERS™ EXPENSES
AND ALLOWANCE

(Updated annually though the Members’ Services Working Party)

Includes the following
Appendices:

e Schedule of current
Allowances and Rates
of Expenses

.
N
e Example of the new %
-~

claim form (available
electronically)
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THE CONTEXT — YOUR QUESTIONS ANSWERED
SETTING THE SCENE

In June 2002 the Minister for Finance, Local Government and Communities provided all
Councils in Wales with details of the all Wales Scheme of Members Allowances. The
Council is required to adopt the basic principles of the Scheme within the Council’s new
Scheme of Members’ Allowances in Torfaen. The Scheme was adopted by the Council at
its meeting on 23™ July 2002 and the provisions became effective when the legislation
came into force on 9 August 2002.

The basic principles for paying Basic Allowance, Special Responsibility Allowance, Care
Allowance and travel and subsistence expenses, are contained in the Local Authorities
(Allowances for Members of County and County Borough Councils and National Park
Authorities) (Wales) Regulations 2002.

WHAT IS THE PURPOSE OF THIS GUIDANCE NOTE?

« To advise Members of the allowances and expenses that they are entitled to receive
and the process for claiming expenses and receiving allowances.

e To advise Members as to the specific items of Council property that they will be
provided with in order to enable the Council to carry out its business, and their
responsibilities in the use of assets.

WHAT ALLOWANCES DO MEMBERS RECEIVE?

All Members receive a Basic Allowance (BA). A Special Responsibility Allowance (SRA) is
paid to Members appointed by Annual Council to specific positions. A Care Allowance can
be paid to all Members who satisfy the criteria (see later under “CARE ALLOWANCE”)

A Member may choose to not receive any part of an entitlement to an allowance.

WHAT EXPENSES ARE MEMBERS ENTITLED TO BE REIMBURSED FOR?

A Member is entitled to receive payments for travel and subsistence costs incurred,

reimbursed, upon production of receipts on an “actual” basis, up to a maximum, except
for private motor vehicle journeys which are reimbursed at a fixed cost per mile.

WHEN CAN A MEMBER CLAIM EXPENSES?

Members are entitled to claim expenses where expenditure is necessarily incurred when
undertaking “approved duties”.

WHAT IS AN “APPROVED DUTY”’?

Members are entitled to claim expenses when undertaking “approved duties”, defined as
follows: -



(a) Attendance at a meeting of the authority or of any committee of the authority or
of any body to which the authority makes appointments or nominations or of any
committee of such a body;

(b) Attendance at a meeting of any association of authorities of which the authority
is @ member;

(c) Attendance at any other meeting the holding of which is authorised by the
authority or by a committee of the authority or by a joint committee of the
authority and one or more other authorities;

(d) A duty undertaken for the purpose of or in connection with the discharge of the
functions of an executive where the authority is operating executive
arrangements within the meaning of Part Il of the 2000 Act;

(e) A duty undertaken in pursuance of a standing order which required a member or
members to be present when tender documents are opened;

(f) A duty undertaken in connection with the discharge of any function of the
authority which empowers or requires the authority to inspect or authorise the
inspection of premises;

(g) Attendance at any training or developmental event approved by the authority or
its executive or board;

(h) Attendance at a Civic function when invited to attend as the representative of the
Authority;

(i) The Council has approved as a duty, attendance by a Member at a meeting with
officers of the Authority where attendance by the Member is necessary to
progress the essential business of the Authority.

The list is for guidance. If a Member is unsure if an activity qualifies as an “approved duty”
clarification can be sought from the Principal Members’ Services Officer.

Departures from the scheme must be subject to Council approval before any expenses are
incurred.

TELEPHONES

The cost of telephones is now met from within the Basic Allowance. However, mobile
phones for Cabinet Members with portfolio, and also for the Chair of Planning and the
Chair of Licensing, can be paid for by the Council, when used on business relating to the
post.

A telephone connection to Council Services from Members’ home telephones (0800
7839664) is available at no charge.

Mobile phones can be provided free of charge to Members, who then meet the costs of
line rental and calls. The “package” negotiated by the Council is extremely competitive.



INFORMATION TECHNOLOGY

Every Member receives mobile computing equipment, complete with Internet and Email
facilities, paid for, installed and supported by the Council. Members can choose a
Broadband provider — except AOL which does not work on our systems. The Council
recommends BT Option1. The cost of the Broadband connection (including the VAT
element) can be claimed.

How Do I CLAIM?
A new claim form has been designed in order to provide a simple step-by-step guide to
making a claim.

REQUEST FOR ADVANCE PAYMENTS

There may be occasions when Members need to pay sums of money in advance of being
able to reclaim such monies from the Council by the way of their monthly expenses claim.
Examples of such occasions may be a requirement to book long distance travel tickets in
advance of travel, or to pre-book a number of nights’ hotel accommodation some time in
advance of the stay.

Members should request the advance from the Principal Members’ Services Officer,
stating the reason and amount (up to a limit of £250).

Please remember that the Members’ Services Team can book travel and accommodation
for you in advance, thereby avoiding the need for advance payments.

WHAT RECORDS ARE MAINTAINED AND INFORMATION PUBLISHED?

A register is kept which records all payments made to Members, and this register is
available for inspection by a Local Government elector. The Council operates a full
disclosure policy and publishes this information on an annual basis.

WHERE CAN | GO FOR ADVICE AND GUIDANCE?

The principal contact for Members is lan McGill (Principal Members Services Officer),
Performance and Engagement Directorate (Ext 6092). lan will be happy to speak to you
and will act as the first point of contact on all matters.

Queries regarding the processing of claims, amounts that can be claimed, additional claim
forms, etc can be dealt with by Jacquelyn Tranter (Members’ Services Officer) (Ext 6086)

If a Member has a specific query concerning their taxation then they should contact: -

H M Revenue and Customs
South Wales Area

Ty Glas

Llanishen

Cardiff CF14 5YA

Tel: 0845 300 3949
Quote Reference 948/T413N and your National Insurance Number

Jacquelyn Tranter (MEMBERS’ SERVICES OFFICER)
June 2008
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MEMBERS’ EXPENSES AND
ALLOWANCES

APPENDIX 1

LEVEL OF ALLOWANCES AND RATES OF EXPENSES

15T April 2007 — 315 MARCH 2008

1. ALLOWANCES
ALLOWANCE TYPE AMOUNT
£
Leader of the Council 27017
Deputy Leader 14859
Executive Member 13508
Chair of Planning Committee 8105
Chair of Licensing Committee 8105
Chairs of Overview and Scrutiny 8105
Committees
Chairs of Committees (other) 5402
Basic Allowance 12718
Mayor’s Allowance 8105
Deputy Mayor’s Allowance 5402
Care Allowance £375 per month
2. MILEAGE RATES

MODE OF DISTANCE RATE PER MILE
TRANSPORT TRAVELLED
Motor Vehicle Up to 8,500 50.1p*

8501 — 20,000 45p

Over 20,000 25p
Motor Cycle Up to 20,000 22.1p
Over 20,000 9p

Bicycle All miles travelled 6.9p

If the CC of the vehicle as stipulated in the vehicle registration

document is less than 1200cc, then 45pence per mile will be paid for
the first 8,500 miles travelled. The Assembly rate is 40p per mile so
the figure of 50.1 will remain frozen until Assembly rates exceed it.
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3. SUBSISTENCE EXPENSES

NATURE OF EXPENSE INCURRED

MAXIMUM CEILING

OF

REIMBURSEMENT
Breakfast £5.24
Lunch £7.21
Tea £2.85
Evening Meal £15.48
Day Allowance (incidental expenses) £2.58
Overnight Allowance (London / Agreed Annual £123.84
Conferences)
Overnight Allowance (other) £103.20
Overnight Allowance (outside UK) E213
Overnight Allowance (incidental expenses UK rate) £10.32
Overnight Allowance (incidental expenses outside UK) £30.96

lan McGill

Principal Members’ Services Officer
Tel.01495 766092

Fax.01495 766100

Email ian.mcgill@torfaen.gov.uk
Mobile 07980 682391

Jacquelyn Tranter

Members’ Services Officer

Tel: 01495 766086

Fax: 01495 766100

Email: Jacquelyn.tranter@torfaen.gov.uk

June 2008

12




