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Introduction 
First Star Scholars UK aims to ensure that staff, trustees and volunteers are not left out of pocket when carrying out authorised charity activities, while ensuring responsible use of charitable funds. Expenses must be genuine, reasonable, necessary for charity purposes and supported by appropriate evidence. Reimbursements will be processed in accordance with applicable HMRC requirements. Any payment that may create a tax or National Insurance liability must be referred to the CEO and the charity's payroll or finance adviser before payment.
General rules 
Expenses must be necessary, reasonable, represent value for money and relate directly to authorised charity activities. Claims must be submitted using the charity's Expenses Claim Form with itemised receipts wherever available. Expenditure must be approved in writing in advance by the CEO or another person with delegated authority. The CEO's own expenditure must be approved by the Chair of Trustees. Where a receipt is unavailable, the claimant must provide a written explanation and alternative evidence where possible. The authorising officer may decline claims that cannot be adequately verified. No individual may approve their own expenses.
Eligible expenses 
The specific rules for eligible expenses that may be claimed by staff are listed and described below: 
· Public transport fares  
· Use of personal vehicles  
· Taxis  
· Subsistence  
· Overnight accommodation 
· Medical costs – eye tests 
 
Public transport fares 
Expenses associated with public transport such as trains, buses, underground and flights are eligible for expenses claims but must all be reasonable and required for charity purposes. The most economical, whilst remaining practical, mode of transport should be used. 
Staff are expected to make use of any special reduced fare arrangements, such as cheap day and period returns, where possible. 
Use of personal vehicle 
Staff, trustees and volunteers may use their own vehicles for authorised charity journeys where appropriate. Drivers must hold a valid driving licence and ensure their vehicle is roadworthy, appropriately insured for the journey and compliant with applicable MOT and vehicle tax requirements. Business mileage must be recorded, including the date, journey, purpose and miles travelled. The charity's mileage reimbursement rates for 2026/27 are: cars and vans: 55p per mile for the first 10,000 business miles and 25p thereafter; motorcycles: 24p per mile; bicycles: 20p per mile. Reasonable parking fees, congestion charges and tolls may also be reimbursed. Parking fines, speeding fines and other penalties will not be reimbursed
Taxis 
The cost of travel by taxi will be reimbursed in the following circumstances: 
· There is no reasonable or practical alternative to getting to the destination. 
· The staff member has been required to work so early or late, that public transport is not reliably available, or the individual’s safety is compromised. 
· A ‘heavy load’ is being transported, which would be unreasonable to carry on public transport. 
· The individual has a disability such that public transport is not appropriate. 
The reason why the staff member has chosen to travel by taxi must be described in the expenses claim form, and a receipt provided showing the date, and reason for travel. 
Subsistence  
Reasonable meal costs may be reimbursed where staff are undertaking authorised business travel and the expenditure qualifies under applicable HMRC rules. The charity's normal reimbursement limits are £5 for lunch and £25 for an evening meal, supported by receipts. These are internal spending limits, not automatic tax-free allowances. Higher expenditure requires advance approval by CEO or National Director. Fixed meal allowances may only be introduced where they meet HMRC benchmark or agreed scale-rate requirements. Alcohol and personal expenditure will not normally be reimbursed
Overnight accommodation  
Reasonable costs for overnight accommodation will be reimbursed where it is necessary for First Star Scholars UK’s staff to perform their duties away from their usual workplace. As a guideline, accommodation is expected to be a budget hotel or equivalent. 
Medical costs – Eye Tests 
Employees who qualify as display screen equipment (DSE) users are entitled to an employer-funded eye and eyesight test when requested. Where the test identifies a need for special corrective glasses solely for DSE work, the charity will meet the reasonable cost of appropriate basic glasses. Ordinary glasses required for general use are not covered. Employees should obtain approval before purchasing glasses for reimbursement
Hospitality  
First Star Scholars UK will reimburse reasonable claims for hospitality where this involves meals or refreshments provided during business meetings and advocacy settings.   Such claims must be authorised by either the CEO or the Chair of Trustees. 
Making claims 

Staff, trustees and volunteers must submit claims through the charity's Expenses Claim Form, available on SharePoint or from the CEO, COO or Finance Trustee. Claims should normally be submitted monthly and must include the purpose of expenditure, supporting evidence and confirmation that the expense was genuinely incurred for charity purposes. Staff and volunteer claims must be authorised by the CEO or an appropriately delegated person. The CEO's claims must be authorised by the Chair of Trustees. Trustee claims must be authorised by the CEO or another unconnected authorised person. No individual may authorise their own claim. Approved claims will normally be reimbursed within 30 days by bank transfer. All claims and approvals will be retained securely for financial reporting and audit purposes.
2026 Update – Financial Controls and Expenses
All expenses must comply with the charity's financial controls and any restrictions imposed by funders. Expenditure charged to restricted grants must be eligible under the relevant funding agreement. Ordinary home-to-permanent-workplace commuting is not normally reimbursable as tax-free employee business travel; different rules may apply to genuine volunteer expenses. Claims must not include expenditure already reimbursed by another organisation. Reasonable expenses incurred by trustees in fulfilling their duties may be reimbursed, including necessary travel, accessibility and dependent-care costs, subject to approval and evidence requirements. Records must be retained in accordance with the charity's financial and data protection procedures. Related policies: Financial Controls/Finance Policy, Conflict of Interest Policy, Data Protection Policy, Anti-Fraud Policy and Travel/Residential Risk Assessments, where applicable.
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