
 
 

Community Pharmacy Arden expenses policy 
April 2022 – Reviewed April 2023 

 
LPC expenses/daily allowance policy 
 
1. Introduction 
1.1  This policy is designed to ensure that LPC Members and designated persons appointed 

to represent the LPC are not penalised financially and do not lose employment income, 
when undertaking LPC activities.  

 
1.2  LPCs and LPC members are subject to tax legislation and HMRC guidance, in particular,  

the Income Tax (Earnings and Pensions) Act 2003. LPC members’ daily allowance claims 
must be paid by PAYE, unless paid direct to the LPC member’s employer, or the 
contractor that the LPC member represents, in accordance with HMRC rules for those 
in professional practice https://www.gov.uk/hmrc-internal-manuals/employment-
income-manual/eim01125 . 

 
1.3  Any breach of this policy will be referred to the LPC for consideration. 
 
2. Chargeable occasions. 
2.1  Chargeable occasions covered are: 

a) The underlying principle is that expenses are payable for occasions where LPC 
Members are working on behalf of LPC and have been requested to do so by the 
LPC or Chief Officer. 

b) Claims are payable for the following events (face-to-face or virtual): 
i. LPC and LPC subcommittee meetings 

ii. LPC Conference 
iii. Regional LPC meetings, whether organised by PSNC or established regional 

groups 
iv. LPC approved training events 
v. Regular approved stakeholder meetings including (but not limited to) IPMO, 

ICS, Services and NHSE&I meeting 
c) Claims for other meetings must be authorised in advance by the Chief Officer. 

 
2.2 Members’ requests to attend training/conferences on behalf of the LPC, or the need for 

accommodation while on LPC business, or authorisation for single items of expenditure 
above £250 must be approved in advance by a full meeting of the committee. If the 
schedule of meetings does not allow for this, applications must be approved by a panel 
comprising the Chair, Treasurer and Chief Officer. That approval must be reported back 
to the next meeting to be included in the minutes of the meeting. 

 
3. Submission of claims  
3.1  Members are expected to: 

a) Prior to submitting any claims, LPC members and designated persons appointed 
to represent the LPC must provide the necessary details of their employer or 
contractor, or relevant details, as appropriate, for claims to be paid, or assist the 
LPC to set up PAYE arrangements for claims to be paid. Written assurances that 

https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/eim01125
https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/eim01125


 
 

daily allowance payments will be declared to HMRC as professional income may 
be required. 

b) Members of the LPC Exec in particular who are likely to be working on behalf of 
the LPC more frequently should provide the LPC Treasurer and Chief Officer with 
confirmation of whether these claims (beyond attendance at routine LPC 
meetings) should be paid to their employer or paid directly through PAYE. 

c) Submit claims as soon as possible, within two months of the expenditure (unless 
otherwise agreed with the Committee or subcommittee comprising the Chair, 
Treasurer and Chief Officer) and by 1st April at the end of the financial year. 

d) Provide original invoices, receipts or itemised bills, to support all expense claims 
or if scanned and submitted electronically, original receipts should be retained 
and the LPC reserves the right to inspect them.  

e) Provide a verbal or written report after the meeting / training event attended 
providing a summary of the content, actions and next steps and any learnings to 
be submitted to the LPC alongside the claim.  The form of the report should be 
agreed at the point approval to attend is given and will be shared with other LPC 
members. 

f) If the expenses are paid by another person, for example, the employee’s 
company, they may not be claimed by the individual. 

g) Submit claims on the attached form in a manner that is clear, understandable and 
auditable and in a format that is acceptable to the Treasurer. A sample form is 
available in appendix 1. 

h) The LPC reserves the right not to pay claims submitted outside these submission 
guidelines, or outside the terms of the policy. 

i)  The Treasurer is required to question claims which fall outside of the LPC 
Expenses Policy and to seek guidance from the Executive Group or full Committee 
as required. The Treasurer has the right to refuse / question or withhold 
payments. 

j) Any queries over claims must raised with the Treasurer in the first instance and 
with the Executive Group if unresolved. The query will be addressed and where 
possible resolved by the Executive Group within 14 working days. 
 

3.2 Authorisation/ limits: 
a) Once the expense claim form is complete, the claimant must sign the declaration. 

Single items of expenditure or activity exceeding £250 must be approved in 
advance. 

 

3.3 Payment process: 
a) Claims will be paid by BACS. 
b) Claims will normally be processed for payment within 30 days. 
c) Expense claims (genuine expenses incurred by the individual) may be paid direct 

to the individual LPC member and not through PAYE. 
d) For LPC members who are: 

i. Employees of a contractor member - daily allowance claims MUST be paid 
by PAYE unless paid direct to the LPC member’s employer or the contractor 
the LPC member represents.  



 
 

ii. Contractors (in professional practice – companies; partnerships and sole 
traders) - daily allowance claims MUST be paid by PAYE unless paid direct 
to the contractor’s retail pharmacy business.  

iii. Representatives of a contractor member and designated persons 
appointed to represent the LPC - daily allowance claims MUST be paid by 
PAYE unless paid direct to the contractor’s retail pharmacy business. An 
exception is a locum in professional practice if the daily allowance is part of 
the professional income. 

iv. Retired or non-working representatives of a contractor member - must be 
paid by PAYE (because the payment is not for lost professional/employment 
income). 

 
4.  Rates 
4.1  Current rates for face to face meetings set at: 

a) Daily allowance = £250 (£125 for half day and £30 per hour where a full or half 
day rate does not apply)  

b) Where the daily allowance falls short of covering locum backfill secured to enable 
attendance the LPC will honour the full cost of the backfill so long as the claim is 
supported by the respective locum invoice or equivalent evidence 

c) The daily allowance is reviewed annually by the LPC in light of prevailing locum 
rates.  
 

4.2  Virtual meetings will be dealt with as follows: 
a) LPC meetings 25% - 100% of locum expense/daily allowance payable depending 

on the format, length and overall time commitment.  
b) Members attending LPC meetings virtually should not be undertaking other 

activities at the same time and hence will generally be entitled to claim same rates 
as 4.1. This will be confirmed at or in advance of each meeting.  
  

4.3  Travel/ Transport: 
a) As of April, 2022 the rate is £0.45/mile for the first 10,000 miles and £0.25 per 

mile thereafter irrespective of engine size. The mileage rate is determined by 
HMRC. 

b) Only reasonable mileage claims are paid, for example, within the LPC area or 
within the immediate area around the LPC area; subject to the discretion of the 
Committee.  See Appendix 2 for further information on base locations and 
eligibility for claiming 

c) Any other travel should be by the most cost-efficient means, for example, second-
class advance rail fares; only in exceptional cases will open fares be considered 
reasonable expenses. 
 

4.4  Parking and Tolls 
a) The LPC will reimburse parking and toll costs for business travel away from home 

and Committee members’ normal place of work when supported by a 
receipt/ticket. The LPC will not pay any type of parking penalty notice or similar 
penalty. 
 



 
 

4.5  Accommodation: 
a) Accommodation may be claimed if members are required to attend a location on 

LPC business and this location is sufficiently far away from home or normal place 
of work (and the LPC area) to make a return journey unreasonable.  

b) Accommodation must be approved in advance. 
c) Daily limits for overnight accommodation are up to £100 (£150 inside M25) per 

room per night to include breakfast, without prior authorisation. 
d) If commitments require evening travel and/or accommodation, then a 

meal/breakfast/soft drinks up to a maximum value of £30 (£40 inside M25) may 
be claimed if required. Alcohol expenses will not be reimbursed.   

e) All relevant receipts must be submitted with the expenses claim 
 

4.6  Business Calls: 
a) The cost of calls you make on LPC business can be reclaimed. You must provide 

details of the calls you have made by attaching an itemised bill with the business 
calls highlighted. 

 
4.7  Miscellaneous: 

a) Other legitimate claims will be considered by the Committee. 
b) This policy does not apply to LPC staff (including Chief Officers). Refer to the LPC 

staff handbook for employees. 
c) This policy does not apply to LPC members where their time spent on LPC activities is 

more than ‘insubstantial’ compared to carrying on their professional practice. 
 

 
5.  Disclosure: 

a) Members expenses may be made available to contractors or disclosed in 
accordance with legal requirements, for example, in the LPC Annual Report. 

 
6.  Contact details of: 

a) Fiona Lowe, Chief Officer 
LPC Office: Unit 24 Basepoint Business Centre; Crab Apple Way, Vale Park, 
Evesham, WR11 1GP; and  

communitypharmacyarden@gmail.com email or ahwlpc@gmail.comin the LPC 
office to whom claims should be sent; 
Theresa Fryer, theresafryer@live.co.uk, the LPC Treasurer   

 
Date approved April 2022 Reviewed April 2023 
Next review date April 2024 
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Appendix 1 

Community Pharmacy Arden  

LPC Member Expense Claim Form 
NB Current rates for remuneration claims: £250/day; £125/half day/£30/hour 

 
Name  

Address  

Telephone no  

Email address  

Locum Expenses/Daily Allowance 
Date Number of Hours Hourly Rate Total 

    

Travel Expenses 
(Car mileage 45p per mile) 

Mileage Total Claim 
  

Sundry Expenses 
Date Details of Expenses Amount Total 

    

    

 

Total Claim 
 

Details for BACs Payment  (NB this must be to LPC rep employer/company or via LPC payroll) 

Payee Name 
(as it appears on the bank account) 

 

Bank Sort Code  

Bank Account Number  

 

Declaration 
These expenses have been incurred in accordance with the LPC Expenses Policy. I will declare any personal income 
to HMRC for tax purposes.  

 

Signature Date 

 
Please submit completed forms, together with all available receipts to the Treasurer, with all available receipts 
within 2 months of  the expenses occurring.  Contact Theresa Fryer theresafryer@live.co.uk  

For office use Paid 

£ 

mailto:theresafryer@live.co.uk


 
 

Appendix 2 
 
All ‘base locations’ for individual members must be discussed and agreed with the LPC Treasurer (or other 
member of the Executive Committee). This will be done for all new LPC members upon joining the 
Committee, and for all current members as and when their place of work, home or meeting venue changes. 
It is each Committee member’s responsibility to inform the Treasurer of any changes and details will be 
captured as part of the Declarations of Interest at each Committee meeting. 
 
The following scenarios will help in determining the ‘base location’ for various Committee members. 
Where         represents the member’s normal place of work 
                     represents the member’s home 
                     represents the LPC meeting venue 

and  represents the Arden (Coventry and Warwickshire) boundary – note includes Coventry City  
 
For members who have no ‘normal place of work’ (for example members working in Head Office or 
Area Manager roles), their ‘work’ location for the purposes of this Policy will be the nearest pharmacy 
of their Contractor to their home within the Arden boundary. This is demonstrated below, where        
represents all other pharmacies of the Contractor, and        being the location to be used as the 
member’s ‘normal place of work’. The same applies for members who do have a ‘normal place of 
work’ but it is outside of the Arden boundary. 
 
 

Member lives within 

boundary 

Member lives outside 

boundary 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
  

Scenarios for a member who lives within Arden boundary 

 
Scenario A 

Member would claim from 

work to venue 

 
Scenario B 

Member would claim from 

home to venue 

 
Scenario C 

Member would not claim as 

less mileage than normal 
 

Scenarios for a member who lives out of Arden boundary 

 
Scenario D 

Member would claim from 

work to venue 

 
Scenario E 

Member would not claim as 

less mileage than normal 
 
Mileage is paid at the rates allowed by HMRC, currently 45 pence per mile up to 10,000 miles and 25 
pence per mile thereafter, per annum. This will be amended as needed to reflect latest HMRC 
guidance. 
Members are expected to travel standard class on trains.  Under no circumstance should members 
travel first class open. Tickets/receipts should be attached to the expenses claim form.  Any other 
travel should be made by the most cost-effective means 


