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STAFF MILEAGE ALLOWANCE POLICY 

 
PURPOSE 
This policy has been formulated to clarify how and when mileage expenses 
can be claimed by Age UK Cambridgeshire & Peterborough (AUKCAP) 
employees. 
 
MILEAGE ALLOWANCE 
 
Mileage allowance is paid when employees are required to travel on 
AUKCAP business and is reviewed regularly. It may be claimed by 
completing an Expenses Form. The driver of the vehicle must hold a 
current, full, UK Driving Licence. If the vehicle is over three years old, it 
must have a current MOT certificate. The vehicle must be adequately 
insured for business use and have up to date vehicle road tax.   
 
Mileage should be claimed on the following basis: 
 

 Mileage between locations where any work is performed can be 
claimed. Mileage between home and the employee’s ‘normal place of 
work’* should not be claimed – i.e. this ‘ordinary commute’ to work is 
not covered. 

 

 Where the employee travels direct from home to the first call of the 
day, or direct from the last call of the day to home, the mileage for 
that journey can be claimed only to the extent that it exceeds the 
‘ordinary commute’ distance. 

 

 Full mileage may be claimed from and back to home, if a visit is to be 
made on a day which is not a normal working day, or is an evening 
meeting. 
 

 Community based staff such as Wardens & Home Support Workers 
who do not have an office base should claim mileage accrued after 
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their first appointment of the day and any subsequent mileage up to 
the final appointment of the day. 
 

 Staff who are formally contracted to work from home can claim 
mileage incurred when visiting temporary workplaces i.e. when 
visiting service user homes. However they will not be able to claim for 
the first 5 miles or the last 5 miles of the day. 

 
Business mileage claims are for the shortest reasonable route. The RAC 
Route planner, or AA Route planner can be used to give recommended 
routes. Claims for excessive mileage will be not be processed without 
sufficient explanation. 
 
Employees are entitled to claim business travel mileage at the ‘approved 
amount’ published by HMRC in their guidelines on Mileage Allowance: 
 

Type of vehicle First 10,000 miles Above 10,000 miles 

Cars and vans 45p (40p before 2011 to 2012) 25p 

Motorcycles 24p 24p 

Bikes 20p 20p 

 
 
Payments. If you are in receipt of a fixed annual mileage allowance 
payment, you are entitled to claim business travel mileage at the reduced 
rate as per the most recent Advisory rates published by HMRC. 
 
Expense claims should be made for each calendar month at the earliest 
convenience following a month end.  We will not accept claims for more 
than two calendar months unless there is an exceptional circumstance 
resulting in the delay. 
 
 
*In exceptional circumstances, for example where an employee has more 
than one place of work, determining what constitutes the ‘normal place of 
work’ will be by agreement between the organisation and the employee.  
Each agreement will be made on the merits of each individual circumstance 
without setting any precedent. 
 
 
 
NB. Volunteer mileage is covered under a separate policy. 
 


