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NJR Expenses Policy

Introduction

The National Joint Registry (NJR) recognises that claimants (NJR Board and committee members, including
co-opted members invited to participate because of a particular expertise, knowledge-base or, as a relevant
stakeholder representative), may incur expenditure in carrying out activities for the NJR and can rightly
claim for reimbursement.

As the NJR is largely financed by public funds, we must ensure best value for money. In practice, this means
planning transport and attendance at meetings or other NJR related events in advance to minimise costs.
As all travel and subsistence claims, along with other NJR expenditure, are met from public money, it is
essential that this policy is followed in full and that claims are submitted and processed consistently and
efficiently.

‘Claimant’ — refers to the stakeholder making the claim for the reimbursement of expenses incurred.

1. Claim guidelines

Expenses will only be reimbursed if they are claimed in line with this policy.

e Attendance at non NJR meetings/events: Claims relating to expenses incurred through attendance at
non-NJR meetings or events, for NJR business related activity, or to represent the NJR, will only be
accepted if prior NJR approval has been sought and granted and where the claim is not funded by
any other source.

e Orthopaedic specialist society representation: Expenses incurred by NJR committee members who
have been co-opted to represent the specialist orthopaedic societies, will be shared equally on a
50/50 basis between the NJR and the relevant Society. Reimbursement of the expense claim will be
made by the NJR to the value of 50% of the total claim. The claimant should claim the remaining 50%
from the Specialist Society represented by the individual.

e Approval for attendance at external meetings and events: All attendance at external meetings or
events on behalf of the NJR must receive prior approval from either the NJR Director of Operations or
the NJR Executive Committee. The NJR will only reimburse expenses related to external meetings or
events if prior approval has been sought and granted through the appropriate channels. Any expenses

claims submitted without such approval will not be paid under any circumstances.
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General guidance: completing an expense form

To make a claim, an expense form must be completed. This can be found here: NJR Policies - The

National Joint Registry (njrcentre.org.uk). The form can be completed electronically or as a hard copy.

Expenses will only be reimbursed if the form id accompanied by receipts. Original receipts (including
electronic copies) and/or supporting documents must be submitted with or attached to the expenses
form. Photocopies will not be accepted.

Expenses claim forms must be signed by the claimant. This responsibility cannot be delegated unless
there are extenuating circumstances, and this has been agreed by the NJR Senior Management Team
(SMT).

It is recommended that individuals retain copies of documentation for their personal records.

All charges, including those made via Oyster cards, contactless bank cards and mobile payments (i.e.
Apple Pay, Google Pay, Samsung Pay), will require a receipt or print out from the electronic platform
used as evidence.

The NJR recognises that it is not always possible to obtain a receipt. In the event of lost or missing
receipts, the claimant should seek duplicate receipts or produce alternative proof of payment i.e. bank
statement). If no proof of payment is available, the claimant should note the reasons for this on the
expenses form for consideration and provide any supporting documentation available. Such instances
will be considered on a case-by-case basis by the NJR SMT.

Expenses should be claimed within two months of incurring the expense. Later claims will only be
accepted in extenuating circumstances and by referral to NJR@njr.org.uk. Prior financial year claims
will not be processed.

If there are extenuating circumstances relating to a claim that falls outside of the guidance set out in
this policy, this should be discussed with the SMT and agreed prior to incurring the expense.

For any queries relating to special circumstances, email NJR@njr.org.uk.

Claims will be processed on the 15™ day of each month and payment made by BACS transfer to the
bank account the claimant has named on the expense form, by the end of that same month.

Any attempt to falsify an expense claim will be considered gross misconduct and appropriate action
will be taken against the claimant.

Send completed expenses claim forms with receipts and supporting documentation electronically to
expenses@njrcentre.org.uk or by post to:

NJR Service Desk

NEC Software Solutions
1st Floor Imex Centre
575-599 Maxted Road
Hemel Hempstead
Herts, HP2 7DX
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3. Expenditure which may be claimed

The NJR will reimburse expenses relating to:

e Public transport (train, tube, bus, tram)
e Airtravel

e Private transport (including car parking)
e Taxi

e Hotel accommodation

e Subsistence

e Asthe majority of face-to-face committee meetings and/or event dates are provided in advance,
travel tickets for NJR business should be planned and purchased in advance wherever possible, in
order to obtain best value.

e Any other foreseen costs, such as hotel accommodation, must be communicated to the SMT for
approval in advance of the reservation/cost being confirmed.

e Where claimants are invited to attend events that are offered at several locations across the country,
out-of-pocket expenses will be offered in respect of travel (and, if appropriate, accommodation) to
the nearest event location from the Claimant’s home address, unless this event is fully booked or
there is another legitimate reason.

e All claimants that are UK based will be eligible for the expenses detailed within this policy. Any
claimants who are not resident in the UK should discuss and agree the appropriateness of travel

before incurring any expenses.

Transport

e Where travel is necessary, the preferred mode of transport for NJR activity is public transport.

Class of Travel

e Claimants should use the most cost-effective mode of transport possible and are normally expected to
travel standard class by train and economy class by air.

e All claimants should actively seek value for money where practical by booking advanced tickets and
using discount cards and rail cards alongside the advanced standard fare where possible which can

produce further savings.

Guidance for purchasing non-economy travel tickets.

Train Travel

e The NJR will reimburse travel costs up to the cost of a standard (2nd class) open return ticket (including
any discounts from rail cards).
e Claimants are welcome to use premium travel options, however, the NJR will only reimburse claimants

3
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for the price of a standard ticket (either return or single) and claimants must pay the difference
themselves.

e Reimbursement of non-standard travel expenses will be on the provision of verification obtained at the
point of purchase (e.g. a screen shot taken on the day of purchase showing the comparable prices of
both classes of travel) which should be attached to the expenses claim form.

e |f supporting evidence is not supplied with the expenses claim form, reimbursement will be made at the
online standard fare rate published at the time of processing the claim or the price of the submitted first
class ticket, whichever is the cheaper.

e The NJR would encourage individuals to further reduce costs by purchasing advance tickets where
practical (this can be for any class, providing the total does not exceed the cost of a standard open
return).

e Most trains include free Wi-Fi as standard; however, in the situation where free Wi-Fi is not available in
a standard fare carriage, and for journeys in excess of two hours, the NJR will refund the cost of the daily

Wi-Fi rate for that train. Receipts must be provided.

Air travel

The NJR will only cover the cost of standard/economy-class air travel under the following circumstances,
and this must be previously agreed with the SMT:

e That a member or co-opted member has been approved to represent the NJR at an international event.
e The member is travelling outside of the UK.
e Time does not allow for another form of travel.

e If travelling nationally, air travel is cheaper than other alternatives (rail, bus, and car).

All cases of air travel above standard class must be approved by the NJR Director of Operations and a

record of the approval should be retained and submitted as supporting documentation as this may be

subject to public scrutiny.

e First class air travel is NOT permitted.

e Premium economy class travel is permitted for trips in excess of six hours duration.

e Business class travel is only permitted for journeys of more than eight hours or in very exceptional
circumstances, such as in instances where there are no suitable economy class facilities to

accommodate disabled or other special needs requirements.

Public transport

e Tickets should always be procured as economically as possible.

e The NJR will cover up to the cost of standard-class travel or the cheapest fare available.

e If using a contactless cards or mobile payments (i.e. Apple Pay, Google Pay, Samsung Pay), please
include receipts, print outs of bank statements or details from your TfL account with the expenses form.

e Claimants should retain tickets where possible. In instances where contactless payments are made and
a receipt is unavailable, claimants can claim up to £6 for their journey.
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The NJR will not be liable for any invalid tickets which were purchased by the claimant unless the NJR
directed those tickets to be bought.

Where meetings have been cancelled by the NJR and the claimant is able to demonstrate that they are
unable to receive a full or partial refund from the rail operator, the NJR will cover the cost of any loss

experienced in purchasing the ticket.

Traveling in London

In London, Oyster cards, contactless cards and mobile payments (i.e.- Apple Pay, Google Pay, Samsung
Pay) are often the cheapest way to travel. The NJR recommend claimants to download the TfL Go
mobile app for any travel payments within London; the app allows users to check payment and journey
history and apply for travelcards.

For the most up to date information on Oyster, contactless, and how to use the mobile app please go to
https://tfl.gov.uk/fares/how-to-pay-and-where-to-buy-tickets-and-oyster/pay-as-you-go/contactless-
and-mobile-pay-as-you-go.

Claimants may not claim for the Oyster card deposit or top up charges.

Taxis

Taxis should only be used in instances where:

there is no suitable public transport

there are accessibility reasons (i.e. disabilities, impairments or long-term conditions).

there are personal safety reasons (i.e. travelling late at night).

there is a group travelling and a taxi will be cheaper.

there are efficiency reasons (i.e. meetings are being held in different parts of a city during the day).

claimants are travelling with heavy/bulky items of equipment or luggage.

Private transport

The NJR encourages the use of public transport where possible. Where the use of private transport
(e.g. a car) is cheaper, quicker and more convenient* for the claimant, and agreed in advance with
the NJR Senior Management Team, mileage will be covered at £0.56 per mile up to 3,500 miles
annually and £0.20 per mile over 3,500 miles**.

* When qualifying travel could not reasonably have been undertaken by public transport and
making the journey using the claimant’s own vehicle is the only sensible option.
** An element of the mileage reimbursement may be taxable.

Petrol receipts that are related to journeys to NJR meetings should be retained.
Claimants using their own vehicles for activity on behalf of the NJR must hold a current driving
license, have necessary tax and MOT certificates, insurance cover and the vehicle must be

roadworthy.
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Speeding, parking and any other traffic infringement fines, including fines for non-payment of the
congestion charge, ULEZ charge or other mandatory tolls, will not be reimbursed.

The NJR does not accept liability for damage caused to, or loss of, private vehicles or their contents
whilst being used in on NJR business; nor liability for claims by passengers or third parties, for any
subsequent loss of no-claims discounts nor insurance excesses.

Parking close to event venues and rail stations for the duration of events, meetings and other

agreed activities will be covered. Overnight parking will not be covered unless agreed as

essential.

All NJR representatives that are UK-based will be eligible for the above expenses. Any representatives
who are not resident in the UK should discuss and agree the appropriateness of their partaking NJR
related business before incurring any expenses. Claims should be in line with agreements made at the

start of employment/representation at activities for the NJR.

Car hire

4.

The cost of car hire will only be covered when hire is quicker or cheaper than public transport.
If you intend to hire a car for NJR business, you must seek prior authorisation from the NJR Senior

Management Team.

Hotel accommodation

Occasionally you may need overnight accommodation. Hotel accommodation can be claimed in the
following circumstances and must be previously agreed with the NJR SMT in advance of booking:

When an NJR meeting extends over one or more days and agreed attendance is for more than one day.
If attending a meeting or event would require you to leave home before 6:00am, return home after
10:00pm, or if your total day—including travel time—would exceed 14 hours.

Where the cost of travelling exceeds the cost of accommodation.

The Healthcare Quality and Improvement Partnership (HQIP) have an account with Premier Inn for
business accommodation and aim to reduce the burden of costs for claimants by pre-booking
accommodation, so claimants are not out-of-pocket. Where possible, claimants could arrange
accommodation through this account through the NJR Management team.

It is recognised that claimants may need to arrange their own accommodation. In any case, the
maximum rates outlined below apply.

Booking arrangements should be made in good time to ensure that cost-effective options can be
utilised, and appropriate accommodation can be secured, including accommodating any access needs.
Your claim for each night(s) accommodation must be no more than £150 per night outside London and
no more than £235 per night within London.

When traveling internationally, your claim for each night(s) accommodation must be in line with HMRC

guidance for the country of travel: https://www.gov.uk/guidance/expenses-rates-for-employees-

travelling-outside-the-uk.
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e When travelling internationally for a conference (e.g. ISAR), accommodation chosen should be in line

with the accommodation list issued by the conference.

5. Subsistence

Subsistence allowance covers business expenses incurred as a result of performing NJR related duties. This
includes meals and drinks as well as accommodation, etc. The main stipulations required to claim
subsistence are:

e The cost of food or drink must be incurred during the period in which the claimant is away from their
home/normal place of work.

e The trip must be done as part of official NJR business.

e Claims will only apply in the event that meals/refreshments are not otherwise provided at the meeting

/event or are already included in the cost of the hotel.

The maximum amounts claimable are as follows:

e Breakfast rate (£10) - The rate may be paid when a claimant leaves home before 6am.

e Lunch rate (£15) — The rate may be paid where a claimant is away from home/normal place of work for
four hours or more and this covers the hours of 12-2.

e Evening meal rate (£30) — The rate may be paid either where the claimant is required to stay overnight
on NJR business or where the claimant will arrive home after 9pm.

e The NJR will not cover the cost of alcoholic drinks.

e All claims must be receipted and itemised.

6. Carer allowance

e The NJR will meet reasonable expenses if you require professional support (i.e. a carer or support
worker) to accompany you to a meeting or event.

e Your needs should be discussed in advance with the NJR or external meeting organiser.

e Reimbursement of hourly support costs will be considered on a case-by-case basis provided costs are
not met from another source such as social services.

e Receipts and/or invoices will need to be provided as evidence. Receipts and invoices should provide
details of the carer’s/support worker’s registration and/or the professional organisation providing the
care.

e The NJR will not pay carers, support workers or agencies directly.

e The NJR will not pay any ‘nominal amount’ for the provision of care by a non-registered/non-
professional or ‘informal’ carer, such as a family member or neighbour. This is in line with safeguarding
advice from national charities which support people with caring responsibilities. The NJR will only
reimburse the hourly rate costs of care incurred by staff with evidence of expenditure such as receipts

or an invoice from a recognised agency.
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Miscellaneous items

The NJR will not normally cover claims outside of the categories listed above. However, in exceptional
circumstances it may be possible to claim for other expenditure which is essential to the completion of
your duties in association with the NJR. These costs (e.g., telephone calls), should be as cost-effective as
possible and previously agreed with the NJR on a case-by-case basis — additional costs should be
avoided where possible (e.g., by using free online communication tools).

Items should be listed under ‘Miscellaneous’ and details and receipts must be provided.

The NJR will be flexible in considering the needs of claimants with disabilities.

Any queries about claims can be submitted to njr@njr.org.uk.

Cancellations/refunds

Please refer to ‘Public Transport’ for further information around refund of costs.

In extenuating circumstances (e.g. sickness) refunds will be reviewed on a case-by-case basis.

Foreign currency

Where currencies other than GBP are being claimed, please provide proof of exchange rate (e.g., credit
card statement/currency exchange bureau receipt).
If a proof of exchange rate is not provided, then the applicable rate published on

http://www.xe.com/currencytables on the date the charge was incurred will be used.

Travel insurance

Business travel insurance protects workers who frequently travel for work. It provides protection
against unexpected events that may occur whilst traveling (i.e.- trip cancellations and delays, medical
emergencies, lost luggage).

Travel insurance will be required for all overseas trips. The Healthcare Quality and Improvement
Partnership (HQIP) has travel insurance for business trips. Committee members are insured under this
insurance policy for any NJR business trips.

Where an overseas trip is planned, claimants must seek authorisation from the NJRMT. The NJRMT
will confirm with the HQIP Finance team whether the trip is insurable under the business travel
insurance.

Once confirmed that the trip is insurable, the claimant will be provided with the necessary insurance
details, including the policy number, emergency contact details and a summary of cover.

In instances where a trip cannot be insured through the HQIP travel insurance policy, claimants will
need to obtain their own travel insurance.

For trips that combine both business and personal travel, the NJR will only cover insurance for the
business side of the trip. Claimants are expected to take out their own insurance for any personal
travel.
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11. Application for an international travel visa

If a travel visa is required for an international trip, the NJR will cover the cost of this. However, for trips

planned may that require both a business and personal travel visa, the NJR will only cover the cost of the
business visa.
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