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College Expenses Claim Form – Guidance Notes
Purpose
This guidance document provides information on the completion and submission of College Expenses Claim Forms. Please ensure all sections of the form are completed accurately and that supporting documentation is provided where required. Failure to comply with these requirements will result in delays or rejection of claims.

The College Expenses Claim Form is an editable PDF and should be completed electronically wherever possible. Where a digital signature is unavailable, the editable PDF form should be completed electronically, printed, signed, and then scanned to SECTT (admin@sectt.org.uk).

All payments by SECTT are a contribution towards the cost of travel and accommodation and not reimbursement of the cost.

A single claim form must not cover a period greater than five weeks. Completed claim forms must be submitted to SECTT within 30 days of the end of the claim period. Claims received after this deadline will not be considered.

Employer Responsibilities and Payment
Employers are responsible for paying for, or reimbursing their employees for, any eligible travel and accommodation expenses incurred.

Subject to the submission and approval of a valid claim, SECTT will contribute towards expenses directly to employers in accordance with current Skills Development Scotland (SDS) funding rules and the provisions of Section J (Clause J13) of the SJIB Handbook.

Completing the Claim Form
Apprentice and Employer Details
These must be completed in full. Incomplete forms will be returned for amendment and will delay payment of the contribution.

Travel Expense Claims - Car Mileage
Lowlands and Uplands
· Mileage must be calculated using the AA Route Planner. The link to the AA website is provided on the claim form.
· Mileage contributions will be paid at 22 pence per mile.
· Claims should reflect the most direct and reasonable route between the apprentice's workplace or home, whichever is closer to the college attended, and the college.
Highlands and Islands
For apprentices resident in eligible Highlands and Islands areas, mileage contributions will be paid at 26 pence per mile in accordance with Skills Development Scotland (SDS) funding rules.


Travel Expense Claims - Other Travel
Receipts must be provided for all public transport and other travel expenses being claimed. Receipts must be clear and readable and must clearly show the date of travel and the amount paid.

Apprentices aged under 22 are eligible for free bus travel through the Scottish Government scheme. Further information is available at:
https://www.transport.gov.scot/news/free-bus-travel-for-under-22s/
Applicants should ensure they have explored eligibility for this scheme before submitting bus travel expenses.

Travel Expense Claims - Daily Deduction

A standard daily deduction of £5.00 per day will be applied to all expense claims. This represents a notional contribution towards normal daily travel costs. If your total claim falls below this limit, and you will receive nothing after the deduction, you should not submit the claim.

Highlands and Islands

In accordance with Skills Development Scotland (SDS) funding rules, no daily deduction will apply in respect of Apprentices and Adult Trainees resident in the following specified areas:

· Argyll & Bute
· Highland
· Moray
· Orkney
· Shetland
· Western Isles
· Isle of Arran
· Isle of Great Cumbrae
· Isle of Little Cumbrae

Eligible postcodes can be checked using the GOV.UK "Find your local council" service:
https://www.gov.uk/find-local-council

Accommodation Claims
Receipts must be provided and must clearly show the accommodation address, dates of stay and total amount paid. Claims submitted without appropriate supporting receipts will be rejected. 

Lowlands and Uplands

Accommodation contributions will be paid at £30 per night.

Highlands and Islands

Accommodation contributions will be paid in accordance with Skills Development Scotland (SDS) funding rules as follows:

· Up to a maximum of £60 per night.
· Where the employer has 250 or more employees, the maximum contribution is £30 per night.

Employer Authorisation
All claim forms must be signed by the employer. Unsigned claim forms will be rejected and returned.

Submitting Your Claim
Once completed, the form together with all relevant receipts and supporting documentation should be emailed to sectt.accounts@sectt.org.uk

Payment Timescales
Once a valid claim has been submitted and approved, payment will be made in accordance with the following schedule:
· Claims received on or before the 10th of each month will be paid at the end of that month.
· Claims received after the 10th will be paid at the end of the following month.

Submission Checklist 
Before submitting your claim, please ensure:
✓ Apprentice & Employer details completed
✓ Claim period does not exceed five weeks
✓ Claim submitted within 30 days of the end of the claim period
✓ College name entered
✓ College attendance dates entered
✓ Mode of transport completed
✓ Mileage calculated using the AA Route Planner (where applicable)
✓ Readable travel receipts attached, showing the travel date and total amount paid
✓ Accommodation receipts attached, showing the accommodation address, dates   stayed and total amount paid
✓ Employer signature obtained
✓ All supporting receipts attached
✓ Form emailed to sectt.accounts@sectt.org.uk
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