
 
 

AIMS 
To outline the procedures and circumstances for which governors may claim 
expenses. 
 
OBJECTIVES 
1 To clarify what events or undertakings are eligible for expenses claims. 
2 To set the amount that may be claimed. 
3 To state the procedure to be followed in order to make a claim. 
 
Events which are eligible for expenses claims: 

i) Those which are wholly and entirely necessary in order to fulfil responsibly 
the role of a governor of Broadway First School. 

 ii) These may include attendance at and travel to and from training courses  
 and institutions in order to benefit from their expertise. 
 
The amount that may be claimed: 
 i) The mileage that may be claimed is the WCC amount of 45p per mile. 

ii) A free place may be claimed at the Wraparound Club if needed for a child 
in Broadway First School.  (We cannot accommodate children currently in 
other schools). 
iii) The cost of parking (a parking receipt will be required). 
iv) Any other receipts as appropriate.   

 
The Procedure for Claiming Expenses. 
 
In addition to completing the school forms for claiming expenses the accompanying 
information sheet must be filled in and signed by the Chair, Vice Chair or Chair of 
Finance. These sheets are available from the School Office and must be completed 
and returned within one month of the event for which the claim is being made.   
 
If a place is being taken at Wraparound Club governors must put (Gov) next to their 
name when they sign their child(ren) out so that they are not billed for the session.   
 
In addition to the forms above the following documentation may be requested:- 
 i) The receipt from the organisation concerned (if appropriate) 
 ii) A time-relevant receipt for petrol. 
 iii) Evidence of attendance or an explanatory statement. 
The documentation must then be handed in to the school secretary. 
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