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1. INTRODUCTION 
 

This expense policy applies to all employees of Hapstone Ltd, Rowcastle Ltd and 
Zarlon Ltd. 
 
Due to legislation introduced in April 2016 we can no longer offset expenses for 
contractors who are working under Supervision, Direction and Control (SDC). Any 
contractors who believe they are not under SDC should make a claim for expenses 
at the end of the year, please see Section 3 for further information. 
 
Therefore, the only expenses we are able to put through payroll are expenses that 
have been re-charged to the end client through the agency, subject to these being 
supported by appropriate documentation and meeting the HMRC tax tests. 
 

2. AGENCY CHARGEABLE EXPENSES 
 

2.1 What are Agency Chargeable Expenses? 
In certain situations, your agency will agree that certain expenses incurred by you 
can be charged back to the recruitment company. They will then pay these to us as 
additional income, over and above your general earnings. 
 
The important point is that the agency test on repayment is a test against contractual 
terms and does not automatically mean that these will pass the tax tests we are 
required by HMRC to carry out. 
 

2.2 How do you claim these expenses? 
You will be required by the agency to submit a claim to them including all supporting 
evidence and receipts. At the time of making this claim you should also complete our 
Agency Chargeable Expenses Claim Form. 
 
As you will have to provide the receipts to the agency take a photograph of the 
receipts so you can upload these to tie in with our claim form. 
 
If we are invoicing your agency, as opposed to the arrangement being on a self-
billing agreement, you must let us know so we can add the relevant amount to the 
invoice we produce. 
 
As we must ensure the expenses meet HMRC definitions of temporary workplace 
and wholly, necessarily and exclusively for business purposes we are likely to 
require a little more information around why they were incurred. 
 

2.3 What if they are not allowable for tax purposes? 
If the expenses do not pass HMRC’s tests, then the money will be paid to you 
through your normal income with PAYE tax applied. 
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2.4 What if my claim is for more than the agency has reimbursed? 
Due to changes in Tax Law we are only able to reimburse up to the additional 
amounts received. The only exception to this is where part of the claim relates to 
mileage where we may be able to reimburse this through your normal pay. It is worth 
checking with us as soon as you know you are likely to have these types of 
expenses. 
 

3. AGENCY CHARGEABLE EXPENSES - BUSINESS MILEAGE 
 

HMRC allow you to receive tax relief on business mileage that has been incurred 
during the performance of your duties. This includes mileage when visiting clients in 
the community or mileage to places of work where you spend less than 40% of your 
assignment time. This does not include home to work travel or, if you are based in 
the community, travel to your first and from your last appointments. 
 
Business mileage rates are: 
 
Car   Up to 10,000 miles at 45p per mile 
  Over 10,000 miles at 25p per mile 
 
Motorbike Up to 10,000 miles at 24p per mile 
  Over 10,000 miles at 20p per mile 
 
Bicycle All mileage paid at 20p per mile 
 
 
In order to claim business mileage, you will need to confirm the vehicle used for the 
mileage, and, if it is a car or motorcycle, the fuel it uses as well as the size of the 
engine. We need the make of the car and registration number as we need to verify 
the vehicle. 
 
We need details of the journeys made together with enough information about why 
you had to make the journey and what you were doing at the site, so we can assess 
the site as a temporary place of work. 
 
We verify the mileage using Route Planning software and only the confirmed 
mileage will be allowed in a claim. If for any reason you had to follow an alternative 
route due to road closures, then please advise of this on the form. 
 
You will need to supply VAT fuel receipts to demonstrate that you are using the 
vehicle for the mileage claimed. These must be VAT receipts and not credit card 
vouchers. You should ask the garage to provide a VAT receipt as in many cases this 
is not automatic. 
 
We will accept agency mileage claim forms if they provide all this information, 
otherwise we will require you to complete our mileage form. 
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4 AGENCY CHARGEABLE EXPENSES – OTHER TRAVEL & 
SUBSISTENCE EXPENSES 

 

4.1 Other Travel Expenses 
For expenses relating to travel that is not mileage you will need to confirm the type of 
transport used e.g. train, aeroplane etc. 
 
You will then need to explain where you were going, why you had to make the trip 
and what you were doing when you arrived. This allows us to assess the journey 
against HMRC rules and ensure the expense is allowable. 
 
In all cases you will need to provide a receipt. Credit card vouchers will not be 
sufficient to support your claim. Always ask for a receipt or request this from the 
ticket machine. 
 

4.2 Subsistence Expenses 
For Subsistence Expenses you will need to confirm the time you left home and 
arrived back home for each day you want to make a subsistence claim. 
 
In almost all cases you will also be claiming either mileage or travel expenses. 
Where that is the case you will not need to complete a full description of the ‘where 
you were and why you had to be there’ as you should have already provided that 
information. If you haven’t already confirmed this, you will need to provide this 
information. 
 
Receipts will be required for all claims and once again these should ‘receipts’ not 
credit card payment confirmations. 
 

5 YEAR END EXPENSES 
 
Year-end expenses are not verified or offset as part of the payroll process and 
therefore do not form part of Ricson Services Ltd’s Expenses Policy. These details 
are provided simply for your reference as any claim would be made between yourself 
and the HMRC. We are happy to provide guidance on this area to ensure all claims 
are completed and processed correctly. 
 
The expenses you can claim include items such as HMRC approved professional 
registrations, training, uniform, stationery. 
 
The list of HMRC approved professional organisations can be found at: 

https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-

relief-list-3/approved-professional-organisations-and-learned-societies 

 
You may also be able to claim for commuting to work and subsistence dependent 
on HMRC rules on Supervision Direction and Control status and the Temporary 

https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-relief-list-3/approved-professional-organisations-and-learned-societies
https://www.gov.uk/government/publications/professional-bodies-approved-for-tax-relief-list-3/approved-professional-organisations-and-learned-societies
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Workplace rules. 
 

5.1 Supervision, Direction and Control (SDC) 
The amount of year end expenses you can claim is dependent on whether you are 
subject to the supervision, direction and control of the client. 
 
If you are under Supervision, then you will have someone overseeing your work to 
ensure you are doing it to the required standard. 
 
Direction is where you are provided with instructions and guidance on how the work 
must be completed. 
 
If someone is dictating what work you do and how you do it then this is Control. 
 
Please note that if any one of these applies, or even if the client retains the right to 
enforce any of these then your assignment would be under SDC. 
 

5.2 Temporary Workplace Rules 
 
For a place of work to be classified as a temporary workplace it is required that you 
do not work at the location for over 24 months. At the point you are aware that your 
assignment is going to last beyond this period, it would be classified as a permanent 
place of work (unless you spend less than 40% of your assignment time there). 
 
If you know that you will not be doing further assignments through Hapstone Ltd then 
regardless of the length of time on an assignment your workplace would become 
your permanent place of work 
 
If your assignment is not under SDC and can be classed as a temporary workplace 
then you can claim home to work mileage and subsistence. If you are either under 
SDC or your workplace is classed as permanent, then you will not be able to claim 
these. 
 

5.3 Claims for other expenses 
 
Any other expenses can be claimed if they can be shown to be incurred wholly, 
exclusively and necessarily in the performance of your employment duties. 
 
Any claims for home to work mileage, subsistence and other business-related 
expenses would need to be made via either a P87 form (if under £2,500) or through 
self-assessment (if over £2,500) dependent on the amount to be claimed and your 
personal situation.  
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6 RECORD KEEPING 
 

Mileage forms and receipts are retained for up to six years from the end of the 

current tax year in which the expenses are claimed. If any expense claims are found 

to be exaggerated or abusive of the company expense policy, disciplinary action will 

be taken.  

 

 

 

 


