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Additional Support Needs
Tribunals for Scotland




__________________________________________________________________________________________


Guidance to claiming Supporter/Carer expenses:
If you attend an Additional Support Needs Tribunal as either a supporter or carer (for the child who is the subject of a reference), you are able to claim reasonable travel expenses.
A case officer will provide you with an expenses claim form at the Tribunal. You can then either:

· complete the form after the Tribunal and hand it back to the case officer; or

· complete the form at a later date and return it to the tribunal administration in the pre-paid envelope provided with the expenses form.

You should use public transport wherever possible. We do not reimburse taxi fares unless there are exceptional circumstances. You may want to phone the tribunal administration on 0845 120 2906 to find out further information in relation to this.

The following table highlights the types of expenses that can and cannot be claimed for:

	You can claim for the following types of travel expenses:
	You cannot claim for the following types of travel expenses:

	Standard class public transport fares
	Overseas travel

	Motor mileage (paid at 40p per mile) if travelling by car or motorcycle
	Parking your car

	Bicycle mileage (paid at 20p per mile)
	Toll costs

	Subsistence where lunch is not provided
	Loss of earnings


Subsistence

Your case officer will tell you if lunch is provided at the hearing. If it is not provided, you can claim an allowance for the extra expense of obtaining a meal.

How much you can claim depends on how long you are away from home for the hearing. If you are away for more than five hours but less than ten, you will be paid £4.90. If you are away from home for more than ten hours, you will be paid £10.70.
You must:
· return your expenses claim form to the tribunal administration within 30 days of the Tribunal taking place (if you choose not to hand it back to the Case Officer on the day of the Tribunal);

· make sure you fill in all the necessary sections to guarantee we pay your expenses as quickly as possible; and

· send all relevant tickets and receipts with your claim form.
If waiting for expenses to be paid to you will case you financial difficulties, please let us know as soon as possible on 0845 120 2906 (this must be before the Tribunal takes place).
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