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Agreed Principles for Calculating and Paying a Contribution towards 
Student Travel Expenses 

 
All claims must be received by the School Partnership Office before the end of the 
academic year in which the journey has been made; otherwise, claims cannot be 
processed. 

 
(a) General Arrangements 
The schools in which student teachers are placed cover a large part of the South of 
England (including the Isle of Wight) and, in some cases, beyond. Occasionally 
student teachers are provided with lodgings (paid for by the University) near their 
school in order to avoid long daily journeys. 
  

(b) Travel time 

If a student’s school experience involves a one-way journey in excess of 60 minutes 
(as calculated by Google Maps (without traffic)), convenient accommodation may be 
offered and arranged by the University for Sunday night through to Thursday night. 

 

(c) Use of Own Car/Vehicle 

Student teachers using their own vehicles for transporting themselves and their 
fellow student teachers to/from their school experience do so entirely of their own 
choice and at their own risk. The University accepts no liability of any kind for any 
accident, injury and / or damage caused in any situation relating to school 
experience where the student teacher is using their own vehicle. Students using their 
own vehicles on school experience must ensure that the vehicle is maintained in full 
road-worthy and legal condition. Student teachers MUST be appropriately insured 
and make sure that their vehicle is taxed and has a valid MOT certificate. 
 
 

(d) Agreed Principles for Calculating and Paying Travel Expenses  
PGCE students please note - PGCE students in receipt of a training bursary are 
not eligible to claim a contribution towards travel expenses. 

 
The following applies to students who are not in receipt of a training bursary. 
 
Mileage: 
The University will make a contribution (not full reimbursement) towards travel costs 
incurred whilst student teachers are on school experience. This contribution will only 
be made when the one-way journey from term-time address to school is in excess of 
10 miles after the regular journey from term-time address to the relevant University 
campus has been deducted from the distance travelled. Where this is the case, 
student teachers will be paid a contribution towards the cost of the excess distance 
travelled only. (e.g. If 16 additional miles have been travelled, then a contribution 
based on 6 miles will be paid).  
 
 



  SCHOOL PARTNERSHIP OFFICE  

 

2016-17 contributions are: 

 12p per mile when travel is in the student’s car 

 an additional 4p per mile for each passenger taken 
 

A contribution is made, by the University, to those student teachers transporting 
other student teachers to a school at the request of the School Partnership Office 
and / or relevant Head of Programme. Please note that where this is the case, no 
deductions are made from the distance travelled for each passenger taken. In 
addition, the driver should make suitable arrangements to collect other students – 
there is no expectation to collect other students from their homes but a safe location 
on route (which is accessible via a short walk). Students receiving a lift are also 
expected to make a contribution towards the total cost of travel. The driver will keep 
receipts for the cost of fuel during school experience and then deduct the 
contribution from the University. The remaining amount will be split between the total 
number of people.  
 
Please note: Google Maps is used for calculating distances (using the quickest route 
without traffic).  
 
Public Transport: 

Student teachers should always be aware of personal safety when using public 
transport. When waiting for buses or trains, wait in open, well-lit and populated 
areas. Avoid isolated closed-in shelters and know the bus or train timetable to avoid 
waiting alone.  

Normally the same principles outlined for mileage claims apply to student teachers 
incurring costs via the use of public transport. A contribution will only be made when 
the one-way journey from term-time address to school is in excess of 10 miles after 
the regular journey from term-time address to the relevant University campus has 
been deducted from the distance travelled. Where this is the case, a proportion only 
of the fare will be reimbursed.  
 
 

Student teachers are expected to provide a specimen receipt for each type of 
transport used. A student teacher using public transport will need to include with their 
claim form the following: (a) an example of the train/bus (or receipt) ticket to/from 
their term-time address to the school and (b) an example of the train/bus ticket (or 
receipt) to/from their term-time address to the relevant University campus where their 
course is based stating the cost/charge for the journey. 
 

It is the student teacher’s responsibility to ensure that the cheapest available ticket is 
purchased. This may involve weekly or season tickets as appropriate.  
 

Please note: student teachers will not be reimbursed for taxi fares unless prior 
permission has been given by the School Partnership Office for them to use a taxi.  
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 (e) Agreed Principles for Student Teacher Accommodation and 
Related Travel Payments  

In some instances, students living in temporary term-time accommodation are placed 
near to their home address to complete school experience and would therefore live 
at home (this only applies within the partnership’s geographical area). In this 
instance no payment for accommodation whilst on school experience is made by the 
University. 

 
Sometimes student teachers are placed in lodgings closer to their school experience. 
The need for this only arises where the school is a long way from University, making 
a daily journey impractical.  
 
When accommodation has been arranged for a student teacher, the student teacher 
will be given a copy of an accommodation questionnaire and an information sheet 
entitled Information for Accommodation Providers and student teachers. If a student 
teacher has not received a copy of the information sheet, then he/she must contact 
the School Partnership Office to obtain a copy. The completed questionnaire MUST 
be returned to the School Partnership Office by the end of the first week. This is very 
important from the point of view of ensuring the safety of student teachers and that 
the accommodation used is suitable for them.  
 
Although every reasonable attempt is taken to ensure that accommodation is 
suitable, the University takes no responsibility for the acts or omissions of any 
landlord. The University accepts no liability for any damage to any student or 
landlord and their property. Student teachers are responsible for their own property 
and should make sure that they have adequate insurance.  
 

If a student teacher experiences any problems while in accommodation, they should 
ring the School Partnership Office on 01243 812172 / 812174 as soon as possible. 
Any issues should also be discussed with his/her link tutor when a visit takes place.  
 
The University makes payment for the accommodation direct to the accommodation 
provider. (This payment is for accommodation only). 
 
Duration: Normally accommodation payments are made for 5 nights (Sun-Thurs) 
during full-time school experience; this is subject to variation during serial school 
experience. 

 

Distance: Normally the same principles outlined above for mileage and public 
transport claims apply to student teachers who travel from accommodation to school. 
A contribution will only be made when the one-way journey from accommodation to 
school is in excess of 10 miles after the regular journey from term-time address to 
the relevant University campus has been deducted from the distance travelled. 
Where this is the case, a proportion only of the fare will be reimbursed.  
 

In addition, student teachers in accommodation arranged by the School Partnership 
Office (but not those returning to live at home to complete school experience) are 
able to claim a contribution towards the return mileage incurred from their weekend 
accommodation to their school experience accommodation.  
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 (f) Hire Cars  
Hire cars may be authorised by the Head of Partnership and / or Head of Primary 
Partnership in specific circumstances. In these cases, the University will pay for the 
hire of the car. Cars are hired through the University. Normally the same principles 
outlined for mileage claims apply to student teachers incurring costs via the use of a 
hire car. A contribution will only be made when the one-way journey from term-time 
address to school is in excess of 10 miles after the regular journey from term-time 
address to the relevant University campus has been deducted from the distance 
travelled.  
 
2016-17 contributions are: 

 10p per mile for students using a hire car 

 an additional 4p per mile for each passenger taken 
 
Students in receipt of a hire car may be required to transport other students to their 
placements. Please see Section D for details on collecting other students and 
sharing the cost.  

Student teachers must ensure they have read all documentation relating to the 
requirements of the University AND the hire company in relation to the use of hire 
cars. 

Please note: 

Claims are regularly monitored by the School Partnership Office and student 
teachers will be held accountable for the accuracy and validity of all claims made. 

It is in the interests of all student teachers who make claims to do so 
accurately and honestly. If there is any doubt about a claim, then a student 
teacher should consult the School Partnership Office before completing the 
form. 


