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T Level Conference Speaker Expenses Policy 2026

This guidance applies to any individual (referred to as a ‘Speaker’ for this policy’s purposes) who is supporting the delivery of the T Level Conference 2026 through: 
· facilitating or leading a breakout session
· participating in panel sessions.

It does not apply to participants attending the conference or those exhibiting at the event.  

Remission and expenses payments are made directly to the delegate’s employer by: 
· Education Training Foundation (ETF) for the London event
· Association of Colleges (AoC) for the Manchester event.

We cannot reimburse delegates directly. We do not accept any responsibility for any breach of these policies/guidelines that a delegate may cause, either intentionally, or unintentionally. 

Delegates are responsible for:
· ensuring that any expenses are in line with their employer’s policy/guidelines
· ensuring that any expenses are in line with this policy
· ensuring that they incur such costs in a responsible and efficient manner. For example, planning and booking travel/accommodation as far in advance as is practical, to ensure that the best rates are obtained 
· using their employer’s booking arrangements, where possible, if such arrangements exist 
· avoiding unnecessary costs. Expenses incurred should not exceed the costs and value which would be incurred in line with a delegate’s employer’s expenses policy/guidelines. In addition, the lowest or best value cost for expenses should always be claimed
· submitting an expenses claim to their employer 
· submitting an expenses claim to the ETF/AoC by completing and returning the Speaker Expenses Claim Form (found below)
· ensuring that claims are accurate, complete, and submitted in a timely manner.

Eligible expenses
The maximum amount that can be claimed per conference, per delegate, is £250. Claims should only include reasonable and necessary costs.

No delegates should be financially better or worse off because of having to travel to deliver the conferences.
We retain the right to challenge expenses which are not in line with the limits and rules defined within this guidance. Any expense claims for items not allowed under this guidance may be declined.

It is the responsibility of the delegate to check their employer’s expenses policy/guidelines before they attend the conference, and to ensure that they are reimbursed by their own employer after the conference.

Accommodation
ETF and AoC expect speakers to act reasonably and only incur accommodation expenses if absolutely necessary. Hotel expenses can only be claimed where individuals would need to leave home before 7am to attend the event. Hotel expenses will not be available for the night following the event. ETF and AoC reserve the right to refuse reimbursement if deemed unnecessary.

The table below provides a guide to the expected night rates with the upper limit only available if a delegate can show that there are no alternatives (last-minute bookings incurring excess expense may be declined).

	Accommodation
	London Guide
	London Upper Limit
	Rest of Country Guide
	Rest of Country Upper Limit

	Bed & breakfast
	£120 (inc VAT)
	£150 (inc VAT)
	£100 (inc VAT)
	£130 (inc VAT)

	Bed only, no breakfast
	£100 (inc VAT)
	£130 (inc VAT)
	£90 (inc VAT)
	£120 (inc VAT)



Delegates would normally stay overnight in 3-star accommodation (equivalent to a modest business hotel).

The following hotel costs are not allowable expenses: 
· alcoholic beverages 
· bar or minibar bills 
· laundry 
· in-room entertainment 
· tips/gratuities 
· spa or gym usage.

Meals
Subsistence allowances may only be claimed if the individual has not already been provided with the meal (e.g. breakfast might be included in a hotel rate) and if cost has been incurred. The maximum amounts that can be claimed for meals is as follows: 
· evening meal when staying away: £25.00* 
· breakfast meal when staying away: £7.50*
*Please retain your receipt(s) as they may be required this to approve subsistence claims

Travel
Delegates should always consider whether travel is essential, for example, where an event is within their local county or region or seems a reasonable distance to travel to and from, without incurring an expense claim over and above their normal travel to and from their workplace.

Public transport is usually the most economic mode of travel and is the default option, if safe to do so or the journey time by public transport would be excessive.

Taxis should be used only when it is the most economical way to travel, there is no reasonable alternative, or there is a valid personal or business reason. Minicabs booked in advance from reputable companies should be used in preference to more expensive taxis e.g. London black cabs.

First-class rail travel is not permitted. Rail tickets should, where possible, be purchased in advance and where they exist, should be booked via a delegate’s employer’s booking system e.g. trainline business accounts 
Where no suitable public transport is available or where there is a valid business or personal reason for use of a car, the distance claimed should be along the shortest reasonable route. It is the delegate’s own responsibility to ensure any car driven is roadworthy, insured for themselves to drive, and insured for business use. Reasonable parking fees, tolls and (where unavoidable) congestion charges, will be reimbursed.

The following costs are not allowable expenses: 
· car wash/valet 
· parking penalty charges 
· any other fines or penalties 
· any extra insurance required (e.g. business insurance, extra/additional driver.

Making your Claim
All claim forms (including receipts, as applicable) must be received by 12th July 2026 to ensure payments are made by early August 2026.

Conference Expense Queries
For more information relating to the London conference, please contact: enquiries@etfoundation.co.uk
For more information relating to the Manchester conference, please contact: dominic.holroyd@aoc.co.uk

The claim form to complete and return can be found below.


T Level Conference – Speaker Expenses Claim Form

· Please read the T Level Conferences Speaker Expenses Policy in full before completing this form.
· Please complete one form per event (if you are speaking at both conference locations).
· Please include receipts/booking confirmations with this form.
· Completed forms are to be returned to dominic.holroyd@aoc.co.uk for the Manchester conference.
· Completed forms are to be returned to etfprogrammeadmin@etfoundation.co.uk for the London conference.

	Name of Provider
(e.g. name of college/school/organisation)
	

	Name of Attendee

	

	Email Address of Attendee

	

	Event Title and Location

	T Level Conference 2026 (Manchester / London)

	Event Date/s
	

	Date
	Details of Claim 
(including if receipts are attached)
e.g. train travel, car journey, taxi, hotel, subsistence
	If relevant: Mileage
e.g. 115 miles x £0.45
	Cost
£

	

	
	
	

	

	
	
	

	
	

	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	Total

	£



	Declaration

	I confirm that the amount claimed represents expenses which were incurred as part of the T Level Conference.

	Signature

	


	Date of Signature
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