FACT SHEET
Claim for Reimbursement of Travel Expenses Form

A Reading Recovery Cluster/Network is an arrangement in many rural and some urban schools, whereby usually a teacher (full-time or part-time) on the staff of a base school travels during the day to cluster schools to deliver a Reading Recovery programme. This arrangement is co-ordinated by the Reading Recovery Tutor. The base school is allocated Reading Recovery staffing by the Ministry in accordance with the Education (2010 School Staffing) Order 2009. 

To facilitate this arrangement, a Reading Recovery Cluster Teacher is eligible to claim reimbursement for Reading Recovery related travel between the cluster schools only.
NOTE:

· Current practice is for the base school to pay any authorised claims to the Reading Recovery Teacher and claim reimbursement from the Ministry of Education.

· Teachers are responsible for their own daily travel costs to the school where they commence their teaching and from the school where they finish their teaching, unless formally approved otherwise.

· The Ministry does not reimburse where a teacher is employed separately by two or more schools as a Reading Recovery teacher.  The teachers are responsible for their own transport arrangements in travelling to and from each school (including the base school).

· The Ministry does not reimburse teachers for their training travel.  This reimbursement is made by the school’s Board of Trustees and is one of the conditions of the teacher being included in the training programme.

· Please note that it is the responsibility of the teacher/school to keep a record of a Reading Recovery Teacher’s absence and days when Reading Recovery travel is not incurred as the Ministry of Education may request verification.
· The final date for processing claims for each school term will be the end of the following term. E.g. this means claims for travel during term 1 2010 must be submitted to the Resourcing Division by the end of term 2. Please familiarise yourselves with these changes, which are outlined in chapter 3 of the Funding, Staffing and Allowances Handbook and ensure your administration processes allow you to meet these deadlines.

Please complete this application form, and forward it to your local Ministry of Education office for provisional approval.  When it has been returned to the school, it should be approved and signed by the principal.  The cluster teacher must confirm that they have received payment before sending the form to the Resourcing Division, Ministry of Education for reimbursement  to the school.
Further information and help on Reading Recovery Travel Expenses, can be found at:

The Funding, Staffing and Allowances Handbook at www.minedu.govt.nz/resourcinghandbook
Current claim form can be downloaded from the webpage www.minedu.govt.nz/resourcingforms
The Resourcing Contact Centre: 

Phone: (04) 463 8383 

Fax : (04) 463 8374

Email: resourcing@minedu.govt.nz
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Reading Recovery: Reimbursement for Travel Expenses Form
Base School’s name:______________________         Base School’s number:___________

Cluster Schools 

School Number 1: ________________________  School Number 2: _____________________   

School Number 3: ________________________   School Number 4: _____________________

Reading Recovery Cluster Teacher’s Details

Surname:_____________________   First Name: ___________________  MOE# :__________

Term Claimed for :________________    Year:_________

Please clearly identify the actual distance travelled each day (ticks will not be accepted).  Please carefully note the basis upon which mileage may be claimed and reimbursed.
	Daily travel details for this term

Please note school 1 is your first teaching school of the day.

	
	School name 
	
	School name
	
	km

	School 1:
	
	to School 2:
	
	Distance
	

	School 2:
	
	to School 3:
	
	Distance
	

	School 3:
	
	to School 4:
	
	Distance
	

	Other
	


	Week
	Dates
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Total distance (km) for week

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	Total distance travelled during term:
	(km)

	Total actual days travelled (always subtract absences, public holidays, non travel days)
	


Total Distance:________ (km) x 58c/km Primary; 62c/km Secondary and Area = $_______
	Certification

I certify that the information contained in this claim is true and correct in every particular.

For Reading Recovery Teacher and Reading Recovery Tutor only:

Names and signatures required below



	Reading Recovery cluster teacher:
	
	
	

	
	Teacher’s name
	Signature
	Date

	Reading Recovery tutor:
	
	
	

	
	Tutor’s name
	Signature
	Date


With all above sections complete, this form should be forwarded to your Ministry of Education Local Office.
	Ministry of Education use only: (completed by Local Office)
	Signed

	Application received      /      /       
	Application completed correctly

(All sections filled appropriately)
	

	Claim details and distance between schools verified.
	Yes / No
	

	Application sent to school principal for payment and claim to be made.
	Yes / No
	


	For Principal only: Principal to sign  

Signature required below


	Principal of

Base School
	
	
	

	
	Principal’s name
	Signature
	Date


	Please complete this receipt to confirm that the Reading Recovery Cluster Teacher has received payment being claimed for travel expenses, directly from the base school’s funds

	Teacher’s name: _________________________________________________

	I confirm that I have received the amount of $__________ for Term (____)  20____  travel

	Teacher’s Signature ___________________________________  Date ______________


Send final completed form to:    Resourcing Division,

                                                       Ministry of Education,

                                                       P O Box 1666,

                                                       Wellington 

