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THERE WILL BE A DELAY IN THE PROCESSING OF YOUR MILEAGE IF THIS RECORD IS NOT COMPLETED CORRECTLY 

Employee Name:	______________________________  
                                        
Home Post Code:  _________     Date:  From (Monday):  ______________   To (Sunday): ________________

	Day or Night

	Morning Shift
	Comments
e.g. company car, part run driven
	Afternoon Shift
	Comments
e.g. company car, part run driven

	Monday

	
	
	
	

	Tuesday 

	
	
	
	

	Wednesday 

	
	
	
	

	Thursday

	
	
	
	

	Friday

	
	
	
	

	Saturday

	
	
	
	

	Sunday

	
	
	
	

	OFFICE USE ONLY                   
	  Personal Car Mileage for the week    =     

  Company Car Mileage for the week   =  
	Total Mileage for the week  =



Date: 	From (Monday): ______________ To (Sunday):	________________

	Day or Night

	Morning Shift
	Comments
e.g. company car, part run driven
	Afternoon Shift
	Comments
e.g. company car, part run driven

	Monday

	
	
	
	

	Tuesday 

	
	
	
	

	Wednesday 

	
	
	
	

	Thursday

	
	
	
	

	Friday

	
	
	
	

	Saturday

	
	
	
	

	Sunday

	
	
	
	

	OFFICE USE ONLY                   
	  Personal Car Mileage for the week    =     

  Company Car Mileage for the week   =  
	Total Mileage for the week  =



Guidance on claiming mileage
Mileage is to be submitted every other Monday.
This is to be submitted to the office by or emailed to mileage@careinhand.co.uk by 10pm on the Monday 
All mileage is calculated using the mileage wizard on CM2000.
This wizard calculates the mileage for the shortest route from your first to the last client on your run for all the clients you have seen and in the order you have seen them.  There is no requirement for you to write down the mileage.
If you are driving a Company Car, please note that you have a Company Car on the claim form and the Vehicle Registration of the Car.  IE ‘Company Car – SV05 CIH’.
Please tick the corresponding box for the shift you have driven. If you have not driven you do not need to put anything.
If for any reason you have not driven the shortest route or you have done something that would not be logged on CM2000 this needs to be written in the comment box so we can add this to the mileage wizard calculation.
Examples of this are:
Over 1 hour gap  If there is more than an hour’s gap in your planned run you can claim mileage one way to go home in that break. (please note, the mileage team will also check any 1 hour gap runs against your ‘Actual Time’ and if there is an unrealistic expectation for Care Staff to be able to go home then you may not be paid for the gap.  IE 20 minutes between calls and your home is over 20 minutes from your second call).
If you have driven a longer route as this is quicker please put a short explanation i.e. school, roadworks, road closed and include a rough guide as to how many miles this would be.
If you have collected a shadower as requested by the office please write their name in the comments and the amount of miles driven.  
If you have Shadowed a call, please write down the name of the carer you had shadowed. 
If you have done a double run which involves single calls where you need to drop off and collect a colleague please write their name in the comments box and the amount of miles driven.
You are unable to claim mileage for collecting or dropping off colleagues and this should be arranged between yourselves.
You are unable to claim for doing errands for clients unless this forms part of their care plan. If this forms part of their care plan, please write clearly how many miles you have done for that client on a separate mileage sheet.
Please submit your claims regularly, mileage claims more than 6 weeks old will not be paid.
Any queries regarding your mileage please email mileage@careinhand.co.uk or contact Paul or Mark in the Finance office.
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Rely on us to care for you




