REIMBURSING ASYLUM SEEKERS THEIR ESSENTIAL TRAVEL COSTS – Version 1.0

Scope and Purpose

1.
This policy bulletin is to allow for Asylum Seekers supported by the Immigration and Asylum Act 1999, section 95 and section 98 to be reimbursed their essential travelling costs when it has not been possible to issue them with a travel ticket.  Payments will only be made for travel to asylum interviews with IND, hearings concerning asylum appeals, asylum support appeals and bail and as an exceptional measure pre-arranged appointments with the Medical Foundation for the Care of Victims of Torture (Medical Foundation). It excludes travel to a reporting centre or travel in relation to a voluntary departure.  The Head of Operations after consulting the Policy and Process Team may approve all other exceptional travelling expenses.  It does not allow for payments to other individuals or organisations.  Payments are not automatic and are limited to reasonable expenses.  Asylum Seekers and their dependants will be required to demonstrate that they have acted responsibly when seeking reimbursement of their travelling expenses, such as giving NASS as much notice as possible of an impending need to travel. Reimbursements to asylum seekers will be in the form of non-cash regular vouchers.

23.     The Immigration and Asylum Act 1999, section 96 (1) (c) allows for the Secretary of State to meet the expenses of a supported asylum seeker (other than legal expenses or other expenses of a prescribed description) incurred in connection with a claim for asylum.  This includes the reasonable travelling expenses of witnesses summoned to appear at an Asylum Appeal Hearing (by virtue of Rule 36 of the Immigration and Asylum Appeals (Procedure) Rules 2000.)  However, please note that section 96(1)(c) does not apply to the dependants of the asylum seeker.

22.     Section 96 (1) (d) and (e) Allows for support to be provided to enable an asylum seeker, including any dependants, to attend bail proceedings in connection with their or their dependant’s detention under any provision of the Immigration Acts (this excludes bail hearings relating to alleged criminal acts);

4.
Section 98 does not define how support should be provided.  However, NASS will only provide travel support to Asylum Seekers supported under this section to those required to attend an ICD Interview, an asylum appeal hearing or to attend an appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture. 

5.     Section 103 (9) allows the Secretary of State to pay any reasonable travelling expenses incurred by an appellant in connection with attendance at any place for the purposes of an appeal concerning their support arrangements under Part VI of the Immigration and Asylum Act 1999 (NASS support only);

23.     In exceptional circumstances Section 96 (2) allows the Secretary of State to provide other forms of support where he considers it necessary.

24.     The bulletin covers:

· Notification of a need to travel;

· Reimbursement of travel costs;

· Calculating the level of reimbursement of travel costs;

· Role of post allocation team/ voucher team; 

· Claims from One-Stop Services, Local Authorities (usually Social Services) or Accommodation Providers;

· Claims from other organisations.

Notification of a Need to Travel

25.     Travel Section normally requires 5 working days to process travel applications (4 working days if travel is being arranged by the IBU Liverpool) to asylum interviews or appointments with the Medical Foundation for the Care of Victims of Torture.  Travel arrangements for asylum interviews will normally be automatic.  NASS (or IBU for Liverpool cases) will send out travel tickets upon notification of an asylum interview.

9.
There are occasions when asylum seekers are required to submit postal applications for travel, they include:

· Travel to attend an appointment with the Medical Foundation for the Care of Victims of Torture by NASS supported asylum seekers and their dependants, where they have already been dispersed and following a referral by their GP;

· Travel to attend an appointment with the Medical Foundation for the purpose of obtaining an assessment in connection with their application for asylum (main applicants only but see Note 16);

· To attend asylum interviews, asylum appeal hearings, [the only power under section 96(1)(c) is to pay for the asylum seeker, not his dependants] or asylum support appeal hearings [in connection with asylum support appeals, the only power under section 103 (9) is to pay the reasonable travelling expenses of the appellant.  This includes the reasonable travelling expenses of witnesses summoned to appear at an Asylum Appeal Hearing (by virtue of Rule 36 of the Immigration and Asylum Appeals (Procedure) Rules 2000.](see note 16);

· To attend bail hearings (see note 16); [this covers both the asylum seeker and his dependants depending on whose bail application it is– see section 96(1)(d) and (e)]

· Requirement to alter existing travel arrangements, (such as last minute changes of circumstances not attributable to the asylum seeker or their dependants, e.g. ICD changes the date of an asylum interview, or a medical emergency intervenes);

· Overnight accommodation is required but NASS is unable to arrange it (see note 15);

· When travel tickets have not arrived or could not be provided by NASS.

10.
Where possible travel tickets should be issued for all travelling facilities allowed in the Immigration and Asylum Act 1999, Sections 95, 96, 98 and 103 and Asylum Support Regulations 2000.

Reimbursement of Travel Costs

26.     When it has not been possible to issue a travel ticket in time or make alternative arrangements, NASS should consider offering to reimburse asylum seekers the cost of their travel. It would be helpful if the travel officer advised them that they are expected to take the most reasonable form of transport and that reimbursement may not be made if this is not done.  They must be advised to retain any tickets or receipts and a copy of the letter inviting them to attend the interview, hearings concerning asylum appeals, asylum support appeals and bail or medical appointment with the Medical Foundation and that any reimbursement will be in the form of non-cash regular vouchers.

12.
An asylum seeker wanting reimbursement of their travelling costs must submit their claim in writing to the Travel Section in NASS.  Claims by telephone will not be accepted.  An original sent by post must follow up faxed claims, which must be placed upon the asylum seeker’s file.

13.
An asylum seeker who claims that they attended an asylum interview, appeal hearing, asylum support appeal, bail hearing (in the case of their dependants) or attended an appointment at the medical foundation and funded their own travel, will need to provide evidence, which should include:

· Evidence that the journey was used solely for the purpose of attending the asylum interview or appointment with the Medical Foundation (such as A referral from a doctor (GP) to attend an appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture), or;

· Evidence that the travel was solely in connection with an asylum interview, an appeal hearing about their asylum claim or their support while awaiting determination of their asylum claim, or;

· Evidence of the bail hearing;

· Evidence of the cost of travel (or cost of accommodation in exceptional cases);

· And evidence of any special needs.

27.     Travel caseworkers must confirm that the asylum seeker:

· Is an asylum seeker supported by NASS, under the Immigration and Asylum Act 1999, Section 95 or their dependant [please see note 8 and 16 as regards when travel expenses may be paid in respect of a dependant];

· Is required to attend an asylum interview on the appointed date;

· Is required to attend an asylum appeal hearing or an asylum support appeal hearing;

· If they are seeking reimbursement of the travelling costs of witnesses attending their asylum appeal hearing, the asylum seeker must provide evidence that their witness(es) attended the hearing;

· Has an appointment with the Medical Foundation on the appointed date; (However, travel caseworkers should not contact the Medical Foundation for confirmation of attendance unless there is good reason to believe that the applicant is making a fraudulent claim.)

· Has evidence of any special needs, such as mobility problems; (This should only be examined if this has meant that additional expense has been incurred.  It should normally be identified on the asylum seeker’s application for asylum support);

· Has submitted evidence of the cost of travel.

Calculating the level of Reimbursement of Travel Costs

28.     The level of reimbursement should equate to either the actual cost of travelling or the cost of travelling had NASS or Interview Booking Bureau (IBB) in Liverpool arranged the travel ticket, whichever is the lowest.  

16.
When calculating the cost of travelling, travel caseworkers should adhere to the following points:

· The fare should normally cover just the main cost of travel;

· It should cover the costs of reasonable and appropriate transport, eg coach, train (or even a plane if it is more economical) travel;

· It should normally exclude any travel costs of journeys of less than 3 miles (e.g. the journey to the station); 

· It should exclude expenses for refreshments or special classes of travel, such as first class;

· Ignore any travel discount NASS receives because of special travel contracts.

17.
Exceptions to the above points:

· Where there is evidence that the asylum seeker requires special travel arrangements, such as taxis or overnight accommodation.  The asylum seeker’s application for NASS support may indicate such needs.  Travel caseworkers must check with a Travel Officer or the Travel Manager before authorising these costs.

· When reimbursement for overnight accommodation is sought, the Travel Manager must give authority.

18.
Reimbursement of travelling costs may include:

· The reasonable travelling costs (using note 14) of any witness a NASS supported asylum seeker has called to attend their asylum appeal hearing [The power in section 96(1)(c) covers this] or their asylum support hearing. [The wording of section 103(9) covers any reasonable travelling expenses incurred by appellants, such as paying the travelling costs of witnesses attending their hearing.  The only exception will be if an adjudicator directs that the presence of a witness is unnecessary];

· The reasonable cost of travelling to a destination when NASS has been unable to provide travel tickets for the complete journey and the shortfall exceeds a continuous journey of 3 miles each direction;

· The reasonable travelling costs (using note 12) of any dependants of a detained asylum seeker attending their bail hearing; 

· In exceptional circumstances, asylum seekers may also apply for reimbursement of travel costs of their dependants, where it was necessary for their dependants to travel with them, because of age, disability etc. 

19.
Reimbursement will be limited to the above costs.  Excess claims will not be met.

20.
If Travel Section have approved the claim and calculated the travelling costs, they should update ASYS and minute the asylum seeker’s file.  A letter should be prepared using either Annex A (where a claim is fully met) or Annex B (where the claim is only partially met) and the file should be forwarded to the Voucher Enquiry Team for payment.

21.
If Travel Section is not satisfied with the claim they should write to the asylum seeker using Annex C (where the claim has been rejected or where the caseworker requires further information to make a decision).


Role of Voucher Enquiry Team 

29.     Caseworkers should check that files received from Travel Section have been fully minuted and that a letter to the asylum seeker has been prepared.  Providing the file has been properly prepared, payments can be issued in the form of non-cash regular vouchers.
Claims from One-Stop Services, Local Authorities, or Accommodation Providers 

30.     Where a One-Stop Service, Local Authority (Social Services) or Accommodation Providers funded an Asylum Seeker’s travel costs to attend either an asylum interview or appointment with the Medical Foundation for the Care and Treatment of Victims of Torture, they should be invited to submit an invoice to NASS Finance in order to recover their costs.  Normally, this should have been agreed in advance with the Travel Section who would have authorised a request to purchase form. The Travel Section will authorise a request to purchase form if the amount is under £100 however; any requests over £100 must be authorised by Finance prior to the ticket being purchased. Any request to purchase forms authorised by the Travel Section will be sent over to Finance at the end of each week for Finance to await the invoice.

24.
In respect of the Voluntary Sector, particularly the One-Stop Services the attached Annex D gives advice about travel arrangements.

Claims from other organisations

31.     Asylum Seekers may borrow money from other organisations or people.  In the case of legitimate legal advisers, such as solicitors, National Asylum Support Service should reimburse them directly when they have lent cash to asylum seekers to enable them to attend their ICD interview or asylum appeal hearing.  However, if tickets were given, NASS cannot reimburse the legal advisers directly and their claim for reimbursement should be refused.

26.
In other cases, legal advisers should only be reimbursed directly when they have loaned either cash or travel tickets for asylum seekers and their dependants to attend bail applications.  In other cases, such as visits to the Medical Foundation for the Care and Treatment of the Victims of Torture or attendance at asylum support adjudications, the asylum seeker should be reimbursed using vouchers.

27.
Legal Advisers will be required to produce evidence that they lent their client money to enable them to travel, that they informed their client they would be applying to NASS to seek reimbursement and that the claim for travelling would normally be funded along with an invoice for the claim.  If caseworkers are unsure about the legitimacy of a legal adviser they should seek advice from the Travel Manager.

28.
Claims from other groups or individuals, such as relatives and friends, should normally be refused.  Travel caseworkers should write to them using the model letter at Annex E.

Contact

John Allen

Policy & Process Team

Annexe A

Applicant
ZForename ZFamilyName

ZDOB


ZNationality

Dependant(s), if any
ZDependants

Dear ZTitle ZForename ZfamilyName 

REIMBURSEMENT OF TRAVELLING COSTS

Your claim for reimbursement of your travelling costs dated (insert date) in respect of your (asylum interview/ asylum appeal/ asylum support appeal/ attendance at a bail hearing/ appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture – delete as appropriate) has been fully considered and approved.

Reimbursement payments are made in the form of Sodexho Buy-Pass Vouchers.  A payment of £**.** will be included in your regular vouchers payment on (insert date).

Yours sincerely

ZCaseworker

Annexe B

Applicant
ZForename ZFamilyName

ZDOB


ZNationality

Dependant(s), if any
ZDependants

Dear ZTitle ZForename ZfamilyName 

REIMBURSEMENT OF TRAVELLING COSTS

Your claim for reimbursement of your travelling costs dated (insert date) in respect of your (asylum interview/ asylum appeal/ asylum support appeal/ attendance at a bail hearing/ appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture – delete as appropriate) has been fully considered.

The Secretary of State will only partially meet your claim for reimbursement of your travelling costs.  Reimbursement will be made to cover essential travelling costs only, and for reasonable and appropriate transport, and this does not include (journeys of less than 3 miles, such as those to the station, taxi fares, expenses for refreshments, journeys to other places, first class travel, etceteras – delete or insert as appropriate (There maybe others)). Accordingly, your claim does not fully qualify  for reimbursement.  However, the Secretary of State will reimburse that part of your claim relating to [specify] since this is considered to be reasonable and appropriate travelling costs.

Reimbursement payments are made in the form of Sodexho Buy-Pass Vouchers.  A payment of £**.** will be included in your regular vouchers payment on (insert date).

Yours sincerely

ZCaseworker

Annexe C

Applicant
ZForename ZFamilyName

ZDOB


ZNationality

Dependant(s), if any
ZDependants

Dear ZTitle ZForename ZfamilyName 

REIMBURSEMENT OF TRAVELLING COSTS

Your claim for reimbursement of your travelling costs dated (insert date) in respect of your (asylum interview/ asylum appeal/ asylum support appeal/ attendance at a bail hearing/ appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture/ Other – insert or delete as appropriate) has been fully considered.

However, the Secretary of State has decided not to reimburse your travelling costs.  

Either: This is because your application for reimbursement did not enclose the following information:

(Please tick appropriate box(es))

· A copy of your letter inviting you to attend an asylum interview at the Home Office;

· Evidence that a member of your immediate family, who has been detained by the Immigration Service, had a bail hearing;

· Evidence of your letter inviting you to attend an asylum appeal or an asylum support appeal;

· Evidence of a witness summons for a witness you asked to attend your asylum appeal hearing;

· Details of your travel expenses;

· A letter from your GP referring to attend an appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture;

· Evidence of your special needs; 

· Evidence that the journey was used solely for the purpose of attending the asylum interview or appointment with the Medical Foundation;

· Other information that would help NASS consider your application fully, such as:

It is unlikely that the Secretary of State will approve your application until NASS receives this information.

Or:
Reimbursement payments for travel are restricted to essential travelling costs, and payment will be made for reasonable and appropriate travel only to asylum interviews at the Immigration and Nationality Directorate of the Home Office, hearings concerning asylum appeals, asylum support appeals and bail and to attend an appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture following a referral from your GP.  Your visit to (insert) does not qualify for reimbursement and, accordingly, the Secretary of State has decided not to make a payment on this occasion.

Or: You and your dependants, if any, were issued with travel tickets on (insert date) to attend your (asylum interview/ asylum appeal/ asylum support appeal/ attendance at a bail hearing/ appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture/ Other – insert or delete as appropriate) and should have used them appropriately.  Accordingly, the Secretary of State has decided not to make a payment on this occasion.

Yours sincerely

ZCaseworker

Annexe D

TRAVEL PROVIDED BY THE VOLUNTARY AGENCIES

1.
This annex provides advice about travel costs that are funded directly by the voluntary organisations, on behalf of NASS, through their grant funding arrangements.

2.
Voluntary Sector agencies are required within the terms of their grant agreements to meet the following costs:

· initial travel from referral point to Reception Assistant;

· travel from Reception Assistant to emergency accommodation;

· if the Reception Assistant has been unable to complete the NASS application form on first presenting, then a further return journey from emergency accommodation to the OSS/Reception Service;

· onward travel from Reception Assistant to UK family/sponsor for applicants not requiring emergency accommodation, or those vacating emergency accommodation following a change of circumstances application;

· any local travel from emergency accommodation to mainline stations for those being dispersed with self-write tickets;

· travel costs for essential medical appointments while in emergency accommodation;

· travel to relevant Immigration Service offices to collect immigration documents and/or extend temporary admission.

14.     Agencies also have discretion to meet the following additional costs:

· travel from emergency accommodation to substantive interviews - this policy bulletin specifically precludes applications for reimbursement of travel costs on behalf of those whose NASS applications have not yet been registered.   Agencies willing to organise travel in these circumstances, which are likely to be infrequent, may do so from their grant funding but must not seek reimbursement in accordance with paragraph 23.

Agencies may not reimburse the following travel costs from NASS grant funding:

· travel to solicitors or legal advisers – this cost may be recovered in some cases from the Legal Services Commission

· travel costs to screening interviews or to enable applicants to make their asylum  applications is not normally reimbursable, except where local arrangements are in place in parts of the country where postal applications have been withdrawn.

Annexe E

Applicant
ZForename ZFamilyName

ZDOB


ZNationality

Dependant(s), if any
ZDependants

Dear Title Surname

REIMBURSEMENT OF TRAVELLING COSTS

Your claim for reimbursement of the travelling costs you incurred dated (insert date) in respect of ZForename ZFamilyName and dependants’, if any, (asylum interview/ asylum appeal/ asylum support appeal/ attendance at a bail hearing/ appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture/ Other – insert or delete as appropriate) have been fully considered.

The Secretary of State is not required under the Immigration and Asylum Act 1999 to reimburse the expenses claimed.  In addition, there is no contractual arrangement between (you/ your organisation – delete as appropriate) and the Home Office providing for any such payments to be made.  

The Secretary of State may reimburse asylum seekers, who are in receipt of support under section 95 of the Immigration and Asylum Act 1999, who incur certain travelling costs.  However, essential travelling costs only will be reimbursed, and this is limited to reasonable and appropriate travel to an (asylum interview/ asylum appeal/ asylum support appeal/ attendance at a bail hearing/ appointment at the Medical Foundation for the Care and Treatment of the Victims of Torture/ Other – insert or delete as appropriate).  Accordingly, the expenses claimed do not qualify for reimbursement, and the Secretary of State has decided not to make a payment on this occasion.  

Yours sincerely

ZCaseworker

Points to check





Persons supported by I&A Act 1999, Section 98 should not have their travelling costs reimbursed if they travelled before registration of their application for NASS support.


Persons supported by I&A Act 1999, Section 98 should only be reimbursed their travelling expenses if they have borrowed money from third parties.  (If they have borrowed money from their solicitor, the lender should be reimbursed directly).


Check ASYS to see whether the supported persons have declared any funds they may hold.


If the applicants have claimed that they funded their travel, establish how they could have afforded to do so.  For those already supported (i.e. receiving vouchers), caseworkers should look at asylum seekers’ voucher allocation and the date their support was allocated.





If there are discrepancies, further investigation may be required either by Travel Section or Performance Monitoring (Investigations)
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