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Fèisean nan 
Gàidheal 

Highland Council Youth Music Initiative (Traditional) 
 
 

Guidance on claiming Fees and Expenses 
 
General 
Funding comes from the Scottish Government.  It is given to Creative Scotland who administer the Youth Music 
Initiative.  The Highland Council gets a portion through a local authority formula which is then divided between the 
traditional music provision Fèisean nan Gàidheal provides and the other music tuition the council itself provides.   
 
The traditional music tuition is subject to a contract between Fèisean nan Gàidheal and The Highland Council and 
delivery is devolved to five Fèisean: Fèis an Earraich, Fèis Chataibh, Fèis Lochabair, Fèis Rois and Fèis Spè. 
 
As a party to the contract and as guardians of public funds, it is Fèisean nan Gàidheal’s responsibility to ensure 
proper procedures are in place for tutors to claim fees and expenses.  While they may seem heavy-handed, they are 
an extension of procedures we have in place for all expense claims throughout the organisation which we approach 
with a view to ensuring people working for us are not out of pocket, work is delivered cost-effectively, no funding is 
misappropriated and no unnecessary expenses are incurred. 
 
Fees 
The GOOD NEWS is that your hourly rate will be going up to £30.00 for the 2014-15 school session.   
 
The NOT SO GOOD news is that in order to accommodate the increase you will no longer be paid for preparation 
time, although you will still be expected to prepare your lessons!  The increase for every hour you work should 
outweigh the small loss for your preparation time. 
 
Expenses 
Fèisean nan Gàidheal treats payments to tutors as wages and processes claims almost immediately we receive 
them. Most of the payments are by bank transfer and money should, in general, appear in your bank the same day 
as we process the payment.  If you are still being paid by cheque, but would prefer payment by bank transfer, 
please ensure you fill in the section of the claim form for your bank details. 
 
In order to get paid promptly, your claim form must be properly completed with supporting receipts and 
countersigned by your designated YMI Area Co-ordinator.  Please DO NOT SEND THE FORM DIRECT to Fèisean nan 
Gàidheal as your designated YMI Area Co-ordinator needs to check and sign the form first and will then forward it to 
Fèisean nan Gàidheal for processing. 
 
Claims should be made, at the latest, within one month of the end of each 4-week block of tuition.  Late claims may 
not be processed. There have been very late claims received this year.  If we receive forms several months after the 
end of a block we cannot ensure that funds will still be available, so it is imperative that forms are sent in on time.  
 
The majority of delays in payments result when tutors do not send in forms promptly, they are incomplete or, on 
occasion, they are not forwarded to us by the designated YMI Area Coordinator within the expected timescale. 
 
Problems for the YMI Area coordinators that can result in payment being delayed include: 
1. Omission of full name & address which means the form has to be sent back to you for details to be filled in 

correctly 
2. Illegible details which means the form has to be returned or checked with you. 
3. No supporting receipts which means no payment can be made.  Receipts are essential for everything claimed 

other than your hourly rate. 
4. Tutor not signing the form which means it has to be returned.  Electronic (scanned) signatures are permissible 

and if you get into the way of using the Excel claim form with an electronic signature, that will get over this 
issue. 

5. No signature from the designated Area Coordinator which means the form has to be returned for signature.  
This usually happens when the claim form is sent direct to Fèisean nan Gaidheal’s office. 



Mileage can be claimed from your home to the first school in which you are working on a given day, the journey 
between that school and subsequent schools, and the journey from the final school to home.   
 
If you have other commitments after your YMI classes, please note that mileage cannot be claimed to/from that 
destination.  It is worth using the RAC/AA/Google route planners to calculate the correct mileage.  Please do not 
guess mileage as your Area Coordinator will check! 
 
Receipts 
The allowance for lunch is up to £6.00.  This will normally be enough for a bought lunch or a supermarket sandwich 
and drink.  You may only claim the actual cost up to a maximum of £6.00 per day. 
 
If submitting a supermarket receipt with other items included in it, it would be helpful if you could tick the 
appropriate items for which you are claiming.  It is also be helpful if the date and time on the receipt corresponds to 
your claim!   
 
We will not accept supermarket receipts for items such as newspapers, large portions of fruit and juice, milk and 
make-up.  We did allow for paracetamol once!   
 
The allowance for dinner is up to £12.00 per day.  This is normally for dinner bought in a catering establishment.   
 
We do not normally allow supermarket receipts for meals such as a pound of mince, a bag of potatoes, carrots, 
onions etc.  However, if you are staying with a friend, or staying somewhere where you need to make your own 
dinner, such items may be allowed on a case-by-case basis and should be agreed in advance with your Area 
Coordinator. 
 
Other points 
Tutors are designated as self-employed by HMRC and you are required to indemnify Fèisean nan Gàidheal against 
any claims for tax and national insurance. 
 
From 2014, we are introducing the expenses form in an Excel format.  This is available from your Area Coordinator 
or downloadable at www.feisean.org.   
 
The advantages of the Excel sheet are that: 
• You can save your details and only need to change the reverse of the form each time you make a claim.  
• If you fill in the reverse of the form calculations are done for you, including mileage claims.  All you have to do 

is enter the correct number of miles. 
• The form, as long as it has the tutor’s electronic signature, may be e-mailed to your Area Coordinator who can 

check it and return it, if necessary, for any amendments.  Receipts will still have to be sent separately although 
(good quality) scans will be perfectly acceptable. 

• If you can provide scanned receipts, the Area Coordinator can simply add their electronic signature and send 
the claim by post to Fèisean nan Gàidheal. 

 
All this should, in theory, make claims quicker and more cost-effective to administer.  However, if you do not have 
access to Excel and want to continue with paper claims, the form will be available as a PDF on the website and can 
be printed out and completed by hand.  Area Coordinators can continue to send signed hard copies to Fèisean nan 
Gàidheal’s Portree Office.  
 
Current YMI Area Co-ordinators & Contact Details: 
 
 

Sutherland Schools  
Louise Douglas Fèis Chataibh louisefiddle@tiscali.co.uk 01408 633084 
 

Skye & Lochalsh Schools 
Peggy Nicolson      Fèis an Earraich peggynicolson@tinyworld.co.uk 01471 844706 
 

Lochaber Schools 
Charlotte Sutton Fèis Lochabair charlotte.feislochabair@gmail.com 07789 052339 
 

Badenoch & Strathspey Schools 
Sandra MacKay    Fèis Spè sandra.mackay@feisean.org 01540 651558 
 

Ross-shire, Inverness, Nairn and Caithness Schools   
Rachael Duff         Fèis Rois rachael.duff@feisrois.org 01349 862600 
 


