
Mental health, , 

understood. 

 

Penelope: How to complete Venue Room Hire Expenses Claim 



The Venue Room Hire Expenses Claim document must be completed for each counselling session 

delivered on behalf of Lena By Inspire for which you incurred expenses. This document replaces the 

‘Venue Hire Claim’ excel spreadsheet. 

 

This document provides step-by-step instructions on how to complete Venue Room Hire Expenses 

Claim. 

 

Login to Penelope using your credentials: 

 

 
 

My Home screen displays your current caseload: 

 

 
 

Click on the Service File (Penelope term for referral) to view the referral details: 

 

 
 

Click the Service Event you would like to complete the Venue Room Hire Expenses Claim for: 

 



 
 

You can also navigate to the Service Event from Calendar in Collaboration Suite.  

Click on the Calendar tab on right-hand side of your screen: 

 

 
 

Your calendar will open over the top of your current screen. To change view, click on Daily View, 

Weekly View or Monthly View.  

 
 

You can access a Service Event directly from your Calendar by clicking on the event name: 

 



 
 

Note: To close/hide Collaboration Suite, click on the black arrow in top right-hand corner of screen. 

 

 
 

Click on Documents, select the Venue Room Hire Expenses Claim using the drop-down list:  

 

 
 

Select the type of venue used to deliver this counselling session on behalf of Lena By Inspire from the 

following options: 

 

 
 



Counsellor Owned Private Business Venue: designated business venue that is owned, leased, or 

exclusively used by counsellor. 

Counsellor Owned Private Home Venue: designated home venue that is owned, leased, or exclusively 

used by counsellor. 

External / Third‑Party Venue: venue that is hired, borrowed, or shared. The venue is typically used for 

multiple purposes by different individuals or organisations.  

 

For Counsellor Owned Private Business Venue and Counsellor Owned Private Home Venue, confirm 

the following details: 

• I confirm that I used a room at my own private venue to deliver this counselling session on 

behalf of Lena By Inspire 

• Expenses Incurred (maximum £10) 

• I confirm that the expenses incurred are accurate, were incurred by me, and can be evidenced 

if requested 

 

 
 

For External / Third‑Party Venue, select the name of the venue used to deliver this counselling 

session on behalf of Lena By Inspire. 

If your venue is not listed, please select 'Venue Not Listed'.  

Enter the Venue Details (name, address, city, county and postcode) in the box provided below.  

 



 
 

Complete the document and click Finish: 

 

 
 

 

Updating/Editing the Document 

When circumstances change i.e. session venue has moved or you no longer wish to claim venue room 

hire expenses but have already completed the document, please update the document. 

 

Navigate to the Service Event using steps outlined previously in this document.  

 

Click on Documents, select the Venue Room Hire Expenses Claim document previously created. 



The document will open displaying the details previously provided. Click edit at top right-hand corner 

of screen: 

 

 
 

The document is now editable. 

 

When session venue has moved, edit the required options and fields as needed.  

 

When venue room hire expenses are no longer required, please update the ‘I confirm that I used a 

room at my own private venue to deliver this counselling session on behalf of Lena By Inspire ’ or ‘I 

confirm that I used a room at the venue selected above to deliver this counselling session on behalf 

of Lena By Inspire’ selection to No. 

 

Complete the updates to document and click Finish: 

 

 
 


