
PenPIG Payments Policy
We try to ensure that members are not out of pocket by participating in research. When attending PenPIG meetings or undertaking activities for us you will be able to claim for reasonable expenses in line with the policies of the University of Exeter. This document is intended to give a guide to those payments. If you incur any expenses not covered here please feel free to discuss this with a member of the involvement team.
Travel 

Car Journeys 

For the first 100 miles of any journey 45p per mile, thereafter 25p per mile.
Motorcycle Journeys


For the first 100 miles of any journey:   24p per mile, thereafter 9p per mile.

Mileage should be claimed by the most direct route.

No receipt is needed to claim this, but a receipt is required if you also claim parking costs. 

Bicycle journeys

For all journeys: 20p per mile
Claims for other travel costs will need proof of purchase, for instance train/bus tickets or taxi receipts.  

Travel expenses can normally be paid back to you in cash on the day of the meeting.  You will be asked to complete a form and attach any receipts.

Subsistence 

Claims for subsistence should be agreed by the involvement team in advance of travel whenever possible. 
Reimbursement for breakfast is only available if you are required to leave home before 7.30am
Reimbursement for an Evening meal is only available only if you are required to arrive home after 8.30 pm. Receipts must be provided for all subsistence claims.  
Subsistence Rates
Breakfast:


£5.88 
Lunch:



£5.00

Evening meal:
£14.38 
Bed and Breakfast:

£80.44 (except London)

Bed and Breakfast:

£127.64 (London)
Childcare

Childcare can normally only be reimbursed if you can provide a receipt from a registered childcare provider.

Participant payments
PenPIG members are also offered a small sum in recognition of their contribution. These are paid directly into your bank account. You will be invited to complete a claim form and fill in your bank details.

Participant payments are calculated on the basis of: 

	Participant payments
	Pre-meeting preparation
	Attendance
	Post-meeting liaison

	For a half day meeting
	£10 


	£10 
	£5

	For a full day meeting
	£20


	£20
	£10


This means that a half day meeting will normally attract a participant payment of £25
A full day’s meeting will normally attract a participant payment of £50. 
The involvement team will usually indicate the payment offered in the invitation. 
Participant payments may be offered for other activities, like reviewing documents or commenting on questionnaires by email. The involvement team will indicate if payment is offered in the invitation. Members may wish to keep track of the amount of time the task took to report back to the involvement team.

No participant payments are normally offered for attendance at lectures and conferences (unless presenting), or for attending training.

Payments Summary 

	Activity
	Participant payment
	Travel/subsistence
	Fees

	PenPIG meeting
	Offered

	Reimbursed
	Free

	Internal PenPIG training
	Not offered
	Reimbursed
	Free 

	PenCLAHRC

seminars
	Not offered
	Not normally reimbursed
	Free 

	External Training
	Not offered

	Not normally reimbursed
	Not normally paid

	PenCLAHRC

conferences
	Only offered if presenting on behalf of PenPIG
	Reimbursed
	Costs paid by PenCLAHRC

	External conference
	Only offered if presenting on behalf of PenPIG
	Only reimbursed if representing PenPIG
	Only paid if representing PenPIG


Keeping track

You are advised to keep a note of your claims for your reference. 

The involvement team aim to send participation payment forms to the University of Exeter Finance team on the third Thursday of the month. These payments will usually arrive in your bank account 2-6 weeks after submission. If after 6 weeks you are still unpaid, please contact the involvement administrator.
To help you manage payments, we aim to provide monthly statements for each PenPIG member. This is usually sent by email on the last Thursday of the month. It lists all claims submitted including: the date and title of meetings attended, the amount claimed per meeting, the date sent to finance, and the lump sum you should receive in your bank account.

