Guidelines for External Examiners 2011-12
REGULATIONS GOVERNING EXTERNAL EXAMINER EXPENSES  2011-12

The University will reimburse expenditure in accordance with the maximum rates specified below.  The University reserves the right to amend or withdraw this policy at any time, at the discretion of the Strategic Management Group.  All expenses claims are subject to the University's normal audit procedures in accordance with its financial regulations.

With the exception of car mileage claims, reimbursement will only be paid on production of receipts for all items.

All expenses claims require receipts as evidence of expenditure showing expenses incurred.  In most cases, credit card slips do not contain this information and are not acceptable, and therefore other receipts must be supplied.  All claims must be submitted on the appropriate form and forwarded to the relevant Faculty Quality Contact or the Quality Support Manager for certification and approval.

Data protection

LJMU requires its external examiners to provide some personal data on the expense claim forms in order to process your expenses claim.  The data may be shared with the Inland Revenue or the University’s auditors for tax and auditing purposes.  The data is retained for six years after the end of the current financial year, as required by the Inland Revenue.

LJMU is registered as a Data Controller with the Office of the Information Commissioner as required under the Data Protection Act 1988.  The University only processes personal data in accordance with the Data Protection Act and for the purposes notified to the Information Commissioner.


1. Travel by Road

1.1 Car mileage will be reimbursed in accordance with the University’s approved rate of 40p per mile.
1.2 Hire vehicles.  The University will not reimburse external examiners for the cost of a hire
1.3 Taxis  should only be used in appropriate circumstances and only within the Merseyside boundary.  Receipts should be obtained for all journeys.
1.4 Car parking.  Car parking fees paid during the course of external examiner duties will be reimbursed subject to the production of proof of expenditure.  External Examiners should endeavour to use free parking where possible.

2. Rail Travel
2.1		Rail travel can be booked through the University.  If  an external examiner makes his/her
		own arrangements, reimbursement will be made subject to production of proof of purchase.
2.2	First class travel costs will not normally be reimbursed by the University.  First class travel must be agreed in advance by the Faculty Quality Contact for a specified exceptional reason.


3. Air Travel

3.1		International air travel costs will not normally be reimbursed as approval of External Examiners living abroad will not normally be considered.  Any such travel must be approved in advance by the Faculty Quality Contact.

3.2		Internal air journeys should only be made where it is apparent that such travel results in either direct or indirect cost savings (e.g. hotel charges) or where there is no other practicable method of travel, or where other special circumstance apply (e.g. industrial action).  Such travel must be approved in advance by the Faculty Quality Contact.




4. Overnight Accommodation

4.1		Hotel accommodation may be arranged through the University.  If an external examiner
		makes his/her own arrangements, reimbursement will be made subject to production of proof of purchase.  A list of hotels with which the University has special arrangements can be provided.  The cost of all facilities should not exceed £85.

4.2	The University is unable to repay any telephone, newspaper or gratuity costs incurred during 	overnight stays.

4.3	Where an external examiner wishes to stay with relatives or friends, a nominal reimbursement 	of £25.00 per night can be made.  Authorisation to claim this allowance must be sought in
advance from the Faculty Quality Contact.

5. 	Meals and subsistence

5.1		Expenditure on meals will only be reimbursed on production of receipts up to the approved cash limits outlined below:

Breakfast	£7.50
Lunch		£7.50
Evening Meal	£22.50

5.2		The reimbursement of expenditure on alcohol shall be limited to the provision of one half bottle of wine or equivalent when taken with an evening meal subject to production of receipts.  The cost of alcohol taken with a meal shall be included within the maximum allowance claimable with that meal.


6. Postage

Where an external examiner has incurred postage charges, e.g. on returning scripts, these will be reimbursed on production of receipts.


7. Requests to exceed maximum rates

The University recognises that there may be exceptional circumstances when the   maximum rates may need to be exceeded.  In order for reimbursement to be considered, externals are  asked to attach a covering letter to the claim form.  This must be agreed and authorised by the Faculty Quality Contact and the Finance Director


