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Interview Expenses Policy

1. Scope 

The University of Manchester will reimburse reasonable interview expenses, as defined by criteria set out below, where a candidate is attending a job interview. 

2. Eligibility 

The reimbursement of interview expenses is only for prospective new staff.  It is not applicable to those already employed by the University.

If a candidate is based overseas, recruiting managers should consider holding initial interviews by Skype or video conference, as part of the University’s cost saving initiatives and sustainable travel plan.  IT Services can provide information and help on the facilities available.

3. General Principles

a. Claims of less than £5 will not be reimbursed

b. Candidates should use the most economical form of public transport where possible.  

c. Candidates should obtain receipts for all travel and be able to demonstrate obtaining the     best quote available.

d. Human Resources will pay up to a maximum of £250 for claims for each candidate. 

e. Any amounts in excess of this limit must be agreed in advance by the candidate with the recruiting School/Directorate,  who will be responsible for paying the excess amount of the claim

f. The University will only reimburse taxi fares,  where their use is considered reasonable, cost-effective and/or the only practical form of public transport
g. Recruiting managers should set interview times that take into account travelling distance of the applicant, in order to minimise expenses claims
4. What can be claimed 

a. Travel by public transport – (Air, Rail, Bus or Coach)

Candidates can claim for the most economical fares only, and where possible should take advantage of advance saver tickets and travelling during off-peak periods.

b. Travel by Car / motorcycle 
Journeys by car or motorcycle will be reimbursed at a rate of 25p per mile, up to the equivalent of the public transport fare as set out above, whichever is the cheaper.  
c. Special Requirements

Candidates with a disability who have any special requirements (e.g. car parking, use of taxi), should contact the Recruiting Manager as soon as possible, so that arrangements can be made in advance and/or expenditure approved.

d. Accommodation

If candidates are unable to travel to and from the University in a single day, they should contact the School/Directorate who will arrange hotel accommodation.  

The limits below will apply to meals purchased during overnight stays, unless these are included in the hotel package.  Claims for the purchase of alcoholic drinks and other additional expenses such as newspapers, internet access fees and other hotel services will not be reimbursed.
e. Meals

Human Resources will reimburse costs for meals where a candidate is required to travel outside of the times below

i. Before 7.30 am - up to £5 for breakfast

ii. After 7 pm - up to £15 for dinner

iii. Reimbursement will not be made for lunch

5. How to claim 

Expenses must be submitted on the University’s Interview Expenses Claim Form http://documents.manchester.ac.uk/display.aspx?DocID=1533 , and sent to HR Services within 28 days of interview date.

Expense claims can only be processed when the form is fully completed and accompanied by original receipts confirming the date of travel and cost.  Photocopied receipts will not be accepted as evidence of expense incurred.
6. Time Limits 

Expense claims should to be made within 28 days of interview date. The candidate will receive an email confirming receipt of their claim by HR Services.

7. Payment

Will be by bank transfer into the candidate’s bank or building society account

8. Excess Claims

The School/Directorate will provide an account code to HR Services who will arrange to re-charge the amount.
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