EDINBURGH NAPIER UNIVERSITY

EXCESS TRAVEL SCHEME

GUIDANCE NOTES

1.
Change of Work Location
If the location of your post is changed by the University and you incur additional travelling expenses as a result, you are entitled to claim:

- the difference between the cost of travelling from your home to your new work location and from home to your old work location if the difference in cost amounts to £3.00 per week or more

Claims can still be made if you are off sick or on annual leave during the month you are claiming for but you will only receive payment for the days when you are actually at work.

2.
Length of Entitlement

Excess travel can be claimed for a maximum of 4 years from the date of the change of your work location

3.
What can I claim?

Mileage - you can claim the difference in miles.  The difference will be paid at the public transport rate of £0.23 per mile, not the intercampus travel rate.  

Bus Fares - bus fares can be claimed provided that the bus tickets for the journeys you are claiming for are attached to each claim. (Bus Tickets are now required to satisfy the University Auditors). 

Where one bus company is used for the whole journey, staff are encouraged wherever possible to use the day ticket if it is more economical to do so. 

Managers may wish to discuss the provision of an annual bus pass for an employee where this represents a cost saving to the University.  If this is the case please contact Personnel Services.  
If more than one bus company is used and it is therefore not economical to buy 2 ‘day tickets’ then the actual cost of fares per day from home to the new place of work will be used as the basis for the calculation of excess travel costs, provided bus tickets are submitted with the claim.

All payments are taxable, i.e. will be paid after deductions are made for tax and national insurance.

4.
What if the location of my job changes again within the 4 years?

If the location of your job is changed again by the University or you are redeployed to another post within the University within the maximum 4 year period, you are entitled to claim excess travel if applicable from your original location to the second location for the remainder of the original four year period.

5.
What if I change job?

If you apply for and are appointed to another post within the University then your entitlement to excess travel will cease.

6.
How can I claim?

You can claim excess travel on a monthly basis using the excess travel form which is on the Human Resources Public Folder.  

Please fill in all the details including your payroll/employee number, this is found on the top left of your payslip, underneath your name.

Claims must be signed by your Dean of School/ Director of Service and should be submitted monthly and received in Human Resources no later than 2 weeks before pay day each month.

