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1. Gaining Authorisation 

 

 

 

 

 

2. Obtaining Receipts 
 

 

 

 

 

 

3. Completing Expenses Form 

 

Requirement to attend a 

conference, training or 

other career development 

event is identified and 

agreed with Line Manager 

and employee.  

Employee and Line Manager 

discuss attendance and whether 

care funding is required, as per 

the guidelines, and what the total 

cost would be (up to £250 per 

claim).  

Employee fills out Section A of 

the Conference and Training Care 

Fund Authorisation Form and 

submits to line manager for 

approval. 

Line manager approves 

Conference and Training Care 

Fund Expenditure by completing 

Section B of the Conference and 

Training Care Fund Authorisation 

Form. 

Employee organises 

additional care or travel 

/accommodation 

arrangements for 

dependent(s), as agreed 

with the Line Manager.  

Event is attended and 

agreed caring cover is 

provided.  

Employee gains receipts from travel provider, accommodation 

provider, and/or care provider, as appropriate and as per 

agreed limits of the claim.  

If claiming for travel and/or accommodation, the employee 

should where possible obtain an itemised receipt reflecting the 

costs incurred by the employee, visible and separable from the 

costs of the dependent(s).  

Employee accesses 

UniCore as per the 

expenses policy 

guidelines. 

Employee fills out the 

relevant details under 

an expense claim within 

UniCore under the 

appropriate heading 

(childcare provision, 

taxable costs, and 

approved exceptions). 

The employee attaches the 

completed conference and 

training care fund 

authorisation form and all 

receipts to the expense 

claim in UniCore  

Project and/or Cost 

centre owner reviews 

claim within UniCore 

and authorises 

reimbursement of the 

expenses 

Financial Operations 

audit and approve 

claim. 

Employee is reimbursed 

the authorised expenses 

via payroll (unless there 

are queries/no receipts 

in which case the 

employee will be 

notified). 
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