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1. Policy Summary

This policy deals with the UCD Conference Allowance. The purpose of the
conference allowance is to allow employees, in consultation with their
Head of School/Unit, to attend relevant conferences or other training or
development events. These should be linked to the employee’s
professional development and assist in building sustainable networks in
the interests of the University.

The conference allowance is currently €1,400 for the two-year period
15t October 2018 to 30" September 2020.

2. Purpose of Policy & Definitions (Payment
Conditions)

The conference allowance may be spent on academic and professional
conferences (attendance or presentation of paper), symposia, attendance
at training courses (for relevant skills and knowledge enhancement) or
other training or development events relevant to the employee’s role. The
use of the conference allowance should be made in consultation with the
employee’s Head of School/Unit. Leave with pay to attend the conference,
training programme or development initiative, is subject to approval of the
Head of School/Unit and the operational requirements at the time.

Unspent balances may not be carried over from one two-year period to the
next. Payments from the conference allowance may only be claimed
through the travel & expenses system, Bursar’'s Office. Payments can only
be issued to the holder of the conference allowance rather than to any
creditor or third party. The allowance is charged to the employee’s own
school/unit.

The conference allowance may only be claimed in respect of
conferences/events within the two year period i.e. the 2018-2020
Conference Allowance cannot be used to cover the cost of an event held
after September 2020 or before October 2018.

3. Scope of the Policy

The following categories of staff are entitled to claim a conference
allowance:

Faculty from Lecturer/Assistant Professor to Full Professor.

Staff of Grade A02 and above.

IT staff Programmer Il and above.

Part-time or temporary employees at the levels above, are entitled to
claim conference allowance on a pro-rata basis.
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e Employees who commence employment during a two-year
conference allowance period will be entitled to an allowance based
on a pro-rata basis. For those to whom the conference allowance
policy applies, it is considered to be a term and condition of
employment.

e Funded employees are not entitled to claim the conference
allowance but may be awarded an equivalent allowance from the
research grant, subject to terms of the particular grant and its
budget provisions.

e Employees already in receipt of an allowance for development
purposes, as part of their employment contract, are not entitled to
claim the conference allowance e.g. Continuing Medical Education
Allowance.

4. Any other relevant information

e Employees can review the balance remaining on their conference
allowance and all transactions charged to their conference allowance for
the current and previous allowance periods through the "My Staff
Profile" on Infohub.

e All conference allowance eligibility queries should be sent to
hrhelpdesk@ucd.ie.

e Bursars website: https://www.ucd.ie/bursar/bursarsoffice/staffexpenses/

e Form: https://www.ucd.ie/bursar/bursarsoffice/forms/

e Budget or finance queries relating to the policy: John Kenny,
Operations Accountant, john.kenny@ucd.ie ext. 1605

5. Review
It is recommended that this policy is reviewed every two years to tie in with
the end of the current conference allowance period. Next review will take
place in September 2020

Last Updated Date: 3 October 2019
Version: 13.0
Page 2 of 3


mailto:hrhelpdesk@ucd.ie
https://www.ucd.ie/bursar/bursarsoffice/staffexpenses/
https://www.ucd.ie/bursar/bursarsoffice/forms/
mailto:john.kenny@ucd.ie

Conference Allowance Policy

6 Policy Revision History

UCD Human Resources
Acmhainni Daonna UCD

5.0 May 2011 Policy Versioning Implemented UCD HR

6.0 Jan. 2013 Scope of the policy updated UCD HR

7.0 Sep. 2013 Learning & Development contact for UCD HR L&D
general queries removed

8.0 Jan 2015 Policy updated as per Bursar’s Office UCD HR L&D
requirements & Info on My Staff Profile

9.0 June 2016 Updates to reflect changes in academic UCD HR L&D
tittes and other naming conventions

10 Sep 2016 Policy dates & review date updated UCD HR L&D

11 Aug 2018 Policy dates updated UCD POD

12 Mar 2019 Policy Wording Update Section 3 UCD HR

13 Oct 2019 Links updated Section 4 UCD POD
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