Participation payments to Research Volunteers

Template Letter Wording 

Dear 

Thank you for your interest in participating in this event with the University of Exeter and contributing to [describe activity]. 

In appreciation of you volunteering to take part in this event, we would like to provide you with £ [insert amount] to compensate you for your time.  We will also cover any expenses which you have incurred necessarily, wholly and exclusively in the course of this involvement. 

The payment which has been made to compensate you for your time is made in accordance with guidance issued by HM Revenue and Customs on participation payments to research volunteers. 
Since this is compensation for your time, [you have not been involved with this project before this tax year] and you are not employed by the University in this area and your participation as a research volunteer goes not imply an employment relationship between you and the University in relation to this research project, it is our understanding that this payment is not taxable. Similarly, if you are in receipt of state benefits it is our understanding that the payment will not affect your benefits. However, you may wish to declare this payment to HMRC through self-assessment and if you are in receipt of benefits you may wish to show this letter to Jobcentre Plus to explain your involvement with this project and ensure that your benefits will not be affected. 

How to claim your payment for compensation of your time. (Payment will be made direct to your bank account.) 

If you are neither an employee nor a student at the University then you will need to provide your bank details including Account Holder’s name, Sort Code and Account number.
If you are a student at the University payment will be made via SITS. You should ensure that you have entered/checked your bank details in your Student Record via exehub (http://exhub.exeter.ac.uk) immediately as this may affect your payment. 

If you are an employee at the university then payment will be made via the monthly payroll and show as a separate one off payment.  

You should complete the attached claim form and send your claim to [name/address] for authorisation no later than 7 days after your participation.  Please also include receipts for any expenses you wish to claim for.  Payment will be processed as soon after this date as possible. 

Yours sincerely
