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1 Preamble 

As the body contracted to deliver the day-to-day operations of Memorial University’s 

Undergraduate Medical Education (UGME) on Prince Edward Island (PEI), the University of 

Prince Edward Island (UPEI) Faculty of Medicine (“the Faculty”) is committed to ensuring an 

experience for learners at the Memorial University PEI Campus that is comparable to their 

colleagues at the Memorial Newfoundland Campus, and in accordance with Committee on 

Accreditation of Canadian Medical Schools (CACMS) accreditation standards. 

 

2 Purpose 

These guidelines establish the requirements and processes for learner travel arrangements and 

expense reimbursements when such travel is undertaken for required placements. 

 

3 Scope 

Learners enrolled in Phases one (1) to three (3) of the Doctor of Medicine Program at the Memorial 

University PEI campus. These Phases are defined as per the Memorial University Faculty of 

Medicine’s curriculum.  

 

4 Definitions 

Term Definition 

Distributed 

Medical 

Education 

(DME) 

The administrative unit responsible for overseeing the development 

and coordination of distributed medical education activities.  

Distributed 

Teaching Site 

For learners enrolled in the Doctor of Medicine (MD) program at the 

Memorial University PEI campus, a distributed teaching site is one 

that is located 35km or greater in driving distance from the home 

base of the medical learner. 

Learner Individuals enrolled in Phases one (1) to three (3) of the Doctor of 

Medicine Program at the Memorial University PEI campus. 

Home-base Home-base refers to the community where a Learner spends the 

majority of their core rotations in a given academic year. For learners 

in Phases 1 to 3, home base is defined as the University of Prince 

Edward Island campus located at 550 University Avenue, 

Charlottetown, PE C1A 4P3.  
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5 Guidelines 

5.1 Learners will be reimbursed for actual mileage as per the UPEI mileage 

reimbursement rate. 

 

5.2 Mileage will be reimbursed for the driving distance between the learner’s place of 

residence or their home base to their assigned placement and back, depending on 

which is the shorter distance.  

 

6 Should this shorter driving distance be less than 30 kilometers, one way, the 

learner will not be eligible for mileage reimbursement. 

 

6.1 Should DME provide housing to the learner for the duration of the placement that is 

more than 30 kms, one way, from the location of the placement, travel between the 

accommodations and placement location will be eligible for reimbursement.  

 

6.1.1 Travel between housing and the location of the placement will not be 

reimbursed if a learner chooses to stay in a housing accommodation that is 

located more than 30 kms, one way, from the location of the placement, and 

closer DME accommodations are available. Exceptions may be made on a case-

by-case basis upon pre-approval by DME. 

 

6.2 Learners shall submit a Travel Request Form to DME for approval at least five (5) 

weeks before the start of their placement. They may only incur travel expenses after 

they have been notified that their request is approved by DME. 

 

6.3 Learners shall complete a Travel Report and Claim form and submit it along with 

all necessary documentation to DME within thirty (30) working days of trip 

completion for reimbursement. 

 

6.3.1 This necessary documentation may include a map showing the starting and 

ending locations of travel as well as the driving distance between the two. 

 

6.3.2 Travel claims will not be considered for reimbursement if submitted more than 

six (6) months after the trip’s completion. 

 

 

6.4 Learners who are unable to pay upfront for the cost of travel are advised to contact 

DME and submit a Travel Advance Request form at least fourteen (14) working 

days before the start of the placement.  

 

6.4.1 Should this request be approved, learners shall still fill out a Travel Report and 

Claim form after their trip as per usual timelines.  

 

6.4.2 Should the advance be approved but travel not take place, any advance already 

issued will be promptly returned to UPEI Financial Services within fourteen 

days. 
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6.5 Expenses for parking, traffic, or parking violations and vehicle maintenance (such as 

automobile repairs or wiper fluid) will not be eligible for reimbursement. 

 

6.6 When using their personal vehicles, learners are not covered by the UPEI automobile 

insurance policy. Their personal insurance will instead be in effect. Learners are 

responsible for ensuring their insurance is adequate and for the safety of themselves 

and any passengers they may transport. 

 

6.7 Learners who will not have access to a personal vehicle for their placements are 

encouraged to contact DME to discuss their travel options.  

 

6.8 Meals during placements are the responsibility of learners and are not eligible for 

reimbursement nor per diem.  
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