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Policy 713

MILEAGE POLICY

I.
POLICY


The purpose of this policy is to administer mileage reimbursement for employees.

II.
GENERAL STATEMENT OF POLICY


If the school district has a district-owned vehicle available for the employee’s use for approved travel, the employee is expected to use that vehicle, unless the appropriate administrator determines that the employee’s use of the district-owned vehicle would not be practicable for the employee or the district.  When an employee must incur mileage on a personal vehicle for district-approved travel, [t]he school district mileage reimbursement for any given fiscal year will be established by use of Federal Government Guideline.  The amount of reimbursement will be based on the current IRS established guidelines.

III.
RESPONSIBILITY


The business administrator shall inform the staff of any change.

IV.  
PROCEDURES


Use of District-Owned Vehicles

A.  An employee who has foreseeable travel needs shall request use of a district vehicle through the processes established by the employee’s building or work site.  If the employee believes using a district vehicle is not practicable, the employee shall discuss the matter with his or her supervisor.  The supervisor shall determine whether the use of a district vehicle is practicable, based on the total circumstances, including whether the employee must complete significant additional travel in order to secure the district vehicle.

B.  When two or more employees are traveling to the same location, reasonable efforts shall be made for those employees to travel together.  

C.  The employee’s supervisor may permit the employee to keep the vehicle at the employee’s residence overnight, if that arrangement is appropriate.

D.  The employee shall not use the district-owned vehicle for personal use while in possession of that vehicle.

E.  An employee using a district-owned vehicle is responsible for:

· operating the vehicle in a safe manner;

· payment of any fines or fees incurred as a result of operating the vehicle in violation of any traffic or parking law;

· reporting problems noticed with the vehicle according to building or worksite process;

· returning the vehicle in a clean condition, ready for its next use.

F.  Any employee who operates a district-owned vehicle after consuming any alcohol or illegal controlled substance shall be subject to disciplinary action.

Reimbursement for Use of a Personal Vehicle

A. All claims for mileage and expense reimbursement shall be submitted on a monthly basis except in instances where the claim does not exceed $50.00.  In such instances, the claimant must submit the claim for reimbursement when the $50.00 figure is attained but not to exceed sixty (60) days.  This does not include convention or similar travel reimbursement considerations which are reported immediately after return.

B. All claims shall be reported on the “Employee Mileage Forms” of the school district.  All claims for mileage must be accompanied by an independent statement of mileage between points of travel (such as from an Internet-based travel website).
C. When two or more employees are traveling to the same location, reasonable efforts shall be made for those employees to travel together.  Mileage reimbursement is only available to an employee who actually incurs mileage on a personal vehicle, not to others who may have ridden in the same vehicle.
D. Any exceptions to this procedure must have the prior written approval of the Superintendent of Schools or the Director of Business Affairs.

E. Normal mileage to and from an employee’s home and work is not a reimbursable expense.  (Therefore, if the employee does not report to the normal worksite on a given day due to approved travel to an alternate location, the reimbursed mileage will not include the mileage the employee would normally have incurred in traveling to the normal worksite.)
F. Mileage is reimbursable only when a district vehicle is not available or practicable.

G. An employee who is required to report to an alternate work site, due to an unusual circumstance, may submit for reimbursement any mileage beyond the normal routine.

H. Mileage reimbursement between sites within the district shall be reimbursed at amounts not to exceed the following table:

** Mileage shown is for one-way travel.  For a round trip, the amount would be doubled.
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· Dates to Note
	EVENT
	DATE
	LOCATION
	TIME

	School Board
	
	
	

	Board Meeting - Reorganization
	January 10, 2008
	CEC Board Room
	6:30 pm

	
	
	
	

	REMINDERS
	
	
	

	Holiday Break
	December 24 thru Jan 2
	
	

	MSBA State Convention 
	Jan. 17 & 18, 2008
	Minneapolis
	

	NSBA National Convention
	Mar. 29 thru April 1 
	Orlando Florida
	

	NEGOTIATIONS
	
	
	

	NPEM-Mediation
	January 9, 2008
	 CEC Building
	9:30 am

	
	 
	 
	

	Food Service
	  TBD
	CEC Building
	2:00 pm

	
	 
	 
	

	Custodians
	  TBD
	CEC Building
	1:30 am

	
	 
	 
	

	Paras
	December 17
	CEC Building   
	6:00 pm

	
	 
	 
	

	Technicians
	December 11
	CEC Building
	4:00 pm

	
	 
	 
	

	Clerical
	TBD
	
	

	Principals
	TBD
	
	

	Individual Agreements
	TBD
	
	

	Sub Committee Meetings
	
	
	

	Strategic Leadership
	 December 20
	CEC Conference Room
	 

	Review & Evaluation
	December 12
	Operations Conference Room
	 7:30 AM

	Executive Board
	December 13
	CEC Bldg – Supt. Office
	  7:30 pm 

	
	
	
	

	PAC DATES for School year 2007/2008
	
	
	

	High School
	January 28
	HS Lecture Room (265)
	6:30 pm

	
	March 17
	HS Lecture Room (265)
	6:30 pm

	Middle School
	February 11  
	 Media Center
	7-8:00 pm

	
	March 31
	Media Center
	7-8:00 pm

	Falcon Ridge Elementary
	 Jan. 8, 2008
	 Media Center
	6:30–8 pm 

	
	Feb. 12, 2008
	Media Center
	6:30–8 pm 

	
	March 11, 2008
	Media Center
	6:30–8 pm 

	
	April 8, 2008
	Media Center
	6:30–8 pm 

	Eagle View Elementary
	January 17
	Media Center
	6:30 PM

	
	March 13
	Media Center
	6:30 PM

	Raven Stream Elementary
	 December 4 
	Media
	6:30 pm

	
	January 10
	Media
	6:30 pm

	
	February 21
	Media
	6:30 pm

	
	March 27
	Media
	6:30 pm

	 MRVSEC
	3rd Weds. of Month
	Jordan MRVSEC Bldg
	 

	SEPAC  
	 Feb 26

	 Conf  room CEC building 
 special education area
	 6:00 pm



	
	May 16-
	Conf  room CEC building  
	6:30 am

	
	
	
	

	Building Info
	
	
	

	High School
	
	
	

	Choir Concert
	December 17
	
	

	Middle School
	
	
	

	 Book Fair
	November 20-December 14
	
	 

	Band Concert – Grades 6-8
	December 11
	
	

	Eagle View
	
	
	

	Falcon  Ridge
	
	
	

	Raven Stream 
	
	
	



