School District No. 23 (Central Okanagan)

Policies And Procedures

Section One: Board of Education
“Together We Learn”

190 —- TRUSTEE EXPENSES
Introduction

Trustees will be reimbursed, as outlined in this policy, for costs incurred in performing
their duties.

In order to enable Trustees to gain greater knowledge and experience relative to their
responsibilities, the Board of Education supports their attendance at appropriate
conventions, seminars and courses within the budget limitations established by the Board.

Expense claims will be submitted recognizing the fundamental principle that
expenses paid from public funds have been incurred prudently and meet the test of
appropriateness and reasonableness.

1. Board Business
a) In-District Expenses

Each year a budget shall be set to cover in-district expenses.
Actual reasonable costs for travel for in-district Board business may be claimed
at the current BC School Trustees Association’s rate but shall not exceed the
acceptable reimbursement rate established by the Canada Revenue Agency.
Trustees may request reimbursement for Board business telephone calls and
meals for other people, when on official Board business. Receipts are to be

provided.

The School District will only provide School District office supplies to
assist Trustees directly in their duties.

Trustees will be responsible for:

1. additional vehicle insurance;

2. annual credit card fees and credit card interest;

3. expenses related to the creation of a 'home office' (e.g. printers,
printing supplies, utilities, maintenance, internet connection).

Once a term, if requested, a Trustee will be provided with a District tablet or
notebook computer. Any provided device must be returned to the School
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District when the Trustee's term ends or they discontinue using the device
for School District business.

All Trustees will be supplied with a School District cell phone to conduct
board business. Any provided cell phone must be returned to the School
District when the Trustee's term ends or they discontinue using the cell
phone for School District business.

b) Conferences, Seminars, and Workshops

Each year, a budget shall be set for the costs of Trustees attending the BC
School Trustees Association (BCSTA) Annual General Meeting, the BC
Public School Employers’ Association (BCPSEA) Annual General Meeting,
the BCSTA Trustee Academies and BCSTA Branch meetings. Trustees
who are claiming expenses directly from the organization will not claim
expenses under this section.

¢) Other Expenses

Authorized miscellaneous expenses must be claimed using a Trustee
Expense Claim Requisition Form, with appropriate receipts attached.

2. Trustee Personal Travel/Seminar Budget

2.1 A separate budget shall be set annually and each Trustee shall be allocated
1/7 of this budget.

2.2 Within this budget allocation, Trustees may each choose to attend the
conferences, annual general meetings or seminars which they deem to be
beneficial to their duties.

2.3 In the year of Trustee elections, Trustees will receive a maximum of 1/3™ of
their annual personal travel budget to October 31, The remaining 2/3™
shall be retained for the new Board.

2.4 Trustees may carry forward, from year to year, a surplus in their travel
budget, to a maximum of four year’s annual allocation, to enable them to
attend distant conferences.
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2.5

2.6

2.7

A Trustee may carry forward, from year to year, a deficit in their travel
budget, provided this is eliminated by the Trustee on the completion of their
term.

After attending conferences, seminars or workshops at Board expense,
Trustees shall submit a report to the Board, if requested.

Trustee personal travel/seminar expenses paid directly by the District on
behalf of Trustees shall be allocated against the personal travel/seminar
budget of the Trustee.

Travel Outside of the Central Okanagan

(whether on Board business or using personal budget)

3.1

3.2

3.3

3.4

3.5

The per kilometre reimbursement rate will be the same rate as determined
by the BCSTA but shall not exceed the acceptable reimbursement rate
established by the Canada Revenue Agency.

All out-of-valley travel to destinations other than the Fraser Valley,
Vancouver Island and Lower Mainland will be reimbursed at the lower of
the per kilometer rate or the lowest airfare rate available at the time of travel
when air transportation is available and practical.

The amount to be reimbursed for automobile travel to the Fraser Valley,
Vancouver Island, Vancouver and the Lower Mainland shall be reimbursed
at the rate established by the Board of Education.

For purposes of this policy, the ‘Fraser Valley’ is defined as being within
the boundaries of the following school districts:

School District No. 33 (Chilliwack), School District No. 34 (Abbotsford),
School District No. 75 (Mission) and School District No. 78 (Fraser-
Cascade).

For purposes of this policy the ‘Lower Mainland’ is defined as being within
the boundaries of the following school districts:

School District No. 35 (Langley), School District No. 36 (Surrey), School
District No. 37 (Delta), School District No. 38 (Richmond), School District
No. 40 (New Westminster), School District No. 41 (Burnaby), School
District No. 42 (Maple Ridge-Pitt Meadows), School District No. 43
(Coquitlam), School District No. 44 (North Vancouver), and School District
No. 45 (West Vancouver).
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3.6

Automobile travel to Vancouver Island will be reimbursed at the rate
established by the Board of Education (including ferry costs).

3.7 Trustees may claim for taxis, parking fees, local mileage and airport
improvement fees. Receipts are to be provided (except for local mileage).

Lodging

3.8 Accommodation may be claimed based on the ‘single’ rate of the

3.9

convention hotel or on the standard government approved rate. Hotel
charges such as valet service, personal telephone calls and in-room movies
are the responsibility of the Trustee.

If staying with a friend or relative, $30.00 per night may be claimed without
a receipt.

3.10 The cost of extra nights is the responsibility of the Trustee.

Meals
3.11 For meals not covered by the convention fees, Trustees may claim the per

4.
4.1
4.2
4.3
5.

5.1

diem rate established by the Board of Education.

Payment of Expenses

Expenses must be submitted on a timely basis, preferably once a month.
Only expenses submitted on the correct forms shall be considered. Expense
claims that are submitted three months after the occurrence of the event or
expense will not be paid unless approved by the Board.

Trustees may request an advance for out-of-town business engagements of
two or more days.

The Superintendent of Schools/CEQ, or designate, shall scrutinize each
Trustee expense claim. The Board shall resolve any discrepancy in
interpreting and applying this policy.

Expenses Paid by Outside Organizations

Trustees who are elected or appointed by the Board to officially represent
the Board of Education at provincial meetings of the BCSTA Provincial
Council or the BC Public Schools Employers’ Association Representative
Council or serving on BCSTA, BCPSEA, or Ministry of Education
committees, will be compensated by those organizations in accordance with
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their expense policies. Trustees are responsible for claiming expenses
directly from those organizations and will not be reimbursed by the Board.

6. Review of Trustee Expenses

Bi-annually, a sub-committee comprising of the Board Chair, Vice-Chair, Finance
and Audit Committee Chair and Assistant Secretary-Treasurer, or designate, shall
review all Trustee expenses for the previous 6 months. The sub-committee shall
make recommendations to the Board regarding changes to Policy or practice.
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