Grande Prairie & District Catholic Teachers’ Local #42

Expense Policy

Conference reimbursement and local travel
1. Travel Allowance

Travel incurred by an individual on behalf of the organization will be reimbursed at the rate established by local council in the annual budget.  Teachers from our 4 rural schools attending local meetings in Grande Prairie (not including general meetings) will be given a travel allowance at the above rate.  Current rate is 53 cents per km.
Travel Allowance will be determined using the following distances.

Beaverlodge: 84 km, Fairview: 232 km, Sexsmith: 42 km, Spirit River: 157 km
These distances are return distances as researched on Google maps.
2. Accommodation

The maximum amount reimbursed for a hotel, including taxes, will be $220 per night.  Delegates are to request ATA rates for all accommodations.

Delegates who are sharing are not allowed to claim for a cumulative total of more than $220/night.  For example, if the per night cost came out to $245, if person 1 claims $220, person 2 CAN NOT claim for the additional $25.  The maximum reimbursed per hotel room is $220/night. Delegates are to request ATA rates for all accommodations.  RECEIPTS ARE REQUIRED. Only official hotel receipts are accepted.  Other internet site receipts will not be recognized. (Ex. Expedia, Hotel.com etc…)

This amount will not include the following: room service, movies, valet parking, long distance phone charges etc…

If a teacher uses private accommodation (friend, family) they are entitled to a reimbursement of $40 per night.  (In order to claim this amount a receipt of some kind must be provided, for example a gift or restaurant receipt.)  

3. Meals

Meals will be reimbursed at the following rate.  Breakfast = $15, Lunch = $15 and Supper = $30.  If a meal is provided at the conference/meeting no reimbursement will be paid out for that meal.
Requirement for receipts
Receipts are required for any expense claim.  For teachers attending conferences receipts for meals are not required.  

Receipts for meeting expenses must be submitted to the treasurer in a timely fashion.

4. Conference allowance

A conference allowance of $70 will be given to a teacher who attends an ATA sanctioned conference in either Edmonton or Calgary.  This is designed to cover any incidental expenses that the delegate might incur not covered elsewhere.  No receipts are required.

5. Rental Car or Taxi Expenses

Car rentals will be reimbursed up to a maximum of $150 per conference (excluding ARA $225 because it is the May long weekend conference).  The use of a taxi will be reimbursed at the same rate.  Receipts are required for either a rental car or a taxi.

6. Child-care expenses

Child-care costs will be reimbursed at a rate of $10/hour for 1 child and a rate of $15/hour for 2 or more children.  The cost will be deducted from the budget line of the committee the teacher is representing.  If a teacher is attending an out of town conference (i.e., Edmonton, Calgary) they will be reimbursed at a rate of $40 per day.
7. Resolution of disagreements

Appeal process will be as follows:

· A committee of 3 executive members (excluding treasurer) will hear the 1st appeal

· All executive members will hear 2nd appeal

If a teacher does not appeal a decision within seven school days from the time he/she was first notified of a decision the appeal will not be heard at the next level and the decision shall be binding.

