Section 17

Expense Reimbursement


POLICY STATEMENT:  It is the policy of Hubbard County to reimburse employees for meals, lodging and mileage expenses incurred while performing duties required by the employer. Lodging expenses to be reimbursed by the county, require receipts.

A. EXPENSE REIMBURSEMENT

1. Mileage incurred while using private transportation for county business will be reimbursed at the rate established in January of each year by the County Board.  Personnel will be required to furnish their own car if a county car is not available.  Employees will be required to provide proof of auto insurance to the Auditor’s Office prior to payment of personal mileage expenses.  Mileage incurred while traveling between the employee's residence and normal work location is not reimbursable. This includes repeat trips back to the normal work location for work related responsibilities.  Mileage will be reimbursed based on the following:

a. The actual miles traveled when driving from the normal work location to another work site(s), and back again.

b. The miles driven in excess of the employees normal commute if stopping at a work site while traveling between the employees residence and normal work location.

c. The miles driven in excess of the employee’s normal commute when the employee drives from their residence, to another work site (e.g. a conference), and then returning to their residence.

2. Fare while using public transportation.

3. Lodging will be reimbursed at actual cost when overnight travel is necessary and receipts will be required.
a. Personal expenses such as personal phone calls, movie rental charges, etc. are not reimbursable.
b. Tips and alcohol are not reimbursable and shall not be included on claims.

C. MEAL REIMBURSEMENT

1. Meals while traveling for business purposes, outside of the County whether an overnight stay is required or not, will be paid for the actual amount of the meal not to exceed the schedule as established by the County Board in January of each year with said schedule to be reflected in Addendum VI of this policy.

2. Tips and alcohol are not reimbursable and shall not be included on claims.

3. Meal receipts are not necessary.

4. No meal reimbursement is allowed if meal is included with registration fees.

5. Meal reimbursements are taxable income unless involving an overnight stay.

D. AUTHORIZATION

1. The Department Manager shall be responsible for authorizing business travel and approving meal reimbursements per the time requirements established by the Board and listed in Addendum VI.

2. The employee shall be representing the interests of the County.

3. Travel must not be related to union activities.

E. PROCEDURE FOR REIMBURSEMENT 

1. The employee shall submit an expense sheet for overnight stays for meals, lodging and other itemized proper reimbursements.  For those meal reimbursements not during an overnight stay, the form to be used is the time card.  Receipts for meals are not required.
2. The Department Manager shall approve expenses claimed before submitting the bill to the Board of County Commissioners.

3. A special check shall be issued for overnight expense reimbursement.

CONFERENCE & SEMINAR EXPENSES/EDUCATIONAL TUITION REIMBURSEMENT

A. POLICY STATEMENT:  Hubbard County seeks to assure the delivery of quality services by supporting the professional growth and development of its employees and elected officials.  All employees and elected officials will be afforded opportunities and resources for continuing education, technical training updates, required training, and other experiences which fit within the approved budget.

It is the policy of Hubbard County to allow regular employees educational opportunities that are directly related to the employees current position and intending to update and enhance an employees ability to perform the responsibilities of their current position. 

B. ALLOWABLE EXPENSES

1. Fees for seminars, conferences, or conventions, including additional required materials, directly related to the current position.

2. Travel expenses incurred, per policy.

3. Travel time as defined in Section 10, D,6.

4. Fees, tuition, or expenses for education opportunities which are not directly related to an employee’s current position are approved on a case by case basis by the Board of Commissioners.

C. EDUCATIONAL TUITION REIMBURSEMENT

1. Employees who work (32) hours or more per week on an ongoing basis and have completed their probationary period may be eligible for tuition reimbursement.  Resignation or termination of the employee automatically terminates their eligibility for educational assistance benefits.

2. Education assistance will be provided for courses offered by technical institutes, trade schools or accredited colleges or universities.  The classes chosen must be related to the employee’s development in their current position, improve their job skills and knowledge and/or prepare the employee for advancement within county government.  Under this plan, an employee will be reimbursed up to $300/year providing monies are available within the current year’s county training budget with prior approval as outlined below.  Textbooks purchased as a requirement of a course of instruction will be paid for by the employee.

3. Approval of reimbursement must be granted in advance of enrollment in the course. A request by the employee must be completed and submitted to the Department Manager including the following:  1) course name, brief description and how the proposed course relates to the employee’s current or future position; 2) sponsoring organization; 3) time element involved; 4) credit to be received; 5) location where course is conducted; 6) cost; 7) employee’s intention regarding time off and travel.  The Department Manager must acknowledge 1) the education is required by Hubbard County to keep the employee’s present position (salary, status or job) and serves a bona fide business purpose of Hubbard County, or 2) the education maintains or improves skills needed in the employee’s present or future work.  The Department Manager will forward the request and their recommendation to the County Board for final authorization.

4. All requests must be pre-approved before employee enrollment at the beginning of each quarter to be considered for this reimbursement.  All request approvals shall be on an individual basis based on the employee’s attendance, work history, and other contributing employment factors.  Once authorized, and upon satisfactory completion of the course (Grade “C” or better, “Pass” on “Pass/Fail” grading system and/or Certification of Completion or Attendance), the employee will submit reimbursement documentation to the Coordinator’s Office.  The employee will required to submit a receipt of payment and a certificate of participation or credit earned before reimbursement will be paid.  Reimbursement will not be given when an employee has not satisfactorily completed a course or received a failing grade.

5. Employees wishing to participate in the educational reimbursement program shall do so on their own time.  Attendance at classes is not reimbursable under this policy.  Time used to attend courses of study during normally scheduled work hours must have prior department manager approval and utilization of flex time in accordance with the Fair Labor Standards Act may be authorized to make up any hours used for class attendance if available.

6. Retention Period:  The retention period is considered a twelve month period after the completion of the reimbursed course.  It is understood and agreed to by the employee that the employee will reimburse the county in full if voluntary resignation occurs within one (1) year of completion of the course unless forced to

resign for health reasons verified by a licensed physician, or due to department head failing to be reappointed or re-elected to the position resulting in the employee’s loss of county employment.  If any of these criteria have not been met after county monies have been extended for such purposes, the employee will make full restitution of all county funds expended.  This reimbursement shall be paid to the county either by direct payment, or the employee may sign a release agreement to withhold the amount from their wages.
D. AUTHORIZATION

1. Educational opportunities directly related to the employee’s current position, and offered in-state, must be approved by the Department Manager (B.1).

2. Educational opportunities that are either not directly related to the employee’s current position, or are out-of-state, must receive prior approval by the Department Manager and the Board of Commissioners (B.4.).

3. Attendance shall not be related to union activities.

EMPLOYEE PER DIEM

A. POLICY STATEMENT:  It is the policy of Hubbard County to reimburse employees while attending committee meetings when they are Board appointed and when their representation is not related to the employee's Hubbard County employment.

B. PAYMENT OF PER DIEM
1. Per diem will be paid, as set annually by the Board, for attendance at committee meetings, as a Board appointed, non-employee representative, not held during work hours.

2. Attendance of county employees at committee meetings, as a Board appointed, non-employee representative held during work hours, will be dealt with as follows:

a. Employee attendance at a committee meeting while in Hubbard County employee pay status, will not be entitled to a per diem.

b. An employee who uses vacation, personal leave, or compensatory time in order to attend a committee meeting, shall be entitled to per diem.
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