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POLICY

To comply with UCAN’s Personnel Policy VIII #2 on training/travel compensation, Head Start employees calculate their to-and-from travel time and mileage for required trainings and meetings.

PROCEDURE
· Staff will calculate travel time to and from staff’s assigned work site or a centrally located pickup point when employees meet to carpool in a program vehicle or personal vehicle.

· Program vehicles are utilized when available and most economically feasible.  When a program vehicle is not available, most economical to use, or large enough for the group, mileage will be reimbursed when a personal vehicle is used. 

· An employee may choose to use his/her own vehicle for personal reasons; however mileage will not be reimbursed.

· Supervisory approval is required for all trainings and meetings outside of the agency if time may be considered as hours worked.

· Staff will flex working hours within the week to accommodate a required training or meeting.

This policy complies with Head Start Performance Standard 1304.52(k)(1)-(3§ 1304.52 Human resources management.

