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STATEMENT
This policy describes the South Bruce Grey Health Centre (SBGHC) travel expense policy and procedures
for staff and ensures the fair and equitable treatment of staff by defining procedures for authorized
expenditures and guidelines for reimbursement. Expense reimbursements will be provided for
authorized business travel and other expenses incurred as a result of performing duties for the hospital,
utilizing the most economical choice.
APPLICATION
This policy applies to SBGHC’s employees and board members.
PROCEDURE

The following principles and scope should form the basis for staff expenses decisions:

1.9

2.9

3.9

4.9

5.9

6.9

Staff should be reimbursed for reasonable and actual expenses incurred by them when on
Hospital business;

Reimbursable expenses should support program objectives of the Hospital; and

Staff must make the most practical and economical arrangements for travel, hospitality and
corporate expenses.

Travel and related expenses will be reimbursed providing they are:
e Supported with original receipts and/or documentation within reasonable and
appropriate limits (Appendix A);
e Charged to a valid cost center code and expense account;
e Submitted on the Hospital’s Travel Expense Report form and;
e Are authorized and approved by the next higher level of authority.

All staff member expenses are processed by Finance and reimbursed by EFT.

Expense reports that do not comply with this policy and procedure will be returned to the staff
member and not processed until corrected.

Expense reports must be submitted with original receipts and/or documentation signed by the
claimant and properly approved. When receipts are not available, the claimant must provide
details and state the reason why they are not available.

Expense reports must be submitted in a timely manner, normally within one week after the
expense has been incurred. Expenses incurred using a credit card will be submitted with the
approved expense report along with the statement prior to the due date printed on the
statement. All expenses for the prior year must be submitted by the 7™ working day after March
31%, the corporation's fiscal year end.

The person approving the expense report is responsible for ensuring all claims are correct,
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reasonable and in accordance with this policy, including meal allowances and travel rates.

7.9 No individual can approve his or her own expenses, or that of a subordinate that has paid for
travel, meals etc. Expensed to their benefit.

8.9 Credit card slips or statements are not accepted in place of original receipts. Receipts are required
for the Hospital to claim input tax credit reimbursement of the HST portion paid. Restaurant
receipts should include both receipt approval of credit charge and the detail of receipt with HST
number and amount shown.

9.9 Expenses of a personal nature will not be reimbursed. Such expenses include but are not limited
to expenses for:

e Recreational purposes (e.g. Video rentals, mini-bars, special facilities charges,
entertainment not directly related to Hospital business, etc.)

e Personal items

e Traffic and parking violations incurred while driving on Hospital business

e Expenses resulting from unlawful conduct

e Late payment charges/penalties

e Social events that do not constitute hospitality as described below

e Alcoholic drinks, unless part of hospitality as described below

e Expenses incurred due to the presence of friends or family members, unless part of
hospitality as described below

e Sitter (i.e. child, elder, pet) services during normal business hours.

Expense must:
e Be work-related
e Be modest and appropriate
Procedure

1.42  Travel must be approved in advance by the claimant’s manager. Pre-approval must be documented in
the Request for Education/Conference Event Form. All out-of-province travel must be pre-approved by
the CEO and Board of Directors.

2.42  Travel with others, i.e. spouse, including meals and cancellation fees, are not covered and must be paid
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for directly by the staff member.

3.42 A copy of the boarding pass or ticket for all modes of transportation must be attached to the expense
report.

4.42  Where a number of employees are attending the same function, shared travel shall be required where
possible.

Travel by Vehicle

5.42  When road transportation is the most practical and economical way to travel, the order of preference
shall be:

e Rental vehicle when a rental vehicle is more economical than use of a personal vehicle or,
e Personal vehicle when that vehicle is more economical than use of a rental vehicle.

6.42  Rental of compact or mid-size vehicles is encouraged. Collision and liability insurance offered by the car
rental companies must be purchased. Coverage should be equal to or greater than the minimum liability
specified in the Insurance Act. Drivers must satisfy themselves whether their motor vehicle insurance
coverage should include business use of their vehicles. The Hospital will not reimburse costs of business
use coverage or collision and liability coverage.

7.42  Where a traveler accumulates more than 1600 km/month on a regular basis, the manager should
investigate lower cost options. Where a traveler continues to use a personal vehicle, the rationale for this
practice should be documented.

8.42  The Hospital assumes no financial responsibility for privately owned vehicles other than paying the
kilometric rate when used for Hospital business. Those driving a personal vehicle on Hospital business
cannot make claims for damages because of a collision.

9.42  The use of taxis by staff should be reasonable. Examples of when taxis may be appropriate include
situations requiring transportation to and from stations and airports. Original receipts must be attached
to the expense report.

10.42 Parking lot charges are reimbursable with receipts. Parking meter charges are reimbursable without
receipts.

11.42 When staff use their own vehicles for Hospital business, reimbursement will be in accordance with the

approved kilometer allowance. A monthly allowance may also be instituted. These allowances are to
cover the cost of fuel, depreciation, maintenance and insurance. It is the responsibility of the staff
members to ensure adequate insurance coverage. Reimbursement will normally originate from the staff
member’s base site. Where a staff member occupies a position which involves more than one base site,
such tabulations shall originate from the base site attended on the applicable date. Where a staff member
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travels to another site or to another destination, e.g. a workshop, the tabulation shall be based on the
lesser of the distance to such destination from the employee’s home or base site.
Travel by Train

12.42 Itis expected that staff will choose the most economical and direct form of transportation by train.

13.42 Wherever possible, travel arrangements should be made in advance to ensure the availability of economy
class seats and the best price.

14.42 Should an alternative form of transportation or route be chosen for personal reasons, the staff member
will be reimbursed to a maximum of what would have been incurred using the standard form of
transportation and/or more direct route.

Travel by Air

15.42 Staff may travel by air for trips that are beyond normal driving distance. Staff must travel economy class
for all domestic and international travel unless pre-approved by the CEO. It is the Hospital policy to obtain
maximum savings on air travel expenses within reasonable limits.

16.42 Every effort must be made to book in advance, to take advantage of discounted fares and to obtain the
lowest fares comparable with necessary travel requirements.

17.42 The original boarding pass/passes, and ticket/E-ticket must be attached to the expense report for each
segment of the trip.

Meals

18.42 Reasonable and appropriate meal expenses may be reimbursed. Reimbursement for meal expenses
incurred is subject to the meal allowance rates set out in the chart in Appendix A.

19.42 Staff will be reimbursed for reasonable and appropriate actual meal expenses, including gratuities while
on Hospital business. Expenses are subject to approval by the claimant’s manager. Under exceptional
circumstances if the claimant’s expenses are higher than these reasonable amount the approving
manager can go to their manager and CFO with documentation and rational for approval and payment of
actual expenses.

20.42 Claims for meals for people other than the claimant, or for group meals, are expected to bear a beneficial

relationship to the business of the Hospital and should be explained on the expense form. Names of all
participants, purpose/project, and date must be shown.
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21.42 Original, itemized receipts must be provided with claims for reimbursement of actual meal expenses.
Reimbursement must not exceed the amount actually spent (including taxes as gratuities) as validated by
a receipt accompanying the claim.

22.42 No reimbursement shall be made for meals consumed at home prior to departure or on return, or for
meals included in the cost of transportation, accommodation, seminars or conferences.

23.42 Cost incurred for alcoholic beverages are generally not reimbursable, however under certain
circumstances such as special events or meals (business and or travel) may be approved by the CEO (or
delegate).

24.42 When a staff member is authorized to pay for meals of others, the expense report must include a brief
explanation of the event and a list of those in attendance.

Accommodations

25.42 Staff must use the most economical accommodation of a standard quality hotel room convenient to the
event attending and no reimbursement will be made for suites, executive floors, or concierge levels.
Sharing accommodation is encouraged where feasible.

26.42 Staff are responsible for all room charges and must review the hotel bill carefully to ensure all charges are
correct. A copy of the hotel bill must be attached to the expense report.

27.42 Staff will not be reimbursed for entertainment, laundry service, pay TV or movies, alcohol or special facility
charges i.e. fitness club.

28.42 Long distance business calls are reimbursed; however, discretion should be used in the frequency and
length. Reimbursement will be made for reasonable costs for necessary personal calls home for each
night away. Wherever possible, the most cost-effective method should be used, whether hospital-issued
cell phones or calling cards, in order to minimize costs.

29.42 Standardized tips and gratuities are reimbursable but must be documented in the expense report.

30.42 While travelling on Hospital business, additional business expenses not otherwise covered will be
reimbursed, such as business calls, air/rail phones, computer access charges, photocopying, word
processing services, facsimile transmission, internet connections, rental and transportation of necessary
office equipment, provided the charges are incurred while conducting Hospital business.

31.42 The Hospital expects that discretion shall be applied with respect to any expense incurred and reserves

the right to limit reimbursement to reasonable costs.
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Hospitality

32.42 Hospitality is the provision of food, beverages, accommodation, transportation or other amenities to
persons who are not engaged in the work of the Hospital.

33.42 Hospitality should be extended in an economical, consistent and appropriate way when it will facilitate
Hospital business or is considered desirable as a matter of courtesy.

34.42 Hospitality may be extended on behalf of the Hospital when:

e Engaging representative of hospitals, the government, the broader public sector, industry, public
interest groups or unions in discussion of Hospital matters;

e Providing people from national or international organizations and charitable organizations with
an understanding and appreciation of the healthcare sector or the workings of the Hospital.

e Sponsoring formal conferences for representatives of health service provider organization, or for
government, business or labour groups;

e Honouring distinguished persons from the health sector in recognition of exceptional public
service;

e Conducting prestigious ceremonies that are attended by government, distinguished persons form
the private sector, and/or distinguished persons from the public sector;

e Recruitment of a physician as a potential member of the hospital medical staff.

35.42 Functions that are exceptions to the above must have prior approval of the CEO or delegate.

36.42 Where hospitality events are extended by the Hospital, and where the guests include vendors (current or
prospective), managers are responsible for obtaining prior approval to ensure that the event does not
give, or is not perceived to give, preferential treatment to any vendor.

37.42 Acceptance of hospitality from vendors (current or prospective) may constitute a conflict of interest and
may therefore be prohibited. Managers are responsible for ensuring that staff are aware of their conflict-
of-interest obligations.

38.42 The decision to provide alcohol as part of hospitality should be made by the CEO or delegate and should
be consistent with the principles of the expense policy.

39.42 Providing alcohol should be limited to meals and reception.

Consultants
40.42 Consultants are not considered staff and are therefore not covered under the expense policy.
41.42 A consultant is not entitled to seek reimbursement for any expenses. Staff is normally reimbursed except

for expenses predetermined by the consultant and the Hospital and detailed in the consultant’s contract.
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Public Reporting Requirements

42.42 Under the Broader Public Sector Accountability Act, 2010 the hospital is required to post on its public
website information about expense claims of board directors and executives’ positions (CEO, and Vice
Presidents) semi-annually

April 1 to September 30 reimbursed expenses by May 31 each year
October 1 to March 31 reimbursed expenses by May 31 each year.

DEFINITIONS
1.0 Definitions

1.10

2.10

3.10

4.10

5.10

6.10

7.10

8.10

9.10

Consultants - persons providing services on contract to the Hospital and are not Hospital staff.

Travel - Business travel authorized by the appropriate spending authority and does not include
commuting between a residence and the regular place of work.

Authorization — The approval of an expense reimbursement and business travel claim by the
appropriate person with adequate signing authority. Generally, authorization requires the immediate
supervisor’s approval as long as the expense claim amount is within their signing limit.

Business Travel - Travel required for Hospital business and authorized, in advance, by the appropriate
level of authority. All business travel must meet the requirement for payment or reimbursement as

described in this policy.

Business Expense - Reasonable out of pocket business costs as defined in this policy.

Staff - For the purpose of this policy, “staff” means all employees, physicians, volunteers, board
members (Hospital and Foundation), outsourced staff and other individuals engaged in Hospital
business and who intend to receive travel and expense reimbursement under this policy.

Hospitality — The provision of food, beverage, accommodation, transportation and other amenities at
Hospital expense to persons who are not employed by the Hospital.

Personal Vehicle — A vehicle owned, borrowed or rented/leased personally by a staff member.

Receipt — An original document, or carbon or certified copy, with the details of the expenditure, the
amount, the date and indicating proof of payment. Photocopies are not acceptable unless authorized
by the Vice President of the department and at least one level higher than the staff member.
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10.10 Travel —Business travel authorized by the appropriate spending authority prior to commitment of the
funds. It does not include commuting between a residence and place of employment.
REFERENCES

Version Review Date Changes Made By Brief Summary of Revisions Made

2.0 January 19, 2021 SLT Approved by SLT

2.1 August 18, 2025 Drew Braithwaite Updated Cap rates and deadlines

2.2 April 1, 2026 Katie MacKenzie Minor Updates throughout added Corporate

per KM rate, updated reasonable meal rates
in Appendix — Added Reporting
Requirements- New Policy Owner Board of
Directors

APPENDIX — A — Reasonable Rates

1. Corporate per Kilometer Allowance for use of Personal Automobile for travel

a. $0.65 per Kilometer Effective April 1, 2026

b. $0.50 prior to April 1, 2026

2. $100 Maximum Meal Allowance per day including gratitude — supported by actual receipts

a. Breakfast $30.00
b. Lunch $30.00
c. Dinner $40.00
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