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immediate payment of costs at the time of the incident (i.e., up-front payment
option).

3.4 Vehicle Insurance
Rental vehicles rented through college approved rental agencies include insurance coverage.
If employees use a personal vehicle while on college business, the following will apply:

1 The vehicle must be insured at the vehicle owner's expense for
personal motor vehicle liability.

T Itis the driver/owner's responsibility to ensure that the motor
vehicle insurance includes coverage for business use of the
vehicle.

f  The College will not reimburse the costs of insurance coverage for
business use, physical damage or liability.

1 The College is not responsible for reimbursing deductible
amounts related to insurance coverage.

1 Inthe event of an accident, employees will not be permitted to
make a claim tothe College for any resulting damages to their
vehicle.

1 Employees using a personal vehicle are eligible to claim mileage only not fuel
costs.

4.0 Transportation

College employees should make travel arrangements or reservations using the approach
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To mitigate risks a full department should not travel together on the same mode of transportation at
the same time.

Vehicle Travel:

- No more than two of the President, Board Chair, Senior Vice-President of Corporate Services,
and Senior Vice-President Academic can travel together in the same vehicle

- No more than 2 members of SMT can travel together in one vehicle

Commercial Air Travel:

- No more than three of the President, Board Chair, Senior Vice-President of Corporate Services,
and Senior Vice-President Academic can travel together on one flight

- No more than 3 members of SMT can travel together on one flight

Train Travel:

- No more than three of the President, Board Chair, Senior Vice-President of Corporate Services,
and Senior Vice-President Academic can travel together on one train

- No more than 3 members of SMT can travel together on one train

10.0 Accommodation

In the normal conduct of business, reimbursement for overnight accommodation within the College
area will be neither authorized nor approved. However, in emergency or highly unusual situations
exceptions will be considered. For example:
f  employee is required to remain close to your college for periods long in excess of standard
working hours; or
f  employee services are deemed necessary (and approved accordingly) for the purposes
of emergency or crisis management.

There will be no reimbursement for hotel suites, executive floors or concierge levels when
traveling unless it is required for hosting outside guests and represents a more effective and
economical alternative than paying for other hotel facilities or services.

Reimbursement will be made for single accommodation in a standard room.

In selecting accommodation, claimants should take into account the additional costs of
transportation and/ or parking charges that could result in a higher total cost. Claimants will not be
reimbursed for movie or game rentals, bar service, and other hotel services such as health clubs,
personal grooming and spa services, etc. These services should be invoiced separately so they
do not appear on the receipts being submitted.

For extended stays at a single location, accommodation must be arranged with prior approval.
This will take advantage of lower weekly or monthly rates.
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