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POLICY

Employees are eligible for mileage reimbursement for travel expenses incurred during the performance of official Pocatello/Chubbuck Head Start business such as home visits, training events, meetings, etc.

PROCEDURE

1. To be eligible for mileage reimbursement, employees must have on file with the Support Services Manager a copy of their current personal automobile liability insurance and driver’s license. This will be noted by entering in the staff browser of HSFIS in the last tab, custom defined field: enter yes if we have the documents required; leave blank if not. 
2. The mileage log sheet must be filled completely and turned into the Office Manager by Wednesday at 3:00 PM for payment that week.   Forms turned in after that will be paid the following week. 

3. Forms must have the employee’s signature. 

4. Forms must have odometer readings (by the mile, not by the tenth of a mile). 

5. The first trip to work from home and the last trip to home from work are not eligible for reimbursement. 

6. Adequate planning is the most important part of being fiscally responsible in regard to mileage reimbursement. 

7. If traveling out of the local area the employee should observe the following: 

1. The employee must have prior, signed approval for the trip. 

2. The Head Start mini-van should be reserved for use two weeks in advance on the van schedule calendar.

3. If the mini-van is not available, carpooling is encouraged whenever two or more employees are traveling by car to the same location. 
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