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Board Policy 6.39

Policy 6.39 Conference/Professional Development and Travel

(version currently in the Board Policy Review Committee)

It is the policy of the District to reimburse, to the extent possible within financial restraints and District guidelines, expenses incurred by employees 
for travel, conferences, and meetings of professional and educational organizations and associations. It is the position of the District that the training gained by participation in such activities can contribute significantly to personal job performance and to the quality of the educational mission of the district. Per diem will be periodically reviewed by the Administration and Trustees.

PROCEDURES:

A. 
Employees

District employees performing District services, regardless of funding source, shall be reimbursed as provided by the Education Code and District procedures for authorized expenses incurred in the following categories: 

1.
Required Travel

A District employee who is required by an appropriate District or College administrator to attend meetings, or to transact any District business outside the District, shall be reimbursed for all necessary expenses in accordance with District administrative procedures.

2.
Other Conference Travel
a.
A District employee may be authorized, without loss of salary and with reimbursement for all or a portion of necessary expenses, to attend conferences, meetings, or workshops called by other than the Peralta Community College District. Such conference or meeting attendance and travel must be authorized by the appropriate administrator and the Chancellor when it has been determined that the District will benefit by such attendance.

b
.
Employees who hold elected or appointed positions in recognized 
educational and professional organizations or participate on review panels and advisory bodies of external organizations, agencies, and associations, may be authorized to attend regional, state or national conferences, without loss of salary and with reimbursement for all or a portion of necessary expenses. Such conference or meeting attendance and travel must be authorized by the appropriate administrator and the Chancellor when it has been determined that the District will benefit by such attendance.

3.
Mileage for Travel

Use of an employee's car in connection with travel necessary in the normal course of the employee's duties, may be authorized in accordance with District administrative procedures. (Travel in which a round trip is equal to or less than two hundred miles shall be considered local travel).


4.
Out-of-State Travel

All out-of-state travel by District employees must be approved by the Chancellor. Reimbursement will be authorized for all or a portion of expenses in accordance with District administrative procedures.


5.
In-Service Training

a.
Regular employees may be authorized by the College President 
and the Chancellor, to attend at District expense, training programs designed specifically to upgrade their skills and knowledge of new technology and/or methodology that will benefit the District. (In-service training shall not be used as a basis for salary advancement).

b.
Eligible programs shall include, but not be limited to, seminars, training institutes or specific training courses, conducted by recognized professional institutions, organizations, or associations. 
c.
In accordance with District procedures, reimbursement will be 
made upon successful completion of the approved training.

d.
Reimbursement shall not be allowed for any employee who is receiving training and is eligible for reimbursement by any other government agency, organization, or association, in accordance with the Education Code.


6.
Authorized Expenses

a. 
Reimbursement for travel and participation in meetings and conferences shall conform with District rules and regulations covering organizational membership, required travel, and other conferences.

b. Only actual and necessary traveling expenses will be allowed for transportation, lodging, meals, registration fees, and ordinary and customary gratuities, and other authorized expenses in accordance with District administrative procedures. This does not include alcoholic beverages, according to Board Policy 6.40
c. 
B. 
Students
1.
Students may be reimbursed from District funds to the extent authorized by the Education Code for expenses incurred in the following categories:

a. 
Participation in co-curricular activities or events as authorized and defined by the Education Code, provided that such activity or event:

(1) Is approved by the appropriate administrator.

(2) Is an extension of classroom instruction or related College program.

b. 
Participation in other events where student attendance is required may be authorized by the appropriate District administrator if it has been determined that the District and students will benefit by such attendance.

c.
Participation by students as members of an athletic team in athletic events at a place other than the Peralta Community College District, as authorized by the Education Code.

d. 
Participation in activities or events supported in full or in part by external funding which are conducted within the framework of the purposes and guidelines established for the program, and are approved by the College President.

2.
Authorized Expenses



a.
Reimbursement for co-curricular activity expenses shall be limited

to lodging, transportation, and conference fees, in accordance with District administrative procedures.



b.
Reimbursement for athletic activity expenses will include lodging,

meals, entry fees, and transportation, in accordance with District administrative procedures.



c.
Reimbursement for expense of student representatives at selected

conferences may be authorized by the College President and/or Chancellor in accordance with District administrative procedures.



d.
Social events and awards intended to recognize the achievements

of student athletes shall be funded, to the extent possible, from gate receipts, contributions, fundraising activities, and the individual payment by participants in such events. Other District funds may be used supplementally if approved by the College President and Chancellor.

C.
Chancellor and Board of Trustees

1. 
The Chancellor is encouraged to attend regularly scheduled conferences and events of associations in which the Peralta Community College District maintains membership.

2. The Chancellor’s travel will be subject to review and approval by the Board of Trustees.
3. International travel is addressed in Board Policy 6.39-A.


D.
Travel by persons other than Employees or Students
1. 
Travel, conference attendance, or mileage expenses for persons other than District employees or students shall be authorized by the appropriate District or College administrator only when conducted within the purposes of externally-funded projects and in accordance with District administrative procedures.

2. 
When a candidate for the positions of Chancellor, Sr. Vice Chancellor or College President is requested by the District to travel to the District for an interview or examination prior to possible employment, the District may reimburse the candidate for expenses necessarily incurred in traveling from their residence to the interview or examination. Reimbursements for such expense must be authorized in advance on a case-by-case basis by the Chancellor.

E.
Vehicle Insurance

No officer or employee shall engage in any travel in connection with the performance of official business for the District in a privately owned vehicle, either their own or that belonging to another, unless the same is insured in such a manner to comply with the provisions of general state law, in an amount sufficient to meet the California State Financial Responsibility Law, as found in the Vehicle Code, Section 16056(a). These amounts are:

Limit
$15,000
bodily injury one person 

Limit 
$30,000
bodily injury two or more persons

Limit
$5,000

property damage

(The Procedures section of this manual contains guidelines for implementation of this policy.)
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