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I. Policy Objective

This policy establishes the requirements and processes for Shared Health immunization employees hired for the Vaccine Implementation Task Force (VITF) regarding reimbursement for travel related expenses if assigned from one region to another or within their assigned Regional Health Authority. 

This policy defines specific rules and principles that Corporate Services, Shared Health Finance Unit and immunization employees must follow regarding claiming travel related expenses for travelling immunization employees within or outside their region.

II. Policy Statement 

Shared Health will reimburse employees for all travel related expenses in accordance with the existing Shared Health policies and rates.

This policy is supported by the standard of work that identifies the process for preparing, submitting and approving expense claims.

Immunization employees will be required to use the prescribed claim forms provided by Shared Health. 

This policy only applies to all Shared Health employees hired for the VITF including clinical and non-clinical staff, Clinic Managers, Regional Managers and Designates assigned to immunization clinic sites within or outside their regions. 

III. [bookmark: _Toc72930157][bookmark: _Toc72928821][bookmark: _Toc74145180][bookmark: _Toc74304155][bookmark: _Toc74311297][bookmark: _Toc74573097][bookmark: _Toc74815270][bookmark: _Toc75529910][bookmark: _Toc75530690][bookmark: _Toc75531258]Consequences of Policy Violations

[bookmark: _Toc72930158][bookmark: _Toc72928931][bookmark: _Toc72928822][bookmark: _Toc74145181][bookmark: _Toc74304156][bookmark: _Toc74311298][bookmark: _Toc74573098][bookmark: _Toc74815271][bookmark: _Toc75529911][bookmark: _Toc75530691][bookmark: _Toc75531259]Instances where the policy has not been followed will be reviewed individually and discussed with Shared Health.  Any unresolved issues may be brought to the attention of Corporate Services Manager and Regional Managers.

A. [bookmark: _Toc72930159][bookmark: _Toc72928932][bookmark: _Toc72928823][bookmark: _Toc74145182][bookmark: _Toc74304157][bookmark: _Toc74311299][bookmark: _Toc74573099][bookmark: _Toc74815272][bookmark: _Toc75529912][bookmark: _Toc75530692][bookmark: _Toc75531260]Air Travel and Accommodation Arrangement
[bookmark: _Toc72928824][bookmark: _Toc72928933][bookmark: _Toc72930160]If Regions will require immunization employees to travel to their respective region to support the vaccination efforts, that Region is responsible for scheduling commercial flight for staff in economy class only.

[bookmark: _Toc72928825][bookmark: _Toc72928934][bookmark: _Toc72930161]The Regions are also expected to make accommodation arrangements for employees who are assigned within their region if the employee is assigned to two or more consecutive shifts at a clinic site which is greater than 150km away from the employee’s original work location (designated vaccine clinic site). 

If the employee is assigned to two or more consecutive shifts at a clinic site which is between 140-150km away from the employee’s original work location (designated vaccine clinic site), the Regional Manager and Scheduling Team have discretion to determine whether accommodation arrangements are appropriate.

Accommodations should meet operational requirements at the lowest cost possible.

[bookmark: _Toc72928826][bookmark: _Toc72928935][bookmark: _Toc72930162]Regional Health Authorities are authorized to charge the air travel and accommodations costs to COVID-19 Vaccine Cost Centre applicable to their region.

B. [bookmark: _Toc72930163][bookmark: _Toc72928936][bookmark: _Toc72928827][bookmark: _Toc74145186][bookmark: _Toc74304161][bookmark: _Toc74311303][bookmark: _Toc74573103][bookmark: _Toc74815276][bookmark: _Toc75529916][bookmark: _Toc75530696][bookmark: _Toc75531264]Meal Allowance
[bookmark: _Toc72930164][bookmark: _Toc72928937][bookmark: _Toc72928828][bookmark: _Toc74145187][bookmark: _Toc74304162][bookmark: _Toc74311304][bookmark: _Toc74573104][bookmark: _Toc74815277][bookmark: _Toc75529917][bookmark: _Toc75530697][bookmark: _Toc75531265]Immunization employees who are in travel status are eligible to claim the actual cost of purchased meals up to the maximum amounts set by Shared Health.

[bookmark: _Toc72930165][bookmark: _Toc72928938][bookmark: _Toc72928829][bookmark: _Toc74145188][bookmark: _Toc74304163][bookmark: _Toc74311305][bookmark: _Toc74573105][bookmark: _Toc74815278][bookmark: _Toc75529918][bookmark: _Toc75530698][bookmark: _Toc75531266]Travel status means assigned to other clinic site or region, outside the employee’s permanent residence, which is greater than 150km away from the employee’s designated vaccine clinic site on employer-approved deployment.

[bookmark: _Toc72930166][bookmark: _Toc72928939][bookmark: _Toc72928830][bookmark: _Toc74145189][bookmark: _Toc74304164][bookmark: _Toc74311306][bookmark: _Toc74573106][bookmark: _Toc74815279][bookmark: _Toc75529919][bookmark: _Toc75530699][bookmark: _Toc75531267]Eligibility for claims:
	[bookmark: _Toc72928831][bookmark: _Toc72928940][bookmark: _Toc72930167][bookmark: _Toc74145190][bookmark: _Toc74304165][bookmark: _Toc74311307][bookmark: _Toc74573107][bookmark: _Toc74815280][bookmark: _Toc75529920][bookmark: _Toc75530700][bookmark: _Toc75531268]Breakfast 
	[bookmark: _Toc72928832][bookmark: _Toc72928941][bookmark: _Toc72930168][bookmark: _Toc74145191][bookmark: _Toc74304166][bookmark: _Toc74311308][bookmark: _Toc74573108][bookmark: _Toc74815281][bookmark: _Toc75529921][bookmark: _Toc75530701][bookmark: _Toc75531269]Employee is in travel status; and 
[bookmark: _Toc72928833][bookmark: _Toc72928942][bookmark: _Toc72930169][bookmark: _Toc74145192][bookmark: _Toc74304167][bookmark: _Toc74311309][bookmark: _Toc74573109][bookmark: _Toc74815282][bookmark: _Toc75529922][bookmark: _Toc75530702][bookmark: _Toc75531270]Travelling during the hours noted in Shared Health Meals and Per Diem Table (Appendix A); or 
[bookmark: _Toc72928834][bookmark: _Toc72928943][bookmark: _Toc72930170][bookmark: _Toc74145193][bookmark: _Toc74304168][bookmark: _Toc74311310][bookmark: _Toc74573110][bookmark: _Toc74815283][bookmark: _Toc75529923][bookmark: _Toc75530703][bookmark: _Toc75531271]Employee has been travelling for more than one hour on business before the staff regular start of work.

	[bookmark: _Toc72928835][bookmark: _Toc72928944][bookmark: _Toc72930171][bookmark: _Toc74145194][bookmark: _Toc74304169][bookmark: _Toc74311311][bookmark: _Toc74573111][bookmark: _Toc74815284][bookmark: _Toc75529924][bookmark: _Toc75530704][bookmark: _Toc75531272]Lunch 
	[bookmark: _Toc72928836][bookmark: _Toc72928945][bookmark: _Toc72930172][bookmark: _Toc74145195][bookmark: _Toc74304170][bookmark: _Toc74311312][bookmark: _Toc74573112][bookmark: _Toc74815285][bookmark: _Toc75529925][bookmark: _Toc75530705][bookmark: _Toc75531273]Employee is in travel status; and 
[bookmark: _Toc72928837][bookmark: _Toc72928946][bookmark: _Toc72930173][bookmark: _Toc74145196][bookmark: _Toc74304171][bookmark: _Toc74311313][bookmark: _Toc74573113][bookmark: _Toc74815286][bookmark: _Toc75529926][bookmark: _Toc75530706][bookmark: _Toc75531274]Travelling during the hours noted in Shared Health Meals and Per Diem Table (Appendix A); or 
[bookmark: _Toc72928838][bookmark: _Toc72928947][bookmark: _Toc72930174][bookmark: _Toc74145197][bookmark: _Toc74304172][bookmark: _Toc74311314][bookmark: _Toc74573114][bookmark: _Toc74815287][bookmark: _Toc75529927][bookmark: _Toc75530707][bookmark: _Toc75531275]Employee is away from his/her normal place of work and outside the regular work site which would cause the staff to disrupt their normal mid-day or mid-shift meal arrangements.

[bookmark: _Toc72928839][bookmark: _Toc72928948][bookmark: _Toc72930175][bookmark: _Toc74145198][bookmark: _Toc74304173][bookmark: _Toc74311315][bookmark: _Toc74573115][bookmark: _Toc74815288][bookmark: _Toc75529928][bookmark: _Toc75530708][bookmark: _Toc75531276]The inability of the employee to return to their home or residence does not constitute grounds for claim for the cost of a purchased meal.

	[bookmark: _Toc72928840][bookmark: _Toc72928949][bookmark: _Toc72930176][bookmark: _Toc74145199][bookmark: _Toc74304174][bookmark: _Toc74311316][bookmark: _Toc74573116][bookmark: _Toc74815289][bookmark: _Toc75529929][bookmark: _Toc75530709][bookmark: _Toc75531277]Dinner 
	[bookmark: _Toc72928841][bookmark: _Toc72928950][bookmark: _Toc72930177][bookmark: _Toc74145200][bookmark: _Toc74304175][bookmark: _Toc74311317][bookmark: _Toc74573117][bookmark: _Toc74815290][bookmark: _Toc75529930][bookmark: _Toc75530710][bookmark: _Toc75531278]Employee is in travel status; and 
[bookmark: _Toc72928842][bookmark: _Toc72928951][bookmark: _Toc72930178][bookmark: _Toc74145201][bookmark: _Toc74304176][bookmark: _Toc74311318][bookmark: _Toc74573118][bookmark: _Toc74815291][bookmark: _Toc75529931][bookmark: _Toc75530711][bookmark: _Toc75531279]Travelling during the hours noted in Shared Health Meals and Per Diem Table (Appendix A); or 
[bookmark: _Toc72928843][bookmark: _Toc72928952][bookmark: _Toc72930179][bookmark: _Toc74145202][bookmark: _Toc74304177][bookmark: _Toc74311319][bookmark: _Toc74573119][bookmark: _Toc74815292][bookmark: _Toc75529932][bookmark: _Toc75530712][bookmark: _Toc75531280]Employee has been travelling on Employer business and not expected to arrive back to the staff’s residence before 7:30 p.m. and a meal break is not taken.



The meal allowances for immunization employees will be provided in accordance with the existing Shared Health policies and rates. Refer to Appendix A for Meal and Per Diem Allowance rates. 

The immunization employees are required to use the Shared Health form to claim for the meal allowance. 

C. [bookmark: _Toc72930180][bookmark: _Toc72928953][bookmark: _Toc72928844][bookmark: _Toc74145203][bookmark: _Toc74304178][bookmark: _Toc74311320][bookmark: _Toc74573120][bookmark: _Toc74815293][bookmark: _Toc75529933][bookmark: _Toc75530713][bookmark: _Toc75531281]Per Diem Allowance 
[bookmark: _Toc72930181][bookmark: _Toc72928954][bookmark: _Toc72928845][bookmark: _Toc74145204][bookmark: _Toc74304179][bookmark: _Toc74311321][bookmark: _Toc74573121][bookmark: _Toc74815294][bookmark: _Toc75529934][bookmark: _Toc75530714][bookmark: _Toc75531282]For each full day in travel status, immunization employees may claim a Per Diem Allowance in lieu of individual meal claims to cover the cost of purchased meals. Refer to Appendix A for Meal and Per Diem Allowance rates.

Travel status means assigned to other clinic site or region, outside the employee’s permanent residence, which is greater than 150km away from the employee’s designated vaccine clinic site on employer-approved deployment.

The immunization employees are required to use the Shared Health form to claim for the Per Diem allowance. 

D. [bookmark: _Toc72930183][bookmark: _Toc72928956][bookmark: _Toc72928847][bookmark: _Toc74145206][bookmark: _Toc74304181][bookmark: _Toc74311323][bookmark: _Toc74573123][bookmark: _Toc74815296][bookmark: _Toc75529936][bookmark: _Toc75530716][bookmark: _Toc75531284]Mileage and Parking  
Immunization employees who are deployed to another clinic site within or outside their region and use his/her own vehicle will be eligible for mileage reimbursement. He/she shall be reimbursed based on the existing Shared Health mileage rate (refer to Appendix A).

Mileage will be calculated using the following formula, based on the following: 

For Shared Health Staff
Distance (in kms) from their residence to the assigned clinic site within or outside their region minus the distance (in kms) from their residence to their designated regional vaccine clinic (normal place of work).
Staff who do not have a designated regional vaccine clinic will use the closest regional vaccine clinic to their residence as their normal place of work.
	Example 1: 
Residence to assigned site:  40 km
Residence to RBC 375 York Avenue:  6 km
40 km – 6 km = 34 km
Staff would claim 34 km for the mileage

	Example 2:
Residence to assigned site: 40 km
Residence to 111 Gilmour Road, Morden: 44 km
40 km – 44 km = 0 km
Staff is not eligible to claim for mileage



Normal place of work for this purpose is described as follows:  
	Regional Vaccine Clinic
	Employees

	Interlake (100 Easton Drive, Selkirk)

Northern (Thompson Regional Community Centre, 226 Mystery Lake Road, Thompson)

Prairie Mountain (Keystone, 1-1175 18th Street, Brandon)

Southern (294 Lumber Avenue, Steinbach)

Southern (111 Gilmour Road, Morden)

Winnipeg (RBC 375 York Avenue, 2nd & 3rd Floor, Winnipeg)
	· Shared Health employees hired for the VITF
· Employees working at clinic sites in the regions
· Travelling immunization employees based in the regions  


[bookmark: _Toc72928849][bookmark: _Toc72928958][bookmark: _Toc72930185]
If the employee is assigned to two or more consecutive shifts at a clinic site which is greater than 150km away from their designated vaccine clinic site, they will only be eligible to claim reimbursement for mileage and travel time accrued during one trip to the clinic site and one return trip to their designated vaccine clinic site, as accommodation arrangements are considered mandatory to ensure their health and wellbeing.

[bookmark: _Toc72928850][bookmark: _Toc72928959][bookmark: _Toc72930186]The immunization employees are eligible to claim for mileage and parking expenses incurred while in travel status and being reassigned temporarily to other locations.

Travel status means assigned to other clinic site or region, outside the employee’s permanent residence, which is greater than 150km away from the employee’s designated vaccine clinic site on employer-approved deployment.
 
[bookmark: _Toc72928852][bookmark: _Toc72928961][bookmark: _Toc72930188]The immunization employees are required to use the Expense and Mileage Claim form for mileage and parking expenses. 

E. [bookmark: _Toc72930189][bookmark: _Toc72928962][bookmark: _Toc72928853][bookmark: _Toc74145212][bookmark: _Toc74304187][bookmark: _Toc74311329][bookmark: _Toc74573129][bookmark: _Toc74815302][bookmark: _Toc75529942][bookmark: _Toc75530722][bookmark: _Toc75531290]Incidental Allowance 
[bookmark: _Toc72930190][bookmark: _Toc72928963][bookmark: _Toc72928854][bookmark: _Toc74145213][bookmark: _Toc74304188][bookmark: _Toc74311330][bookmark: _Toc74573130][bookmark: _Toc74815303][bookmark: _Toc75529943][bookmark: _Toc75530723][bookmark: _Toc75531291]Immunization employees are eligible to claim for incidental allowance to cover all incidental expenses provided staff are away for 24-hour period and in travel status.

Travel status means assigned to other clinic site or region, outside the employee’s permanent residence, which is greater than 150km away from the employee’s designated vaccine clinic site on employer-approved deployment.

F. Travel Time
[bookmark: _Toc72928856][bookmark: _Toc72928965][bookmark: _Toc72930192]Immunization employees who are assigned to other clinic sites within and outside the region and who are travel in travel status are eligible to be paid for travel time. Travel time will be considered time worked. Staff can claim travel time hours outside the official hours of work.

[bookmark: _Toc72928857][bookmark: _Toc72928966][bookmark: _Toc72930193]Travel status means assigned to other clinic site or region, outside the employee’s permanent residence, which is greater than 150km away from the employee’s designated vaccine clinic site or outside the original/permanent work area on Employer approved deployment involving travel and accommodation. 

[bookmark: _Toc72928858][bookmark: _Toc72928967][bookmark: _Toc72930194]Actual travel time paid will be paid at the employee’s regular rate of pay.

[bookmark: _Toc72928859][bookmark: _Toc72928968][bookmark: _Toc72930195]Corporate Services (Scheduling Team) will identify the travel time in staff schedule in Deputy to be included in the payroll.

G. Compensation for Travelling Casual Immunization Staff assigned to the North and First Nation Communities

[bookmark: _Toc72928860][bookmark: _Toc72928969][bookmark: _Toc72930196]This is for staff employed by an Employer in an Employers Organization other than the Northern Health Region Employers Organization and nurses currently employed by WRHA and working in Churchill, who have been deployed to work for an Employer or Third Party located north of the 53rd parallel.

a) [bookmark: _Toc72928861][bookmark: _Toc72928970][bookmark: _Toc72930197]Northern Redeployment Allowance
[bookmark: _Toc72928862][bookmark: _Toc72928971][bookmark: _Toc72930198]A Northern Recruitment Allowance of $500.00 per bi-weekly pay period for working the minimum equivalent of full-time hours (e.g. 77.5 hours), or $250 for working the minimum of half of the equivalent of full-time hours (e.g. 38.75) within a seven day period contained therein.

NOTE: Any exceptions made to this allowance must be done prior to approved travel, and with authorization from the Manager, Corporate Services. Exceptions can be made for various reasons including clinic staffing requirements or travel schedules.

[bookmark: _Toc72928873][bookmark: _Toc72928982][bookmark: _Toc72930209]For unionized employees, the Union’s Memorandum of Agreement; COVID-19 Pandemic Responsiveness (MOA #2) with Shared Health outlines the agreed to allowances employees are entitled to for northern travel. Corporate Services staff are required to coordinate with Shared Health to determine the union agreement to follow for the travelling clinic staff.

b) Travel Expense Reimbursement
[bookmark: _Toc72928874][bookmark: _Toc72928983][bookmark: _Toc72930210]All deployed immunization employees can claim reimbursement for the following expenses incurred in accordance with the Sending Site’s Collective Agreement (defined as the site where they hold their primary position) and Employer policies, unless noted otherwise:

· [bookmark: _Toc72928875][bookmark: _Toc72928984][bookmark: _Toc72930211][bookmark: _Toc72928876][bookmark: _Toc72928985][bookmark: _Toc72930212]Mileage and parking expenses
· [bookmark: _Toc72928877][bookmark: _Toc72928986][bookmark: _Toc72930213]Return airfare where relevant
· [bookmark: _Toc72928878][bookmark: _Toc72928987][bookmark: _Toc72930214]Where relevant, accommodations will be provided if available
· Where accommodations cannot be provided, the employee will be reimbursed for reasonable accommodations made

[bookmark: _Toc72928879][bookmark: _Toc72928988][bookmark: _Toc72930215]The actual cost of individual purchased meals up to the following daily maximum amount of $60/day.

[bookmark: _Toc72928880][bookmark: _Toc72928989][bookmark: _Toc72930216]For each full day in travel status an eligible employee may claim maximum of $60 for the Per Diem Allowance in lieu of individual meal claims to cover the cost of purchased meals.

[bookmark: _Toc72928881][bookmark: _Toc72928990][bookmark: _Toc72930217]For staff assigned to work in a remote area (excluding Flin Flon, The Pas and Thompson), they will receive an additional $30/day for working within federal jurisdiction.

[bookmark: _Toc72930218][bookmark: _Toc72928991][bookmark: _Toc72928882][bookmark: _Toc74145241][bookmark: _Toc74304216][bookmark: _Toc74311358][bookmark: _Toc74573158][bookmark: _Toc74815331][bookmark: _Toc75529971][bookmark: _Toc75530751][bookmark: _Toc75531319]Reference Materials: 
[bookmark: _Toc72930219][bookmark: _Toc72928992][bookmark: _Toc72928883][bookmark: _Toc74145242][bookmark: _Toc74304217][bookmark: _Toc74311359][bookmark: _Toc74573159][bookmark: _Toc74815332][bookmark: _Toc75529972][bookmark: _Toc75530752][bookmark: _Toc75531320]1. Applicable Health Care Collective Agreements
[bookmark: _Toc72930220][bookmark: _Toc72928993][bookmark: _Toc72928884][bookmark: _Toc74145243][bookmark: _Toc74304218][bookmark: _Toc74311360][bookmark: _Toc74573160][bookmark: _Toc74815333][bookmark: _Toc75529973][bookmark: _Toc75530753][bookmark: _Toc75531321]2. General Manual of Administration – Province of Manitoba 


[bookmark: _Toc72930221][bookmark: _Toc72928994][bookmark: _Toc72928885][bookmark: _Toc74145244][bookmark: _Toc74304219][bookmark: _Toc74311361][bookmark: _Toc74573161][bookmark: _Toc74815334][bookmark: _Toc75529974][bookmark: _Toc75530754][bookmark: _Toc75531322]Appendix A:  Shared Health Meals and Per Diem Rates 

	[bookmark: _Toc72928886][bookmark: _Toc72928995][bookmark: _Toc72930222][bookmark: _Toc74145245][bookmark: _Toc74304220][bookmark: _Toc74311362][bookmark: _Toc74573162][bookmark: _Toc74815335][bookmark: _Toc75529975][bookmark: _Toc75530755][bookmark: _Toc75531323]Meals
	[bookmark: _Toc72928887][bookmark: _Toc72928996][bookmark: _Toc72930223][bookmark: _Toc74145246][bookmark: _Toc74304221][bookmark: _Toc74311363][bookmark: _Toc74573163][bookmark: _Toc74815336][bookmark: _Toc75529976][bookmark: _Toc75530756][bookmark: _Toc75531324]Hours
[bookmark: _Toc72928888][bookmark: _Toc72928997][bookmark: _Toc72930224][bookmark: _Toc74145247][bookmark: _Toc74304222][bookmark: _Toc74311364][bookmark: _Toc74573164][bookmark: _Toc74815337][bookmark: _Toc75529977][bookmark: _Toc75530757][bookmark: _Toc75531325](Claim only if travelling only during noted hours)
	[bookmark: _Toc72928889][bookmark: _Toc72928998][bookmark: _Toc72930225][bookmark: _Toc74145248][bookmark: _Toc74304223][bookmark: _Toc74311365][bookmark: _Toc74573165][bookmark: _Toc74815338][bookmark: _Toc75529978][bookmark: _Toc75530758][bookmark: _Toc75531326]Canada
[bookmark: _Toc72928890][bookmark: _Toc72928999][bookmark: _Toc72930226][bookmark: _Toc74145249][bookmark: _Toc74304224][bookmark: _Toc74311366][bookmark: _Toc74573166][bookmark: _Toc74815339][bookmark: _Toc75529979][bookmark: _Toc75530759][bookmark: _Toc75531327](Can $)
[bookmark: _Toc72928891][bookmark: _Toc72929000][bookmark: _Toc72930227][bookmark: _Toc74145250][bookmark: _Toc74304225][bookmark: _Toc74311367][bookmark: _Toc74573167][bookmark: _Toc74815340][bookmark: _Toc75529980][bookmark: _Toc75530760][bookmark: _Toc75531328](Below 53rd Parallel)
	[bookmark: _Toc72928892][bookmark: _Toc72929001][bookmark: _Toc72930228][bookmark: _Toc74145251][bookmark: _Toc74304226][bookmark: _Toc74311368][bookmark: _Toc74573168][bookmark: _Toc74815341][bookmark: _Toc75529981][bookmark: _Toc75530761][bookmark: _Toc75531329]Canada
[bookmark: _Toc72928893][bookmark: _Toc72929002][bookmark: _Toc72930229][bookmark: _Toc74145252][bookmark: _Toc74304227][bookmark: _Toc74311369][bookmark: _Toc74573169][bookmark: _Toc74815342][bookmark: _Toc75529982][bookmark: _Toc75530762][bookmark: _Toc75531330](Can $)
[bookmark: _Toc72928894][bookmark: _Toc72929003][bookmark: _Toc72930230][bookmark: _Toc74145253][bookmark: _Toc74304228][bookmark: _Toc74311370][bookmark: _Toc74573170][bookmark: _Toc74815343][bookmark: _Toc75529983][bookmark: _Toc75530763][bookmark: _Toc75531331](Above 53rd Parallel)
	[bookmark: _Toc72928895][bookmark: _Toc72929004][bookmark: _Toc72930231][bookmark: _Toc74145254][bookmark: _Toc74304229][bookmark: _Toc74311371][bookmark: _Toc74573171][bookmark: _Toc74815344][bookmark: _Toc75529984][bookmark: _Toc75530764][bookmark: _Toc75531332]U.S.
[bookmark: _Toc72928896][bookmark: _Toc72929005][bookmark: _Toc72930232][bookmark: _Toc74145255][bookmark: _Toc74304230][bookmark: _Toc74311372][bookmark: _Toc74573172][bookmark: _Toc74815345][bookmark: _Toc75529985][bookmark: _Toc75530765][bookmark: _Toc75531333](U.S.$)

	[bookmark: _Toc72928897][bookmark: _Toc72929006][bookmark: _Toc72930233][bookmark: _Toc74145256][bookmark: _Toc74304231][bookmark: _Toc74311373][bookmark: _Toc74573173][bookmark: _Toc74815346][bookmark: _Toc75529986][bookmark: _Toc75530766][bookmark: _Toc75531334]Breakfast
	[bookmark: _Toc72928898][bookmark: _Toc72929007][bookmark: _Toc72930234][bookmark: _Toc74145257][bookmark: _Toc74304232][bookmark: _Toc74311374][bookmark: _Toc74573174][bookmark: _Toc74815347][bookmark: _Toc75529987][bookmark: _Toc75530767][bookmark: _Toc75531335]7-9 am
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	Mileage Rate:  $ 0.43 per km 
Adjustments in the mileage rates shall be implemented as quickly as reasonably possible when the new mileage rates became effective. 



List of Required Forms
1. Expense Claim Form
2. Mileage and Parking Claim Form
3. Electronic Funds Transfer Form 





[bookmark: _Toc72930260][bookmark: _Toc74311400]Checklist for Travelling Staff
Definition:
Travel status means assigned to other clinic site or region, outside the employee’s permanent residence, which is greater than 150km away from the employee’s designated vaccine clinic site or outside the original/permanent work area on Employer approved deployment involving travel and accommodation. 

1. NOT IN TRAVEL STATUS - For immunization employee deployed to other clinic site outside their region, travelling daily to clinic site 
	Eligible Claim 
	Policy 
	How to Claim 

	Mileage and Parking Expense Claim 
	For Shared Health Staff
Distance (in kms) from their residence to the assigned clinic site within or outside their region minus the distance (in kms) from their residence to their designated regional vaccine clinic (normal place of work).
Staff who do not have a designated regional vaccine clinic will use the closest regional vaccine clinic to their residence as their normal place of work.
The most direct travel route shall be used for the calculation.

Mileage Rate:  $ 0.43 per km
	Shared Health Employees (Clinical Staff, Non-Clinical Staff, Clinic Managers)
· Complete the expense claim form
· Indicate their mileage information or any claims, including receipts if applicable.
· Sign and forward the claim forms to Regional Manager or Designate of assigned vaccine clinic.

Regional Manager or Designate 
· Regional Managers will review the details on the claims, provide Cost Centre and Expense code
· If approval is via email, please indicate the amount that is being approved.
· Indicate the claim amount in the subject line
· Sign and forward to Clare Hargrave (chargrave@wrha.mb.ca)



1. IN TRAVEL STATUS - For immunization employee deployed to other clinic site which is greater than 150km away from their designated vaccine clinic site (one-way trip), in a different region or within their region, for two or more consecutive days (NOTE: WHRA staff may only claim mileage if travelling outside the region) 
	Eligible Claim 
	Policy 
	How to Claim 

	Mileage and Parking Expense Claim
	For Shared Health Staff
Distance (in kms) from their residence to the assigned clinic site within or outside their region minus the distance (in kms) from their residence to their designated regional vaccine clinic (normal place of work).
Staff who do not have a designated regional vaccine clinic will use the closest regional vaccine clinic to their residence as their normal place of work.
The most direct travel route shall be used for the calculation.

Mileage Rate:  $ 0.43 per km
	Shared Health Employees (Clinical Staff, Non-Clinical Staff, Clinic Managers)
· Complete the expense claim form
· Indicate their mileage information or any claims, including receipts if applicable.
· Sign and forward the claim forms to Regional Manager or Designate of assigned vaccine clinic, who will submit to VITF Expenses directly.

Regional Manager or Designate 
· Regional Managers will review the details on the claims, provide Cost Centre and Expense code
· If approval is via email, please indicate the amount that is being approved.
· Indicate the claim amount in the subject line
· Sign and forward to Clare Hargrave (chargrave@wrha.mb.ca)


	Per Diem 
	For each full day in travel status, immunization employees may claim a Per Diem Allowance in lieu of individual meal claims to cover the cost of purchased meals. Refer to Appendix A for Meal and Per Diem Allowance rates.

Refer to Appendix A for the per diem rates.
	

	Meal Allowance 
	Immunization employees who are in travel status are eligible to claim the actual cost of purchased meals up to the maximum amounts set by Shared Health. 

Refer to Appendix A for the eligibility claims and rates.
	

	Incidental Allowance 

	Immunization employees are eligible to claim for incidental allowance to cover all incidental expenses provided staff are away for 24-hour period and in travel status.
	

	Travel Time 
	Scheduling Team will include the travel time in staff schedule in Deputy to be included in the payroll who are in travel status.
	Scheduling Team 

· Determines if the employee is entitled for the travel time
· Includes the travel time hours in the schedule
· Travel time will be included in the payroll.

NOTE to Shared Health Employees
· Travel time is not considered as an expense, therefore cannot be claimed in the expense claim form. 

	Air Travel and Accommodation 
	If Regions require immunization employees to travel to their respective region to support the vaccination efforts, that Region is responsible for scheduling commercial flight for staff in economy class only.
	


[bookmark: _GoBack]
1. For immunization employees assigned to support the vaccination work in the North (north of the 53rd parallel). 

	Northern Redeployment Allowance (NRA)

	#
	Steps to follow
	Key Point
	Who
	When

	1.
	Scheduling verifies in Deputy and on personal spreadsheet that the employee worked eligible shifts 
	Information verified: shift type, # of shifts worked, role,  travel location, home RHA
	Scheduling Team 
	As soon as possible after staff return to regular clinic site

	2.
	Send NRA payment form to COVID-19 Central Timekeeping for payment request  
	Email: Covid-19CentralTimekeeping@sharedhealthmb.ca 

	Scheduling Team 
	As soon as possible after verification (step 2) is completed 

	3.
	Add NRA pay to travelling employee’s next paycheck 
	If discrepancies exist, flag and send back to Scheduling 
	COVID-19 Central Timekeeping
	Before next pay period 



Appendix A
Meal Allowance
	Breakfast 
	Employee is in travel status; and 
Travelling during the hours noted in Shared Health Meals and Per Diem Table (Appendix A); or 
Employee has been travelling for more than one hour on business before the staff regular start of work.

	Lunch 
	Employee is in travel status; and 
Travelling during the hours noted in Shared Health Meals and Per Diem Table (Appendix A); or 
Employee is away from his/her normal place of work and outside the regular work site which would cause the staff to disrupt their normal mid-day or mid-shift meal arrangements.

The inability of the employee to return to their home or residence does not constitute grounds for claim for the cost of a purchased meal.

	Dinner 
	Employee is in travel status; and 
Travelling during the hours noted in Shared Health Meals and Per Diem Table (Appendix A); or 
Employee has been travelling on Employer business and not expected to arrive back to the staff’s residence before 7:30 p.m. and a meal break is not taken.





Shared Health Meals and Per Diem Rates 
	Meals
	Hours
(Claim only if travelling only during noted hours) 
	Canada 
(Can $)
(Below 53rd Parallel)
	Canada
(Can $)
(Above 53rd Parallel) 
	U.S. 
(U.S.$)

	Breakfast
	7-9 am
	10
	12
	10

	Lunch
	11 am – 2 pm
	14
	15
	14

	Dinner
	5-7 pm
	26
	28
	26

	Incidentals
	For every 24-hour period away
	10
	10
	10

	Per Diem 
	
	60
	65
	60

	Notes: 
Meals – travelling time must include the hours noted in order to claim the meal.
Incidentals – Travelers must be away for 24 hours in order to claim.

	Mileage Rate:  $ 0.43 per km 
Adjustments in the mileage rates shall be implemented as quickly as reasonably possible when the new mileage rates become effective.



List of Required Forms
1. Expense Claim Form
1. Mileage and Parking Claim Form 
1. Electronic Funds Transfer Form
1. Bulk Time Sheet for Northern Allowance Payment Request

Approvals and Signing Authority

Clinical and non-clinical staff hired through Shared Health require approval for all expense claims. The Regional Managers listed below have the signing authority to approve these claims.

NOTE: Regional Managers and Designates who have their own expense claim forms for approval should submit these claims to Clare Hargrave (chargrave@wrha.mb.ca).

Regional Managers Listing by Region

	Region 
	Name 
	Email Address 
	Cost Centre

	Winnipeg - RBC
	Arnold Chew
Barb Kitzan
	achew2@sharedhealthmb.ca
bkitzan2@sharedhealthmb.ca
	80600852
80600852

	North 
	Rachelle MacDonald 
	rmacdonald2@nrha.ca 
	80600848

	South 
	Vanessa Siemens 
	vsiemens@southernhealth.ca 
	80600851

	Interlake 
	Wendy Fontaine 
	wfontaine@ierha.ca 
	80600849

	Prairie Mountain 
	Jane Skinner 
	jskinner@pmh-mb.ca 
	80600850



