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Travel
Guideline

1 Intent
The intent of this Guideline is to provide additional information to individuals booking, approving and conducting Travel.
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2 Introduction

The Travel Policy defines Travel as movement to conduct University Activity.  This means that all Travel can only be for the purpose of enabling —

studying, researching and/or working at the University;

taking part in recreation or other activities organised by the Guild and/or University; and/or

any services and/or performance of official duties of the University, regardless of location.

If you are taking part in an activity organised by an external organisation which is related to your study, research or work, such as a competition or event, this also qualifies as University Activity.

It is your responsibility to provide honest, factual, and accurate information in relation to your Travel.  

3 Travel Restrictions

From time to time it may be necessary for the University to issue Travel restrictions in response to safety and health advice.  

Travel restrictions will supersede any conflicting information in the Travel Policy, Travel Guideline (this Guideline) and the Travel Approval Matrix.

4 Booking Travel

To book Travel you’ll need a Pheme account to access the University’s Travel Management System. 

TripIt accounts can be used by Students to lodge Travel bookings, however, TripIt will only communicate with the University Travel Management System if there is a corresponding Concur account.  

4.1 TripIt

To link your TripIt account with the University Travel Management System —

create a Concur account using your Pheme details. The Concur Website is as follows: https://www.finserv.uwa.edu.au/.  Scroll down to click on Concur (staff and students). Log in with your Pheme details;

edit your Profile to ensure the information matches your passport details. Add your UWA email address, plus any addresses you may be sending itineraries from. Be sure to verify the emails you enter;

create a TripIt account on www.tripit.com 

when you log-in to Concur, you should see the App Centre. Please click 'TripIt', log into your account and it will remain connected to Concur (a TripIt account can be created from here, too);

forward your original travel itinerary confirmation email (including pdf. where applicable) to plans@tripit.com from your verified email address. Concur will extract your travel details and you should now have access to a 'My Trip' section on your Concur homepage showing your travel information; and

Upload a screenshot of your Concur account showing your name and uploaded itinerary (the 'My Trip') in the box below (by using the white folder icon). See this example https://www.globalstudio.uwa.edu.au/_customtags/ct_FileRetrieve.cfm?File_ID=27119 
4.2 Guest Travellers

Individuals who do not have a Pheme account need to request a Guest Traveller profile.

For the University to book, insure and fund Travel for a Business Visitor, a Guest Traveller profile needs to be created.

To do this, you need to submit a UWA Guest Traveller Profile Form to concur@uwa.edu.au 

You can download the UWA Guest Traveller Profile Form from the Policy Library.  
4.3 Booking Help
If you have a Pheme account but can’t book Travel, you’ll need to check the Travel approval workflows in PeopleSoft by contacting —  

finance-transactions@uwa.edu.au or concur@uwa.edu.au 

If you need support to book your Travel, contact —

concur@uwa.edu.au 

(+61) 8 6488 8777 (option 3)
5 Travel Plan

Travellers need a written record (or records) or a collection of documents of useful information related to your trip such as —

itineraries;

transport timetables;

car rentals (if not booked through the University Travel Management System);
transport provider contact details (if not booked through the University Travel Management System);

driver fatigue management ensuring rest breaks / swapping drivers every 2 hours when travelling by car more than 100km from home campus;
stopovers;

accommodation reservations (if not booked through the University Travel Management System);

periods of Private Travel; 

risk assessments;

work site requirements; and

Travel communication plans.

You can log your accommodation and car rentals through the Travel Management System as a ‘no quote required’ entry if they have been booked externally.

Where relevant, you can provide evidence in your Travel plan, about how you have satisfied any conditions and requirements placed on you by the Off-campus Activities webpages —

https://www.safety.uwa.edu.au/topics/off-campus 
5.1 Travel Communication Plan 

Travellers need a written record about how you and your Manager / Supervisor, and others on your trip will —

communicate with each other while you are conducting Travel; and

communicate with UWA Security and the University’s Travel Emergency Service Provider during and after an emergency.

Your Travel communication plan needs to identify —

methods of communication;

times and dates when you will make contact;

what the escalation process will be if you don’t make contact;

local emergency services and operators contact details; and

contingencies and alternative communications.
Any periods where you won’t be able to communicate are to be recorded in the Travel communication plan.

6 Approving Travel

All travellers must seek pre-approval from their Manager/Supervisor prior to commencing a travel booking via the Travel Management System in accordance with the Travel Approval Matrix.

If you are a Level 2 or 3 approver you need to —

be satisfied that the planned University Activity cannot be effectively conducted via alternatives to Travel such as teleconferencing and videoconferencing;

be satisfied that University Funds are available and that the expected spend complies with the requirements of funding bodies where applicable;

make sure that that Travel complies with —

the Child Protection Policy if that Travel involves any Working with Children and/or Child-related Work;

the Research Integrity Policy if that Travel involves any Research;

the Graduate Research Policy if the Travel is being conducted by an HDR Student;

the Consultancy Policy if that Travel includes Consultancy Work; and

the Foreign Interference Policy if that Travel involves International Activity.

review and approve the related UWA Travel and Destination Safety Risk Assessment;

review and approve any related UWA Fieldwork Risk Assessment if Travel involves Fieldwork;

review and approve the related Travel communication plan; and 

review and approve the related Travel plan.

Staff may undertake acting duties in other UWA positions, during periods of absence. Approvers may provide authority to acting staff members via the University Travel Management System to ensure Travel can still be approved, in accordance with the Delegations Framework Policy. 

6.1 Approval for HDR Student Private Travel

If you are a Higher Degree by Research (HDR) Student, you will also need to have your Travel approved in HDR Hub before booking.

If you are a HDR Student wanting to conduct Private Travel you will need to seek approval from —

the Graduate Research School for international Private Travel —

https://www.postgraduate.uwa.edu.au/contact 

(+61) 8 6488 2807

your coordinating supervisor for domestic Private Travel.

7 Travel Insurance

The University provides some information about its corporate travel insurance policy on the UWA Insurance webpage https://www.spp.uwa.edu.au/riskandlegal/insurance/travel 

If you have any queries about the University’s corporate travel insurance policy please contact uwainsuranceteam@aon.com 

8 Travel Illness and Injury

The Injury Management and Wellbeing Team can be contacted —

wellbeing@uwa.edu.au 

You can report an injury by logging into to the UWA Incident Portal —

https://uniwa.sharepoint.com/sites/sd-Human-Resources/SitePages/Access-Injury-Management-Services.aspx 
9 Travel Emergency Assistance

The University has appointed a Travel Emergency Service Provider (Healix), who will assist with any travel emergencies while you are conducting Travel, including medical, safety and security issues.

Please read the Healix information provided at https://www.safety.uwa.edu.au/topics/emergency-medical-and-travel-assistance.  

The UWA Injury Management and Wellbeing Team can provide you with welfare support and advice if you’re affected by events or health and wellbeing concerns (physical and/or psychological injuries) while you’re conducting Travel.

If you experience an emergency while Travelling, contact the Travel Emergency Service Provider —

uwa@healix.com; or

(+61) 7 3164 9532

10 Travel Risk

If you have any questions relating to the Risk associated with your Travel, contact —

UWA Safety and Health —

safety@uwa.edu.au
(+61) 8 6488 3938
askUWA at https://staff.ask.uwa.edu.au/  

UWA Injury Management and Wellbeing —

wellbeing@uwa.edu.au
(+61) 8 6488 2784

askUWA at https://staff.ask.uwa.edu.au/  

UWA Risk —

legal@uwa.edu.au 

(+61) 8 6488 4759

10.1 Major-risk and Extreme-risk Destinations

Major-risk destinations are —

countries that are rated by DFAT as “Reconsider Your Need to Travel”; and/or

countries that are rated as Major-risk by a UWA Travel Alert.

Extreme-risk destinations are —
countries that are rated by DFAT as “Do Not Travel”;

countries that are rated as Extreme-risk by a UWA Travel Alert; or

countries that you have rating E1 to E5 in your Travel and Destination Risk Assessment or Fieldwork Risk Assessment.
10.2 DFAT Travel Risk Ratings

The Department of Foreign Affairs and Trade (DFAT) provides travel advice for all countries through their Smart Traveller website https://www.smartraveller.gov.au/destinations 

DFAT also provides explanations for their travel advice ratings here https://www.smartraveller.gov.au/consular-services/travel-advice-explained 

10.3 UWA Travel Alerts

The University reserves the right to elevate the Risk rating of any destination, regardless of its DFAT rating.

This will be highlighted in the University Travel Management System when you select a destination.  

11 University Travel Management Training

You can request training on the University Travel Management System by contacting —

training-finserv@uwa.edu.au 
End
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