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Travel
Policy

1 Purpose

The purpose of this Policy is to —

express the practices required when booking, approving and conducting Travel.
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This Policy is to be read in conjunction with the following —
Travel Diary;

Travel Guideline;

Travel Approval Matrix;

Travel and Destination Risk Assessment; and

Travel Fieldwork Risk Assessment.

2 Scope

2.1 Institutional Scope

The scope of this Policy applies to the entire University.

2.2 Individual Scope

The scope of this Policy applies to —

Students; and

University Officers.

The University will consider Students who are also employed by the University and conduct Travel in relation to their employment to be University Officers under this Policy.

3 Travel

Travel means movement to conduct University Activity —

regardless of funding;

that is not Private Travel; and

includes Course-related Travel.

3.1 Private Travel

Private Travel means movement that is not related to University Activity.

Private Travel may be booked immediately before, immediately after or in between periods of Travel.

Employees intending to undertake Private Travel that is combined with Travel must apply for the appropriate leave entitlement. 

The University will not accept any financial or legal liability relating to Private Travel conducted immediately before, immediately after or in between Travel.

3.2 Course-related Travel

Course-related Travel means Travel conducted for the purpose —

of gaining credit towards a Course; or

participating in activities endorsed or organised by the University.
and may include but is not limited to —

Fieldwork;

Placements;

internships;

volunteering;

Work Experience;

Exchange Programs;

study abroad;

study tours;

international Summer School;

international Winter School;

Conferences and/or Research; or

third-party provider programs.

3.3 Accompanying Non-University Travellers

The University will not reimburse expenses of an accompanying non-University traveller (e.g., spouses, partners, or dependants who are not Employees) unless there is a legitimate business, compassionate, or medical purpose, and an Executive Member has approved it in advance of travel commencing.

University Officers who are the recipient of a grant funded by the University for Travel, for example, the Fay Gale Fellowship, will be required to pay for any accompanying non-University traveller from personal funds and seek reimbursement up to the agreed amount, and in accordance with Expenditure Financial Control Document and Delegations of Financial Authority. 

The University will not provide travel insurance coverage for accompanying non-University travellers, except for spouses, de facto partners and/or dependent children.
Note —
Fringe benefits tax may apply to payments made by the University for accompanying spouses, partners, or dependants. 
4 Travel Risk

Individuals must keep themselves up-to-date on current and potential Risks associated with their Travel.

Individuals conducting Travel must undertake a Travel and Destination Safety Risk Assessment except when —

flying by domestic commercial aircraft (i.e. not chartered);

sailing by domestic ferry/boat on a regular commercial service;

travelling by car within 100 km from their home Campus.

The Senior Deputy Vice-Chancellor may, at any time —

issue a UWA Travel Alert; and/or

change an existing UWA Travel Alert.

Individuals conducting Fieldwork must —

undertake a Fieldwork Risk Assessment; and

have a current Fieldwork Participation Declaration.  
Individuals taking part in activities on behalf of, or on property belonging to, or as part of a project or program of another organisation must follow that organisation’s risk management practices.  

Individuals must register their Travel with the University’s Travel Emergency Services Provider, even if their Travel is not booked through the University Travel Management System.

4.1 Travel Bans

The Senior Deputy Vice-Chancellor may, at any time, implement a ban on Travel on all or specific destinations.

5 Travel Booking

Travel must be booked through the University Travel Management System except when —

booking Travel in an emergency situation;

it is not possible to book individual components of Travel using the University Travel Management System; or

Travel is self-funded.
Individuals must book Travel and accommodation at the lowest fare or rate, taking into account —

health;

safety; and

practicality of schedules.

5.1 Class of Travel

All Travel must be booked in economy class unless any of the following criteria are met —
a contract of employment allows for Travel in a class other than economy class;

a medical certificate supports a need to Travel in a class other than economy class;

the nature and timing of the journey required Travel in a class other than economy class; or

the impact of economy class Travel decreases the productivity or ability to conduct in-flight business.

Only the relevant member of the Executive may approve —
domestic or international premium economy class; or
domestic or international business class;

First class Travel must not be booked.

5.2 Travel Accommodation

Individuals must book accommodation using the University Travel Service Provider unless —

it is not possible to do so; or

their Travel is self-funded.
5.3 Car Rentals

Individuals must book rental cars (including related insurances and waivers) using the University Travel Service Provider unless —

it is not possible to do so; or

their Travel is self-funded.
5.4 Travel Plans

Individuals must load their Travel plans into the University Travel Management System to enable access to travel emergency services from the University and its travel emergency services provider as part of the process to seek approval to Travel.

5.5 Travel Communications Plans

Individuals must load their Travel communications plans into the University Travel Management System as part of the process to seek approval to Travel.
6 Guest Travellers

The University may book, insure and fund Travel for Business Visitors to enable them to conduct University Activity in accordance with the Travel Guideline. 

7 Travel Approval

Travel may only be approved if —

there are no alternative viable options available to enable an individual to conduct their University Activity;

it makes efficient use of time; and

is cost-effective and prudent, regardless of the source of University Funds, including Research funds.

Travel must be approved in accordance with the Travel Approval Matrix.

Individuals responsible for approving Travel must do so in accordance with the Travel Guideline, Travel Approval Matrix and Delegations of Financial Authority. 

Individuals who have doubts or concerns about information provided as part of Travel booking must not approve that Travel.  

The Senior Deputy Vice-Chancellor may, at any time, change the Travel Approval Matrix.

8 Travel Expenditure

University Officers may be reimbursed for their Travel Expenditure in accordance with the Expenditure Financial Control Document.

Individuals must calculate the value of their Travel Expenditure before departure and have this value agreed to by their Supervisor / Manager before seeking Travel approval.

9 Travel Insurance

The University will provide Travel insurance for the duration of the period of Travel including weekends and public holidays that fall within that period of Travel.

The University will not provide insurance cover for Private Travel.

Individuals must check the conditions and exclusions of Travel insurance in accordance with the Travel Guideline.

Individuals may not be covered by the University’s insurance if their Travel has not been approved.  

9.1 Illness and Injury while Travelling

Individuals who become ill while conducting Travel must contact their Manager / Supervisor and inform them of their situation immediately or as soon as practical should medical treatment be required as a matter of urgency.

Individuals who injure themselves while conducting Travel must log into the UWA Incident Portal and report their injury.

Managers / Supervisors must work with the Injury Management and Wellness Team to support individuals who have become ill or injured themselves while conducting Travel.
10 Fringe Benefits Tax (FBT) Liability (Employees Only)

Employees must eliminate any FBT liability that arises as a result of Travel (either funded through external grants or internally) through one of the following —

reducing Private Travel days to less than 40% of the total Travel duration; or

pay the private component of the flights’ cost (50% of the total return airfare) directly to the University Travel Service Provider at the time of booking;

pay the University Travel Service Provider for the entire trip privately and then seek reimbursement of the business component (50% of the total return airfare) from the University; or

if a trip change happens post-departure, repay the private portion of the flights’ cost to the University after completing the trip.

Dual Purpose Travel means the combination of Travel and Private Travel where the Private Travel component is more than incidental and would not have occurred if not for the Travel.

Employees may be required to personally pay expenses deemed to be Private Travel or Dual Purpose Travel in accordance with any instruction provided by UWA Taxation. 

FBT may apply where an Employee accumulates 90 days of Travel to one location for business purposes within an FBT year (1 April – 31 March), in which case the Employee must contact UWA Taxation for advice.

11 Travel Diary (Employees Only)

Employees must maintain a Travel Diary for all —

international journeys; and

domestic journeys of more than five nights.

Travel Diaries must be submitted to UWA Taxation within 30 days of return from Travel.
FBT will be payable by an Employee on Travel expenditure unless they provide a Travel Diary to the University confirming that —
the primary purpose of the trip was to conduct University Activity; and

any Private Travel undertaken was incidental to the University Activities.

Travel Diary accuracy is an Employee’s responsibility. 

Employees must, when filling out their Travel Diary create an entry for every day of their Travel period, including weekends, public holidays, and Private Travel days unless they are on Sabbatical, in which case weekly entries are acceptable.

UWA Taxation will provide assistance on Travel Diaries , contact —

tax-finserv@uwa.edu.au 

12 University Travel Management System Training

Finance will provide training on how to use the University Travel Management System.

Definitions

Business Visitor is defined in the Policy Framework Policy.

Campus is defined in the Campus Space Policy.

Conference is defined in the Policy Framework Policy.

Course-related Travel is defined in section 3.2

Dual Purpose Travel is defined in section 10
Employee is defined in the Policy Framework Policy.

Exchange Program is defined in the International Student Mobility (Outbound) Policy.

Expenditure is defined in the Finance Policy.

Fieldwork is defined in the Policy Framework Policy.

Manager is defined in the Policy Framework Policy.

Placement is defined in the Courses – Experiential Learning Policy.

Policy is defined in the Policy Framework Policy.

Private Travel is defined in section 3.1

Research is defined in the Research Integrity Policy.

Risk is defined in the Risk Policy.

Student is defined in the Policy Framework Policy.

Summer School is defined in the Summer School Policy.

Supervisor is defined in the Policy Framework Policy.

Travel is defined in section 3

University Activity is defined in the Policy Framework Policy.

University Funds is defined in the Finance Policy.

University is defined in the Policy Framework Policy.

University Officer is defined in the Policy Framework Policy.

Work Experience is defined in the Admission – Coursework Policy.
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