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THIS POLICY APPLIES TO: 
All employees of the Barkly Regional Council. 
 

SUMMARY 
Council employees are entitled to be reimbursed for costs of meals and accommodation if 
travelling away from their place of work when on authorised Council business which may 
include meetings, training or working at a location other than there normal workplace. This 
Policy establishes how allowances are set, the eligibility for allowances, how travel is 
authorised and how allowances may be claimed. 
 
OBJECTIVES 
In the normal course of their duties Barkly Regional Council employees may be required to 
travel away from their normal work place – for example, to attend a meeting or for training. 
In such circumstances employees are entitled to be reimbursed for costs of meals and 
accommodation. The intent of this policy is to establish clear and transparent procedures in 
relation to establishing the quantum of allowances and to determine eligibility for 
allowances, how travel is authorised and how allowances may be claimed. 
 
BACKGROUND 
In the normal course of their duties Barkly Regional Council staff may be required to travel 
away from their normal work place – for example, to attend a meeting or for training. In such 
circumstances employees are entitled to be reimbursed for costs of meals and 
accommodation. 
 
POLICY STATEMENT 

Eligibility and payment - overnight travel 
Where an employee, in the course of employment, is required to travel away from their 
workplace which extends overnight the Council may: 

 Provide at no cost to the employee, reasonable accommodation or meals, or both 
accommodation and meals; or 

 Pay a travelling allowance to the employee in respect of accommodation or meals, or 
both accommodation and meals;  

and, in addition, pay an allowance for incidental expenses incurred or likely to be incurred by 
the employee. 
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Payment where travel is not overnight 
Where an employee, in the course of employment, is required to travel away from their 
workplace but which does not extend overnight the Council may: 

 Reimburse an employee costs necessarily incurred; or 

 Provide a travelling allowance for meals taken due to that travel. 
 

This provision does not apply in circumstances where the travel undertaken is undertaken as 
part of the employee's normal duties which are regularly performed away from their normal 
base. 

Travel costs 
Where an employee, in the course of employment, is required to travel away from their 
workplace the Council will meet the actual transportation cost of airfares and pay a rate per 
kilometre where an employee travels in their personal vehicle. 

This provision does not apply in circumstances where a Council vehicle is available and the 
employee has chosen not to use it. 
 
ELIGIBILITY 
BRC employees are entitled to be reimbursed for costs of meals and accommodation if 
travelling away from their place of work when on authorised Council business which may 
include meetings, training or working at a location other than their normal workplace. 

 To be eligible for travel allowance the travel must be authorised in advance (utilising the 
'Authority to Travel' form) by  

 The CEO (in the case of Directors),  

 The CEO or a Director in the case of Community Coordinators and Tennant Creek 
based staff  

 The CEO or a Director or the Community Coordinator in the case of staff based other 
than in Tennant Creek. 

 
Travelling Allowance is not payable where the employee is absent from the temporary duty 
locality during any period of leave, whether paid or unpaid. 
 
Allowances are only claimable by the employee if they are using personal funds to procure 
food, accommodation or travel costs and are not claimable where BRC or any other provider 
or agency is paying for the food or accommodation or providing the transport. 
 
PROCEDURE 
A Travel Request Form is to be submitted for approval in advance of the travel supported 
where applicable by estimated costs (airfare quotation, hotel name/rate etc.). Where travel is 
sought in relation to training - evidence that the training has been approved is also to be 
provided. 
 
Payment in Advance 
If Travel Allowance is to be paid in advance this should be noted on the Travel Request Form 
and must be approved by the authorising officer. Allowances will be paid by direct deposit into 
the employee's nominated bank account. 
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Where Travel Allowance has been paid in advance and, for some reason, the travel does 
not occur it is the responsibility of the employee to reimburse the money within five working 
days and the responsibility of the authorising officer to confirm that this has occurred. 
Failure to reimburse an advance within the five days specified or to confirm that the funds 
have been reimbursed will be treated as a serious breach of policy. Disciplinary action may 
include, but not be limited to: formal warning, cost recovery, Police report and / or criminal 
proceedings. 

Note: The Finance section requires Travel Allowance Claim forms to be submitted by 12 noon 
on Monday where payment in advance is required. 
 
Payment in Arrears 
Claims must be made in a timely manner so that control over expenditure can be maintained. 
Travel Allowance must be claimed within 14 days of the Travel occurring. In special 
circumstances the CEO may approve payment of claims submitted after 14 days of the travel 
occurring however claims made after 60 days will not be paid. Receipts must be provided to 
support claims in all circumstances except where this is not possible due to the situation 
(locality).  

 
ALLOWANCES 
 
Accommodation 
The Council will meet the reasonable cost of overnight accommodation. 

Commercial accommodation: Where possible accommodation should be pre-booked at a 
hotel or staff accommodation at a community. BRC will meet the actual cost of 
accommodation to a pre-determined maximum. Accommodation costs in excess of the pre-
determined cap will only be met if prior approval of the CEO has been granted.  

Other: Because of the nature of the Council area it may be necessary for staff to camp out 
(attracting an under the stars allowance) or on the floor of a crowded staff house (but not in a 
bed) (swagging allowance). Staff may also elect to stay with friends in which case and a 
non-commercial accommodation allowance will be paid.  

No allowance is provided if employees are staying in staff housing but are providing their 
own linen and pillow. 

Travel 
BRC will meet the actual cost of airfares and pay a rate per kilometre where an employee 
travels in their personal vehicle unless a Council vehicle is available and the employee has 
chosen not to use it. Use of a private vehicle is only permissible where a suitable BRC 
vehicle is not available. 

Meal Allowance 
For travel occurring before 8am, between 12 and 2pm and after 6pm a meal allowance will 
be payable in respect of each meal.   

Meal allowance will not be paid where a meal is provided (e.g. Employees attending a 
Council meeting where lunch is provided or  employees staying in commercial 
accommodation where breakfast is included in the room rate). 

Incidental Allowance 
Where travel occurs overnight an incidental allowance will be payable to cover incidental 
costs. 



 

POLICY 

BRC Travel and Accommodation Policy – 15/10/2015 

Review Date: October 2019 

Page 4 of 6 

QUANTUM 
If a current Enterprise Agreement exists which establishes the quantum of allowances – travel 
and accommodation expenses will be met at the rate specified in that agreement. 

If no current Enterprise agreement exists – travel and accommodation expenses will be met 
at a rate determined annually by resolution of the Council.  

In the event that the Council has not determined a rate then allowances are to be paid at the 
rate specified in the relevant Australian Taxation Office Taxation Determination establishing 
the reasonable travel and overtime meal allowance expense amounts for the relevant financial 
year. Where there is no Council resolution and the ATO has made no determination, e.g. for 
swagging, the CEO will determine a rate which in the CEO's opinion is consistent with ATO 
determinations for the other allowances. 
 
LEGISLATION, TERMINOLOGY AND REFERENCES 

Australian Taxation Office Taxation Determination 2014/19 establishing the reasonable 
travel and overtime meal allowance expense amounts for the 2014-15 income year and any 
later determination for subsequent financial years. 

Any current Enterprise Agreement to which Barkly Regional Council is a party. 

 
IMPLEMENTATION AND DELEGATION  

The CEO has delegated authority to make determinations in relation to eligibility for travel 
allowance and the determination of claims for travel allowance, subject to compliance with 
legislative requirements and this Policy.  

 
EVALUATION AND REVIEW 

This Policy should be evaluated on the basis that the Audit Committee is satisfied that it has 
been and is being implemented. 

This Policy is to be reviewed every four (4) years, and may be reviewed at other times at the 
discretion of Chief Executive Officer. Rates are to be determined annually. 
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AUTHORITY TO TRAVEL FORM 

 

TO BE COMPLETED BY EMPLOYEE 

 

 

Name:________________________________________ Employee Number: 

___________________________ 

Position: ______________________________________ Department:     

_______________________________  

Location of Travel: _____________________________ Starting Date:   _____/______/______ 

 Return Date: _____/______/______ 

Purpose of Travel _____________________________________________________________________________    

 ___________________________________________________________________________________________  

 

Projected Costs 

Accommodation  

Petrol  

Airfare  

Travel Allowance/Meals  

Miscellaneous  

Total Projected Cost  
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Preferred 

Hotel____________________________________________________________________________

_____ 

 

Please attach an airfare quote and training registration/confirmation forms (as applicable) 

 

 

 

Employee Signature: __________________________________ Date: ___/___/___ 

 

 

 

TO BE COMPLETED BY THE MANAGER/DIRECTOR 

 

Approved/Disapproved (Circle One) 

 

If disapproved, provide 

justification________________________________________________________________ 

 

_________________________________________________________________________________

___________ 

 

_________________________________________________________________________________

___________ 

 

 

Manager/Director Signature: ____________________________ Date: ___/___/___ 

 

If approved, please forward form to Human Resources for filing. 

 

 


