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VICTORIA DALY SHIRE COUNCIL 
 

FOR THE MEETING OF COUNCIL OF  
19 APRIL 2011 

 
Report for Agenda Item No 1 

 
Prepared by Trudy Braun, Human Resources Manager 
 
Amendment to Travel Policy          
 

Purpose 
 
The intent of this amendment to the Travel Policy is to ensure councillor and 
employees are aware of their obligations if they do not attend the required 
conference or course in which they have been paid an allowance for.   
 
Background 
 
Councillors and employees at times travel from their normal place of work to attend 
training courses, forums and conferences that they have their accommodation paid 
and are given a travel allowance from the Shire, however on occasions councillors 
and employees reach there destination and don’t attend the required training course, 
forum or conference.   
 
It is recommended that the following be added to the current travel policy to assist 
the Shire in the repayment of funds –  
 
“Where an employee or councillor does not attend the required course or meeting for 
which travelling allowance and accommodation has been provided without 
appropriate justification to the CEO or relevant Director the employee or councillor 
will reimburse the shire from their next available wage or allowance”.   
 
Advice has been sought and provided by WALGA, with the above phase being 
approved.   
 
Impact for Council 
 
This amendment to the travel policy will assist in improving our financial position by 
the return of monies that have not been used in the performance of duties required.  
It also provides consequences to councillors and employees that don’t attend to their 
duties in line with the policy.   
 
 

Recommendation 
 
That Council approve the amended travel policy. 
 
 

Attachments 
1  Official Travel Policy.doc   
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1 INTRODUCTION 

This policy outlines a set of guiding principles for staff and councillors to consider 
when arranging and undertaking official work-related travel, including airline travel that 
will require employees to overnight stay in a location other then home. 

 
2 POLICY 

All official travel (except short local trips) must be approved in advance and utilise an 
Official Travel Form.  Official travel shall be undertaken in accordance with that 
approved on the Official Travel Form. 
 
While undertaking official travel, no employee or councillor will be out of pocket for 
reasonable expenses.  The Australian Taxation Office (ATO) determines a rate of 
payment for travelling allowance.  However, no employee or councillor shall gain a 
financial advantage through the travelling allowance arrangements.   
 
2.1  Travelling Allowance 
A travelling allowance is provided to employees and councillors conducting official 
business that requires overnight absence from normal place of work in a location 
where commercial accommodation is available.  

 
The purpose of the allowance is to ensure that employees and councillors do not incur 
out-of-pocket expenses. Travelling allowance comprises components for 
accommodation, meals and other incidental expenses based on rates determined by 
the Australian Taxation Office therefore no receipts are required. Councillor’s require a 
policy in accordance with 7.1 (71) and (72) allowances and expenses in the Local 
Government Act 2008 and staff in accordance with current Shire agreement. 
 
Where the allowance determined by the Australian Taxation Office is not considered 
appropriate in respect of a particular travel situation, the CEO may substitute a greater 
or lesser amount may be paid depending on the particular travel situation. Where staff 
or councillors wishing to travel in their own vehicle or alone in their own vehicle instead 
of utilising a Shire vehicle the lesser of allowances will be paid.  Where staff or 
councillors choosing to drive rather then fly or fly rather then drive the lesser of 
allowances will be paid. 

 
2.2 Payment 
Payments for allowance will be paid to staff into their nominated bank account in the 
earliest pay run from submission of form.   Advanced payment of allowances can only 
be processed if sufficient time is allowed prior to travel being undertaken.   

 
Reimbursement to councillors will be made by Electronic Funds Transfer into the 
councillor’s nominated bank account as determined by the Australian Taxation Office. 
 
Where an employee or councillor does not attend the required course or meeting for 
which travelling allowance and accommodation has been provided without appropriate 
justification to the CEO or relevant Director the employee or councillor will reimburse 
the shire from their next available wage or allowance.   
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2.3  Adjustments to Payments 
Should the employee return earlier from a trip then planned, a repayment will be 
required. The employee will be advised via email of the amount overpaid.  Conversely 
additional amounts acquired, as the result of a later return then planned will be paid 
upon advice of the revised return details.   

 
2.4  Airline Travel  
The Office Manager is responsible for arranging airline.  Discount fares should be 
sought where possible to reduce cost.  Non-refundable or non-transferable fares 
should be avoided.   

 
2.5 Vehicle Travel 
If any other service is required such as a Taxi or hire car, it should be included on the 
Travel form. 
 
Taxis 
It is the responsibility of the person travelling to organise there own taxies.  Receipts 
are to be kept for reimbursement.  
 
Hire Cars 
Employee’s need to seek appropriate approval from their Director before 
hiring a vehicle.   

 
Private Vehicle Allowance 
Where the use of a private vehicle is likely to be more economical than an official 
vehicle, the Director may authorise payment to the lesser value of an allowance for 
official purposes and specified journeys as determined by the Australian Taxation 
Office.  
 
2.6 Accommodation 
The Office Manager is responsible for arranging accommodation bookings.  The 
choice of accommodation should be made at discretion of cost and proximity to 
destination venue and transportation facilities.   
 
Accommodation bookings should be made under reference to the Victoria Daly Shire 
Council.  This ensures a tax invoice is received and GST can be recovered. 
 
Travel Allowance for non-commercial accommodation may be paid if accommodation 
is not taken up in a commercial establishment.  The rate for this allowance is one-third 
of the commercial rate to assist in the contribution to household.   
 
Any non-essential additional expenses acquired in accommodation such as telephone 
calls, room service or mini-bar supplies are the employee’s responsibility.   
 

FURTHER INFORMATION 
Australian Taxation Office Rates of Payments 
VDSC Official Travel Allowance Rates 
Human Resources Manager  
Office Manager 
 
 
Endorsed by the Chief Executive Officer 
Victoria Daly Shire Council  
 

Created: 10 April 2009 
Reviewed Date: 15th February 2011 
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Review Date: 1st July 2011 
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Allowance Type Amount Applies To Distance One Way Cost Return 

Costs 
      
KILOMETER      
Ordinary Car 1.6L or Less $0.63     
Ordinary Car 1.601L to 
2.6L 

$0.74     

Ordinary Car 2.601L and 
Over 

$0.75     

      
Meals & Incidentals $97,100.00 - All Staff Full No Lunch $84.45 

Incidentals $16.85  $110.35 No Breakfast $87.25 
Breakfast $23.10   No Dinner $65.85 
Lunch $25.90   No Dinner & 

Lunch 
$39.95 

Dinner $44.50     
      

Meals & Incidentals $97,101.00 + Executive 
& Others 

Full No Lunch $98.95 

Incidentals $24.05  $134.50 No Breakfast $109.40 
Breakfast $25.10   No Dinner $84.70 
Lunch $35.55   No Dinner & 

Lunch 
$49.15 

Dinner $49.80     
      

Accommodation 
(if not paid by Shire a 
1/3 of these amounts 

will be paid) 

$97,100.00 -   $97,101.00 +  

Adelaide $157.00   $185.00  
Brisbane $201.00   $233.00  
Canberra $145.00   $183.00  
Darwin $172.00   $229.00  
Hobart $117.00   $150.00  
Melbourne $173.00   $197.00  
Perth $164.00   $211.00  
Sydney $183.00   $225.00  
      
Katherine $120.50   $120.50  
Alice Springs $113.00   $113.00  
Camping Allowance $92.00   $110.00  
�
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VICTORIA DALY SHIRE COUNCIL 
 

FOR THE MEETING OF COUNCIL OF  
19 APRIL 2011 

 
Report for Agenda Item No 2 

 
Prepared by Rose Peckham, Office Manager 
 
Late Correspondence          
 

Correspondence In 
 
1. Letter_Nama & Wudapuli residents 
2. Photos of road 
3. Letter_Heritage Advisory Council 
 
 

Recommendation 
 
That Council accept the correspondence. 
 
 

Attachments 
1  Council Letter about roads.doc   
2  road photos.doc   
3  110407 heritage Advisory Council Re - Proposed Heritage Object.pdf   
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