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1. [bookmark: _Toc167287643][bookmark: _Toc167794375][bookmark: _Toc168566674][bookmark: _Toc168566715][bookmark: _Toc168566737][bookmark: _Toc169271680][bookmark: _Toc207880833][bookmark: _Hlk167728966]Overview
The travel and expenses policy provides direction, guidance, and information to support employees conducting work for the Victorian Curriculum and Assessment Authority (VCAA) involving travel, expenses, and allowances, including reasonable out-of-pocket expenses actually and necessarily incurred in the course of authorised duties.
[bookmark: _Toc167794376][bookmark: _Toc168566675][bookmark: _Toc168566716][bookmark: _Toc168566738][bookmark: _Toc169271681][bookmark: _Hlk167729332]This policy applies to all employees within the Victorian Curriculum and Assessment Authority (VCAA). For the purposes of this policy, the term 'employees' encompasses VCAA employees of the direct workforce, as well as any individuals or groups undertaking an activity for or on behalf of the VCAA, including fixed term, casual, sessional employed under Ministerial Order No. 1451 – Victorian Curriculum and Assessment Authority employees (Employment Conditions, Salaries, Allowances, Selection and Conduct).
2. [bookmark: _Toc207880834]Objectives
The travel and expenses policy intends to ensure compliance with relevant industrial instruments, legislation, regulations and promote responsible expenditure while facilitating necessary travel for VCAA work-related purposes.
3. [bookmark: _Toc167794377][bookmark: _Toc168566676][bookmark: _Toc168566717][bookmark: _Toc168566739][bookmark: _Toc169271682][bookmark: _Toc207880835]Principles
3.1. [bookmark: _Toc169271683][bookmark: _Toc207880836]Clarity and Consistency
Provide clear guidelines on travel expectations, including allowable expenses and reimbursement procedures.
3.2. [bookmark: _Toc169271684][bookmark: _Toc207880837]Compliance and Accountability
Ensure that employees’ expenses incurred during VCAA work-related travel adhere to allowances and reimbursement guidelines, promoting accountability and compliance with regulatory requirements.
3.3. [bookmark: _Toc169271685][bookmark: _Toc207880838]Fairness and Equity
Establish fair and consistent practices for reimbursing expenses incurred during VCAA work-related duties. This includes eligible expenses, allowance rates, and maximum limits to ensure equitable treatment for all employees.
4. [bookmark: _Toc167794378][bookmark: _Toc168566677][bookmark: _Toc168566718][bookmark: _Toc168566740][bookmark: _Toc169271686][bookmark: _Toc207880839]Roles and responsibilities
4.1. [bookmark: _Toc207880840]The Employer
The responsibilities of the employer are to:
· provide employees with the travel e-pack and ensure they have access to necessary travel and expense information
· manage and approve employees' travel costs to ensure they are justified, reasonable, and compliant with company rules
· monitor policy compliance among staff and intervene as necessary
· offer guidance and support to employees regarding travel and expense policies
· promptly and fairly resolve any issues related to travel and expenses
· maintain transparency and accountability throughout the process
4.2. [bookmark: _Toc169271688][bookmark: _Toc207880841]Human Resources
The Human Resources team will:
· handle travel bookings in accordance with VCAA policy requirements
· liaise with employees regarding their travel arrangements and bookings
· manage authorised work-related travel expenses and ensure reimbursements are processed in a timely manner
4.3. [bookmark: _Toc169271689][bookmark: _Toc207880842]Employees
Employees must:
· adhere to travel and expense policy obligations and regulations
· get prior approval from their manager or authorised delegate before using their private motor vehicle for VCAA work-related duties during their employment
· take precautions for personal and others' safety during travel or private motor vehicle use
· obtain pre-approval from a manager or authorised delegate before incurring allowable expenses during work-related travel
· accurately document all expenses incurred during business travel dates and provide necessary itemised receipts and documentation for reimbursement
· submit expense reports promptly upon trip completion for timely reimbursement and accounting
· use VCAA funds and resources responsibly and solely for work-related purposes outlined in the policy
· uphold ethical standards and avoid actions that could be perceived as fraudulent or deceptive regarding travel expenses
· identify and mitigate potential risks associated with travel and expenses, including safety hazards, financial risks, or compliance issues.
5. [bookmark: _Toc207880843]Base Location
All employees are allocated a base location determined for travel allowance purposes which in most cases will be a VCAA corporate office or hub. Where employees work in multiple locations, the VCAA will determine which location is nominated as the base. 
An employee’s base location is indicated in the Letter of Offer of Employment.
6. [bookmark: _Toc168566680][bookmark: _Toc168566721][bookmark: _Toc169271690][bookmark: _Toc207880844][bookmark: _Toc144911896]Travel and Accommodation Bookings
Prior approval from a manager or authorised delegate and VCAA Human Resources is mandatory for all travel bookings, including flights, accommodation, and hire vehicles. It is important to note that only VCAA Human Resources team is responsible for arranging travel bookings. 
To initiate a travel or accommodation booking request, employees are required to complete a booking request at least 5 business days before travelling. 
7. [bookmark: _Toc169271691][bookmark: _Toc207880845][bookmark: _Toc168566683][bookmark: _Toc168566724]Allowances and Expenses
Allowable expenses include meals and incidentals associated with an overnight absence from home or day duties at a specified work location. It is important to note:
· allowances are only for total out-of-pocket amount (i.e. inclusive of GST)
· any expenses associated with an individual who is not an approved or appointed VCAA employee cannot be claimed. This includes family members, partners, or children travelling with them.
· expenditure on alcoholic beverages will not be reimbursed
· certain expenses are considered non-incidentals if they pertain to travel costs, petrol for hire cars, food, beverages, (e.g. mini bar items, coffee, tea, milk, cakes, chocolates), or are part of daily personal or work preparations (e.g. newspapers, magazines)
· reimbursement will not be provided for cash withdrawals, double claims, personal use items (e.g. in-house movies), private memberships to professional associations (e.g. WWCC, VIT, or CPA membership), tips or gratuities, or purchases such as hospitality, gifts, flowers, or cards
· in the instance where an employee incurs an expense in circumstances other than those set out in this policy, the employer may authorise reimbursement of expenses actually and necessarily incurred as the employer considers reasonable
· all receipts for additional expenses incurred during the travel period must be provided to VCAA Human Resources to demonstrate the expenditure exceeded the amount of the per diem provided. 
· if accommodation is procured independently of VCAA Human Resources team, the employee is deemed responsible for all costs incurred and cannot be reimbursed.
7.1. [bookmark: _Toc168566681][bookmark: _Toc168566722][bookmark: _Toc169271692][bookmark: _Toc207880846]Reimbursement of Claims
When an employee is required by the VCAA to temporarily work at a specified work location, either overnight or for part of the day, the VCAA will reimburse reasonable expenses incurred during authorised duties, such as travel, meals and other incidental costs. It is important to note, reimbursement related to mileage is subject to approval via the VCAA Application and Approval to use Private Vehicle Form. Employees must carefully consider the necessity of expenses and provide justification for their essential nature when claiming reimbursement. All claims undergo review for validity, and clarifications may be requested from employees regarding amounts.
Split bills: In the instance where a bill cannot be split and one employee pays an overall bill, then the individual paying must identify the individuals they paid for. It is expected that the other individuals sign the bill to indicate that they have agreed to the arrangement and will not lodge a claim for similar expenses. Failure to do this can delay the allowance for the claim.
Specific dietary requirements: In the instance of specific dietary requirements, employees are permitted to pre-purchase food items at supermarkets. However, it should be made clear why the purchase was made and must not exceed reasonable limits.
Hospitality expenses: Reimbursement for hospitality expenses, such as catering, beverages, and similar items, is not permitted under this policy. Any catering required must be pre-approved and handled as procurement by the VCAA. Invoices from the catering business are required for expenditure approval.
8. [bookmark: _Toc168566682][bookmark: _Toc168566723][bookmark: _Toc169271693][bookmark: _Toc207880847]Specified Work Location
Employees directed to work at a specified location other than their base location may also be entitled to reimbursement for time reasonably spent in travelling to and from their base location and the specified location that is outside normal working hours and in excess of the time normally spent travelling from the base location to the usual place of work and return.
For any period of excess travelling time incurred, the employee may be:
· granted time off during normal hours of duty, or 
· reimbursed at the ordinary rate of pay (calculated to the nearest quarter hour)
· reimbursement will only be granted where excess travel time is at least 30 minutes per day.

Weather event leave: In the event of unexpected weather conditions impacting an employee's ability to travel to and from their specified work location, the VCAA may provide special leave and allowances for up to 5 days. This will be in accordance with the employee's employment contract.
9. [bookmark: _Toc168566684][bookmark: _Toc168566725][bookmark: _Toc168566741][bookmark: _Toc169271694][bookmark: _Toc207880848]Transport 
Travel notification: Employees will be notified of travel requirements by their manager, which may also be outlined in their letter of offer.
Transportation modes: The VCAA may require employees to use specific transportation modes for their roles. Employees must comply with these requirements.
Responsibility for fines and infringements: Employees are personally responsible for fines or infringement notices resulting from their use of private motor vehicles or hire vehicles for VCAA work-related purposes. If fines occur while using a hire vehicle, VCAA Human Resources will notify the issuing authority with the driver's details within the specified timeframe. The handling of personal information related to such notices will comply with the Privacy and Data Protection Act 2014.
9.1. [bookmark: _Toc168566685][bookmark: _Toc168566726][bookmark: _Toc169271695][bookmark: _Toc207880849][bookmark: _Hlk168566007]Private motor vehicle 
Allowances
An employee who is required to travel in the course of their employment and approved to use their private motor vehicle will be reimbursed for costs per kilometre incurred that have been authorised by the VCAA.

Reimbursement for expenses
Following the use of a private motor vehicle, employees must submit a declaration stating the date, the purpose of the trip, the number of kilometers travelled, and the type of vehicle used via the Travel Reimbursement Claim form for the relevant financial year. 
Employees are not permitted to make any other claim relating to motor vehicle expenses other than the claim for mileage. The ATO determines the rates, which considers all costs including wear and tear, fuel, repairs, and motor vehicle insurance expenses.
[bookmark: _Toc144911894]Parking costs: Claims for parking costs are permitted and will be reimbursed, provided proof of a suitable receipt.
9.2. [bookmark: _Toc144911891][bookmark: _Toc168566686][bookmark: _Toc168566727][bookmark: _Toc169271696][bookmark: _Toc207880850]Hire vehicles
VCAA employees are not permitted to book hire vehicles. Therefore, where a hire vehicle is procured without approval or permission by the VCAA, the employee will be deemed responsible for all costs incurred. 
VCAA Human Resources is responsible for arranging hire vehicel bookings. 
Booking: It is essential to indicate pickup and drop off times on the booking request form.
Pickup and drop off: Employees must adhere to the hire vehicles companies’ rules for collection and drop off times for all hours and the location of the key drop off boxes. Employees must ensure they meet the nominated pickup and drop off times as additional costs may be incurred unless there is a rational explanation provided by the employee.
When picking up a hire vehicle, employees are required to decline all other offers (e.g. renter protection package or/and accident excess reduction package or similar).
Tolls: Employees using a hire vehicle for travel on toll roads will be invoiced for the toll costs incurred. Claims for tolls costs are permitted and will be reimbursed, provided proof of a suitable receipt.
Road incidents: Employees must immediately notify their manager or authorised delegate and VCAA Human Resources in writing the circumstances of the incident that has occurred with the hire vehicle. Employees will need to include a copy of the accident report supplied to the hire vehicle company detailing the accident as well as any photos of the incident if possible.
Allowances
Travelling to and from the hire vehicle depot can be covered by an allowance for distances from the base location to the hire vehicle depot and return (this also applies to the use of taxis and reimbursing travel by trains and buses to and from hire depots).
Reimbursement for expenses
[bookmark: _Toc144911892]Where petrol is purchased for a hire vehicle, proof of purchase (receipt) must be provided for full reimbursement.
Claims for tolls costs are also permitted and will be reimbursed, provided proof of a suitable receipt.
9.3. [bookmark: _Toc168566687][bookmark: _Toc168566728][bookmark: _Toc169271697][bookmark: _Toc207880851]Public transport
Public transport should be used, unless; it is deemed impracticable, the travel occurs outside of standard business hours, or it is considered expeditious or more economical for an employee to travel by an alternative form of transport.
Travel records: Employees should ensure they meet ATO requirements in relation to keeping travel records such as ticketing information, receipts, and diary entries. 
Employees who fail to undertake arranged travel or undertake travel for a lesser period than the original travel period will repay any amount of the per diem more than their actual allowance entitlement.
Reimbursement for expenses
Claims for all forms of public transport fares are permitted (eg. public transport – train, tram, bus, ferry) and will be reimbursed, provided proof of ticket (receipts) is provided.
Myki cards: Reimbursement claims for use of a Myki card must include a copy of the employees’ Myki account or other similar evidence or else the request will be denied. It is important to note that top up receipts for Myki cards are not acceptable as they are not actual proof of travel and will not be reimbursed.

9.4. [bookmark: _Toc144911895][bookmark: _Toc168566688][bookmark: _Toc168566729][bookmark: _Toc169271698][bookmark: _Toc207880852]Use of taxis and ride sharing
The use of taxi services is acceptable in the following circumstances. However, prior to using ride-sharing services, employees must consult VCAA Human Resources and receive written approval.
· travel to and from hire car depots or airports where no other reasonable option is available
· no other reasonable travel options exist
· in cases of sudden plan changes or emergencies.
Reimbursement for expenses 
To be reimbursed clear evidence of the trip (day/date) must be evident. It is important to note that receipts with no other detail will not be reimbursed.
10. [bookmark: _Toc167783666][bookmark: _Toc168566690][bookmark: _Toc168566731][bookmark: _Toc169271699][bookmark: _Toc207880853][bookmark: _Hlk168408848]Further assistance
For any inquiries or assistance regarding the VCAA travel and expenses policy, as well as submissions for travel bookings (including flights, accommodation and hire cars), along with any other expenses or reimbursements associated with VCAA work-related duties, please direct your emails to VCAA Human Resources: vcaa.hr@education.vic.gov.au
11. [bookmark: _Toc168314375][bookmark: _Toc168566691][bookmark: _Toc168566732][bookmark: _Toc168566742][bookmark: _Toc169271700][bookmark: _Toc207880854]Managing this policy
11.1. [bookmark: _Toc168566692][bookmark: _Toc168566733][bookmark: _Toc169271701]Authorisation
This policy is issued under the authority of the Chief Executive Officer.
11.2. [bookmark: _Toc168566693][bookmark: _Toc168566734][bookmark: _Toc169271702]Accountability for the policy
The owner for this policy is VCAA Human Resources. The owner reports to the Chief Executive Officer on the management of this policy.
The owner is responsible for:
· development and regular review of this policy
· development of protocols, processes, and guidelines to support implementation
· monitoring compliance of applicable employees, organisational units, and/or locations.
11.3. [bookmark: _Toc168566694][bookmark: _Toc168566735][bookmark: _Toc169271703]Important dates
	Date of adoption:
	July 2024

	Date of last amendment:
	September 2025

	Date of next review:
	July 2026


12. [bookmark: _Toc168314376][bookmark: _Toc168566695][bookmark: _Toc168566736][bookmark: _Toc168566743][bookmark: _Toc169271704][bookmark: _Toc207880855][bookmark: _Hlk168408772]Related documents
· Ministerial Order No. 1451.
· Privacy and Data Protection Act 2014
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