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1. [bookmark: _Toc223081160][bookmark: _Hlk172100210]Introduction
Purpose 
The purpose of this Guidelines Booklet is to provide comprehensive and clear guidance on the Victorian Curriculum and Assessment Authority (VCAA) Travel and Expenses Policy for all employees. It aims to ensure consistent understanding and adherence to policies governing authorised work-related travel, personal expenses, and reimbursement procedures in accordance with Ministerial Order No. 1451 (The MO).
Overview of Whom the Guidelines Apply to
These guidelines apply to all employees (fixed term, casual, seasonal) employed under the MO, who are required to undertake work-related travel as part of their VCAA work responsibilities. Employees will be notified at the time of appointment if work-related travel is required and receive a Travel E-Pack email prior to work beginning.  
Importance of Following Policies and Procedures
Adherence to policies and procedures is crucial to maintain organisational transparency, accountability, and compliance with regulatory standards.
The VCAA aims to equip employees with the tools and information necessary to navigate travel arrangements and expense claims efficiently and in compliance with organisational policies. This ensures that all travel-related activities are conducted in a manner that supports VCAA's operational objectives while maintaining fiscal responsibility and accountability.
1. VCAA Travel and Expenses Policy
2. VCAA Vehicle Rules of Use Guidelines
3. VCAA Application and Approval to use Private Vehicle Form
4. VCAA Travel and Accommodation Booking Request Form
5. VCAA Travel and Personal Expenses Claim Form
2. [bookmark: _Toc223081161]Contact Information
For inquiries or assistance regarding travel bookings, expenses or reimbursements, please contact the VCAA HR Unit via email vcaa.hr@education.vic.gov.au or phone: 1800 718 320. 
Please note, HR should be contacted prior to any travel being carried out. This ensures compliance to organisational policies. 










3. [bookmark: _Toc167794378][bookmark: _Toc168566677][bookmark: _Toc168566718][bookmark: _Toc168566740][bookmark: _Toc223081162]Roles and Responsibilities
The table below details the roles and responsibilities of Managers, Employees and Human Resources (HR) in the travel bookings and personal expense reimbursement process:
	Managers
	Employees
	Human Resources

	· Communicate travel requirements to employees’ if applicable to role. E.g. schedules and long distance travel requirements

· Manage and approve employees' travel requests and ensure costs are justified, reasonable, and compliant with company rules.

· Offer guidance and support to employees regarding travel and expense policies.

· Maintain transparency and accountability throughout the process.

	· Understand and adhere to the guidelines outlined in the travel and expense policy.

· Obtain approval for all travel and use of personal vehicles for VCAA purposes before travel is undertaken.

· Ensure all expenditures are in line with VCAA guidelines and policy and are accurately documented/supported by receipts for expense claims.

· Promptly submit expense reports for reimbursement after travel is completed.
	· Provide employees with travel information at time of appointment.

· Handle travel bookings in accordance with VCAA policy requirements and liaise with employees regarding their travel arrangements and bookings.

· Process authorised work-related travel expenses and ensure reimbursements are processed timely.

· Offer guidance and support to employees regarding travel and expense policies, maintaining transparency and accountability throughout the process.



4. [bookmark: _Toc223081163]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. 
Refer to Appendix 1 for a summary of base locations by role. 
5. [bookmark: _Toc223081164]Travel Eligibility
Employees directed to work at a specified location other than their designated base location may be entitled to reimbursement for travel and travel related expenses.
Employees eligible to claim travel will be notified by the VCAA HR unit at the time of employment. Where work-related travel is authorised, VCAA HR will notify the authorised staff of their travel entitlements and provide instructions on how to claim reimbursements via a travel e-pack.
Travel to and from an employee’s nominated base location is considered ordinary commuting and is not claimable. Exceptions may apply for employees based in regional areas where operational requirements necessitate significant travel. Where approved, reimbursement will be restricted to the number of business-related kilometres travelled and will not include additional costs (e.g. tolls, parking, fuel, or travel time) unless otherwise authorised. Eligibility in these instances will be reviewed and determined on a case-by-case basis.
[bookmark: _Toc223081165]

6. Booking Travel
6.1. [bookmark: _Toc223081166]Travel Booking and Approval Process
Employees required to travel for their role may be eligible to request flights, accommodation and/or car hire. Prior to any work-related travel, employees will need submit the travel booking request form to their unit manager for approval at least 5 working days before travel. 
HR will book all flights, accommodation and/or car hire for the employee. If flights, accommodation and/or hire car is procured privately, i.e. without prior permission or approval by VCAA HR or unit manager, the organising individual is deemed responsible for all costs incurred. 
Late cancellations (i.e. outside supplier cancellation deadlines) or failure to attend without reasonable explanation may result in the employee being required to reimburse the VCAA for any cancellation fees or charges incurred.
5 [bookmark: _Toc223077561][bookmark: _Toc223077886][bookmark: _Toc223081167]
6 [bookmark: _Toc223077562][bookmark: _Toc223077887][bookmark: _Toc223081168]
6.1 [bookmark: _Toc223077563][bookmark: _Toc223077888][bookmark: _Toc223081169]
6.1.1 [bookmark: _Toc223081170]Flights
Economy/domestic class available seats only will be booked on flights. Employees will receive preliminary advice from HR regarding travel options, especially in cases where flights are affected.
6.1.2 [bookmark: _Toc223081171] Accommodation
Accommodation is approved for instances where extended travel to work locations is required over multiple days, or when returning to the base location on the same day is not feasible due to time constraints. HR will arrange accommodation that meets approved standards and is conveniently situated relative to work-related duties. 
Accommodation may only be booked for staff directly employed by the VCAA under the Ministerial Order 1451. Friends, family, or other non-employees are permitted to stay in accommodation booked by the VCAA, provided they do not interfere with the employee’s duties and there is no additional cost.
6.1.3 [bookmark: _Toc144911891][bookmark: _Toc168566686][bookmark: _Toc168566727][bookmark: _Toc223081172]Hire Vehicles
Hire Vehicles are approved for instances where considerable total distances are to be travelled either on a single or repeated daily basis. The VCAA preference is for the VCAA appointee to use vehicle hire over their personal vehicle. 
Hire vehicles can only be booked for staff directly employed by the VCAA under the Ministerial Order 1451. Friends, family, or other non-employees are not permitted to drive the vehicle.
VCAA uses Avis and Hertz as preferred hire vehicle suppliers.
Employees must adhere to the below when using hire vehicles:
· Must be over the age of 25 and have a full and valid driver’s license.
· The vehicle companies’ rules for collection and drop-off times, including outside standard business hours. Meeting designated pickup and drop-off times avoids additional costs unless justified.
· When picking up a hire vehicle, employees must decline all additional offers such as the Renter Protection Package or Accident Excess Reduction package.
· Before returning a hire car to its depot, employees must ensure the petrol tank is refilled to the required level. 
Reporting Road Incidents:
· In case of a road incident while using a hire vehicle, employees must notify HR via email (vcaa.hr@education.vic.gov.au) within 24 hours of the accident occurring. They must include a copy of the accident report provided by the hire vehicle company detailing the incident and include any photos of the damage.
6.2 [bookmark: _Toc223081173]Changes to Travel Bookings
Employees needing to modify their booked travel arrangements should contact HR via email vcaa.hr@education.vic.gov.au at least 48 hours before their travel begins. For any last minute schedule changes, managers will be in touch.
7. [bookmark: _Toc223081174]Private Motor Vehicle Use
[bookmark: _Hlk168566007][bookmark: _Hlk172911537]If employees intend to use their personal vehicle for VCAA work purposes, they are required to complete and sign the Application to Use a Private Motor Vehicle form for each role in which travel is eligible and email the completed form to HR, before using a private vehicle for VCAA work-related purposes. This application must be renewed each year upon commencement of any new appointment. 
Employees must obtain pre-approval before using a personal vehicle for work. Claims submitted without prior approval may not be reimbursed, unless a valid reason is provided and accepted by the HR manager.
This process is essential to guarantee that all information regarding an employee’s private motor vehicle is recorded and compliant, and that necessary arrangements are in place and that employees meet the required criteria for claiming the kilometre allowance rate.




To approve the use a private motor vehicle for work purposes, the following conditions must be met:
· the vehicle must be registered in the employee’s name, or if the vehicle is not registered in the employee’s name the employee must ensure they are covered by the registered owner’s comprehensive insurance.
· the private motor vehicle should have full comprehensive insurance, which includes liability where reimbursement is sought for the use of a private motor vehicle.
· liability at law for damages and an endorsed indemnity to the employer.
· the employee must hold a full and valid driver’s license.
In the instance where an employee does not have comprehensive car insurance for their private motor vehicle, public transport or booking a hire vehicle is an available option.
Sharing driving:
· When multiple employees share the driving of a private motor vehicle for VCAA work-related purposes, each employee must complete and sign an application and approval to use a private motor vehicle form. This ensures that each driver is authorised and approved to utilise the private motor vehicle, and it helps maintain a record of employees permitted to use the vehicle.


8. [bookmark: _Toc223081175]Claiming Travel Expenses
Only staff directly employed by the VCAA under the Ministerial Order 1451 are entitled to the reimbursement of travel expenses directly incurred for approved VCAA work related purposes. The table below indicates a summary of claimable expenses based on MO Level. 

	MO Payment Level
	KMs
	Travel Expenses
	Meals 
	Accom
	Travel
Hours

	MO Level 1 to 12
	ü
	ü
	ü
	×
	ü


7 [bookmark: Meals][bookmark: _Toc223077570][bookmark: _Toc223077895][bookmark: _Toc223081176][bookmark: _Toc144911896]
8 [bookmark: _Toc223077571][bookmark: _Toc223077896][bookmark: _Toc223081177]
8.1 [bookmark: _Toc223081178]Meals
Employees will be reimbursed for the itemised category allowances up to the following maximum amounts as outlined in Table A.

Table A: Meal Allowance Amounts (Rate adjusted as per advice from ATO based on 2025-6):
	[bookmark: _Hlk207192379]Itemised Category
	Rural
	Metro

	Breakfast
	$31.15
	$34.75

	Lunch
	$35.55
	$39.10

	Dinner
	$61.30
	$66.65

	Incidentals
	$24.50
	$24.50



· Meals are only reimbursable for staff directly employed by the VCAA under the Ministerial Order 1451. Meal expenses for friends, family or other non-employees will not be reimbursed.
· Meals can only be reimbursed for authorised VCAA work-related day duties and overnight stays in a specified work location that is not your base location. 
· There is a one meal limit for VCAA day travel.  
· Employees on approved overnight travel are eligible to claim reasonable meal expenses (breakfast, lunch and dinner), subject to the period and time of travel. Refer to below table for entitlements.
	First day of an overnight absence
	Breakfast
	Lunch
	Dinner

	Commences travel at or before 7am
	X
	X
	X

	Commences travel at or before 12pm
	
	X
	X

	Commences travel at or before 5pm
	
	
	X

	Intermediate day(s) of an overnight absence
	Breakfast
	Lunch
	Dinner

	Absent from usual place of work for the entire day
	X
	X
	X

	Last day of an overnight absence
	Breakfast
	Lunch
	Dinner

	Returns at or after 9:30am
	X
	
	

	Returns at or after 2pm
	X
	X
	

	Returns at or after 8pm
	X
	X
	X



· Receipts must strictly adhere to meal cost limits, and any amounts exceeding the limit will be automatically adjusted during processing.
· Expenditure on alcoholic beverages and items procured from mini-bars at accommodation venues will not be reimbursed. 
· Itemised receipts showing what was purchased and the date and location of the purchase must be provided for all claims and should include GST amount. EFT receipts are not acceptable and will be denied.
· Employees should purchase meals on the day of their assessment. Pre-purchased meals will require detailed itemised receipts identifying each meal. Claims must be clear, receipts legible, and expenses must not exceed allowance amounts specified in Table A above.

Split Bills:
· Employees are expected to pay for their own meals. Split bills should be avoided whenever feasible. In circumstances where a bill cannot be split and one employee covers the full amount, they must clearly identify the individuals they paid for and indicate which meals correspond to each person.
· Other individuals must sign the bill to confirm agreement and refrain from claiming similar expenses to avoid delays in allowance processing.
· Failure to comply with the meal reimbursement process may result in claims being declined.
Specific Dietary Requirements:
· Employees with specific dietary needs can purchase food items at supermarkets.
· Purchases must be justified and must not exceed allowance amounts specified in Table A above.
8.2 [bookmark: TravelExpenses][bookmark: _Toc223081179]Transport Related Expenses
8.2.1 [bookmark: KMs][bookmark: _Toc223081180]Kilometrage for Private Vehicle Use
All employees authorised to use their private motor vehicle for work-related travel will be reimbursed based on the business-related kilometres travelled, as authorised by the VCAA. This reimbursement rate covers all associated vehicle costs, including petrol and depreciation and is set by the Australian Tax Office.

The employee needs to submit a claim that includes the date, purpose of the trip, number of kilometres travelled, and the type of vehicle used as soon as practicable after the travel.
· Petrol costs cannot be claimed separately when using a private motor vehicle.
· Employees are only allowed to claim expenses related to kilometres driven and cannot claim any other motor vehicle expenses.
· VCAA is not responsible for organising carparking at any specified work locations, including hotels. Parking costs are reimbursable upon submission of appropriate receipts.
· Toll costs are reimbursable upon submission of a Linkt account statement, noting transaction lists do not satisfy reimbursement.

Table B: Allowance Amount (Rate adjusted as per advice from ATO based on 2025-26):

	[bookmark: _Hlk207192388]Private motor vehicle
	Rate per km

	All private motor vehicles
	88 cents


8.2.2 [bookmark: _Toc223081181][bookmark: _Hlk223092373]Reimbursement of Travel Time
An employee who is directed to work at a specified work location may be entitled to be reimbursed for time reasonably spent in travelling to and from their base location and the specified work location that is outside normal working hours and in excess of the time normally spent in travelling from the place of residence to the usual place of work and return.
Work-related travel time can only be reimbursed when the travel is more than 30 minutes one way. All travel less than 30 minutes is not eligible for reimbursement. 
Employees must enter departure and return times on the reimbursement claim form. Reimbursement for travel time will be based on the fastest reasonable mode of transport available between the employee’s base location and the specified work location (e.g. private vehicle or public transport).
Where an employee elects to travel by a slower alternative mode (e.g. bicycle or walking), reimbursement will be assessed based on the equivalent travel time at the fastest reasonable mode identified by VCAA HR. 
Scenarios 
· Scenario A: an employee is directed to work at a specified work location that is not their base location and requires 1 hour of travel each way. Because travel time is more than 30 minutes one way, the employee is eligible to receive reimbursement of 2 hours via the reimbursement claim form.

· Scenario B: an employee is directed to work at a specified work location that is not their base location and requires 25 mins of travel each way. Because travel time is less than 30 minutes one way, the employee is not eligible to receive reimbursement.

· Scenario C: an employee is directed to work at a specified work location that is not their base location and decides to ride their bicycle. It takes the employee a total of 3 hours to get to their specified work location and home that day, but if they had of used their private vehicle travel time would have been 1.5 hours return. Because the fastest mode of travel is more than 30 minutes one way, the employee is eligible to receive reimbursement of 1.5 hours via the reimbursement claim form. If the fastest mode of travel was less than 30 minutes one way, the employee is not eligible to receive reimbursement.
Any travel time submitted via an employee’s fortnightly timesheet in eduPay will be denied.
8.2.3 [bookmark: _Toc223081182]Hire Vehicles
· Top of Form
· Bottom of Form
Employees are eligible to claim mileage for travel to and from hire vehicle depots, covering distances from their base location to the depot and return. This also includes expenses for taxis or public transport used for this purpose, provided pre-approval by HR is given.
· Before returning a hire vehicle to the depot, employees must ensure that the fuel tank is filled to the required level. If the hire car provider imposes refuelling charges or related fees, the employee may be responsible for these additional costs unless a suitable explanation is provided.
· When petrol is purchased for a hire vehicle, employees must provide proof of purchase (receipt) to be eligible for reimbursement.
· If tolls incurred during use of hire vehicle, employees may be invoiced for the incurred toll costs and can seek reimbursement provided receipt is provided.
· Most hire cars come with e-tags. If an e-tag is not available at the time of rental, the driver must either make alternative route arrangements or purchase a day pass. You can claim reimbursement for the day pass by providing a receipt.
8.2.4 [bookmark: _Toc144911892][bookmark: _Toc168566687][bookmark: _Toc168566728][bookmark: _Toc223081183]Public Transport
Public transport should be used for work related travel 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.
· Claims for all forms of public transport fares are permitted (e.g. public transport - train, tram, bus, ferry) and will be reimbursed, provided proof of ticket (receipts) is provided.
· Employees should ensure they meet ATO requirements in relation to keeping travel records such as ticketing information, receipts, and diary entries. 
Myki Cards: 
· Reimbursement claims for use of a Myki card must include a copy of 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.
8.2.5 [bookmark: _Toc144911895][bookmark: _Toc168566688][bookmark: _Toc168566729][bookmark: _Toc223081184]Use of Taxis and Ride Sharing
Pre-approval must be sought before using ride-sharing or taxi services. Employees must submit a request in writing to VCAA HR providing reason for use. 

Acceptable Use of Taxi Services:
· Travel to and from hire car depots or airports where no other reasonable option is available.
· When no other reasonable travel options exist.
· In cases of sudden plan changes or emergencies. 
To be reimbursed, you must provide clear evidence of the trip (day/date) and attach the approval email to the reimbursement claim form. Claims will be denied if pre-approval was not obtained.
8.3 [bookmark: _Toc223081185]Ticket Reimbursement 
Ticket reimbursement is payable to written Drama and Theatre Studies examination assessors who are required to attend performances as determined by the VCAA and is payable per ticket.
· An itemised receipt must be provided with the reimbursement form. 
· A maximum of 1 ticket per play/performance can be claimed for reimbursement.
· The lowest priced ticket available at the time of booking should be selected, provided it satisfies business requirements.
9. [bookmark: Hours][bookmark: RemoteAllowance][bookmark: _Toc223081186]Expense Submission and Approval Process
Travel Reimbursement Claim Form should be submitted within 3 months of travel and must be accompanied by copies of all itemised receipts. If not provided (or cannot be) the item will not be reimbursed.
1. Complete the VCAA Travel Reimbursement Form, ensuring correct financial year is stated at top of form.
2. Scan or take a photo of the receipts and upload/attach images of the receipts that match these claims. Ensuring receipts provided are legible and itemised. 
3. Ensure all sections of the form have been completed (name, eduPay ID, role/study appointed to) and form has been dated and signed.
4. Email the reimbursement claim form and all associated receipts in the same email to: vcaa.hr@education.vic.gov.au 
Designated managers or HR personnel handle expense approvals. Claims undergo validity checks, and all expenses must align with VCAA's travel and expense policies and be justified as work-related.
10. [bookmark: _Toc223081187]Payments
HR endeavours to process travel claims fortnightly. During high volume periods there may be delays. 
Reimbursements are exclusively via Electronic Funds Transfer (EFT) to nominated bank accounts.
Why did I not receive payment on the expected pay date?
· The employee did not accurately complete their payment information.
· The employee recently updated their bank details but did not notify the VCAA.
· The employee failed to submit their claim form within the specified timeframe.
· The claim form contained errors, including incorrect or excessive amounts, or claims for days not scheduled to work.
· The employee's claim form included expenses for multiple individuals, which was unclear.
· The employee's claim lacked sufficient detail, such as itemised receipts.
11. [bookmark: _Toc223081188]Items Not Reimbursable
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.
The following list of items will not be considered for reimbursement:
· Cash withdrawals
· Alcoholic drinks
· Personal / hygiene items
· Expenses incurred by family, friends or other 
· Expenses incurred by family or companions traveling with you
· Morning or afternoon tea for other colleagues
· Private membership to professional associations (e.g., WWCC, VIT or CPA membership)
· Tips or gratuities in any circumstance
· Stationery
· Magazines or newspapers
· Purchases for employees, e.g., retirement functions, Christmas parties, birthday parties, happy hours, hospitality, gifts, flowers, or cards
12. [bookmark: _Toc223081189]Employee Acknowledgement
Upon review and acceptance of VCAA travel information, you are expected to adhere to the following:
· Understand and comply with the VCAA Travel and Personal Expenses Policy, and this booklet regarding travel expenses and personal expenses incurred during official duties.
· Adhere to the Vehicle Rules of Use Guidelines governing the use of private vehicles for VCAA official purposes.

By indicating your acknowledgement and agreement to these terms, you confirm your understanding and commitment to fulfill your roles and responsibilities at VCAA.
13. [bookmark: _Toc223081190]Frequently Asked Questions

I have not received the travel e-pack from HR but believe I am eligible to claim travel, what should I do?
Contact VCAA HR unit via email. The HR unit will check if your role is eligible to claim travel and forward the role specific travel e-pack to your preferred email address. If your role is not eligible to claim travel the HR unit will advise. 
What is the purpose of the VCAA Application and Approval to use Private Vehicle form?
The purpose of the VCAA Application and Approval to use Private Vehicle form is to ensure VCAA employees are adequately covered by insurance and their vehicles and drivers meet the minimum operating requirements when performing their work-related duties as employees for the VCAA in line with the Vehicle rules of use guidelines. This measure aids in maintaining our records for compliance purposes.
Is the VCAA responsible for organising carparking? 
Employees must arrange their own parking when undertaking VCAA directed duties at their nominated work locations. Reimbursement of parking expenses will be provided upon submission of appropriate supporting documentation.
In the event of an accident involving my personal car, does the VCAA provide coverage for the damages?
For any accident involving a personal vehicle the VCAA will not reimburse any associated costs. It is important to refer to your personal insurance policy to determine the coverage and steps required to take in the event you are involved in an accident. 
If I am involved in an accident with my personal vehicle, will the VCAA reimburse my insurance excess?
No, the VCAA will not reimburse an insurance excess in the event you have an accident with your personal vehicle during your duties. It is important that you refer to your personal insurance policy or provider with any questions or concerns regarding your excess or insurance coverage associated with your personal vehicle. 
Why would I select a hire vehicle instead of personal vehicle use? 
Where considerable total distances are to be travelled either on a single or repeated daily basis, the VCAA preference is for you to use vehicle hire over your personal vehicle, as: 
· Hire vehicle usage provides the VCAA with increased confidence in the state of repair and of a car’s capability to undertake long distances notwithstanding the possibility of accidents (hitting wildlife, potholes etc.) out on country roads. 
· While it is acknowledged that most appointees will prefer to drive their own car, the inconvenience of their car being off the road needs to be considered should a mishap occur. 

Am I able to claim travel expenses for attending in-person training?
[bookmark: _Hlk144202130]The majority of training will be conducted online limiting the amount of in-person training. However, if you are required to attend in person training at a location that is not your base location, you may be eligible to claim expenses. This will be outlined in your travel e-pack received around the time of employment. 
What do I if my travel plans have changed and I no longer require accommodation/flights/car hire, or I need to make changes to locations or dates?
If at any point there are required changes or cancellations to the booked travel, immediately contact VCAA HR and advise them of the changes or need for cancellation. 
What should I do if there is unexpected weather, such as extreme flooding that may prevent me from travelling to a specified location?
In the event of unexpected weather conditions impacting an employee's ability to travel to and from their specified work location, the employee should immediately contact their manager to discuss alternative travel arrangements.  
What should I do if I am dissatisfied with the provided accommodation? 
If you have any concerns, start by contacting reception at your booked venue. If the issue persists, reach out to the VCAA HR Unit as soon as possible. In cases where the quality of the accommodation falls below the expected standard, it is advised to capture photographs and share them promptly with the VCAA HR Unit. These images will support any necessary follow-up and feedback, which will then be conveyed to the Corporate Travel Management Team (CTM).
I’ve booked my own accommodation, is it possible to be reimbursed the costs? 
If you have booked your own accommodation, please immediately cancel and follow the guidelines outlined in this document to request accommodation for your work-related travel. If accommodation is procured independently of VCAA HR, the employee is deemed responsible for all costs incurred and cannot be reimbursed. 
I’ve misplaced my receipts am I still eligible to claim reimbursement? 
Unfortunately, receipts are required for any claim to be approved. Please do not include expenses on your reimbursement form that can’t be supported by legible itemised receipts showing date, location and items purchased. 
I have multiple roles with the VCAA, can I submit all claims on one form? 
If the employee holds multiple roles with the VCAA, separate forms should be provided for each role. If the role is the same but you are assessing two studies for example (Drama & Theatre Studies), then the same form can be used. 

Should I wait until all travel is submitted before claiming travel expenses or can I submit after each day? 
Employees should wait until all travel has been completed and submit on one claim form. Claims submitted on multiple forms may delay reimbursement processing. 
Can I claim hours of travel and claim the travel expenses? 
Yes, employees who have received a travel e-pack and are eligible to claim travel, can claim both expenses and travel hours. Refer to your travel e-pack from VCAA HR if you are unsure about your eligibility.
When will I receive my reimbursement? 
Reimbursement and allowance claims will be processed fortnightly. VCAA Pay Calendar dates can be found here. Please note, in peak periods there may be a delay with reimbursements.
My reimbursement was not what I was expecting to be paid?
An employee may raise any disputes or queries by emailing VCAA HR. The email must clearly outline the suspected discrepancies and include all previously submitted receipts and relevant email correspondence. VCAA HR will respond within 3–5 working days.
I am experiencing technical issues submitting the form in its current format. Can I print and email or mail the claim form instead?
The travel reimbursement process is managed electronically to accommodate the high volume of claims submitted each year. If employees experience technical difficulties, they should contact the VCAA HR team for assistance. Printed or mailed claim forms will not be accepted.


















14. [bookmark: _Toc223081191]Appendix
Appendix 1: VCAA MO Base Locations by Role*
	Division
	Role
	Sub Role
	Base Location

	Assessment
	Exam Development Panels
	Examination Chairperson
	VCAA Office - East Melbourne

	
	
	Examination Panel Member
	VCAA Office - East Melbourne

	
	
	Study Specialist Vetter
	VCAA Office - East Melbourne

	
	
	Examination Sitter Vetter
	VCAA Office - East Melbourne

	
	
	Script Reader
	Allocated Recording Studio

	
	
	Exam Comparability Reviewer
	VCAA Office - East Melbourne

	Assessment
	EAL Reviewers
	N/A
	VCAA Office - East Melbourne

	Assessment
	2025-26 NHT Panels
	Examination Chairperson
	VCAA Office - East Melbourne

	
	
	Examination Panel Member
	VCAA Office - East Melbourne

	
	
	Study Specialist Vetter
	VCAA Office - East Melbourne

	
	
	Examination Sitter Vetter
	VCAA Office - East Melbourne

	
	
	Script Reader
	Allocated Recording Studio

	
	
	Exam Comparability Reviewer
	VCAA Office - East Melbourne

	Assessment
	Sample Panels
	Sample Chairperson
	VCAA Office - East Melbourne

	
	
	Sample Panel Member
	VCAA Office - East Melbourne

	
	
	Sample Study Specialist
	VCAA Office - East Melbourne

	
	
	Sample Exam Sitter Vetter
	VCAA Office - East Melbourne

	
	
	Sample Comparability Reviewer
	VCAA Office - East Melbourne

	Assessment
	NAPLAN
	Professional Leaders
	VCAA Office - Coburg

	
	
	Group Leaders
	VCAA Office - Coburg

	
	
	Markers
	VCAA Office - Coburg

	Assessment
	NAPLAN Security Observers
	N/A
	Multi Location Travel (base is home for travel allowance purposes)

	Assessment
	NHT Assessing
	Chief Assessor - NHT
	VCAA Office - Coburg

	
	
	Assessor - Written
	VCAA Office - Coburg

	
	
	Assessor - Language
	VCAA Office - Coburg

	Assessment
	GAT
	Chief Assessor - GAT
	VCAA Office - Coburg

	
	
	Assistant Chief Assessor - GAT
	VCAA Office - Coburg

	
	
	GAT Exec Panel
	VCAA Office - Coburg

	
	
	GAT Assessor
	VCAA Office - Coburg

	Assessment
	Item Reviewers
	GAT Item Reviewer
	VCAA Office - Coburg

	
	
	NAPLAN Item Reviewer
	VCAA Office - Coburg

	
	
	DAL Item Reviewer
	VCAA Office - Coburg

	Assessment
	SEA Panels
	SEA Panel Chair
	VCAA Office - Coburg

	
	
	SEA Panel Member
	VCAA Office - Coburg

	Assessment
	DES Panels
	DES Deputy Chair
	VCAA Office - Coburg

	
	
	DES Panel Member
	VCAA Office - Coburg

	Assessment
	VCE Security Officers
	N/A
	Multi Location Travel (base is home for travel allowance purposes)

	Assessment
	Written
	Chief Assessor - Written
	VCAA Office - Coburg

	
	
	Assistant Chief Assessor - Written
	VCAA Office - Coburg

	
	
	English Exec Panel
	VCAA Office - Coburg

	
	
	Written Assessors (Emark)
	VCAA Office - Coburg

	
	
	Written Assessors (VOSS Bag)
	Nominated Hub

	
	
	Written Assessors (VOSS Scan)
	VCAA Office - Coburg

	
	
	Written Assessors (EATs)
	VCAA Office - Coburg

	
	
	Chief Assessor - Written Drama & Theatre Studies Only
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Assistant Chief Assessor - Written Drama & Theatre Studies Only
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Written Assessor - Drama and Theatre Studies Only
	Multi Location Travel (base is home for travel allowance purposes)

	Assessment
	Venue Coordinators
	Venue Coordinator
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Assistant Venue Coordinator
	Multi Location Travel (base is home for travel allowance purposes)

	Assessment
	Language Oral Assessors
	Chief Assessor - Languages
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Assistant Chief Assessor - Languages
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Language Assessors
	Multi Location Travel (base is home for travel allowance purposes)

	Assessment
	Performance Assessors
	Chief Assessor - Performance
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Assistant Chief Assessor - Performance
	Multi Location Travel (base is home for travel allowance purposes)

	
	
	Performance Assessors
	Multi Location Travel (base is home for travel allowance purposes)

	Assessment
	Mid-Year Exams Casuals 
	N/A
	VCAA Office - Coburg

	Assessment
	VCE Exams Processing Casuals 
	N/A
	VCAA Office - Coburg

	Assessment
	Hub Coordinators
	N/A
	Nominated Hub

	Curriculum
	VCE State Reviewers
	N/A
	VCAA Office - East Melbourne

	Curriculum
	VET State Reviewers
	N/A
	VCAA Office - East Melbourne

	Curriculum
	Text Advisory Panels
	N/A
	VCAA Office - East Melbourne

	Curriculum
	Prescribed List of Digital Works Panel
	N/A
	VCAA Office - East Melbourne

	Curriculum
	Playlist Advisory Panel
	N/A
	VCAA Office - East Melbourne

	Curriculum
	VCE VM VPC State Reviewers
	N/A
	VCAA Office - East Melbourne

	Curriculum
	VCE Review Panels
	N/A
	VCAA Office - East Melbourne

	Curriculum
	Permission Assessors
	N/A
	VCAA Office - East Melbourne

	Curriculum
	Community of Practice Leaders
	N/A
	Multi Location Travel (base is home for travel allowance purposes)

	Curriculum
	VPC Curriculum Panels
	N/A
	VCAA Office - East Melbourne

	Curriculum
	Expert Support Teachers
	N/A
	VCAA Office - East Melbourne

	Corporate Services
	Seasons of Excellence - Top Designs
	N/A
	VCAA Office - Coburg

	
	Seasons of Excellence - Top Class
	N/A
	The Performing Arts, Collingwood

	Corporate Services
	PESA Adjudicators
	N/A
	Multi Location Travel (base is home for travel allowance purposes)

	Varied
	Casuals
	N/A
	VCAA Office - East Melbourne or Coburg

	
	Fixed Term
	N/A
	VCAA Office - East Melbourne or Coburg


*Appendix 1 is provided for reference purposes only and may be updated from time to time. An employee’s base location is as specified in their Letter of Offer of Employment, which prevails in the event of any inconsistency.
Employee
Submits travel booking request form to Manager minimum 5 days before travel


Manager
Reviews request form and if approved submits to HR for processing 


HR
Books travel and sends employee approved travel itinerary via email


Employee
Completes and signs PV form and emails to HR prior to any travel


HR
Reviews PV form application and if approved emails confirmation to employee
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