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1. PURPOSE 
This policy outlines the guiding principles which District Council of Elliston Elected 
Members and staff must consider when arranging and undertaking travel for official 
business that will require Elected Members and staff to stay overnight in a location 
other than their primary residence. 

 

2. POLICY STATEMENT 
The District Council of Elliston recognises that on occasion Elected Members and 
certain staff will need to undertake intrastate and interstate travel for official business 
pertaining to the function of Council. 

 
This policy: 
(a) Sets out the process by which bona fide travel expenses incurred by Elected 

Members and staff in the performance of official duties will be reimbursed or paid 
by Council; 

(b) Ensures accountability and transparency in the payment or reimbursement of 
expenses incurred by Elected Members and staff; and 

(c) Ensures that the resources provided to assist Elected Members and staff to fulfil 
their obligations to Council for official business away from their primary residence 
are reasonable. 
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3 DEFINITIONS 

Expenses Expenses incurred by Elected Members and staff in the course of 
undertaking travel for official business. 

Official Business Business conducted on behalf of, and approved by the District 
Council of Elliston to either fulfil a legislative requirement, or to 
achieve a benefit for the Council.  This includes, but is not limited to, 
the attendance of Elected Members and staff at external meetings, 
conferences and professional development events. 

Travel All travel undertaken for official business. 

Traveller A District Council of Elliston Elected Member or member of staff 
undertaking travel for official business. 

 

4 COST EFFECTIVENESS 
When travelling for official business, a traveller must: 

• Exercise the same care in incurring expenses as a person travelling for personal 
reasons; 

• Ensure travel arrangements made represent best-value to Council and reflect 
financial management practices pursuant to section 8 of the Local Government 
Act 1999; and 

• Advise the CEO or Manager Financial Services as soon as is practicable if 
additional and unauthorised expenses are to be, or are likely to be, incurred. 

5 TRAVEL AUTHORISATION 
• Approval for Elected Members, outside of the Elected Members Training and 

Development Policy will generally be approved by Council resolution. Council 
staff attendance at conferences, seminars and other meetings will generally be 
approved by the CEO, however, should this not be practicable, approval may be 
given by the Manager Financial Services.  The Operations Manager is 
authorised to provide alternative approval for outdoor staff. 

• Council will pay event registration and meal expenses for a spouse/partner or 
accompanying person when Elected Members or staff are attending events on 
behalf of Council where there is the reasonable expectation of the partner’s 
attendance, subject to the approval by the CEO.  In all other instances, except 
those specified in clause 3 below the Elected Member or staff member will be 
responsible for costs incurred for a partner’s meals or attendance at an event. 

• Where Council is represented by a person requiring assistance for the reasons 
of disability, the accompanying person shall be afforded the same privileges as 
the representative regarding travel, accommodation and reasonable expenses 
incurred. 
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• Staff must complete an Application for Training or Development Form and 
forward to their Manager for approval. 

• Elected Members/staff member should contact the Rates & 
Revenue/Administration Officer as soon as they are aware of the need for travel, 
in order for bookings to be facilitated. 

6 REGISTRATION FOR CONVENTIONS, CONFERENCES AND MEETINGS 
Council shall pay all event registration fees, including the costs related to official 
lunches and dinners and associated tours, where they are relevant to official business.  
Prepayment of fees can be arranged through the Rates & Revenue/Administration 
Officer. 

7 AIR TRANSPORTATION 
Class of Flights 
The least expensive domestic fare will be used for all Elected Members and staff 
unless alternative travel has been specifically approved by the CEO.  Exceptions to the 
use of the least expensive flight is allowed: 

• when such a flight is not available at the required time and flights at alternative 
times better meet the trip requirements; 

• if there is a possibility the trip may need to be rescheduled following the initial 
booking. 

Service Carrier Rewards 

Coupons, cash, prizes, denied boarding compensation or other forms of refund of 
costs incurred by Council remain the property of the Council.  Elected Members and 
staff are not permitted to use flights paid for by Council to accrue personal travel 
rewards including, but not limited to, airline loyalty program points. 

8 GROUND TRANSPORTATION 
General Travel Arrangements 

A Council vehicle should be used for travel wherever possible.  Payment for a private 
motor vehicle will only be considered in instances where a Council vehicle is not 
available. 

Mileage will be reimbursed to all Elected Members and staff at the rate specified by the 
Australian Tax office for that particular financial year.  The most direct route is to be 
taken and the most practicable and economical mode of transport utilised, subject to 
any personal and/or medical considerations. 

Council will pay the costs associated with parking and road tolls incurred during travel 
for official business.  The driver is personally responsible for all traffic or parking fines 



 

 

Travel and Accommodation Policy and 
Procedure 

 

 Electronic version on the Intranet is the controlled version. 
Printed copies are considered uncontrolled. 

Before using a printed copy, verify that it is the current version. 

Page 4 of 7 

 

incurred while using a vehicle on Council business.  Claims for accident damage to 
private vehicles may not be met by Council, and are subject to approval by the CEO. 

Transfers 

For transfer between airport and hotel: 

• Taxis, coaches and other transfer transport expenses will be met by Council for 
approved travel, upon presentation of an official receipt. 

 
• Car rental may not be the most effective method of local transport, considering 

rental, petrol and parking charges, and time lost in acquiring and returning the 
car.  In the event a rental vehicle is required for official business; it should be pre 
booked through the Rates & Revenue/Administration Officer who will obtain the 
best rate.  The most appropriate vehicle for the travel is to be selected, taking 
into account the nature of travel and associated costs. 

9 ACCOMMODATION 
Accommodation should be arranged through the Rates & Revenue/Administration 
Officer who will utilise government discounts where possible and arrange with the 
accommodation provider to charge room and meal expenses back to Council. 

Council will meet reasonable costs of accommodation in accordance with Australian 
Taxation Office Determinations. Council will pay for an appropriate standard of 
accommodation, and acknowledges the economic and practical benefits of being 
accommodated at, or close to, the venue where the official business will occur. 

Council will meet reasonable costs of breakfast, lunch and dinner where these meals 
are not provided as part of the event.  Receipts of purchases will need to be 
presented for reimbursement in accordance with the rates specified in Appendix 1. 

Costs incurred by Elected Members or staff for minibar usage or beverages at 
licenced premises will not be paid off or reimbursed by Council. 

Where a traveller utilises private accommodation, Council will provide an allowance 
for meals and incidental costs in accordance with the rates specified in Appendix 1. 

10 INCIDENTAL COSTS 
Reasonable out of pocket expenses will be reimbursed by Council upon presentation 
of official receipts.  No reimbursement will be made without receipts.  Council will not 
meet the cost of: 

• Laundry or dry cleaning services 
• Any tips provided by the traveller; and 
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• Minibar usage, takeaway alcohol or beverages at licenced premises. 

11 TRAVELLING TIME 
In the absence of terms within an Enterprise Bargaining Agreement the following will 
apply: 

Where appropriate, staff members should travel during work time.  When this is not 
possible, time off in lieu will be granted for the travel time immediately prior and post 
work hours.  However, if the staff member elects to take leave directly before or after 
the Council related business, time off in lieu for travel will not be granted. 

Where the employee wishes to take leave either directly before or after official 
Council related travel they are required to submit an annual leave request form prior 
to making any travel bookings.  Discrepancies in air travel due to the annual leave 
request will be at the employee’s cost. 

12 AUTHORISATION 
Expenses claimed by the traveller but not supported with official receipts will not be 
reimbursed by Council – supporting documentation should be dated to allow the 
authorising officer to determine if the expense item related to the authorised period of 
travel.  Official receipts must also contain details of the nature of the transaction to 
allow the authorising officer to determine if the item is valid. 

Claims for expenses incurred on official business for individuals other than the 
traveller will only be considered for possible authorisation if the name, position, 
organisation and nature of the cost and how it relates to Council business are 
detailed with the presented official receipt.  The authorisation for reimbursement of 
Elected Members or staff travel claims for other individuals is at the absolute 
discretion of the CEO or Manager, Financial Services. 

13 POLICY AND PROCEDURE REVIEW 
This policy and procedure will be reviewed after the next general council election or 
when necessitated by changes to the ATO determinations on travel entitlements. 

14 RELATED DOCUMENTS 
Training Policy (to be drafted) 

Elected Members Training and Development Policy 
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15. AVAILABILITY   
 

This Policy and Procedure will be available for inspection at the Council offices 
during ordinary business hours and available to be downloaded, free of charge, 
from the Council’s website: www.elliston.sa.gov.au and: 
 
Council Offices 
21 Beach Terrace 
Elliston 
Phone: 08 86879177 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

http://www.elliston.sa.gov.au/
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APPENDIX 1 
The table shown below shows the maximum amounts Council will reimburse Elected 
Members and staff travelling for official business, subject to: 

• Incurred expenses being in line with the Council’s Travel and Accommodation Policy; 
• Official receipts being provided with all claims; and 
• Incurred expenses having not been prepaid by Council. 

Item Maximum reimbursement by Council 
 
All Elected Members and staff 

Accommodation (Adelaide) $208.00 

Breakfast $29.45 

Lunch $41.70 

Dinner $58.35 

Incidentals (travel) $27.65 

Parking $25.00 
 

Notes   
The above rates are based on Australian Taxation Office taxation determinations TD 

2018/11 

• The accommodation rate in other capital cities, high-cost country centres, Tier 2 
country centres and other country centres, as identified by the ARO, may be above 
or below the figure shown above.  Reimbursements for these locations will be made 
in accordance with ATO taxation determination TD 2018/11 

• If a traveller decided to say at a higher priced establishment, they are responsible for 
any additional accommodation costs incurred. 

• Council acknowledge that there will be peak times when accommodation providers 
have high bookings and increase their prices.  In this instance, and if an alternative 
accommodation is not available, Council will authorise reimbursement of that 
additional cost. 

This Appendix will be updated in line with revised Australian Taxation Office Determinations 
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