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GLOSSARYOF TERMS

Travel Management Company (TMC).

1.

A Travel Management Company (TMC)isthe term used in the WoAG Travel Arrangements to refer
to the company/companies contracted by the Department of Finance to provide travel services
(flights, accommodation and car hire services) exclusively to Commonwealth Government
departments/agencies.

QBT is the sole TMC for the provision of domestic and international air travel servicesto the
Commonwealth Government.

AQT is the sole TMC for the provision of domestic accommodation services to the Commonwealth
Government.

Hertz (Australia) Pty Ltd is the sole TMC for the provision of domestic car hire services to the
Commonwealth Government.

Online Booking Tool (OBT).

5.

QBT and AOT use an on-line booking tool (OBT) for all domestic flights, domestic accommodationand
domestic car hire bookings. Employees seeking quotes for faresand/or accommodation are required to
usethe OBT.A fee is charged by QBT and AOT for these services and this must be includedin the overall
cost of travel. The OBT should be used for all new bookingsand any subsequent changes to an existing
booking in preference to calling QBT or AOT. Calls to the TMC attract a higher booking fee and may
delay bookings at peak timeswhen call waiting times can be high.

Domestic Travel

6.

For the purposes of this Policy, the term “Domestic Travel” will mean all travel by an employee
ordinarily located in Australia, within Australia. For posted employees, the intention of the term
“domestic travel” willmeantravel by a posted employee within the country of posting.

International Travel

7.

|H

For the purposes of this Policy, the term “International travel” will mean all travel by an employee
outside the country in which the employee ordinarily performs his/her duties. For employees’
ordinarily located Australia, this means travel outside Australia. For posted employees, this means
travel outside the country of posting.
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evacuations) have specific delegates and do not require Division Head or HOM/HOP approval (unless
otherwise specified against the relevant condition of service). Delegationarrangementsare addressed
ins 47E(d) . Additionally, thereis norequirement to seek approval for non-DFAT employees’
travel as part of a DFAT-led delegation. Each Commonwealth agency is responsible for seeking approval
forand funding itsown employees’ travel.

4. Travelapprovers anddelegates must ensure that all travelis justifiable in terms of meeting business
needs, that the most cost-effective flight and accommodation options are chosen, and that the length of
trips and the number of employees travelling are kept to an efficient minimum. Travel should only be
undertaken where other communication tools, such as teleconferencing or videoconferencingare an
ineffective option.

5. If four or more DFAT employees are travelling internationally to the same destination at the same time
for similar work reasons; including as a delegation to a meeting or conference, this travel needs to be
approved by the relevant Deputy Secretary. “Bulk” approvals are allowed — for example, where such
travelis scheduled on a regular basis. At posts, such travel within the country/countries of accreditation
can be approved by the HOM/HOP without approval by a Deputy Secretary (except wherethe
HOM/HOP isalsotravelling aspart of that delegation).

6. Where there are particular sensitivities about the size of composition of a group or delegation, the
travel willbe drawn to the attention of the Secretary. Officersare to exercise professional
judgement in determining sensitivities.

7. Requests for SES Band 3 domestic travel must be submitted for approval by the Secretary via*=
Requests for SES Band 3 international travel must be submitted for approval by the
Secretaryvia minute. For urgent travel where timeliness does not permit, domestic or
international tripscan be requested by email from the SES Band 3 to the Secretary. Emailand
minute requests must include a request for PGPA Act s23 delegationapproval,including the total
cost of the trip broken down by component (for example — flights, accommodation and Travel
Allowance).

8. Alltravel must be approved in line with the requirements of the Commonwealth Procurement Rulesand
planned and acquitted in accordance with this Policy. All employees must select the LPF/IBF unless
there are exceptional reasons otherwise. Where the LPF/IBF is not used, travel approvers need to be
satisfied thereis a legitimate reason and ensure the reason is recorded. A reason code from the
approved list on the OBT must be provided. Non-compliance with the IBF is reported by the TMC to the
Department of Finance andto the Departmental Executive through the CFO.

9. Consistent with the DFAT Enterprise Agreement, international travel must be booked at business class
or lower where business class is not available (see Chapter 5). Employees are not permitted to accept
offers of complimentary upgradesto first class from anairline, unless that upgradeis due to the
operational requirements of the airline (such as an overbooked cabin or last-minute change of aircraft
type) and employees are not permitted to purchase upgradesto first class. Employees are not
permittedtodowngrade an official airfare to economy class to either reduce an employee
contribution towards the cost of travel,to extend the routing for a similar cost, or to receive any sort
of benefit, financial or otherwise, real or perceived by doing so.

10. Alternatives to air travel should be considered when planning travel. For example, travel within a
country/continent may be better value for money using fast train services in some locations.

Securityand Travel

11. DFAT employees travelling privately or officially are required to observe the requirements of thes 47

12. Employees travelling to locations where there is no resident mission, should consult closely with post(s)
responsible for the location(s) concerned regarding appropriate accommodation and security
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5. CLASS OFTRAVEL

General Principles
1.  Fornon-SESemployees, Clause 64 of the Enterprise Agreement refers.

2. Under the WoAG Travel Arrangements, employeesare not permitted to purchase an upgrade to first class when
travelling on official business, nor accept a complimentary offer from an airline to upgrade to first class, except
where that upgrade is due to the operational requirements of the airline for example, an overbooked cabinor a
last minute change of aircraft type). This applies equally to all employees whether based in Australia or at post.
Post managersare required to advise local airlinesand/or travel service providers accordingly.

3. Allemployees are not permitted to downgrade any officially funded business class fare to a lower class
either to reduce the amount of any employee contribution towards the cost of travel, to extend the
routing for a similar cost, or to receive any personal benefit, financial or otherwise, real or perceived by
doing so.

Domestic Travel: SES Employees

4. InAustralia and when overseas, the class of domestic travel for SES employees is business class except
for travel between Canberra and Sydney or Canberra and Melbourne, which will generally be limited to
economy class.

5. If businessclass is not available,all employees should travelin the next class below business class.
Where anemployee travels at a lower class than the class allowed, no credit is given in cash or kind,
and no creditisgiven asan offset against any other expenditure in relationtothat travel.

6. Flexi-discounted economy faresrepresent the best value for money for short-distance domestic travel.
They offer conditions suitable for official travel as they allow changes to be made without penaltyand
permit credit refunds for cancellations at a minimal flat rate fee.

Domestic Travel: non-SES Employees
7. InAustralia and when overseas, the class of domestic travel for non-SES employeesis economyclass.

8. Where theflight time for any one sector is in excess of three hours, the standard of travel will be
business class.

9. If businessclassis not available,all employees should travelin the next class below business class.
Where anemployee travels at a lower class than the class allowed, no credit is given in cash orkind,
and no creditisgiven asan offset against any other expenditure in relationtothat travel.

10. Flexi-discounted economy faresrepresent the best value for money for short-distance domestic travel.
They offer conditions suitable for official travel as they allow changes to be made without penaltyand
permit credit refunds for cancellations at a minimal flat rate fee.
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11. Inexceptional circumstances, the delegate mayauthorise travelin a higher class (to business class or
equivalent but not first class). A copy of the approval must be retained on file for audit purposes. Such
an upgrade should only be approved where it provides a benefit to the Department or ensures the
employee’s health and security and must not simply be for statusreasons. Valid examples are:

a. Advising a Minister, the Secretary, a VIP or a delegation on work-related issues during the
flight;

b. The statusand class of air travel entitlement of a person whom the employee is required to

accompany during theflight;

The nature of the duties (if any) that are undertakeninthe course of travel;

Health concerns;

The duration of the travel;

The extent to which the employee may, in the course of travel, be subjected to

discrimination within the meaning of the Sex Discrimination Act 1984; and/or

g. Anyother factor(s) relevant to the employee’stravel.

D a0

International Travel: SES Employees

12. All SES employees travel business class forinternational flights. Any domestic travelthatis contiguous
with an international journey will be of the same standard as the international component wherever
possible.

13. If businessclass is not available, all employees should travelin the next class below businessclass.
Where anemployee travels at a lower class than the class allowed, no credit is given in cash or kind,
and no creditisgiven asan offset against any other expenditure in relationtothat travel.

International Travel: non-SES Employees

14. All non-SESemployees travel business class for allinternational flights of two hours or more duration
(notincluding check-intime). In the case of a single sector trip of less than two hours’ duration (not
including check-in time), non-SES employees travel economy class. Any domestic travel that is
contiguous with an international journey will be of the same standard as the international component
wherever possible.

15. If businessclassis not available, all employees should travelin the next class below businessclass.
Where anemployee travels at a lower class than the class allowed, no credit is given in cash or kind,
and no creditisgiven asan offset against any other expenditure in relationtothat travel.

International Definitions of Business Class

16. Onsomesectors in the USA, China and within Africa, some airlines maintain aircraft with only two
classes, nominally described as “first class” and “economy class”. In these circumstances, where the
class of travelis the equivalent of business class, such travelis allowable on the basis this is name-only
and not reflective of service levels or ticketing cost.

Leave Fares and Officially Funded Discretionary Travel

17. All employees travel economy class on all categories of approved leave fares, reunion fares (including
reverse reunions) and other forms of officially funded discretionary travel such as compassionate travel,
irrespective of the duration of the flight(s) — see Chapter 17. Where travel is economy class, employees
should consider discounted economy classairfares which represent best value for money, offering
conditionsthat allow changes to be made without penalty.

18. Employees are permitted to purchase an upgrade to businessclass at a personal cost for any category
of leave fare. Upgrades to first class are not permitted. Employees are required to pay the employee
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contribution in full prior to traveland before e-tickets will be released. Payment of any employee
contribution in such instances by instalments will not be permitted under any circumstances.

19. In exceptionalcircumstances, the delegate ascontained in Schedule 6 of the Overseas Conditions of

Service Delegations may approve the booking of business class fares where economy faresare
unavailable.

SES Employees: Mid-term Leave and Consultations Programs

20. All SES employees proceeding on approved mid-term leave and consultations programsfrom postsare
entitled to travel businessclass, except fortravel between Canberra and Sydney and/or Canberra and
Melbourne, where the standard of travelis economy class, unless that sector is contiguous with the
international sector when the entitlement will be business class (if available). Where travelis economy
class, employees should consider discounted economy class airfares which represent best value for
money, offering conditions that allow changes without penalty.
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8. STANDARD OFACCOMMODATION

General Principles

1.  Under the WoAG Travel Arrangements, it is mandatory for all domestic accommodation in Australia
funded by divisionsor STOs to be made through the contracted TMC. These services must be procured
using a DFAT virtual Diner’s Club credit card as the form of payment via the Domestic Accommodation
Online Booking Tool (OBT). Booking accommodation direct with hotels and paying for rooms using the
DFAT Corporate Credit Cardis not permitted regardless of the circumstances.

2. Posts booking and funding accommodation in Australia for official travel are exempt from the WoAG
Travel Arrangements and are free to book accommodation directly with hotels. Accommodation
must not be booked using the OBT. Similarly, postsbooking travelin other international destinations
can bookaccommodation directlywith hotels.

3. Foroverseas travel, posts are responsible for assessing the relative star rating and appropriateness of
local hotels/motels. Because of security concerns, Airbnb is not considered an appropriate standard of
accommodation for any official international travel and TMCs will not book Airbnb.

4. The Australian standard star rating system is to be usedto determine accommodation entitlements.
Employees should select accommodation at an appropriate standard taking into account the
guidance on entitlements below, the requirements to demonstrate value for money and therefore,
select the most cost-effective accommodation available (a room rather thana suite).

5.  Employees must obtain written approval from a delegate to upgrade accommodation or book
a standard of accommodation above their entitlement before bookingsaremade.

6. Within entitlements, employees must always strive for the best value for money when booking
accommodation, either domestically orinternationally. Employees must also ensure that their costs do
not exceed the totalsapproved by their delegate. When selecting accommodation, the cost
comparison must include alltaxes and any compulsory service charges.

Accommodation Standardsin Australia and at Posts

7. SES employees travelling on official business within their country of residence (eitherin Australia or
when on posting) are entitled to between four and five starinternational chainaccommodation.

8. Non-SESemployees travelling on official business within their country of residence (eitherin Australia or
when on posting) are entitled to between three and four star international chainaccommodation.

9. All employees are entitledtoa standard room.Complimentary upgrades to suites, deluxe or club
rooms are to bedeclined.
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Costs of Official Accommodation outside Australia

17. Employees are requiredto pay for internationalaccommodation using their corporate credit card and
to acquit the cost of theiraccommodation providing receipts showing the actual expenditure incurred.

18. Employees must settleanyancillary chargesand/or charges covered by travelallowance separately at
check out. These amounts are not to be charged to a corporate credit card. However there may be
instances where an international hotel will not permit a bill to be split and will charge all costs to the
corporate credit card. Where these costs are incidental to the official accommodation costs, they can
be paid for using a corporate credit card, but must be acquitted as a “personal expense” in TEMS and
the cost repaid to the Department.

19. Whenacquitting travel, a Statutory Declaration is not acceptableif accommodation receiptshave
been lost. Employees must contact the hotel(s) and request copies.
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a. Where thereis a last-minute change to the approved and finalised itinerary (either before
the commencement of or during a trip) and the length of the trip has been reduced or
altered,or destinations have changed (regardless of the circumstances);

b.  Where a mealhasbeen supplied by another entity (see Chapter 11);

Where the value of the Australian dollar appreciates against the daily rate of a foreign
currency used to calculate any TA advance in the time between calculating and paying that
advance and the actual date(s) of travel (a depreciationin the Australian dollar value will
result in a payment to the employee);

d.  Where the Secretary hasauthorised the change tothe ratesof TA; or

e. Anyother circumstance(s)that would giverise to a change to the approved itinerary
that would impact on the amount of TA the employee would otherwise be entitled to.

19. Where a customer invoice has been issued to an employee for an overpaid amount of TA, the employee
will be required to repay the amount owed within the required timeframe.
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10. OTHERCOSTS IN EXCESS OF TRAVELALLOWANCE

STM/STA Reimbursable Expenses

1.

The following expensesmay be reimbursed in addition to the meals and incidentals allowance,
if approved by the relevant delegate asrelating to official travel:

a. Departure andtransit taxes where this amount has not been includedin the overall cost of a
ticket. If thereis any deviation from the official route, the employee is responsible for any
costs;

Taxi,train, bus or other public transport costs associate with the official trip;

Parking at airports or hotels;

d. Purchases related to DFAT assets (e.g. cables for a laptop, charger for a mobile phone —any
such item must be returned with the DFAT asset);

e. Feesand commissionsonexchange of foreign currency;

f.  Bankcharges on credit cards for foreign exchange charges or on personal accounts
for withdrawal of fundsfrom overseas ATM locations, relating to official expenditure;

g. Where a DFAT phone is not provided or where WiFi/data is not available to use smartphone
apps, employees may claim upto 30 minutes of phone calls per week (five days) away or
pro-rata for trips of less than one week (e.g. if the STM is for three days, the employee
would be entitled to 18 minutes of personal calls); and

h. Businesscentre costs such as official phone calls, official internet use and/or printing/copy
charges for official documents.

oo

All claims must be substantiated with receipts. A Statutory Declaration for costs in excess of
AUDB82.50 or its foreign currency equivalent, may be used but only where a delegateis satisfied thata
receipt is not available. Delegates may seek additional documentation or explanation before approving
an expenditure claim where the claimamount or circumstances surrounding the claim warrant further
investigation or explanation.

Excess Costs for Official Travel

3.

If a delegateis satisfied the TA is insufficient to meet the costs necessarily incurred for meals and
incidentals, the employee may be reimbursed the difference between the costs and the TA payable.
The factors that will be considered by the delegateinclude:

a. The nature andamount of costs incurred for mealsand incidentals;

b. The period of the travel,

c. The nature ofthe dutiesundertaken;

d. The cost of mealsand relevant services at the location(s) visited; and

e. Any other factor(s) relevant to the cost(s)incurred.
Generally, a delegate will only exercise this discretion when the employee can justify that excess
expenses wereincurred in relation to the whole of a trip, rather thana single location where
multiple localities are visited during the same trip. Such claims must be substantiated with receipts (a
Statutory Declaration will not be acceptedin this instance). It should not be assumed that approval
will be granted.

Employees will not be reimbursed for tickets purchased privately for any official travel. This will include
any changesto an approved itinerary that have not been conveyed in advance tothe TMC and for which
s23 approval has not been granted inadvance.
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Instances where Travel Allowance is not Payable

7. Additionally, TA is not paid for:
a. Official travel of less than 24 hours, unlessan overnight stayis involved (transit allowance
may apply);
During periods of recreation leave;
During periods of leave without pay;
During periods of long serviceleave;
Weekends or public holidays contiguous with the forms of leave described above; or
A rest period at a destinationif the employee is already domiciled in that location.

~0ao0o

Meals Paidfor or Provided By Another Entity

8. Employees acting in their official capacity will not be entitled to the meal(s) component of TAwhere
meals are provided by, or paid for by another entity, including the Australian Government. The
provision of mealsby another entity must be declared on the travelacquittal.

9. Accommodation and/or mealscould be provided by or paid for by any entity (including all governments
or private companies) in a number of ways, such as accommodation and/or meals while actingin an
official capacity:

a. Includedas part of accommodation costs such as breakfastsincluded in a hotel tariff;
b. Paiddirectlyas part of a residential training course, a conference/seminar registration fee,
oran industry briefing;

As part of a sponsored forum;

Provided for by alocal, state or foreign government, or foreign mission;

Provided by an airline due to flight delays, cancellations or variations (a mealvoucher);

As part of a function hosted by the post or post employees (e.g. HOM/HOP) while visiting on

aSTM;

g. Aspartof arepresentation function where payment is made from representational funds; or

h.  Where anemployee is hospitalised during official travel.

D a0

Refusal of a ProvidedMeal

10. Where ameal is provided (e.g. breakfast as part of the accommodation tariff) but an employeeincurs an

additional cost for meals due to medical or dietary requirements, receipts must be provided for costs in
excess of $82.50 along with a statement outlining the reasons for refusal of the provided meal.
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12. TRANSIT ALLOWANCE

General Principles

1. Atransitallowanceis payable tocover the following situations:

a. Whenthe approved mode of transportis not an aircraft (such as a car, ferry, bus or train)
and sustenanceis not provided by the carrier and actual travel time exceeds two hours;

b. Whensustenance is not provided by the airline (budget airline) and point to point travel
(including minimum check-in) excessed two hours; or

c. Whenan employeeis travelling for more than 24 hours but is not entitled to any payment of
TA for that trip (e.g. when in transit on a flight or in airports for the entire duration of the
trip with no accessto an airport lounge).

Applicable Rate

2. Transitallowanceispayable once dailyat the rate of 50 per cent of the incidental rate applying tothe
transit location.

3. Transitallowanceis only applicable on transportation that takes longer than two hoursfrom the time
of departure of the time of arrival (including minimum check-intime).
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STM Travel inbound to Australia

11. Employees can take annual leave at the rate of 20 per cent of the trip up to a maximum of two weeks
leave (“the 20% rule”). Employees can take annual leave at any stage during the STM or official travel
subject tothe normal leave approval process.

Travel Allowances
12. Employees are not entitledto TA or accommodation costs for any annual leave period approved during
an official trip, nor for any extension of travel by annual leave after the official part of a trip. Employees

arerequiredto fully declare any such daysin their travel acquittal and ensure that TA and accommodation
are not paid for these periods.
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24. CARHIRE

General Principles

1.

In accordance with the WoAG Travel Arrangements, a sole supplier of hire cars has beenappointed by
the Department of Finance. All bookings must be made through the TMC using the appointed supplier.

Where a post has a need to hire a vehicle internationally, posts are free to select any car hire provider
based on the usual value for money considerations. This includes car hire in Australia funded by posts.
Bookings must not be made through the TMC and should be sourced direct with the hire company.

Where the delegate has approved the need for a car as transport to and/or at the locality the
decision must be based on the value for money principle.

All components of the cost of car hire must be considered in the value for money assessment and
includedin the estimated travel costs submitted for approval. These may include additional booking
fees payable, optional extras such as GPS devices (where not already installedin the vehicle), insurance
options, tolls and fuel charges. These are all important factors in determining the overall final cost for
car hire, particularly where a value for money assessment is being made between several surface travel
options.

Entitlement

5.

Under the WoAG Travel Arrangements, there is no longer a vehicle size entitlement based on the level
of the employee. Vehicle type is determined by the requirement. Employees should discuss the type of
vehicle required with the TMIC and the cost of the hire must be included in the overall cost of travel.

Sourcing Car Hirein Australia.

6.

Divisions and STOs funding car hire for travellers in Australia must book throughthe TMC. Payment will
be made to the employee’svirtual Diner’s Card. Direct bookings with the supplier will not beaccepted.

Post-fundedtravelin Australia is exempt from this requirement as international car hire is outside the
scope of the WoAG Travel Arrangements. Posts are free to select any car hire provider based on the
usual value for money considerations.

Sourcing Car Hire outside Australia

8.

Travellersbased in Australia who need to hire a carinternationally can arrange hire through the TMC.
Payment must be made using the traveller’s Corporate Credit Card including for fuel costs and any
surchargesapplied (such as airport fees, one-way hire surcharge etc.). Car hire for use overseasis to be
acquitted on return from travel. Where car hire is approved as part of a mixed air/surface itinerary, the
total cost of air and surface travel must not exceed the notional airfare entitlement, except where a
clear business reason for car hire exists.

56 of 67



DFAT FOI - RELEASED UNDER THE FREEDOM OF INFORMATION ACT 1982 LEX 11558

25. PUBLICTRANSPORT

General Principles

1. Publictransportincludes buses, trains, ferries, taxis and similar, and should be utilised for short journeys
within CBD and inner city areas, where adequate public transport isavailable.

Costs of Official Travel

2. Travellersusing publictransport should use their Corporate Credit Card to pay wherever possible.
Where a Corporate Credit Card cannot be used, a receipt for payment must be obtained and submitted
as part ofthe travel acquittal processfor reimbursement.

Internationaland STM/STA Travel

3. The TMCcan provide train schedulesfor the USA, Canada, Europe, the UK and Japan. The TMC can also
purchase tickets on behalfof a traveller, but employees travelling should check prices with posts as they
may be cheaper purchased in the country of travel.
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26. RIDE SOURCINGSERVICES

General Principles

1.

The Australian Taxation Office has defined ride sourcing servicesas anongoing arrangement where a
driver makes a vehicle available for public hire, a passenger uses a third-party digital platform such as a
website or smartphone app to request aride from a third party source andthe driver uses the vehicle to
transport a passenger for payment with a viewto profit.

Ride sourcing is a generic name for a range of services that can also be known as ride sharing, ride-
share, ride booking, point-to-point, taxi or ride-hailing. Examples of ride sourcing services include Uber
(in all its forms such as UberX, UberXL, Uber Black and Uber Select), Lime, Ola, Lyft, Grab, Shebah and
Oscar. This list is not exhaustive and there may be othersin various locations around the world.

In Australia and many locationsaround the world, ride sourcing services are regulated by government
authoritiesand complaints regarding their services are dealt with by the regulator. In some overseas
locations however, thereis no regulation of ride-sourcing services. Employeestravelling overseas
should research any ride-sourcing services in their destination locationto ensure they are regulated
and secure. In such situations, it may be betterto secure the services of a regulated taxiservice or
hotel transport toand from the airport.

Posts should ensure that any ride sourcing servicesin their country or location(s) of accreditation are
operating within local laws and are regulated. Posts must be satisfied that the local regulations as well
as the practices of individual ride sourcing services will operate so as to meet the Department’s duty of
caretowards its employees (for example, requirements for drivers, vehicle types used and their
maintenance andinsurancesare suitable and enforced).

Using Ride Sourcing Services

5.

DFAT employees can use ride sourcing services for official purposes where it is legal and regulated in
the country or location, and pay for these services using their DFAT corporate creditcard.

Itis important that employees ensure that when paying for a ride sourcing service using a corporate
credit card that a separate business accountisset up sothat that any private use of the ride-sourcing
service is not charged to a DFAT corporate credit card. Details for setting up an Uber business
account can be found onthe Credit Card page of the Intranet.

The selection of a ride sourcing service is subject to the normal value for money considerations and it
should not be assumed that they are automatically cheaper than taxis or similar services. Some ride
sourcing servicesautomatically increase their prices as demand increases and may be more expensive
than other alternatives during peak periods or public holidays. Some automatically addas much asa 20
percent tip automatically depending on the service used.
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Employees and their accompanying dependants must have received a medical and dental clearance
prior to departing Australia for coverage to apply.

World-Wide Multiple Risk Cover

10. World-wide Multiple Risk Cover (WWMRC) usually covers household and personal effects, personal
liability, personal accident and emergency travel for A-based employees on LTP or, where provided, on
STA (exclusionsand an excess may apply). This insurance is a personal responsibility of the employee
and must be organised prior to proceeding on LTPor STA.
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29. FREQUENT FLYER SCHEMES

General Principles

1.

As part of the WoAG Travel Arrangements, appointed domestic and international airlines have turned-
off allfrequent flyer point schemes and other loyalty schemes for all officially funded travel. Travellers
are nolonger permitted to accrue frequent flyer points when they undertake any official travel on
these airlines. However, appointed airlines will continue to issue status credits.

Airlines are unable to supressthe accumulations of frequent flyer points on affiliated, partner or alliance
airline members (such as One World, Star Alliance or SkyTeam). Employees are required to contact

airlines and ask that any frequent flyer points accrued during official travel are removed. Status credits
are permitted to accrue under the WoAG Travel Arrangements.

Travel booked by Posts is also subject to the same conditions and employees are not permitted to
accrue frequent flyer points for any officially funded air travel whilst on LTP, STA or STM. Employees
booking travel at posts must ensure that travel providers/airlines used are aware that frequent flyer

points cannot be accrued for any officially funded travel. Status credits are permitted to accrue
under the WoAG TravelArrangements.
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30. AIRLINE CLUB/LOUNGE MEMBERSHIPS

General Principles

1. Employees travelling business class will generally be invited by the host airline to use lounge facilities
whilst travelling.

2. SESemployees are able to purchase one airline club lounge membership (such as the QantasClub
or Virgin Australia Lounge) at official expense using their corporate credit card.

3. Non-SESemployees are not eligible to claim the cost of an airline lounge membership as an official
expense. Non-SES employees may at their own cost, purchase an airline lounge membership at the
corporate rate providedto the Department by Qantas and Virgin Australia. Corporate membership
details can be found on the Airline Suppliers (satin.lo) section of the Intranet Travel Page.

63 of 67






DFAT FOI - RELEASED UNDER THE FREEDOM OF INFORMATION ACT 1982 LEX 11558

[1]'Worker’ is defined under Part 1, Division 3 of the WHS Act 2011.

[2]Individuals who are not direct employees of DFAT, including APS staff and contractors of non-DFAT agencies at DFAT-managed posts (i.e. partner
agencies), are regarded as ‘DFAT workers’ for the purposes of the DFAT Security Framework in accordance with DFAT’s overall responsibility for
protective security at overseas posts under the Guidelines for Management of the Australian Government Presence Overseas (Prime Minister’s
Directive).

Smartraveller travel advice

7. Before undertaking any official or private international travel, DFAT workers and official travellers of any Australian government agency must read
the relevant DFAT travel advice and subscribe to alerts on Smartraveller.

8. | All general safety precautions outlined on Smartraveller should be followed.
Official Travel
Pre-travel training requirements

9. | DFAT workers undertaking official overseas travel, including long-term postings, STAs, STMs, or official visits, must be aware of the security risks
associated with travel to certain destinations.

1  Prior to undertaking a long-term posting, STM or STA, DFAT workers are required to complete security training consistent with the Security training
0. ' guidelines and procedures, with details available on thes 47E(d) pages. Thes 47E(d)
can provide further advice upon request.

Reconsider Your Need to Travel or Do Not Travel destinations

=

Official travel to Reconsider Your Need To Travel (RYNTT) or Do Not Travel (DNT) locations will be approved only where the proposed travel is
1. determined to be essential. Delegates have no authority to approve travel to these destinations until they have considered all relevant information
on the Official Travel Security Approval Form (Travel SAF), including the required security risk assessment and travel plan, and consulted with other
relevant areas of DFAT. Official travel forms

The Travel SAF is not required for destinations where the setting of RYNTT or DNT is not due to security reasons (for example, because of natural
disaster or pandemic reasons), as indicated on each travel advisory on Smartraveller.

=

For travel to be considered essential it must:

a. be central to advancing a key consular, foreign, trade, investment or aid policy objective or to the delivery of an important administrative or
program outcome, and
b. have an objective or outcome that could not normally be achieved by any means other than the proposed travel.

DFAT-led security arrangements

1 DFAT workers undertaking essential official travel to locations defined as Reconsider Your Need To Travel or Do Not Travel, where the travel
4.  security arrangements will be directly managed or supported by DFAT, are to complete Section A of the Travel SAF. This policy also applies to
travel within a country of accreditation.

1 Travel SAFs mustinclude a security risk assessment (SRA) and a travel plan with proposed risk mitigation measures.
1 | Once reviewed and cleared by staff supervisors, completed Travel SAF are to be sent to thes 47E(d) ) with responsibility for
6. the destination post at least 14 days prior to travel, and copied tos 47E(d) and/ors 47E(d)

If needed, s 47E(d) can assist in advising staff which**"#® to contact. s 47E(@ will

review the Travel SAF before it is submitted to the delegate for approval.

1 Partner agency staff may use a different security risk assessment template if preferred, but that assessment must be sent to the relevant travel
7. | security approver in Table 1 for approval prior to travel from post.

Non-DFAT led security arrangements

1 Where an organisation other than post (for example, a UN agency, a non-Australian mission or an NGO) is arranging, providing or ensuring security

8. | and logistics for official travel to Reconsider Your Need To Travel or Do Not Travel locations, DFAT workers must complete Section B of the
Travel SAF. This policy also applies to travel within a country of accreditation.

1 Once reviewed and cleared by staff supervisors, completed Travel SAF are to be sent to the relevant®“=@ for review, copied to**"=® and/ors 47E(d)

9. at least 14 days prior to travel. =@ and/or**"=® can assist in advising staff which =4’ to contact if needed. s 47E(d)
will review the Travel SAF before it is submitted to the delegate for approval.

2 | Partner agency staff may use a different security risk assessment template if preferred but that assessment must be sent to the relevant travel
0. security approver in Table 1 for approval prior to travel from post.

Approvals required
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2 | Travel to Reconsider Your Need To Travel and Do Not Travel areas must be approved in accordance with Table 1 — Travel security approval.

1. The level of approval required is based on the residual security risk resulting from the SRA prepared for the Travel SAF.

2 | Posts where staff are required to undertake regular official travel into Reconsider Your Need To Travel and Do Not Travel areas can seek

2. | approval for travel to the same location for periods of up to three months. Should the threat environment or the travel arrangements (for example
accommodation, transport or venues) change significantly a revised SAF will be required. Note the ‘essential’ travel test must always be met.

2 | Fors 47E(d) the security travel approver will depend on the reporting line.

3.

a. For regional officers who are located at post and report to Australia, follow ‘Travel from Australia (DFAT)’ in Table 1.
b. For regional officers who are located at post and report to Post, follow ‘Travel from DFAT- managed Post’ in Table 1

Table 1 - Travel security approval for Reconsider Your Need To Travel and Do Not Travel locations:

Travel from Travel security approver [
Australia (DFAT) Where the residual security risk is Very High:
® DFAT geographic Deputy Secretary
Where the residual security risk is High:
® DFAT geographic FAS
Where the residual security risk is Low or Medium:
® The travel approver under the DFAT Travel Policy and relevant Administrative Circulars
Australia Travel security approval is the responsibility of the sending agency, which must consult with the relevant

post prior to approving.
(non-DFAT Australian Government

agencies)

DFAT-managed Post Where the residual security risk is Very High:

(travel by all workers including partner ® DFAT geographic Deputy Secretary (or partner agency equivalent)
agencies)

Where the residual security risk is High:

* HOM/HOP for staff travell*!
® DFAT geographic FAS for HOM/HOP travel

Where the residual security risk is Low or Medium:

® The travel approver under the DFAT Travel Policy and relevant Administrative Circulars

[3] The Travel security approver authorises the proposed travel to DNT or RYNTT destinations based on the risk mitigations set out in the Travel SAF,
including security arrangements put in place or managed by the post in whose jurisdiction the DNT/RYNTT destination is located (the ‘receiving post’) or
travel security provider (in the case of non-DFAT led security arrangements). Once the travel has commenced, overall responsibility for the traveller’'s
ongoing security at the DNT/RYNTT destination rests with the receiving post or travel security provider (in the case of non-DFAT led security
arrangements).

[4] Advice of travel approval in these cases must also be provided to the relevant geographic FAS and Deputy Secretary, for their information.

Private Travel

2 | All DFAT workers who hold a security clearance must report any private overseas travel as a change of circumstances through the s 47E(d)
5. as soon as practicable, as outlined in thes 47E(d)

N

DFAT workers whose security clearances are maintained by an agency other than DFAT, including by the Australian Government Security Vetting
6. | Agency (AGSVA), are to also report their private overseas travel to the agency maintaining their clearance.

N

Private travel must be undertaken on a private passport. However, for posted staff and dependants, diplomatic or official passports can be used for
7.  private travel.

DFAT workers should not travel privately to Do Not Travel destinations, and in no circumstances is it permitted to use diplomatic or official
passports for private travel to Do Not Travel destinations outside the traveller's country of posting (this includes private travel to a Do Not Travel de
stination in a country of non-resident accreditation).

© N
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2 | DFAT workers posted to Do Not Travel locations should follow post management’s guidelines on private travel within the country of posting.

9.

3 DFAT workers should note they are not covered by the department’s Overseas Health Provisions (OHP) when undertaking private travel outside

0.  their country of posting (i.e. country of residence). OHP coverage does not extend to private travel in a country of non-resident accreditation. Private

travel to Do Not Travel areas within a country of posting is also not covered under the OHP.

s 33(a)(i), s 33(a)(iii), s 47E(d)

Related Material

Official Travel Security Approval Form
Security Risk Assessment template
Security Risk Assessment guide
Travel Plan

Smartraveller
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Did you know you can save this page for your records?

Simply click the dots at the top right of the page, then select Export to PDF or Word.
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