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[bookmark: _Hlk103166844][bookmark: _Toc84334888]APPENDIX J. NON-EMPLOYEE TRAVEL FORM
This Appendix includes the following forms: 
· Air Travel Application Form for Non-Employees Travelling on Official Business (J.1.)
· Air Travel Reporting Declaration for Non-Employees (J.2.)
· Statement of Purpose and Benefits to Western Australia for Non-Employees (J.3.)
· Terms and Conditions for Non-Employees (J.4.)
· International Travel Checklist for Non-Employees (J.5.)

J.1. AIR TRAVEL APPLICATION FORM FOR NON-EMPLOYEES TRAVELLING ON OFFICIAL BUSINESS
1. If the application is for Interstate or International Travel an approved copy is immediately emailed to traveldeclarations@education.wa.edu.au 
2. The original approved form is to be kept by the authorised Travel Booking Officer for audit purposes.

Please note:
· The responsible DoE Officer must complete and submit this form on behalf of the non-employee/ 
· Non-employees must read and sign the attached Terms and Conditions page, confirming that they understand and will abide by DoE Travel Policy and Procedures. 
· Non-employees are not eligible for employee allowance (e.g. meal/travel allowances) under the Department’s industrial agreements or awards. Any reimbursements or payments are strictly in accordance with the terms of this travel arrangement or an existing contract. 

Application forms must be typed. Handwritten applications will be returned to the applicant. 
	Traveller Details

	Surname
	
	Given Name
	

	E- or EZ-number (if applicable)
	
	Position/Title
	

	Phone
	 

	Email

Note: If the non-employee does not have a DoE email, the DoE responsible Officer should insert their own or another appropriate point of contact. 

	

	Branch/REO/School/Organisation
	


	[bookmark: _Hlk138769356]Travel Details

	Class of Travel:
(Tick the appropriate box)
	☐ Economy   ☐ Other, please specify: _________

	Departure Date
	
	Departure Location
	

	Return Date
	

	Destination (City/Country): 
(List all destinations, including stopovers)

Note: Please add more destination lines if required. 
	1.

	
	2.

	
	3.

	
	4. 




	Cost Breakdown (including GST)

	Airfare
	Accommodation
	Meals & Incidentals
	Conference Fee
	Car Hire
	Other
	Total

	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00
	$0.00

	Source of Funding
	Department
	School
	External
	Specify Name of External Source

	Total Funding from each Source
	$0.00
	$0.00
	$0.00
	

	If applicable, provide names of other officers travelling (exclude school excursions): 
	(List names, if applicable)





	Travel Justification

	Please check the relevant box below: 

	For the purpose of
International Education, International Education Strategy; or Canning College  ☐
	For other purposes   ☐                   

	Describe the purpose of travel: 
(Briefly describe the reason for this travel.)




	Describe the connection between your duties and the travel: 
(Explain how this travel relates to your role or official Department business.)





	Describe the significance and benefit of this travel in terms of Department and/or school priorities: 
(Explain how this travel furthers Department and/or school priorities.)





	Describe:
1. Anticipated outcomes from this travel. 
2. Intended method for dissemination of information. 













	Justification for Funding Non-Employee Travel

	To be completed by the Responsible DoE Officer. 

	Why is the Department funding the travel of a non-employee? 




	Have Duty of Care and Insurance implications been considered? Please provide details. 





	Have you made the non-employee aware of the DoE Travel Policy and Procedures and do they understand them?




	Has the non-employee signed the Terms and Conditions for Non-Employees (Appendix J.4.)? 



For all travel (intrastate, interstate and/or international):
	[bookmark: _Hlk175215624]Management Recommendation and Approval

	Traveller (Non-Employee)

	Name
	Position Title
	Signature
	Date

	
	
	
	

	Responsible DoE Officer 

	Name
	Position Title
	Signature
	Date

	
	
	
	

	Approving DoE Officer (Principal/Director or above)

	Name
	Position Title
	Signature
	Date

	
	
	
	



	Endorsed by Director General

	Name
	Signature
	Date

	
	
	



For international travel only: 


	For International School Excursions Only

	Have the requirements of the Excursions in Public Schools Procedures been completed, including: 

	· Template 1: International Excursion Application for Approval?
	Minister of Education approval obtained?    
☐ Yes    ☐ No    ☐ Not applicable   

	· 
	Date obtained: __________    

	· Template 2: International Excursion Plan?  
	Director of Education approval obtained?    
☐ Yes    ☐ No    ☐ Not applicable 

	· 
	Date obtained: __________    



	For all other International Travel (Please complete for all other international travel except school excursions)

	APPROVED BY MINISTER FOR EDUCATION
For ALL other international travel purposes except school excursions. 

	Name
	Signature
	Date

	
	
	



	For International Travel only – Approver to answer: 

	Do you require a report on the benefits of the travel to Western Australia?
If a report is required, please complete Appendix G and refer to Section 10 of the Premier’s Circular 2021/02 outlining what is to form part of the report. 

	☐ Yes    ☐ No    




Traveller Booking Details
	Flight Reservations* and Itinerary Details


	Airline/Charter
	Flight number
	Flight Class
	Day
	Date
	Time
	Destination

	
	
	
	
	
	
	From
	To

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


* Booking arrangements for the Indian Ocean Territories – Christmas and the Cocos (Keeling) Islands should be made in     accordance with the procedures for international travel, as travel to the territories is considered international travel by the travel industry. Further information can be found through the Premier’s Circular 2021/02.
	Accommodation Reservation Details


	Name of Accommodation
	Date in
	Date out
	Total Cost
	Booking Reference

	
	
	
	
	

	
	
	
	
	





	Hire Car Requirement


	Car Hire company
	
	Car Type
	

	Pick up point
	
	Date
	
	Time
	

	Drop off point
	
	Date
	
	Time
	



	Approved Airport Lounge Membership


	Organisation Name
	Membership number
	Expiry Date

	
	
	

	
	
	














































J.2. AIR TRAVEL REPORTING DECLARATION FOR NON-EMPLOYEES
1. This form must be completed by the officer travelling or a nominee within 2 weeks of the return from the trip.  School based employees, if taken within a term break, may return the form on the earlier of return to school or within 2 weeks of the date of return from the trip.
2. For travel other than intrastate, please return the completed form to the Financial Reporting Officer, Financial Accounting and Reporting, by email to traveldeclarations@education.wa.edu.au
	Traveller Details

	Surname
	
	Given Name
	

	E- or EZ-Number (if applicable)
	
	Position/Title

	

	Branch/ REO/ School / Organisation
	

	Phone
	
	Email
	



	Travel Details

	Travel Type
	
	Class of Travel
	

	Departure Date

	Arrival Date
	Destination (City/Country) including stopovers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



	Purpose of Travel

	Briefly describe the purpose (not the benefits): 




	Cost Breakdown and Funding Details (including GST)

	Cost Description
	Cost**
	Source of Funding Details***

	Airfare
	
	

	Accommodation
	
	

	Registration fees
	
	

	Associated costs*
	
	

	TOTAL COSTS
	
	



	Notes Section: 

	* Associated costs include: 
· Meal expenses and incidental allowance
· Taxi/Car Hire
· Other costs related to the trip

	** Only include a cost value if it is school or Department funded. 
For all other funding source, show “0”. 
If funded by combined sources, show only the amount funded by the School or the Department. 

	*** Sources of Funding Examples: 
· School funds
· Department funds (also known as Consolidated funds)
· Parents
· Self-funded
· P&C
· Local or Commonwealth Government
· Industry (must specify the name of the organisation)
· Combined sources – must specify name of sources. 


	Traveller to sign Declaration

	Name
	Position Title
	Signature
	Date

	
	
	
	



	Line Manager / Principal


	Name
	Position Title
	Signature
	Date

	
	
	
	













J.3. STATEMENT OF PURPOSE AND BENEFITS TO WESTERN AUSTRALIA FOR NON-EMPLOYEES
This report is required only on request by the approver for an overseas travel.
	Traveller Details

	Surname
	
	Given Name
	

	Destination

	City
	Country

	
	



	Purpose of Travel

	



	Detail the Benefits to Western Australia Arising from the Travel

	



	Prepared and submitted by: 

	Name of Officer
	

	Directorate/ Regional Office/ School
	

	Date
	






















J.4. TERMS AND CONDITIONS FOR NON-EMPLOYEES

1. Acknowledgement of Department of Education Travel Policy
I confirm that I have been provided with and understand the Department of Education’s Travel Policy and Procedures, and that I agree to abide by these requirements while travelling on official Department business. 

2. Compliance and Conduct
I agree to conduct myself in a manner consistent with the standards expected of Department personnel, and to comply with all relevant laws and regulations of the destination. 

3. Insurance and Duty of Care
I acknowledge that the Department’s insurance coverage for non-employees travelling on official business may differ from coverage for employee, and I have reviewed any applicable advice regarding my personal insurance needs. 

4. Travel Booking and Costs
All travel arrangements will be made through, or in accordance with, the Department’s booking procedures. Any costs beyond approval travel must be borne by me personally, unless specified in a written agreement or contract. 

5. Limitation of Allowances
I acknowledge that I am not entitled to employee-specific allowances (for e.g. meals/travel allowances) under the Department’s industrial awards. Any reimbursable costs (if applicable) will be specifically approved in advance as part of the separate funding arrangement or consulting contract. 

6. International Travel (if applicable)
     I have acknowledged and completed international travel checklist Appendix J.5.



By signing below, I acknowledge that I have read, understand and agree to the above Terms and Conditions. 
	Non-Employee Traveller 

	Name
	Signature 
	Date

	
	
	





















J.5. INTERNATIONAL TRAVEL CHECKLIST FOR NON-EMPLOYEES 
Non-employees must complete this form and submit to the approval authority prior to travel.

	International Travel Checklist

	Section A: Pre-Travel

	a. Obtain and read the Official Travel Policy and accompanying procedures.
	☐
	b. Submit your travel application to the approval authority at least six weeks prior to departure.
	☐
	c. Secure all required approvals as per the Travel Approval Schedule (Appendix A). 
	☐
	d. Notify the Department of Jobs, Tourism, Sciences and Innovation (JTSI) by submitting a copy of the approved air travel application form of details of all approved international travel by email at: overseas.travel@jtsi.wa.gov.au.
	☐
	e. Notify Business Events Perth prior to travel if your travel includes attending an overseas conference or meeting as a delegate or speaker (Refer to Premier’s Circular 2021/02: Guidelines for Official Air Travel by Ministers, Parliamentary Secretaries and Government Officers section 11 for contact details).
	☐
	f. Plan your itinerary and consider keeping a travel diary. 
	☐
	g. Ensure you hold a valid passport and visa for departure and return.
	☐
	h. Prior to booking, check with the Department of Foreign Affairs and Trade (DFAT) travel advisory for security and safety alerts and information on your travel destination (Refer to Official Air Travel Procedures).
	☐
	i. Consider security and travel advice provided by DFAT SmartTraveller website and note the assistance offered in the  and the destination Travel advisories.
	☐
	j. Complete the Smart Traveller Travel checklist.
	☐
	k. Consider the General travel advice which covers a range of travel topics.
	☐
	l. Complete Appendix H – International Travel Security Checklist.
	☐
	Section B: Insurance and Emergency

	a. Organise your own travel insurance.
	☐
	b. Obtain an International SOS card (or equivalent).
	☐
	c. Ensure you have means for overseas communication. 
	☐
	Section C: Post-Travel (within 2 weeks)

	a. Complete and submit:
· Travel Reporting Declaration (Appendix D); and
· Statement of Purpose & Benefits (Appendix G) – if requested. 

	☐


	Sign-off Details

	Traveller’s Name
	
	DoE Approving Authority
	

	Position
	
	Position
	

	Signature
	
	Signature
	

	Date
	
	Date
	



