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[bookmark: _Toc97649608]appendix A. travel approval schedule
No traveller[footnoteRef:1] can approve their own travel[footnoteRef:2] – a higher level of approval is always required. This should be supported and progressed through line management to the approval authority. Refer to travel definition contained in official air travel procedures for intrastate, interstate and international travel. [1:  travellers include non-employees as defined in the Official Air Travel Procedures. .]  [2:  except for the Director General, who does not need approval for domestic travel.] 

For domestic non-air travel, please use the below table:

	Travel Type
	Traveller
	Approval Authority

	Domestic Non-Air Travel 
(Intrastate and interstate)
	All departmental employees
	Principal or Line Manager[footnoteRef:3] [3:  line managers must be a Public Service Award 1993 (PSA) Level 7 or above.] 



For all air travel (including intrastate, interstate and/or international), please use the below table: 

	Travel Type

	Traveller
	Approval Authority

	Domestic Travel 
(Intrastate and interstate)

	All travellers from central office
	
Director or above
(Director of above must be approved by line manager)

	
	All travellers from regional officers
	
Assistant Director of Education or above
(Assistant Director of Education or above must be approved by line manager)

	
	Schools
	
Principal or above
(Principal travel must be approved by Assistant Director of Education or above)

	
	Schools reporting to Statewide Services[footnoteRef:4] [4:  includes School of Special Education Needs, School of Isolated and Distance Education, Instrumental School of Music, School of Alternative Learning settings and School of Swimming and Water Safety.
] 

	
Principal or above
(Principal travel must be approved by Assistant Executive Director or above)

	Travel Type
	Traveller
	Approval Authority

	International Travel[footnoteRef:5] [5:  all international travel must be approved by the Minister for Education. Staff travel for international excursions has a two-step approval process. The international school excursion is approved by the Minister first. The subsequent travel application form is approved by the Director General (refer to the Excursions in Public Schools Procedures for requirements).  
] 

	All travellers from Schools, central and regional officers
	Endorsed by Director General 
Approved by Minister of Education

	
	Canning College (Principal and all officers under the Principal)
	Recommended by Director of Education
Supported by Executive Director, Enterprise Governance and Partnerships
Supported by Deputy Director General, Schools
Endorsed by Director General
Approved by Minister of Education



	Notes

	Specific/Regional Travel
	Christmas and Cocos (Keeling) Islands
	Travel to and from these islands is treated as intrastate travel for approval authority.

	Air Charter flights
	All air charter flights must be approved by:
1. Assistant Director of Education or Director of Education for Schools and Regional Education Offices
2. Assistant Executive Director or Executive Director for Central Office



