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1. Name of Policy 
Overseas Travel 

2. Policy Statement 
This policy provides the mandatory requirements to ensure overseas travel for official business purposes 
undertaken by employees and non-employees, funded or partially funded by government, meets all 
legislative, regulatory and reporting requirements in accordance with the Commissioner’s Determination 
3.2: Employment Conditions – Remuneration – Allowances and Reimbursements, DPC Circular 040 – 
Air Travel, DPC Circular 035 – Proactive Disclosure of Regularly Requested Information and the Code of 
Ethics for the South Australian Public Sector.   

3. Applicability 
This policy applies to all employees and contracted staff of SA Health; that is all employees and 
contracted staff of the Department for Health and Wellbeing (DHW), Local Health Networks (LHNs) 
including state-wide services aligned with those Networks and SA Ambulance Service (SAAS). 

Out of scope for this policy is overseas travel:  

• Australian Medical Assistance Team (AUSMAT) deployment or other similar deployments. 
Instead travellers must comply with the AUSMAT notification and authorisation process for an 
international incident; and 

• as part of the Premier’s Nursing and Midwifery Scholarships program. 

Medical Officers undertaking overseas travel for professional development (excluding travel for business 
purposes or where travel is funded by Special Purpose Funds) must meet the requirements outlined in 
Appendix 5: Medical Officers Undertaking Professional Development Mandatory Instruction, to the extent 
to which it is consistent with their relevant enterprise bargaining agreement.  

Allied and Scientific Health Professionals and other relevant professions seeking personal 
reimbursement for overseas travel for professional development must meet the requirements outlined in 
Appendix 6: Allied and Scientific Health Professionals Undertaking Professional Development. 

4. Policy Principles 
SA Health’s approach to overseas travel is underpinned by the following principles: 

• We will comply with all overseas travel approvals and reporting requirements stipulated by the 
Office of the Commissioner for Public Sector Employment and Department of the Premier and 
Cabinet. 

• We are committed to providing accountable, efficient, and cost-effective overseas travel 
processes to facilitate employee participation in service delivery and professional development 
opportunities including attending and presenting at conferences, seminars and workshops. 

• We will establish systems to facilitate the timely and transparent reporting of overseas travel.  

• We act with professional integrity and impartiality to uphold trust and confidence in SA Health. 

5. Policy Requirements 
Overseas travel for business purposes must only be considered when there are no equivalent means for 
gaining relevant knowledge or experience in Australia. Such travel must be considered essential to SA 
Health and/or the government. 
  

https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC035-Disclosure-of-Regularly-Requested-Information.pdf
https://www.publicsector.sa.gov.au/hr-and-policy-support/code-of-ethics/files/OCPSE-CodeofEthics-18042024.pdf
https://www.publicsector.sa.gov.au/hr-and-policy-support/code-of-ethics/files/OCPSE-CodeofEthics-18042024.pdf
https://nationaltraumacentre.gov.au/ausmat/
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Travel approval  
• Approval must be sought from the relevant delegate before an employee can travel overseas 

for official business purposes. Refer to Appendix 1: Applying for Overseas Travel Mandatory 
Instruction for details.  

• Overseas travel must not be booked or paid for prior to obtaining approval.  

Booking Travel and Accommodation 
• The booking of all travel and accommodation is mandated through the SA Government’s travel 

supplier. Refer to Appendix 1: Applying for Overseas Travel Mandatory Instructions for details.  

Pre-travel documentation 
• All employees proposing to travel overseas (including Medical Officers and Allied Scientific 

Health Professionals travelling for purposes other than approved professional development) 
must submit the appropriate documentation at least eight (8) weeks prior to the proposed 
departure date. Refer to Appendix 1: Applying for Overseas Travel Mandatory Instruction for 
details. 

Passports and visas 
• Employees must ensure their passport has at least six (6) months validity from the return date 

of travel. 

• Employees must ensure visa requirements are met. Refer to Appendix 1: Applying for 
Overseas Travel Mandatory Instruction for details. 

Post-travel documentation  
• Within 30 days of the last date of travel employees must provide an Overseas Travel Report 

with required documentation, to the relevant approving delegate. Refer to Appendix 2: Post 
Overseas Travel Reporting Mandatory Instruction for details. 

Overseas risk assessment 
• A risk assessment must be undertaken for all proposed overseas travel using the Department 

of Foreign Affairs and Trade (DFAT) website http://smartraveller.gov.au/. Employees must 
monitor DFAT travel advisories: 

Level 1: Exercise normal safety precautions 
Level 2: Exercise a high degree of caution 
Level 3: Reconsider your need to travel 
Level 4: Do not travel. 

• For advisory level two (2) travel, the risk assessment undertaken must be documented and 
included in the briefing to the approving delegate. 

• Delegates must not approve any application to destinations subject to a travel advisory level 
three (3) or four (4), except in emergency management circumstances. Where a travel 
advisory is amended from level one (1) or two (2) to level three (3) or four (4), all existing and 
planned travel plans must be terminated or postponed until the advisory is reduced, unless the 
approving delegate deems the travel essential. 

Work health and safety 
• Employees injured while on duty overseas must inform their line manager as soon as 

practicable. Specific requirements are provided in the Work Health Safety Reporting and 
Investigation Policy. 

Frequent flyer and other benefit schemes 
• Pursuant to DPC Circular 040 – Air Travel, an employee who is a member of a frequent flyer 

or other benefit scheme must not accrue personal benefits from work related travel.  

http://smartraveller.gov.au/
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+and+safety+reporting+and+investigation+policy+directive
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+and+safety+reporting+and+investigation+policy+directive
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
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Overseas travel by non-government employees funded by SA Health 
• All requests to fund non-government employees must be approved by the relevant delegate 

prior to travel arrangements being made.  

• The delegate must seek the Commissioner for Public Sector Employment’s approval for SA 
Health to fund the overseas travel of a non-government employee.  

Overseas travel register 
• The Department, LHNs and SAAS must each hold and maintain an up-to-date overseas travel 

register for auditing purposes. Refer to Appendix 4: Overseas Travel Reporting and Record 
Retention Mandatory Instruction for details. 

Reporting and publishing requirements 

The Department, LHNs and SAAS must each: 

• Publish online quarterly travel reports for the Chief Executive in accordance with the 
requirements of DPC Circular PC 035. 

• Provide the Minister for Health and Wellbeing with half-yearly reports on acquitted overseas 
travel for employees within their agency (including Medical Officers and Allied Scientific Health 
Professionals); and 

• Ensure that these half-yearly reports are published online in accordance with the requirements 
of DPC Circular PC 035 and Appendix 4: Overseas Travel Reporting and Record Retention 
Mandatory Instruction. 

6. Mandatory related documents 
The following documents must be complied with under this Policy, to the extent that they are relevant: 

• Commissioner’s Determination 3.2: Employment Conditions – Remuneration – Allowances 
and Reimbursements  

• Australian Government Security Vetting Agency (AGSVA) 

• DPC Circular 035 – Proactive Disclosure of Regularly Requested Information 

• DPC Circular 040 – Air Travel  

• Gifts and Benefits Policy 

• Protective Security Policy 

• South Australian Protective Security Framework (SAPSF) 

• The Code of Ethics for the South Australian Public Sector  

• The SA Health (Health Care Act) Human Resources Manual 

• Fringe Benefits Tax Policy 

• Work Health Safety and Injury Management Policy  

• SAFA Government Travel Insurance Policy 

• Purchase and Stored Value Card Policy 

• Financial Information Policy 

7. Supporting information 
• See the SA Health Intranet Overseas Travel Page for all supporting documents. 

https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC035-Disclosure-of-Regularly-Requested-Information.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC035-Disclosure-of-Regularly-Requested-Information.pdf
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.defence.gov.au/security/clearances
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC035-Disclosure-of-Regularly-Requested-Information.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/about+us/governance/policy+governance/policies/gifts+and+benefits+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/a-z+policies+and+guidelines/policies/protective+security+policy
https://www.security.sa.gov.au/protective-security-framework
https://www.publicsector.sa.gov.au/hr-and-policy-support/code-of-ethics/files/OCPSE-CodeofEthics-18042024.pdf
http://inside.sahealth.sa.gov.au/wps/wcm/connect/5db83000440db5c0ba7dbf63794072bf/20200116+HR+Manual+-++January+2020.pdf?MOD=AJPERES&CACHEID=ROOTWORKSPACE-5db83000440db5c0ba7dbf63794072bf-nJEvnFE
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/fringe+benefits+tax+policy
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+safety+and+injury+management+policy+directive
https://www.safa.sa.gov.au/insurance/insurance-services
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/purchase+and+stored+value+card+policy
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/about+us/governance/policy+governance/policies/financial+information+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/overseas+travel+policy
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8. Definitions 
• Allied and Scientific Health Professional (ASHP): means an employee classified under the 

South Australian Public Sector Enterprise Agreement: Salaried 2021 (or successor 
agreements) as an AHP, DSO, GFSc, Le, Lec, LSC, MeS, MPH or PO. 

• Acquitted cost: means all expenses incurred as part of the overseas travel, including but not 
limited to; flights, (including any domestic travel expenses as part of a connecting international 
flight), incidentals and conference fees. 

• Acquit: means to discharge all mandated obligations contained within the policy. 

• Business purposes: means connected to one’s employment including overseas travel for 
o Training and development 
o Professional development (excluding MOs and ASHPs) 
o Guest speaker invitations 
o Official government business. 

• Chief Executive: means the Chief Executive of DHW and includes a person holding or acting 
in that position. 

• Chief Executive Officer: means the Chief Executive Officer of an LHN, or SAAS and includes 
a person holding or acting in that position. 

• Emergency management circumstances: means where there has been an emergency 
(such as a natural disaster) and the purpose of travel is to provide emergency support. 

• Medical Officer: means a person employed by SA Health within the South Australian Medical 
Officers Award, including the SA Health Salaried Medical Officers Enterprise Agreement 
(SMOEA) 2022, the SA Health Clinical Academics Enterprise Agreement (CAEA) 2018 and 
the SA Health Visiting Medical Specialist Enterprise Agreement (VMSEA) 2019 (or successor 
agreements). 

• On duty: means engaged in work related activities.  In certain circumstances, whether an 
employee is on duty may also be determined by reference to the Return to Work Act 2014. 

• Overseas travel: means any travel outside of Australia including New Zealand, Papua New 
Guinea and any other Australian Territories outside of the Australian mainland. 

• State-wide services: means State-wide Clinical Support Services, Prison Health, SA Dental 
Service, BreastScreen SA and any other state-wide services that fall under the governance of 
the Local Health Networks. 

• South Australian Government Travel Supplier: means the agency which holds the whole of 
government contract for travel services. 

• Third Party: means a business or organisation external to SA Health that is fully or partially 
providing funds and/or activity in relation to an employee’s overseas travel. For example, 
funding and organising the airfares for an employee to attend a conference overseas. 

9. Compliance 
This policy is binding on those to whom it applies or relates. Implementation at a local level may be 
subject to audit/assessment. The Domain Custodian must work towards the establishment of systems 
which demonstrate compliance with this policy, in accordance with the requirements of the Risk 
Management, Integrated Compliance and Internal Audit Policy.  

Any instance of non-compliance with this policy must be reported to the Domain Custodian for the Legal 
and Corporate Governance Domain and the Domain Custodian for the Risk, Compliance and Audit 
Policy Domain. 

https://www.legislation.sa.gov.au/lz?path=%2FC%2FA%2FReturn%20to%20Work%20Act%202014
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/about+us/governance/policy+governance/policies/risk+management%2c+integrated+compliance%2c+and+internal+audit+policy
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/about+us/governance/policy+governance/policies/risk+management%2c+integrated+compliance%2c+and+internal+audit+policy
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10. Appendices 
1. Appendix 1: Applying for Overseas Travel Mandatory Instruction  
2. Appendix 2: Post Overseas Travel Reporting Mandatory Instruction 
3. Appendix 3: Reimbursement and Reconciliation of Overseas Travel Mandatory Instruction 
4. Appendix 4: Overseas Travel Reporting and Record Retention Mandatory Instruction 
5. Appendix 5: Medical Officers Undertaking Professional Development Mandatory Instruction 
6. Appendix 6: Allied and Scientific Health Professionals Undertaking Professional Development Mandatory 

Instruction 
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Appendix 1: Applying for Overseas Travel Mandatory Instruction 

The following items are Mandatory Procedures in relation to applying for overseas travel, that must be 
followed in compliance with this policy. 

Approvals 

The table below lists the delegates authorised to approve overseas travel for SA Health employees 
Overseas travel approval for: Minister for Health 

and Wellbeing 
CE DHW CEO LHN CEO SAAS 

CE Dept Health & Wellbeing 
 

   

CEOs Local Health Networks (Pathway is 
via LHN Governing Board)  

   

CEO SA Ambulance Services  
 

  

DHW employee travel /funded travel as 
applicable 

 
 

  

LHN and SAAS employee travel /funded 
travel as applicable 

    

The approving delegate must decide the extent to which the government should finance overseas travel 
and each application must be assessed on merit including: 

• Full payment of salary, fares and necessary living expenses; 

• Partial payment which may include all or part salary and/or fares and/or living expenses; or 

• Payment of salary only. 

Leave requests 
• Leave requests made for the period the employee will be overseas, or made during the 

employee’s approved overseas travel, must be submitted for approval to the delegate who 
approved the overseas travel. 

• Employees who are approved to take personal leave which exceeds one (1) private day for 
every three (3) business days of travel must organise and pay for their own travel insurance 
including any business portions. All expenses for periods of personal leave during approved 
overseas travel must be paid by the employee. 

Pre- travel documentation 
• Pre-travel documentation must be submitted to the relevant delegate at least eight (8) weeks 

prior to the proposed departure date, unless otherwise agreed by the relevant delegate. This 
must include a brief to the relevant delegate using the template from the Overseas Travel 
Policy page on the SA Health Intranet, a completed HR-077 – Overseas Travel Application 
Form with the Proposed travel diary attached.  

Advance Payments  
• If an employee is seeking an advance payment, the request must be included on the Overseas 

travel briefing and be assessed as part of the overall cost of the overseas travel.  

• Where an employee has received an advance payment, they must provide receipts for all 
expenses incurred and ensure receipts are translated. 

https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/overseas+travel+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/overseas+travel+policy
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2FNon-public%2520Content%2FSA%2520Health%2520Intranet%2FResources%2FHR%2520077%2520Overseas%2520Travel%2520Form&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070501952%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=OPEAjZV9k%2FI6xOoixLu7o419C0kFDpjUPBV30FLQ9gk%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2FNon-public%2520Content%2FSA%2520Health%2520Intranet%2FResources%2FHR%2520077%2520Overseas%2520Travel%2520Form&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070501952%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=OPEAjZV9k%2FI6xOoixLu7o419C0kFDpjUPBV30FLQ9gk%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2Fnon-public%2Bcontent%2Fsa%2Bhealth%2Bintranet%2Fresources%2Fsa%2Bhealth%2Btravel%2Bdiary%2Bform%3FcontentIDR%3Da6e78180471e228b9b2dfbbae72cbcd4%26useDefaultText%3D1%26useDefaultDesc%3D1&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070551315%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=dw0Tyav7OUSFHzDHfVq02hJ0Ynnt8m2lMKG8lM0wYA4%3D&reserved=0
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• Where an employee uses a government purchase card whilst travelling overseas, they must 
adhere to the Purchase and Stored Value Card Policy and advise the financial institution of the 
travel dates and destinations to ensure the card is not deactivated due to foreign transactions. 

• In accordance with financial delegations, advance payments for meals and incidentals must 
only be approved by the CE, CEO, relevant delegate or another executive with the relevant 
financial delegation. Employees must submit a formal written request to the relevant delegated 
officer for approval and follow local processes to arrange an advance payment prior to 
undertaking travel.  

• If government funds are provided prior to travel, a reconciliation of expenses must be 
undertaken within 30 days of the last date of travel and submitted with receipts as part of the 
acquittal process to their relevant line manager.  
o Line managers must ensure the reconciliation of the advance has been completed by the 

employee and must review the reconciliation for accuracy and completeness.  
o Line managers must ensure that any remaining funds are refunded back to SA Health 

within 30 days of the last date of travel.  

Estimating overseas travel expenses 
• ECA International daily rates must be used to estimate the amount required for meals and 

incidentals and must be regarded as the maximum rate as per Commissioners Determination 
3.2: Employment conditions – Remuneration - Allowances and Reimbursements. 

• Overseas travel rates can be accessed from Health.OverseasTravel@sa.gov.au 

• Estimated expenses include the following: 
o airfares 
o accommodation 
o meals and incidentals 
o registration fees for conference/workshop/course 
o passport and visa expenses 
o local transport and incidentals including taxis; and 
o gratuities where appropriate. 

• Domestic travel forming part of the overseas travel must be included in the costing and coding 
of the overseas travel. 

Booking Travel 
• Booking of travel must be in accordance with the provisions of Commissioners Determination 

3.2: Employment conditions – Remuneration - Allowances and Reimbursements and DPC 
Circular PC040 – Air Travel. 

• Employees must book the lowest logical fare available at the time the travel is booked, 
compatible with the employee’s business needs. Selection of higher cost alternatives can only 
be approved by the relevant delegate. 

• For SA Health funded travel, the South Australian Government Travel Supplier must be used:  
o The South Australian Government Travel Supplier must provide a choice of up to three 

airfare quotations, depending on the number of travel options available. 
o Where the travel is being reimbursed to SA Health by a third party and the employee is 

responsible for making the travel arrangements, the South Australian Government Travel 
Supplier must be used.  

o If a third party outside of SA Health is funding the travel and making the travel 
arrangements on behalf of the employee, the South Australian Government Travel 
Supplier cannot be accessed.  

https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/purchase+and+stored+value+card+policy
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
mailto:Health.OverseasTravel@sa.gov.au
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
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• SA Health employees requesting to be on duty during the period of travel and who are fully 
self-funding the cost of the airfares are not required to use the South Australian Government 
Travel Supplier.  

• The South Australian Government Travel Supplier cannot be used by non-government 
employees travelling with an employee, for example a spouse, unless they are travelling in an 
official capacity on behalf of the South Australian Government or South Australian Public 
Sector. 

Fare type 
• All employees must travel economy class for overseas air travel, except where approved by 

the relevant delegate in exceptional circumstances.  The approval must be in writing and 
retained for auditing purposes. 

• Employees who are fully or partially self-funding travel expenses may request approval to 
travel business or premium economy class.  

• Employees whose travel expenses are being fully funded and arranged by a third party and 
have been offered business or premium economy travel must disclose those details in the 
overseas travel application.  

• The CE/CEO may travel business class. Employees travelling with ministers or chief 
executives are to travel economy class. 

Standard of Accommodation 
• The standard of accommodation must be selected in accordance with the requirement to make 

efficient use of public resources in line with the Code of Ethics for the South Australian Public 
Sector. 

Pre-travel security reporting and risk assessment 
• All employees travelling overseas must undertake a pre-travel risk assessment with the 

relevant Agency Security Adviser or Deputy Agency Security Executive, in accordance with 
the DPC Circular 40. 

• Employees with an active security clearance must comply with all applicable Australian 
Government Security Vetting Agency pre-travel reporting requirements. 

Visas 
• Prior to departure, employees must ensure the appropriate visa is obtained for the overseas 

destination(s) including transit visas where these are required.   

Insurance 
• All government employees travelling on government business are automatically covered by 

the whole of government travel insurance arrangements provided by SA Government 
Financing Authority (SAFA). Travel insurance enquiries can be made to SAFA on telephone 
8522 0866 or email SAFAInsurance@sa.gov.au. Or via the SAFA website 
www.safa.sa.gov.au. 

• Pursuant to Commissioner’s Determination 3.2: Employment Conditions - Remuneration - 
Allowances and Reimbursements the maximum amount of personal leave to be granted 
should be one third of the days on duty. In this instance the travel is covered by SAFA 
insurance.  Employees approved to take personal leave that exceeds one (1) private day for 
every three (3) business days of travel must organise and pay for their own travel insurance 
including any business portions.  

  

https://www.publicsector.sa.gov.au/hr-and-policy-support/code-of-ethics/files/OCPSE-CodeofEthics-18042024.pdf
https://www.publicsector.sa.gov.au/hr-and-policy-support/code-of-ethics/files/OCPSE-CodeofEthics-18042024.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC040-Air-Travel.pdf
mailto:SAFAInsurance@sa.gov.au
http://www.safa.sa.gov.au/
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
https://www.publicsector.sa.gov.au/__data/assets/pdf_file/0009/1099980/Determination-3.2-Employment-Conditions-Remuneration-Allowances-and-Reimbursements.pdf
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Appendix 2: Post Overseas Travel Reporting Mandatory Instruction 

The following items are Mandatory Procedures in relation to post overseas travel reporting, that must be 
followed in compliance with this policy. 

Employee Post Travel Reporting 
• Within 30 days of the last date of travel, employees must provide the following documentation 

to the delegate who approved the overseas travel using the templates from the Overseas 
Travel Policy page:  
o Overseas travel report (briefing note) to the relevant delegate – if multiple travellers, one 

briefing for all is adequate  
o Employee endorsed travel diary (including signed notes for any departure from planned 

travel arrangements) 
o Completed overseas travel acquittal and expenditure reconciliation (amounts must match 

ledger accounts). 

• A copy of the approved overseas travel report and attachments must be provided to the 
relevant overseas travel reporting officer. 

Variations to Approved Travel Arrangements 
• Variations made to approved travel arrangements prior to departure (for example, cancelled 

travel, significant changes to funding and/or travel plans) must be submitted to the relevant 
delegate for approval/noting and include details of any amendments to the estimated 
expenses.  

• Any variations to the intended travel arrangements after departure must be disclosed on the 
acquittal form at the completion of travel with an explanation of any variation between the 
original estimated expenses and the final acquitted expenses.  

• Changes to dates and/or activities must also be endorsed in the travel diary upon return. 
When air travel is altered and results in airfare credits, the credits must be used by the 
traveller on official business as soon as feasible. 

Post-travel protective security reporting  
• All employees travelling overseas must complete the post-travel security report in accordance 

with the Protective Security Policy.  

Fringe Benefits Tax 
• As required by the Australian Taxation Office and/or the SA Government, all overseas 

travellers must complete a travel diary to identify if any Fringe Benefits Tax (FBT) applies. If a 
travel diary is not completed when required, all travel expenses including accommodation and 
meals, will be deemed private and subject to FBT. 

• Cost implications of leave directly adjacent to overseas travel arrangements must also be 
considered.  Where there is a private component to travel, and the private component is not 
merely incidental to the business purpose, this will be a fringe benefit for FBT purposes.  If 
leave associated with the travel is considered substantial, this may have Reportable Fringe 
Benefits Amounts implications. Refer to Travel and Fringe Benefits Tax Policy. 
  

https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/overseas+travel+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/overseas+travel+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/a-z+policies+and+guidelines/policies/protective+security+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/1ed3de82-dc76-4b13-a867-a12d5558ac58/Fringe+Benefits+Tax+Policy+v1.pdf?MOD=AJPERES&CACHEID=ROOTWORKSPACE-1ed3de82-dc76-4b13-a867-a12d5558ac58-puqTsDS
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Appendix 3: Reimbursement and Reconciliation of Overseas Travel 
Mandatory Instruction 

The following items are Mandatory Procedures in relation to reimbursement and reconciliation of 
overseas travel, that must be followed in compliance with this policy. 

Reimbursement of overseas travel expenses 
• Reimbursement of expenses incurred by the employee while overseas must be for the actual 

and necessarily incurred amount expended by the employee. An accurate record of all 
expenditure is required with receipts. Where receipts are not available diary notations are 
required for reconciliation of expenses. 

• The Employee Reimbursement Form must use by SA Health employees seeking 
reimbursement for overseas travel expenses. 

Process for reconciling overseas travel recorded in the general ledger 
• The Overseas Travel Acquittal and Expenditure Reconciliation Form includes actual expenses 

(in Australian dollars) incurred and funded by SA Health. 

• Where a third party contributes to travel expenses or the trip is self-funded, these details must 
be documented.  

• Where multiple employees were granted approval to travel together for the same purpose, one 
travel report can be submitted with individual acquittal and expenditure reconciliation forms 
and travel diaries attached. 

• The cost must only be included in the overseas travel report once the acquittal process is 
completed and match the ledger accounts. 

• Refer to Financial Information Policy. 

https://inside.sahealth.sa.gov.au/wps/wcm/connect/efd597be-4ccf-47a0-bbe5-5ecb216b2ebf/Form_Tax_F1.22_OracleEmployeeReimbursement_26.02.2025.pdf?MOD=AJPERES&CACHEID=ROOTWORKSPACE-efd597be-4ccf-47a0-bbe5-5ecb216b2ebf-pk.VNBn
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/financial+information+policy
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Appendix 4: Overseas Travel Reporting and Record Retention Mandatory 
Instruction 

The following items are Mandatory Procedures in relation to overseas travel reporting and record 
retention, that must be followed in compliance with this policy. 

Documentation and Record Retention 
• DHW, LHNs and SAAS must each hold and maintain an up-to-date register for all overseas 

travel (including for travel of Medical Officers (MO)and Allied and Scientific Health 
Professionals (ASHP) undertaking professional development) for auditing purposes, which 
includes: 
o Names of employee/s who have travelled 
o Travel destination/s 
o Dates of travel (including travel days to and from the destination) 
o Total days spend on work activities 
o Reason for travel (specific details required such as conference details, itinerary etc) 
o Whether the travel is for an MO or ASHPs to undertake professional development 

activities 
o Class of travel (if premium or business class, rationale approved by delegate)* 
o Final acquitted expenses. 

* Not applicable for MOs undertaking professional development. 

• Contact Health.OverseasTravel@sa.gov.au for a preferred register template. 

• In addition, the overseas travel register, all records pertaining to overseas travel (including pre-
travel approval and post travel reporting documents) are to be retained by the relevant agency 
for auditing purposes.  

Quarterly Chief Executive Reporting 
• Reporting of travel taken by CE of the relevant agency must occur quarterly for periods: 

o January – March 
o April – June 
o July – September 
o October – December 

• Reports must be published on the agency’s website in accordance with and using the template 
from DPC Circular 035. 

Twice Yearly Overseas Travel Reporting (Minister) 
• Reporting for all staff must occur twice yearly for periods: 

o January – June; and  
o July - December 

• DHW, LHNs and SAAS must report all acquitted overseas travel undertaken by employees 
(including Chief Executive and Chief Executive Officer) via half yearly briefing reports to the 
Minister for Health and Wellbeing.  

• All acquitted overseas travel must be published on the agency’s website in accordance with 
and using the template from DPC Circular 035.  

mailto:Health.OverseasTravel@sa.gov.au
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC035-Disclosure-of-Regularly-Requested-Information.pdf
https://www.dpc.sa.gov.au/resources-and-publications/premier-and-cabinet-circulars/PC035-Disclosure-of-Regularly-Requested-Information.pdf
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• The reason for travel must include a clear indication of the purpose of the overseas travel. The 
term ‘professional development’ used alone is not considered an adequate description of 
travel for reporting purposes. Examples include name of conference, workshop or seminar. 

• Where the DHW, LHN or SAAS has no overseas travel to report for that period, an email must 
be sent to the Health:Overseas Travel inbox. 

  

mailto:Health.OverseasTravel@sa.gov.au
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Appendix 5: Medical Officers Undertaking Professional Development 
Mandatory Instruction 

The following items are Mandatory Procedures for Medical Officers (MOs) undertaking professional 
development, that must be followed in compliance with this policy. 

Approval for Overseas Travel 
• MOs must have approval from their line manager to travel overseas for professional 

development.  

• When seeking approval, MOs must complete and submit the following documentation to their 
line manager: 
o Professional Development Leave Application Form for MOs (where applicable); and  
o Proposed travel diary. 

Overseas risk assessment 
• A risk assessment must be undertaken for all proposed overseas travel using the Department 

of Foreign Affairs and Trade (DFAT) website http://smartraveller.gov.au/. Employees must 
monitor DFAT travel advisories: 

Level 1: Exercise normal safety precautions 
Level 2: Exercise a high degree of caution 
Level 3: Reconsider your need to travel 
Level 4: Do not travel. 

• Where a MO applies for approval to travel to a destination subject to an advisory level two (2), 
line managers must give consideration to the MO’s safety and welfare, and if appropriate, 
request a risk management strategy from the MO. 

• The line manager must not approve any application to destinations subject to a travel advisory 
level three (3) or four (4), except in emergency management circumstances. Where a travel 
advisory is amended from level one (1) or two (2) to level three (3) or four (4), all existing and 
planned travel plans must be terminated or postponed until the advisory is reduced. 

Personal Leave 
• MOs applying for personal leave in conjunction with overseas professional development 

activities, must follow the local process in applying for personal leave through their line 
manager, and ensure the leave is captured in the travel diary.  

• Where there is a private component to travel, and the private component is not merely 
incidental to the business purpose, this will be a fringe benefit for FBT purposes.  If leave 
associated with the travel is considered substantial, this may have Reportable Fringe Benefits 
Amounts implications. Refer to Fringe Benefits Tax Policy. 

Visa and Passport Requirements 
• MOs must ensure their passport has at least six months validity from the return date of travel. 

• Prior to departure, MOs must ensure the appropriate visa is obtained for the overseas 
destination(s) including transit visas where these are required.   

Travel Insurance 
• MOs travelling on approved work-related travel are automatically covered by the whole of 

government travel insurance arrangements when the government is fully or partially funding 
the travel expenses. 

• The SAFA Government Travel Insurance Policy allows for one (1) personal day of travel for 
every three (3) days of business travel. Where personal travel exceeds one day for every three 
days of business travel, then separate travel insurance for the entire trip will need to be taken 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2Fnon-public%2Bcontent%2Fsa%2Bhealth%2Bintranet%2Fresources%2Fsa%2Bhealth%2Btravel%2Bdiary%2Bform%3FcontentIDR%3Da6e78180471e228b9b2dfbbae72cbcd4%26useDefaultText%3D1%26useDefaultDesc%3D1&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070551315%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=dw0Tyav7OUSFHzDHfVq02hJ0Ynnt8m2lMKG8lM0wYA4%3D&reserved=0
http://smartraveller.gov.au/
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/fringe+benefits+tax+policy
https://www.safa.sa.gov.au/insurance/insurance-services
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out (for business and personal travel), as it cannot be covered under the SAFA Government 
Travel Insurance Policy. 

Work Health and Safety 
• MOs injured while on duty overseas must inform their line manager as soon as practicable. 

Specific requirements are provided in the Work Health Safety Reporting and Investigation 
Policy. 

Gifts and Benefits 
• MOs must adhere to the Gifts and Benefits Policy whilst travelling overseas for professional 

development.  

 Reporting Requirements 
• Line managers must ensure copies of all professional development overseas travel 

documentation (including copies of all travel expenditure receipts/invoices) is provided to the 
officer responsible for reporting on overseas travel within the agency (DHW, LHN, SAAS, 
SCSS). 

• If applications are submitted electronically, a digital copy of the documentation (including 
copies of all travel expenditure receipts/invoices) is provided to the responsible officer for 
reporting on overseas travel within the agency (DHW, LHN, SAAS, SCSS). 

Claiming Reimbursement 
• MOs seeking to claim reimbursement must comply with the requirements of the Professional 

Development and Fringe Benefits Tax Policy.   

https://www.safa.sa.gov.au/insurance/insurance-services
https://www.safa.sa.gov.au/insurance/insurance-services
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+and+safety+reporting+and+investigation+policy+directive
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+and+safety+reporting+and+investigation+policy+directive
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/about+us/governance/policy+governance/policies/gifts+and+benefits+policy
http://inside.sahealth.sa.gov.au/wps/wcm/connect/3f3d69004bc54030ae82afeb3852325e/Directive+-+Professional+Development+%26+FBT+Policy+-+160825.pdf?MOD=AJPERES&CACHEID=ROOTWORKSPACE-3f3d69004bc54030ae82afeb3852325e-nJGVnr2
http://inside.sahealth.sa.gov.au/wps/wcm/connect/3f3d69004bc54030ae82afeb3852325e/Directive+-+Professional+Development+%26+FBT+Policy+-+160825.pdf?MOD=AJPERES&CACHEID=ROOTWORKSPACE-3f3d69004bc54030ae82afeb3852325e-nJGVnr2
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Appendix 6: Allied and Scientific Health Professionals Undertaking 
Professional Development Mandatory Instruction 

The following items are Mandatory Procedures for Allied and Scientific Health Professionals (ASHPs) 
and other relevant professions seeking reimbursement for overseas travel and/or undertaking 
professional development, that must be followed in compliance with this policy.  

Approval for Overseas Travel 
• ASHPs seeking to travel overseas for the purpose of professional development and who are 

intending on applying for funding as part of the AHP+PDRP or CACHEP Professional 
Development Reimbursement Program (AHP+PDRP), must have approval from the relevant 
CEO or Group Executive Director (GED) SCSS prior to applying for reimbursement approval. 

• When seeking approval from the CEO or GED, ASHPs must submit their application to the 
relevant delegate using the template from the Overseas Travel Policy page on the SA Health 
Intranet, with the following completed attachments:  
o HR-077 – Overseas Travel Application Form, 
o AHP+PDRP Expense Payment Declaration Form, and  
o Proposed travel diary.  

• To submit an application for reimbursement with AHP+Professional Development 
Reibursement Program (AHP+PDRP) ASHPs are required to submit an application via the 
AHP+PDRP portal and upload the following approved and endorsed documentation for 
consideration:- 
o HR-077 – Overseas Travel Application Form, 
o AHP+PDRP Expense Payment Declaration Form,  
o Proposed travel diary, and 
o All required supporting documentation as outlined in the AHP+PDRP Framework. 

• Final approval for accessing AHP+PDRP funding for overseas travel expenses is delegated to 
the relevant AHP+PDRP Service.  

• ASHPs who are seeking reimbursement of only registration/conference fees for professional 
development activities whilst on personal leave (for example, approved annual leave), are 
required to:- 
a. seek approval from their Direct Reporting Line Manager by endorsement of the 

AHP+PDRP Expense Payment Declaration Form prior to travel.  
b. Submit a completed travel diary which has been endorsed by their Line Manager prior to 

travel. 
c. Submit all other required supporting documentation as outlined in the AHP+PDRP 

Framework. 

Overseas risk assessment 
• A risk assessment must be undertaken for all proposed overseas travel using the Department 

of Foreign Affairs and Trade (DFAT) website http://smartraveller.gov.au/. Employees must 
monitor DFAT travel advisories: 

Level 1: Exercise normal safety precautions 
Level 2: Exercise a high degree of caution 
Level 3: Reconsider your need to travel 
Level 4: Do not travel. 

• Where an ASHP applies for approval to travel to a destination subject to an advisory level two 
(2), delegate must give consideration to the ASHP’s safety and welfare, and if appropriate, 
request a risk management strategy from the ASHP. 

https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/overseas+travel+policy
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2FNon-public%2520Content%2FSA%2520Health%2520Intranet%2FResources%2FHR%2520077%2520Overseas%2520Travel%2520Form&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070501952%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=OPEAjZV9k%2FI6xOoixLu7o419C0kFDpjUPBV30FLQ9gk%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2F0d8f0ca7-595c-437f-8076-7d35f3258338%2FAHP%252BPDRP%252BExpense%252BPayment1.4.pdf%3FMOD%3DAJPERES%26CACHEID%3DROOTWORKSPACE-0d8f0ca7-595c-437f-8076-7d35f3258338-pwRGfpr&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070529012%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=U0RwXwh8O5Jzw7Ypyp8VUw7UGeAQXlrjuzzX6brG7io%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2Fnon-public%2Bcontent%2Fsa%2Bhealth%2Bintranet%2Fresources%2Fsa%2Bhealth%2Btravel%2Bdiary%2Bform%3FcontentIDR%3Da6e78180471e228b9b2dfbbae72cbcd4%26useDefaultText%3D1%26useDefaultDesc%3D1&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070551315%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=dw0Tyav7OUSFHzDHfVq02hJ0Ynnt8m2lMKG8lM0wYA4%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2FNon-public%2520Content%2FSA%2520Health%2520Intranet%2FResources%2FHR%2520077%2520Overseas%2520Travel%2520Form&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070501952%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=OPEAjZV9k%2FI6xOoixLu7o419C0kFDpjUPBV30FLQ9gk%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2F0d8f0ca7-595c-437f-8076-7d35f3258338%2FAHP%252BPDRP%252BExpense%252BPayment1.4.pdf%3FMOD%3DAJPERES%26CACHEID%3DROOTWORKSPACE-0d8f0ca7-595c-437f-8076-7d35f3258338-pwRGfpr&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070529012%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=U0RwXwh8O5Jzw7Ypyp8VUw7UGeAQXlrjuzzX6brG7io%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2Fnon-public%2Bcontent%2Fsa%2Bhealth%2Bintranet%2Fresources%2Fsa%2Bhealth%2Btravel%2Bdiary%2Bform%3FcontentIDR%3Da6e78180471e228b9b2dfbbae72cbcd4%26useDefaultText%3D1%26useDefaultDesc%3D1&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070551315%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=dw0Tyav7OUSFHzDHfVq02hJ0Ynnt8m2lMKG8lM0wYA4%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Finside.sahealth.sa.gov.au%2Fwps%2Fwcm%2Fconnect%2F0d8f0ca7-595c-437f-8076-7d35f3258338%2FAHP%252BPDRP%252BExpense%252BPayment1.4.pdf%3FMOD%3DAJPERES%26CACHEID%3DROOTWORKSPACE-0d8f0ca7-595c-437f-8076-7d35f3258338-pwRGfpr&data=05%7C02%7CHealth.DHWPolicyAndCompliance%40sa.gov.au%7C753e786c637242b64bc008de33910222%7Cbda528f7fca9432fbc98bd7e90d40906%7C0%7C0%7C639004895070529012%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=U0RwXwh8O5Jzw7Ypyp8VUw7UGeAQXlrjuzzX6brG7io%3D&reserved=0
http://smartraveller.gov.au/
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• The delegate must not approve any application to destinations subject to a travel advisory 
level three (3) or four (4), except in emergency management circumstances. Where a travel 
advisory is amended from level one (1) or two (2) to level three (3) or four (4), all existing and 
planned travel plans must be terminated or postponed until the advisory is reduced. 

Personal Leave 
• ASHPs who wish to apply for personal leave in conjunction with overseas travel for approved 

professional development activities, must follow the local process in applying for the personal 
leave through their line manager and include the proposed dates of the personal leave in the 
overseas travel request briefing, 

• Personal leave taken in conjunction with overseas travel for approved professional 
development activities must be entered in the travel diary and endorsed upon return. Where 
there is a private component to overseas travel for approved professional development 
activities, and the private component is not merely incidental to the professional development 
activities, FBT will be applicable. All expenses for the period of personal leave are to be paid 
by the individual and travel insurance must be taken out privately. 

• A maximum of three (3) ‘private days’ (or if the employee is away for more than 30 days, 10% 
of the number of days away), as incidental to the main purpose of the travel as per the Travel 
and Fringe Benefits Tax Policy Directive. 

Visa and Passport Requirements 
• ASHPs must ensure their passport has at least six (6) months validity from the return date of 

travel. 

• Prior to departure, ASHPs must ensure the appropriate visa is obtained for the overseas 
destination(s) including transit visas where these are required.   

Travel Insurance 
• ASHPs travelling on approved professional development activities are automatically covered 

by the whole of government travel insurance arrangements when the government is fully or 
partially funding the travel expenses. 

• ASHPs taking personal leave in conjunction with overseas travel for business purposes, or 
paid personal leave for the period of travel must seek advice from SAFA about their specific 
insurance requirements. ASHPs may be required to organise and pay for their own travel 
insurance privately as the government travel insurance only covers the employee whilst on 
duty. 

Work Health and Safety 
• ASHPs injured while on duty overseas must inform their line manager as soon as practicable. 

Specific requirements are provided in the Work Health Safety Reporting and Investigation 
Policy. 

Gifts and Benefits 
• ASHPs must adhere to the Gifts and Benefits Policy whilst travelling overseas for professional 

development.  

 Reporting Requirements 
• Within 30 days of the last date of travel, ASHPs must provide the following documentation to 

the delegate who approved the overseas travel: 
o Overseas travel report (briefing note) to the relevant delegate – if multiple travellers, one 

briefing for all is adequate  
o Endorsed travel diary (including signed notes for any departure from planned travel 

arrangements) 

https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+and+safety+reporting+and+investigation+policy+directive
https://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/resources/policies/work+health+and+safety+reporting+and+investigation+policy+directive
https://www.sahealth.sa.gov.au/wps/wcm/connect/cd1182004d66b1ff91eadf50162b1909/Directive_Gifts+and+Benefits_v1.1_29.11.2019.pdf?MOD=AJPERES&amp;CACHEID=ROOTWORKSPACE-cd1182004d66b1ff91eadf50162b1909-ocQs59c
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o Completed overseas travel acquittal and expenditure reconciliation (amounts must match 
ledger accounts). 

• A copy of the approved overseas travel report and attachments must be provided to the 
relevant overseas travel reporting officer. 

Variations to Approved Travel Arrangements 
• Variations made to approved travel arrangements prior to departure (for example, cancelled 

travel, significant changes to funding and/or travel plans) must be submitted to the relevant 
delegate for approval/noting and include details of any amendments to the estimated 
expenses.  

• Any variations to the intended travel arrangements after departure must be disclosed on the 
acquittal form at the completion of travel with an explanation of any variation between the 
original estimated expenses and the final acquitted expenses.  

• Changes to dates and/or activities must also be endorsed in the travel diary upon return. 
When air travel is altered and results in airfare credits, the credits must be used by the 
traveller on official business as soon as feasible. 

Fringe Benefits Tax 
• As required by the Australian Taxation Office and/or the SA Government, all overseas 

travellers must complete a travel diary to identify if any Fringe Benefits Tax (FBT) applies. If a 
travel diary is not completed when required, all travel expenses including accommodation and 
meals, will be deemed private and subject to FBT. 

• Cost implications of leave directly adjacent to overseas travel arrangement must be 
considered.  Where there is a private component to travel, and the private component is not 
merely incidental to the business purpose, FBT will be applicable.  If leave associated with the 
travel is considered substantial, this may have reportable FBT implications. Refer to Fringe 
Benefits Tax Policy. 

• All invoices must be compliant as per the Australian Taxation Office guidelines. 

https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/fringe+benefits+tax+policy
https://inside.sahealth.sa.gov.au/wps/wcm/connect/non-public+content/sa+health+intranet/policies/policies+and+guidelines/fringe+benefits+tax+policy
https://www.ato.gov.au/businesses-and-organisations/gst-excise-and-indirect-taxes/gst/tax-invoices
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