
 

 

Travel allowance Policy 
 
PURPOSE 
 
This policy provides details of how company related travel expenses will be covered for staff required 
to travel to, and stay overnight, in locations other than their usual place of work. To ensure all staff are 
aware of their allowances and entitlements. 
 
SCOPE 
 
This policy applies to drivers, workshop and maintenance staff that may be required to travel away 
from their usual workplace and stay overnight, with the exception of drivers of a regular scheduled 
service with a built-in travel allowance. 
 
OBJECTIVES 
 

• Ensure the equitable allocation of funds to employees. 

• Ensure to reimburse employees for reasonable costs of travel. 

• Ensure transparency, making employees aware of applicable allowances and entitlements 
prior to leaving for an overnight trip. 

 
POLICY 
 
Getting There 
SHBL to provide a company vehicle to all staff required to travel away from their usual workplace for 
work-related activities. In extreme circumstances where a vehicle cannot be provided and the 
employee may be required to use their personal vehicle, the employee will be reimbursed at the 
Vehicle Manufacturing, Repair, Services and Retail Award 2010 rate per kilometre travelled. 
 
Accommodation 
SHBL will pay all reasonable accommodation costs. All accommodation is to be approved by 
management and booked in advance by HR.  
 
Meals 
Employees who have travelled more than 2 hours from home and are required to stay overnight away 
from their home will receive a meal allowance in accordance with the relevant employees’ award. This 
will be paid in the relevant pay cycle.  
 
If any staff member faces extenuating circumstances and is in a financial position where they cannot 
wait until the following payroll for reimbursement, arrangements may be made at the discretion of 
management to receive a cash advance to cover the immediate costs of travel. This decision is made 
at the discretion of management and the outcome may vary depending on the circumstances. 
 
Employees are not to charge meals or additional costs to their accommodation without written 
approval from management. Any additional charges that are deemed unreasonable and without 
written permission from management will be deducted from the employee’s wage. 
 
Staff Time 
In addition to time spent working while at an away location, travel time to and from the away location 
should be include as time worked. It is the employee’s responsibility to ensure management and 
payroll are aware of any time spent travelling in excess of their normal hours. 

 


