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4/010  Elected Members Travel and Training 
 
1. Objective 
 
The purpose of this policy is to provide clear guidelines to Elected Members in 
relation to training and development programs they may access that will enhance 
and improve the skills necessary to perform their role and function as an Elected 
Member. The policy also sets out parameters associated with the booking of travel 
and accommodation arrangements. 
 
2. Content 
 
2.1  Professional Development 
 
2.1.1 Commitment to professional development 
 
Elected Members play an integral leadership role in the development, 
communication and representation of the Town’s Strategic Plan, policies, and 
programs. Professional development for Elected Members contributes towards a 
positive presentation of Council for the betterment of the organisation and the 
community. 
 
2.1.2 Personal development 
 
Elected Members are encouraged to identify individual and group personal 
development needs to enhance their effectiveness. As the needs of individual 
members may vary, each member is encouraged to seek the assistance of the 
Chief Executive Officer (CEO) in analysing his or her particular requirements and 
in identifying appropriate courses, seminars and training to meet those needs. 
 
2.1.3 Conferences, seminars, forums or delegations 
 
An Elected Member who is funded by Council to attend a conference, seminar, 
forum, delegation or similar event, shall participate as a representative of Council, 
not as an individual. 
 
Elected Members may participate in conferences, seminars, forums, delegations 
or similar events where it can be demonstrated that attendance will: 
 
• Provide information on a contemporary issue, so that Council can contribute 

to discussion or debate; 
• Put forward Council's viewpoint during formation of a collaborative policy, or 

stance on an issue; 
• Meet community expectations that Council representation is necessary for the 

benefit of the community; 
• Provide development to the Elected Member in his/her role; or 
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• Provide improvements to the built, social, economic and natural well-being of 
the community. 

 
2.1.4 Funding 
 
Council makes an annual allocation in the Town’s budget to provide the opportunity 
for Elected Members to participate in appropriate training, conferences and 
events. Elected Members are permitted to attend these in accordance with this 
policy up to an amount not exceeding the annual budget allocation per Elected 
Member without further approval from Council. 
 
The following training/conferences are identified as examples relevant to Elected 
Members’ role and responsibilities:  
 
a)  WALGA or Australian Institute of Management (AIMWA) or Australian Institute 

of Company Directors; 
b)  WALGA’s Annual Local Government Week Conference and associated 

courses;  
c)  Pilbara Kimberley Joint Forum; 
d)  Team building exercises; or 
e)  Any training session, conference or event considered by the CEO and the 

Mayor to be directly relevant to the performance for the Town of its functions 
including leadership, planning, financial management, corporate governance 
and social infrastructure. 

 
To maximise the effectiveness of allocated resources, Council will only meet the 
cost of professional development outlined in this policy, subject to approval of the 
Mayor or Deputy Mayor. 
 
If a request for professional development cannot be accommodated within the 
budget allocation, the Mayor, in conjunction with the CEO, will determine if 
additional funding may be available from another area of the budget. 
 
Applications to attend any interstate and overseas conferences, seminars, forums, 
delegations or similar events under this Policy must be discussed with the Mayor 
or Deputy Mayor prior to arrangements being made. 
 
2.1.5 Training Caretaker period and after Local Government Elections 
 
During the caretaker period training and conferences will not be booked for those 
Elected Members seeking re-election.  
 
Upon commencement of office an Elected Member will be provided with the 
opportunity to attend WALGA introductory training sessions. This will also be 
offered to all other Elected Members as refresher training should the training be 
held in Port Hedland. 
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2.2. Travel 
 
2.2.1 Travel within Western Australia 
 
Elected Members may attend events within Western Australia during their term of 
office upon the following conditions: 
• The travel falls within the definitions for conference, professional development 

or delegation; 
• Prior approval has been granted by the Mayor or Deputy Mayor as applicable; 
• In deciding whether approval is to be granted the Mayor or Deputy Mayor 

should take into consideration the Elected Members remaining term of office; 
and 

• There is sufficient budget allocation for the Elected Members travel. 
 
2.2.2 Travel outside of Western Australia 
 
Elected Members may attend Town Representation events held outside WA and 
overseas during their term of office upon the following conditions: 
• The travel falls within the definitions for conference, professional development 

or delegation; 
• An item has been presented to Council specifying: 

o the benefit to the Town of the attendance at the conference, professional 
development or delegation; 

o whether, if applicable, there is a necessity to send more than one 
Elected Member; and 

o whether the information to be discussed at the conference or 
professional development can be sourced from within Western Australia. 

• Approval has been granted by Council resolution; 
• There is sufficient budget allocation for the Elected Members travel. 
 
2.3. General conditions of travel 
 
2.3.1 Bookings 
 
All bookings associated with Elected Members’ travel will be arranged by a Town’s 
officer nominated by the CEO and will include: 
• Registration fees; 
• Travel to and from conference, study, seminars, conventions, etc.; 
• Accommodation; 
• Meals and incidentals where required. 
 
The Town will endeavour to seek any discount possible to minimise the cost to the 
Town, whilst ensuring that an appropriate standard is obtained. All travel will be 
booked at economy rates, and any upgrade will be made at the Member’s 
expense. 
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Accommodation is to be arranged at an appropriate standard in reasonable 
proximity to where the majority of the purpose for the visit is to occur (i.e. hotel 
where conference is being presented).  Should an Elected Member choose not to 
stay at the relevant hotel, a daily allowance of $150 will be paid in lieu of 
accommodation.  
 
In the eventuality that meals are not provided at the accommodation, training 
session or conference, Elected Members will be given an allowance as prescribed 
by the Australian Taxation Office in Taxation Determinations as amended from time 
to time. 
 
2.3.2 Bookings changes and cancellations  
 
Any amendments or cancellations to bookings resulting from a change in Elected 
Members’ personal circumstances should be undertaken by Elected Members at 
their own cost. Elected Members should inform the CEO prior to the changes taking 
place. Any other change or cancellation resulting from the Town’s operations will 
be communicated to Elected Members, undertaken by relevant Town officers and 
paid for by the Town.  
 
2.3.3 Rewards Program 
 
Elected Members must not benefit from corporate bookings for travel undertaken 
in their role as Elected Member that is paid for by the Town of Port Hedland. This 
includes frequent flyer programs and accommodation loyalty schemes. In 
accordance with the Local Government (Rules of Conduct) Regulations 2007 and 
the Corruption, Crime and Misconduct Act 2003 Elected Members must not have 
any personal gain from acting in their role as a representative of the Town of Port 
Hedland. 
 
2.3.4 Partners accompanying Elected Members on civic duties 
 
Any costs associated with partners or spouses accompanying Elected Members 
whilst they are on official Town business will not be covered by the Town. Payment 
for such persons will be at the cost of the Elected Member or accompanying 
person. 
 
2.4. Dispute Resolution 
 
Any disputes in regard to this policy will be referred to the CEO in the first instance. 
In the event that the Elected Member and the CEO cannot reach an agreement, 
the matter will be reported to the Council for a decision. 
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2.5. Reimbursements 
 
2.5.1 Travel 
 
Elected Members are entitled to be reimbursed for travel costs incurred whilst 
using their own private vehicle to attend a Council or Committee meeting within the 
Town of Port Hedland district as per regulation 31 of the Local Government 
(Administration) Regulations 1996 within the parameters stipulated by the SAT and 
section 30.6 of the Local Government Officers’ (Western Australia) Interim Award 
2011. The reimbursement for the fuel being on a cents per kilometre basis.   
 
Where Elected Members are representing the Town of Port Hedland Council at 
meetings outside the Town’s district they are required to utilise a Town vehicle and 
its fuel card where available. Where a Town of Port Hedland vehicle is not available 
and the Elected Member has to utilise his/her personal vehicle, he/she will be 
entitled to be reimbursed on a cents per km basis in accordance with the Public 
Service Award 1992.  Where a Town of Port Hedland vehicle is available and 
he/she chooses to use their own vehicle, then costs will be reimbursed on actual 
fuel costs supported by appropriate tax invoices.  
 
Where Elected Members require the use of a taxi whilst they are attending a 
conference, seminar, forum, delegation or similar event as a representative of the 
Town, the fare will be reimbursed upon the presentation of a receipt in accordance 
with section 2.5.3 of this policy.  
 
2.5.2 Incidentals 
 
Where meals and incidentals are not provided at the training session, conference 
or as part of booked accommodation, Elected Members will be reimbursed up to 
a pre-determined limit associated with each meal or incidental.  
 
The maximum amounts for each meal/incidental including GST per day is set out 
below. These rates are based on the ATO Taxation Determination TD 2017/19 
document in correlation with Taxation Ruling TR 2004/06: 
• Breakfast $27.05 
• Lunch $30.45 
• Dinner $51.85 
• Incidentals $19.35 
 
Itemised tax receipts/invoices will be required to be submitted along with a 
completed expense claim for reimbursement in accordance with section 2.5.2 
below.  
 
Alcohol consumption will not be reimbursed. 
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2.5.3 Claims Procedure and Time Limit  
 
Claims for reimbursement must be submitted no later than 14 days of returning 
from travel in the prescribed form required by the Town.  
 
Under no circumstances is any reimbursement to be made in connection with costs 
incurred for re-election to office. 
 
Definitions 
 
“Allowance” – as defined in the Local Government Act 1995 
 
“Reimbursement” - as defined in the Local Government Act 1995 
 
“Committee Meeting” – as defined under section 5.98A(7) of the Local 
Government Act 1995 
 
Relevant legislation Local Government Act 1995 

Local Government (Administration) Regulations 1996 
Salaries and Allowances Act 1975 
Town of Port Hedland Code of Conduct 

Delegated authority N/A 

Business unit Governance 

Directorate  Corporate & Performance 
 
Governance to complete this section 

Version Control Version No. Resolution No.  Adoption date 

V01 
V02 
V03 

CM201718/110 
CM201819/007 
CM201819/034 

13 December 2017 
25 July 2018 
26 September 2018 

Review frequency  Annually 
 
Document Control Statement – The electronic reference copy of this Policy is maintained by the 
Governance Team. Any printed copy may not be up to date and you are advised to check the 
electronic copy at http://www.porthedland.wa.gov.au/documents/public-documents/policies to 
ensure that you have the current version. Alternatively, you may contact the Governance Team. 
 

https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_551_homepage.html
https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_1744_homepage.html
https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_873_homepage.html
http://www.porthedland.wa.gov.au/documents/1653/code-of-conduct-2016
http://www.porthedland.wa.gov.au/documents/public-documents/policies

