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XIV.STAFF TRAVEL 

Air travel 

366. GL Board members and staff travel economy  class  at  the most economical possible fares, 
except in extenuating circumstances such as an emergency trip for which only certain seats 
are available. 

367. For trips of over nine hours duration GL shall make best efforts to upgrade economy tickets 
for Board Members and the ED to business using air miles, provided air miles are available. 

Surface travel 

368. All travel within a 450 km radius of the duty station must be undertaken by surface 
transport except when air travel would be cheaper (for example if it is just one person 
travelling) or where travel time is a factor, as determined and authorised by the ED. 

 
369.  GL staff are required to be 

six months of employment. GL does not employ a driver. Staff must be able to drive to 
meetings within their station using the company vehicle, and on assignments within a 450 
km distance of their duty station.  

 
370. GL Staff are required to have a valid passport (or travel document) at all times. It is the 

responsibility of every staff member to renew any such expired travel documents in time. 

371. Travel by a GL vehicle shall be authorised 3 days prior to travel by use of a local transport 
request form. Where staff travel as a group, a group travel form shall be used. 

372. Should staff use their own cars for long distance road travel, they will be reimbursed at the 
AA rate relevant to their countries. Should they elect not to use their cars they should 
present alternatives that may include renting a car; pooling transport with a partner; flying 
or taking a safe, comfortable bus. The Travel Agent shall approve the most time and cost 
effective option and if not motivate why to the ED who shall have the final say in the mode 
of transport used. 

373. The employee shall ensure that such vehicle is adequately insured as GL shall not be liable 
for damages and/or theft of vehicle that may arise out of using a private motor vehicle for 
business purposes. 

Accommodation 

374. Accommodation on GL business is provided at a safe, clean and reasonable venue that is 
generally a three star hotel or bed and breakfast. Exceptions to this shall be authorised by 
the ED with appropriate motivation. 

375. Staff with booking responsibilities must inquire on the availability of breakfast at the time of 
booking to ensure that staff DSA is calculated appropriately. 

376. GL provides a breakfast, lunch and dinner allowance per day as per prescribed DSA rates 
where these are not provided as part of a conference package. 

 
 

377. Meals are not provided when these are catered for during flight, as stated on tickets. 
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Authorisation of travel for GL staff 

378. All staff travelling on behalf of GL must seek approval from their supervisor using the online 
GL Staff Travel Form in Survey Gizmo, before requesting for a booking. This applies to both 
travel funded by Gender Links and travel funded by other organisations. Except in 
unforeseen circumstances, all travel and related bookings must be concluded 2 weeks 
before travel. 

379. The staff member travelling will initiate the request attaching the relevant documentation 
such as a budget, through the info path within the Survey Gizmo system. 

380. The GL Cottages Manager responsible for travel will source THREE QUOTES for the 
requested flights on the system, confirm with the traveller before sending for final 
authorisation. 

381. The request with all relevant documentation which will include quotations for flights, 
budget, and programme and trip approval signed by supervisor will then be forwarded to 
the Deputy ED and Governance Manager for all programme staff who report to them and 
DOO for non- programme staff for approval and ED for final authorisation. The senior 
management travel shall be approved and authorised by the ED. 

382. Once authorisation to issue ticket has been granted by the ED, the GL Cottages Manager will 
issue the ticket. 

383. The GL Cottages Manager shall send the issued ticket with an administration note to the 
traveller with details of the travel, pick up, accommodation and other relevant information. 

384. Travellers will communicate any amendments or changes to the ticket to the Procurement 
Officer who will seek the ED uthorisation before requesting the travel agent to make the 
changes. 

385. Except in exceptional circumstances, where an event is not organised by GL but has a 
particular relevance to its work, all invitations by other organisations must be sponsored by 
the host organisation. 

386. As per HR policies time in lieu shall not be granted for travel. 
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387. Staff who arrive from trips before 1500Hours Monday  Friday, are expected to report for 
work except in exceptional circumstances as agreed with the supervisor. 

a. Staff who arrive from overnight travel are expected to be in the office by 1300Hours 
b. Authorisation of travel for participants attending GL events 

388. All programme managers must ensure that they draw up a detailed budget and list of 
participants against budget line together with a programme to be signed off by the Travel 
Agent and presented to the DOO who will not issue tickets before ED authorises. 

389. The Travel Agent shall make travel bookings with the travel agency, but can only issue 
order numbers, after the responsible manager has verified that these are indeed the most 
cost effective option, that they are within budget and that the travel times are appropriate. 

390.  travel. 

391. Return journeys must be booked as close as possible to the ending of the event, and 
preferably on the same day. Should participants wish to extend their stay they must do so 
at their own costs. 

392. All participants shall receive a workshop administration note before the event detailing travel 
and administration arrangements. 

393. The GL Cottages Manager shall make sure that all the travelling participants have 
acknowledged receipt of their electronic tickets by email, fax or phone. 

394. Travel paid for by partners must be motivated with a programme, approved by managers 
and the ED in the same way as travel paid by GL. The ED reserves the right to decline 
invitations, whether paid for or not, that do not have a direct fit with GL programme work 

395. All staff with cars are entitled to pay parking at their place of work. GL shall reimburse staff 
for parking charged while attending work related events upon production of an original 
receipt. 


