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1. Introduction

Sdédertérn University will contribute to sustainable societal development through research,
education and critical reflection on contemporary challenges. Business travel is part of the
university’s activities and is a means of initiating and establishing cooperation and contacts
with the outside world. However, travel has a negative impact on the climate and the
university must reduce the climate impact of its operations, including travel.’

The regulations on which the guidelines are based are primarily the applicable tax legislation
and the central governmental agreements on terms of employment (Villkorsavtalen) mainly
the provisions on compensation for business travel and official duties in the Villkorsavtalen
and Villkorsavtal-T, as well as the Swedish Ordinance (2009:907) on Environmental
Management in Government Agencies.

2. For which journeys and to whom do the
guidelines apply?

The guidelines apply to all travel undertaken by employees, students or non-employees on
behalf of the university, regardless of funding.

2.1. Limitations

These guidelines do not cover travel between home and the university, except where the
journey forms part of a business trip.

For foreign postings, special rules apply when URA contracts are to be drawn up.?

3. The purpose of travel guidelines

The purpose of these guidelines is

o for travel to be safe, cost-effective, resource-efficient and take the greatest possible
consideration for the environment, the working environment and the balance between
work and private life

e to reduce the climate impact of university travel and contribute to achieving the
university’s sustainability objectives for business travel

e to make it easy for the traveller and their line manager to make the right choices when
making decisions, planning, booking and conducting trips in accordance with the
applicable regulations.

' Sustainability Policy for Sédertérn University, reg. no. 2125-1.1.2-2022.

2 Information about what applies to foreign postings and foreign contracts can be obtained by contacting Human
Resources.
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4. Terms and definitions

e Line manager — the person with the authority to approve travel. The right to make
decisions regarding travel is governed by the applicable rules on decision-making and
delegation of authority.

e The traveller — an employee, student or other person travelling on behalf of the university.

e Travel — travel undertaken by employees, students or non-employees on behalf of the
university, regardless of funding.

5. Responsibilities

Each traveller is responsible for

o their own travel being undertaken in accordance with these guidelines

¢ informing their line manager about travel.
The line manager is responsible for

e approving travel in accordance with these guidelines

e assessing and deciding whether there are exceptional circumstances that justify
deviations from these guidelines in individual cases

¢ informing employees and others who travel on behalf of their own operations about the
content of these guidelines.

University management is responsible for

e creating favourable conditions for employees and students to be able to conduct digital
meetings and climate-smart travel, with consideration for the working environment, safety
and cost-effectiveness.

6. Travel must be approved

Travel must be justified based on the needs of the university, and the line manager must
always be informed of and approve all travel that exceeds 100 km before it is booked and
undertaken. The approval also includes any costs incurred.

7. Planning, booking and undertaking travel

71. Consideration for the environment, work environment,
safety and cost

Travel must be planned and undertaken in such a way to make it as safe as possible,
minimising environmental and climate impact, and considering the work environment and
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cost-effectiveness. These aspects, as well as the balance between work and private life,
must be weighed in every individual case.

7.2. General rules when planning, booking and travelling

Consider the need for travel and travel-free alternatives

e The need to travel must always be considered before booking a trip.

e As far as possible, travel must be replaced by digital meetings. This also applies in cases
where the assignment is paid for or provided by an external party. Information about
digital meetings is available on the employee web.

Booking via the travel agency

¢ Flights, train tickets and hotel rooms must always be booked through the travel agency
procured by the university. Whenever possible, rental cars, taxis and chartered coaches
with drivers must also be booked through a procured travel agency. However, for local
and regional public transport that cannot be booked via the travel agency, the traveller
does not need to do so.

Choose modes of transport with the lowest possible climate impact

e The first choice of transport should be that which generates the lowest greenhouse gas
emissions, such as public transport rather than private cars, trains rather than planes.

e Do not fly domestically or for journeys of less than 700 kilometres.

e For short journeys in Sweden or abroad choose train or bus as the first choice, taxi or
rental car as the second choice (green vehicles). This also applies to journeys to and
from airport or train station.

e Always consider rail travel as an alternative to flying for destinations within Europe.

¢ Flying to a meeting or activity that lasts less than one working day is not permitted if
online participation is possible.

¢ Avoid intercontinental flights as these have the greatest negative impact on the climate.

e Where possible, short connecting flights must be replaced by a train or coach journey.
This also applies when travelling abroad.

e If ajourney can be undertaken without flying by using an overnight stay at a hotel, this
must be the first choice.

e Consider the potential to coordinate several business trips and the potential to work while
travelling.

e Use the procured travel agency as help for finding alternatives to flying when booking
travel.

7.3. Group bookings

When travelling as a group
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e your first choice of destination should not entail air travel

e always consider how many people really need to participate. This applies both when
university staff travel in groups and when the university hosts groups that have flown
here.

7.4. When planning meetings in another place

When a meeting is organised in another place, there must be consideration of how
participants can travel to and from the meeting with the least environmental impact. As far as
possible, choose an environmentally certified centre or facility and consider whether to offer
digital or hybrid elements.

8. Guidelines for different modes of transport

8.1. Rail

Rail travel is normally booked in second class, but first class may be booked if needed and
appropriate in terms of cost, the length of journey and need for undisturbed work. Sleeper
trains are booked as first class, to emulate the normal hotel standard.

8.2. Water

For ferry journeys that require overnight travel, a private cabin with a shower and toilet
normally applies.

8.3. Air

Flights must not be used domestically or for journeys of less than 700 kilometres, unless
there are exceptional circumstances.

For air travel, the traveller must

e travel in economy class as the first choice
e strive to book flights at the lowest cost offered by the travel agency

e avoid stopovers as far as possible. The procured travel agency can help with this.

84. Road - rental cars and taxis

If public transport is not available or is very problematic, such as taking too long a time or
entailing securing risks, the traveller may choose a rental car or taxi.

Rental cars must be green vehicles (preferably electric) of medium size, for environmental
and road safety reasons. Cars must be booked via firms with public framework agreements
where possible.
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Taxis must be used sparingly. If a taxi is necessary, choose a green taxi and travel with
others where possible. When booking a taxi within Sweden, choose a taxi company with a
public framework agreement where possible.

8.5. Road - private cars

For environmental and road safety reasons, travel using private cars must be avoided.

Exceptional circumstances in which a private car may be used for business travel could be
the transportation of heavy or awkward equipment on behalf of the university or significant

time or environmental benefits. The use of a private car is subject to the applicable mileage
allowance.

9. Guidelines when booking accommodation

9.1. Hotels and other accommodation

e Hotels and other accommodation must be booked via the university’s procured travel
agency.

e When travelling within Sweden, the first choice must be hotels and other accommodation
with public framework agreements.

e Where possible, hotels that are environmentally certified or which can otherwise
demonstrate active environmental work must be chosen.

e Book single rooms of a good normal standard. When travelling outside Sweden, the
standard of the hotel must be appropriate to the type of travel and a hotel of a good
medium standard should be the first choice when available.

e Exceptions may be made in cases where the hotel has already been chosen by a
congress or conference organiser, or on occasions when accommodation cannot be
booked in advance.

9.2. Private accommodation

If a traveller organises their own accommodation during business travel as an alternative to
the university paying for it, any compensation is paid according to the relevant governmental
agreement on terms of employment.

10. Safety and security during travel

Travel must always be undertaken in as safe and secure manner as possible, with regard to
both the traveller and their travel companions. The employee’s safety and security must be
considered, both as regards personal safety and traffic safety, as well as the security
situation at the destination. Employees must always check and follow the current
recommendations of the Ministry for Foreign Affairs.
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The procured travel agency must always be used when booking travel and hotels, also from
a security perspective, as travellers are searchable in the travel agency’s database and
easily located in the event of an emergency.

Depending on the nature of the trip, thorough preparations may be necessary to avoid
unnecessary risk. Preparations could include a travel plan for before, during, and after the
trip.

The employee web has additional information on how travel can be planned from the
perspective of safety and security.

11. Work environment abroad

The Work Environment Act is applicable when work is performed in Sweden but, in principle,
is not applicable outside Sweden’s borders. Even though work environment legislation is at
the national level, employers are still responsible for systematic work environment
management and for reducing the risk of ill health and accidents when employees are
working abroad. The responsibility for rehabilitation also remains unchanged. Please note
that the host country’s work environment legislation, if any, and criminal law are always
applicable. In some cases, this may result in a stricter approach than in Sweden, in terms of
violations by both employers and employees.

12. Bonuses, discounts and similar

Some suppliers offer bonuses and other forms of loyalty rewards. Such compensation,
points or similar, earned during business travel may only be used in association with
business travel, not for private travel.

13. Holiday or leave in connection with travel

Travel on behalf of the university normally starts and ends at your home or workplace.
Private travel that is undertaken in connection with business travel must be paid for privately
and undertaken outside of work. If the traveller shares a hotel room with someone who is not
entitled to compensation for accommodation costs, for example their partner, the cost for the
traveller will be considered to be 75 per cent of the double-room price.

14, Travel expenses and out-of-pocket expenses

To receive compensation associated with business travel, the traveller must report their
travel expenses after completing the trip. Travel expenses and out-of-pocket expenses are
managed using the university’s payroll system. The traveller is not entitled to compensation
for business travel if their travel expense report has not been submitted to the employer
within one year of the end of the trip.
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If it is probable that travel expenses will need to be paid out of the traveller's pocket, they
may request a travel advance or apply for a payment card with personal payment liability
provided by the university.

The employee web has more information about travel expense reports, out-of-pocket
expenses, travel advances and payment cards.

15. Business travel insurance via the Legal, Financial
and Administrative Services Agency
(Kammarkollegiet)

Employees and non-employees who travel on behalf of the university are insured on
business trips under the state’s business travel insurance, via the Legal, Financial and
Administrative Services Agency. More information about the insurance policy and what
travellers should consider is available on the employee web.

16. Exceptions and assessment of exceptional
circumstances

The guidelines state what normally applies to travel undertaken on behalf of the university.
Exceptions to the guidelines may be necessary in individual cases. Decisions on exceptions
are made by the line manager. Exceptional circumstances that may justify an exception
include safety and security concerns, health reasons, family matters and work environment
circumstances.

17. Follow-up

The person who approved travel is responsible for ensuring that the guidelines are followed.

18. Further information about travel and online
meetings

e More detailed information about what applies to business travel and online meetings is
available on the employee web.

e The university has produced a “decision tree for travel” that is available on the employee
web, to provide support when deciding on travel.
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