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The purpose of this policy is to establish procedures for clients traveling outside of the Commonwealth.

The goal of this policy is to ensure that resources for client travel are available and that the Area Director has approved all travel requests originating from an Area.

Policy
All out of state travel for clients shall be requested in writing by the Area Director or designee prior to arranging a trip.

Areas shall arrange for the placement of clients via the Interstate Compact Coordinator if the travel request results in the placement of clients into the supervision of another state.
Requests for travel shall indicate the requested dates of the trip, the name(s) of the traveler(s), and shall indicate whether the Interstate Compact Coordinator has been notified.

Requests for travel shall be submitted by the Area to the Central Office Fiscal Unit at least two weeks prior to the anticipated travel date.

Procedures

A.     Planning
         1.
Areas shall contact the Department’s Interstate Compact Coordinator if desiring to place clients out of state due to relocation of family, improved placement opportunity, or other reasons prior to making the placement.

         2.
Placements shall not be made until the Interstate Compact Coordinator notifies the Area that the receiving state has agreed to the placement.

         3.
The Interstate Compact coordinator shall notify the Central Office Fiscal Unit of projected placements upon receipt of information from the Area.

B.     Travel arrangements
         1.
All arrangements for out of state travel by clients shall be made by the Central Office Fiscal Unit.

         2.
Areas shall submit written requests for travel at least two weeks prior to the date of the requested trip.

3. Requests for travel shall include the name of the client, name(s) of any staff escorting the client, the destination, and preferred dates and times of travel and return.

         4.
Requests shall be submitted by the Area Director or pre-arranged designee(s).

         5.
The Central Office Fiscal Unit shall ensure that funds for the requested travel are available prior to arranging for travel.

         6. 
The Central Office Fiscal Unit shall make arrangements with the Area Office for pick-up or delivery of tickets prior to the date of travel.

C.     Emergencies/ Non-Interstate Compact travel
         1. 
Two week advance notice requirements may be waived in cases of emergency placements or emergency return from placements

         2.
Area Directors/designees shall inform the Interstate Compact Coordinator of any changes to Compact placements prior to seeking travel arrangements.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Interstate Compact placements are coordinated with the Fiscal Office.

· Area Directors are informed of all out of state travel arrangements.

· The Fiscal Unit ensures that funds available prior to arranging for travel.

· Areas arrange for the placement of clients via the Interstate Compact Coordinator if the travel request results in the placement of clients into the supervision of another state.
· Written requests for travel are submitted 2 weeks prior to travel except in emergency cases.
· Tickets are purchased well in advance of travel, thus ensuring the purchase of tickets at the best possible price.
