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1
Introduction & Scope

The purpose of this policy is to outline the framework for payment of relocation expenses, where the relocation of the employee’s home and/or possessions is necessary and the proposal is reasonable (i.e. in general the employee’s new home is required within the catchment area of the Trust or less distance is specified by the appropriate Director). These guidelines specify the maximum level of appropriate expenses that may be reimbursed to new starters at the Trust.
These guidelines are applicable to the appointment of Band 8A (or above), Directors, Consultants, Specialty Doctors and Junior Doctors who are employed by the Trust where it has been agreed, in advance, that relocation expenses will be payable to assist them to move to their appointed primary work base site.
The amount of expenses to be made is set by the appointing manager in consultation with the appropriate Directorate Manager/Head of Service, and will be limited to a maximum of £6,000 for those in substantive appointments and up to the maximum limit of £500 for doctors in training. Whenever the policy is reviewed the limits allocated will also be reviewed to ensure they are still fit for purpose and appropriate.
If the maximum is insufficient, individual circumstances can be considered on a case by case basis, and for those in substantive employment this can be extended to £8,000 with the approval of the Director of Human Resources. The expenses paid will be made up of one or a selection of the expenses described in Section 3.1. Where the sub-category maxima is insufficient this can also be reviewed on a case by case basis with the approval of the Director of Human Resources, providing individuals claims less in another sub-category to compensate and the overall maximum is not exceeded. Appendix D is available to support with applications where claimants would like to deviate from the maximums within this policy.
There is no central budget for meeting relocation and removal expenses (with the exception of doctors in training).  The cost of paying relocation and removal expenses are to be met from Directorate delegated budgets.

This policy has been updated in line with Inland Revenue Regulations, which class an acceptable commuting distance from home to work as up to 50 miles (single journey).  Please refer to Section 2 for further details.  

Any points of interpretation of this policy should be referred to the Directorate of Human Resources.
2
Definitions / Terms used in policy
· Substantive Appointments are those where the post holder has a permanent contract of employment with the Trust.  Fixed term contract holders are not substantive appointments.

· Doctors in training are those who are on a deanery approved training programme, irrespective of grade.

3
Policy Statement 

3.1
Entitlements


Assistance is only available to the following grades detailed below.  However, expenses will only be paid where the Directorate Manager/Medical Staffing feels it is appropriate for the individual to move to take up appointment at a Hospital site of York Teaching Hospital NHS Foundation Trust.  

	Up to the maximum allowance of

£6000
	Up to the maximum allowance of

£500

	Directors
	F1 doctors

	Agenda For Change Band 8 or above*
	F2 doctors or equivalent SHO doctors

	Consultants
	Specialty Registrars (core training or run through posts)

	Specialty Doctors 
	


*There may be circumstances where it is felt appropriate to offer assistance to posts below Band 8.  This will be agreed via the Directorate Manager/Head of Service and the Director of Human Resources.

Where there is service need to provide support to other posts which require relocation assistance, consideration may be given to offering relocation and/or removal provision to other posts that do not meet the above criteria (e.g. hard to recruit posts).  Approval to deviate from the criteria must be given by the Director of Human Resources.


Section 3 of this policy is not applicable to doctors in training.  Doctors in training should refer to section 3.7 of this policy regarding the approval, submission and authorisation of applications.

Expenses will only be paid where the Directorate Manager/Head of Service feels it is appropriate for the individual to move to take up appointment at a Hospital site of York Teaching Hospital NHS Foundation Trust.  
It is not intended that reimbursement should cover 100% of costs, and employees are expected to bear some of the associated costs of removal.  The overriding principle of this policy is to assist individuals to move to their primary place of work and not about financial gain (e.g. individual renting out current property whilst it is for sale but still claiming rent allowance for temporary property in another location).

3.2
Conditions of Acceptance

The offer of relocation expenses is conditional on the employee meeting and accepting the following terms. In circumstances where applicants do not fully meet the below criteria, consideration may be given to offer relocation and/or removal assistance, approval to deviate from the criteria must be given by the Director of Human Resources.

· Original home is more than 50 miles away from their new work base.   The exceptions to this rule are:

· Consultants who are on a Category A on-call rota and are therefore required to reside within a distance of 30 minutes or 10 miles by road from their primary place of work unless the Medical Director agrees that they may reside at a greater distance.  (* please refer to note at end of this section).  
· Speciality Doctors who need to comply with their Terms and Conditions of Service where they are required to reside within a distance of 30 minutes or 10 miles by road from their primary place of work unless the Trust agrees that they may reside at a greater distance.”          (* please refer to note at end of this section). 
· Relocate to a property that brings them significantly closer to their new work base. 

·      Move a distance of at least 20 miles 

· Individual resides during the majority of the working week in the new property that they are claiming relocation and/or removal expenses for

· Reimburse the relocation and/or removal costs if they voluntarily leave the employment of the Trust or are dismissed for gross misconduct before completing two years service with the Trust. Reimbursement will be on the basis of 1/24th of the total expense of each month between the date of leaving and two years following the date of appointment.  Any monies owing to the Trust at the time of departure will be deducted from the final salary, and any remaining monies owed will be paid at an agreed rate

· Costs will only be paid against invoices unless otherwise stated.

· Individual is moving to their primary work area solely as a result of taking up employment with the Trust and they or their partner are not claiming funds from other employers (or the Trust) to cover relocation costs. 

Please note that individuals who choose not to move to their primary work area and prefer to commute on a daily basis will not be entitled to any expenses under this policy.  This policy is solely to assist individuals to move to their primary work area. 

* As per Inland Revenue’s regulations, staff whose original home is less than 50 miles away are not entitled to tax relief on their relocation and/or removal expenses.  Consultants who are on a Category A on-call rota and Speciality Doctors who are required to move closer to the hospital to comply with their terms and conditions and do not comply with the 50 mile rule will receive the equivalent benefits after tax implications as other consultants/doctors living more than 50 miles away.  

3.3 Relocation Options for Substantive Employees

There are three different relocation options depending on whether the new employee:

· owns property prior to appointment

· rents property prior to appointment 

· Non-householders

3.3.1 Relocation for Employee who Owns a Property Prior to Appointment 

The amount of expenses to be made available for individuals who come under this category is set by the appointing manager in consultation with the appropriate Directorate Manager, and will be limited to a maximum of £6,000.  Where there are appropriate individual circumstances the maximum can be extended to £8,000 with the approval of the Director of Human Resources expenses will fall into the following three categories.  Employees may claim for any or all of the costs stipulated below, providing the total claim does not exceed the maximum amount agreed by the appointing manager.

a)
Selling:
Estate Agents Fees




Legal Fees


Removal Fees including Storage & Packing
b) 
Buying:
Legal Fees including Stamp Duty




Survey Fees




Miscellaneous Expenses

c)
Expenses:
Preliminary Visits




Removal to New Home




Temporary Rent Allowance




Travelling Expenses

	Sub Category
	Maximum

	Relocation for Employee who owns a property prior to appointment
	£6,000

	Miscellaneous expenses
	£,1000*

	Preliminary visits
	£500*

	Temporary Rent Allowance

In the first year

In the second year
	75% of the rental for a temporary home in the new location up to a maximum of £500* per month

50% of the rental for a temporary home up to a maximum of £350* per month


* Where the sub-category maxima is insufficient this can also be reviewed on a case by case basis with the approval of the Director of Human Resources, providing individuals claims less in another sub-category to compensate and the overall maximum is not exceeded.
· Estate Agents

Employees will be responsible for appointing their own estate agent.

· Legal Services

Employees will be responsible for appointing their own solicitor.  When submitting any documentation from solicitors (e.g. completion or financial statements) please ensure they are on the solicitor’s headed paper.

· Removal Fees

Employees must obtain quotations from three different removal firms and any reimbursement agreed will be based on the lowest of the three.  Refer to Staff Benefits Directory for details of companies that give a discount to NHS staff.  Storage charges for employee’s household effects may be met where the employee has sold their property in the ‘old’ area but is unable to move into their permanent accommodation in the new area.  Storage charges, where paid, will usually be for a maximum of three months. 

· Survey Fees

Where survey fees are paid, this will be on the new property and will be limited to the cost of a Royal Institute of Chartered Surveyors house buyer’s report, which must include the mortgage survey and should be arranged through the bank/building society providing the new mortgage.  The cost of any additional reports recommended by the surveyor e.g. structural survey or damp report, will be met by the employee.  

· Miscellaneous Expenses

An agreed amount for miscellaneous expenses may be paid to staff.  This is to contribute towards the costs such as the installation of telephones or other appliances, purchasing carpets and curtains etc.  

A guide figure would be a maximum of £1,000 for those purchasing a property.

· Preliminary Visits

An amount up to £500 may be paid to the employee for accommodation costs plus travelling expenses for themselves and their immediate family to search for a new home any time after they have accepted the offer of employment.

Expenses for preliminary visits will be reimbursed once the employee commences work with the Trust.

Removal to New Home 


Travelling expenses may be paid on the removal day for the employee and their immediate family from the old home to the new home at economy class rail, or public transport rates.  


The employee can take one day’s paid leave on the house moving date with the prior agreement of their line manager.  This is an extra entitlement in addition to the agreed expenses package.  

· Temporary Rent Allowance

This may be paid to new members of staff who wish to relocate to their primary work area even if they have not yet been able to sell their property elsewhere.

For the first year employees may claim 75% of the rental for a temporary home in their primary work area up to a maximum of £500 per month.  For the second year the employee may claim 50% of the rental for a temporary home up to a maximum of £350 per month.

This allowance is only payable if the employee is actively trying to sell their property elsewhere.  Before this allowance can be claimed, the employee will be asked to provide a copy of the Estate Agent’s details of their home, together with a letter from two agents confirming that the property is correctly priced for a sale given conditions in the local housing market.  This allowance will only be paid whilst the employee is maintaining two homes.  Payment cannot be claimed if an individual is renting out their current property whilst it is for sale.

· Travelling Expenses


As an alternative to claiming Temporary Rent Allowance the employee may claim excess daily travelling expenses (that is over and above those which would normally be incurred from home to their previous place of work) from their old home to their place of work with the Trust, up to a maximum of 200 miles per working day at Public Transport Rate for a maximum of 6 months.  

· Bridging Loan


Interest on bridging loans is not normally granted as part of the relocation and removal expenses package.  In appropriate individual circumstances interest on a bridging loan may be allowed with the approval of the Director of Human Resources and Learning.     

3.3.2 Relocation for Employees Renting Unfurnished Property Prior to Appointment

The package outlined below may be made available to newly appointed staff where it is necessary for the employee to move their home in order to take up appointment.  One or more of the agreed expenses may be met, subject to an agreed maximum of £2,500.

In contrast to section 3.3.1 of this policy, employees will not be entitled to any assistance towards the cost of purchasing a property.

Employees that have not terminated their tenancy agreement and moved to the new area three months after their commencement with the Trust will be entirely responsible for meeting their own additional expenses except for removal fees and miscellaneous expenses grant.

Range of applicable expenses:

· Preliminary Visits

· Miscellaneous Expenses   

· Removal Fees

· Removal to New Home Expenses

· Excess Travel

· Temporary Rent Allowance
	Sub Category
	Maximum

	Relocation for Employees renting unfurnished property prior to appointment
	£2,500

	Miscellaneous expenses
	£500*

	Preliminary visits
	£500*

	Temporary Rent Allowance

3 MONTH LIMIT
	75% of the rental for the temporary home in the new location up a maximum of £500*



* Where the sub-category maxima is insufficient this can also be reviewed on a case by case basis with the approval of the Director of Human Resources, providing individuals claims less in another sub-category to compensate and the overall maximum is not exceeded.

· Preliminary Visits


An amount up to £500 may be paid to the employee for accommodation costs plus travelling expenses for themselves and their immediate family to search for a new home any time after they have accepted the offer of employment.

Expenses for preliminary visits will be reimbursed once the employee commences work with the Trust. 

· Miscellaneous Expenses 

An agreed amount for miscellaneous expenses may be paid to staff.  This is to contribute towards the cost such as installation of telephones or other appliances, purchasing carpets and curtains etc.  

A guide figure would be a maximum of £500.

· Removal Fees

Employees must obtain quotations from three different removal firms who are registered and any reimbursement agreed will be based on the lowest of the three.  

Refer to Staff Benefits Directory for details of companies that give a discount to NHS staff
· Removal to New Home 

Travelling expenses may be paid on the removal day for the employee and their immediate family from the old home to the new home at economy class rail, or public transport rates.  


The employee can take one day’s paid leave on the house moving date with the prior agreement of their line manager.  This is an extra entitlement in addition to the granted expenses package.   

· Excess Travel

Staff who opt to travel between the old and new place of work prior to relocating may be reimbursed excess mileage (that is over and above those which would normally be incurred from home to previous place of work) up to a maximum of 200 miles per working day at Public Transport Rate for a maximum of three months.

· Temporary Rent Allowance

There will be a 3 MONTH LIMIT for eligibility of these expenses if applicable, beginning on the date the employee moves into temporary accommodation in the new area or date of commencement of employment whichever is the earlier.

Employees may be reimbursed 75% of the rental of their accommodation in the new area (up to a maximum of £500 per month), if they have given their landlord in the old area notice of their intention to leave the property and are waiting for the notice period to expire.  Once the notice period has expired and the employee is released from the tenancy agreement on the old property then payment of rent for the new property will cease.

3.3.3 Non-Householders

Non-householder is defined as someone who does not own a property (e.g. resides with parents) or is inhabiting furnished rented accommodation.   The below may be available to newly appointed staff, subject to a maximum of £1,000.
	Sub Category
	Maximum

	Relocation for Employee who is a non-householder
	£1,000

	Removal Fees
	£500*

	Preliminary visits
	£500*


*Where the sub-category maxima is insufficient this can also be reviewed on a case by case basis with the approval of the Director of Human Resources, providing individuals claims less in another sub-category to compensate and the overall maximum is not exceeded.

· Removal Fees

Non-householders can claim for removal fees subject to a maximum of £500.   Employees must obtain quotations from three different removal firms and reimbursement will be based on the lowest of the three.   

Refer to Staff Benefits Directory for details of companies that give a discount to NHS staff
· Preliminary Visits

An amount up to £500 may be paid to the employee for accommodation costs plus travelling expenses for themselves and their immediate family to search for a new home any time after they have accepted the offer of employment.

Expenses for preliminary visits will be reimbursed once the employee commences work with the Trust. 

3.4 
Organisational Responsibilities

3.4.1
Employee

· Comply with conditions of acceptance as stipulated in Section 3 of this Policy.

· Complete Application for Relocation Expenses Form (see Appendix B) before claiming any expenses.

· Ensure any expenses claimed for are by the most cost-effective means.

· Expenses claimed for are submitted (with receipts attached) within the time limits outlined in the policy

· All outstanding expenses are submitted within eighteen months (or 3 months for junior doctors in training) from the date employment commences.

· Ensure the Policy is not being utilised for financial gain (e.g. individual renting out current property whilst it is for sale but still claiming rent allowance for temporary property in their new work area).

· Ensure no fraudulent claims are made for relocation and/or removal expenses

3.4.2  Recruiting Manager

· Decide on whether it is appropriate to award an individual relocation and/or removal expenses and what amount will be offered to the individual.    Please refer to Appendix A – Procedure for Awarding Relocation Expenses.  

· Obtain approval from Directorate Manager / Head of Service on the level of assistance required on a case by case basis
· Ensure employee is aware of the requirements of this policy and is fully compliant with all aspects.

· Ensure all claim applications are made in conjunction with the Trust’s recruitment policy along with the guidelines of this policy, ensuring all receipts are attached to the expenses claim form. 

· Where there are concerns or queries regarding a particular case, consult with a Human Resources Advisor to discuss eligibility, level or appropriateness

· With advice from Finance ensure claims made do not exceed the agreed total amount.

3.4.3 Finance

· Not make any payments until Authorisation Form Part 3 and Part 4 is received from Directorate Manager / Head of Service or, Medical Staffing

· Ensure all claims made are compliant with the Policy 

· Ensure individual does not exceed the agreed total amount

· Ensure compliance with tax regulations

3.4.4 Medical Staffing Department

· To process the applications for removal expenses from doctors in training.
· To approve the limit of financial reimbursement for consultant posts referring as necessary to the Director of Human Resources.

· To authorise the claims for removal expenses from doctors in training.

· Ensure employee is aware of the requirements of this policy and is fully compliant with all aspects.

· Ensure all claims made are as per the policy and receipts are attached to expenses claim forms

· To provide advice on the application of this policy.

3.5 Taxation

Whilst every effort is made to ensure that the Trust’s Scheme complies with the Inland Revenue’s qualifying expenses and benefits within the £8,000 ceiling, the Trust cannot bear any responsibility for tax incurred as a result of an employee relocating.  The individual will therefore be wholly responsible for any tax levied under this scheme.

3.6
Time Limits for submitting a claim

3.6.1
For substantively employed staff, as defined in section 3.1


The time limit for claims under this document is 18 months from the date employment commences.  

3.6.2
For Doctors in Training

Doctors in training should submit their removal expenses claim within three months of commencing their employment with York Teaching Hospitals NHS Foundation Trust.

3.7
Doctors in Training 

Doctors in training who are taking up appointment at a hospital of York Teaching Hospitals NHS Trust may receive expenses for removal of personal belongings up to a maximum of £500.   No reimbursement of other expenses will be made.

Employees must obtain quotations from three different removal firms and reimbursement will be based on the lowest of the three. Where a doctor in training is unable to obtain three quotes which are within the £500 limit, the doctor should contact the medical staffing department. The medical staffing team will provide advice as to what to do in these circumstances. The Medical Staffing Department will notify the doctor of the amount of removal expenses which will be granted. Doctors should not proceed to engage a removal company until they have confirmation of this.

Also refer to Staff Benefits Directory for details of companies that give a discount to NHS staff

The above also applies to doctors in training who are required to move house during a rotational training programme. 

Taxation rules apply to these expenses and it is the individuals responsibility to familiarise themselves with these rules.

Doctors in training will be required to reimburse their relocation costs if they voluntarily leave the employment of the Trust before completing their fixed term contract (up to a maximum of two years).  Reimbursement will be on the basis of how many months are left in the contract (e.g. if the contract is 6 months - reimbursement will be on the basis of 1/6th of the total relocation expense for each month between the date of leaving and the end of the contract).  Any monies owing to the Trust at the time of departure will be deducted from the final salary, and any remaining monies owed will be paid at an agreed rate

Travelling expenses entitlements are as per the provisions laid down by Medical and Dental Whitley Council Terms and Conditions.

Claims for removal expenses from doctors in training will be handled and authorised by the Medical Staffing Department.

4
Equality Impact Assessment 

The Trust aims to design and implement services, policies and measures that meet the diverse needs of our service, population and workforce, ensuring that none are placed at an unreasonable or unfair disadvantage over others.  

In the development of this policy, the Trust has considered its impact with regard to equalities legislation and a copy of that assessment is attached at Appendix 4.

5
Accountability

The Director of Human Resources has the overall accountability for this policy.

Prospective employees, Directorate Managers, Head of Services, Finance and Medical Staffing each have their own accountabilities for their actions and these are outlined in section 3.4 “Organisational Responsibilities” of this policy

6
Consultation, Assurance and Approval Process

6.1
Consultation Process


In the development of this policy, consultation has taken place with the Joint Management Staff Committee (JMSC), Joint Local Negotiating Committee (JLNC), Senior Managers, Directors and Clinical Directors.

6.2
Quality Assurance Process

Following consultation with stakeholders and relevant consultative committees, this policy has been reviewed by the authorising committee to ensure it meets the NHSLA standards for the production of policy and equalities legislation and is compliant with this policy.
6.3
Approval Process


Policies will be submitted by the Author to the Executive Board, as the identified authorising committee in accordance with the Trust policy “Development and Management of Policies”, April 2010.
7
Review and Revision Arrangements 

On reviewing this policy, all stakeholders identified in section 6.1 will be consulted as per the Trust’s Stakeholder policy.  Subsequent changes to this policy will be detailed on the version control sheet at the front of the policy and a new version number will be applied.

Subsequent reviews of this policy will continue to require the approval of the Executive Board.

8
Dissemination and Implementation

8.1
Dissemination

This policy is available in alternative formats, such as Braille or large font, on request to the author of the policy.

8.2
Implementation of Policies

This policy will be sent, as part of a new employee’s starter pack, to all employees who are potentially eligible to apply for relocation expenses.

8.3
Notification and Availability of policy
This policy will be made available to all Trust employees via the Trust’s Intranet and notification of updates disseminated via the ‘Staff Matters’ and ‘Team Brief’ publications.
9
Document Control including Archiving
9.1
Register/Library of Policies 

This policy will be stored on the Trust’s electronic intranet portal, within the policies and procedures section and will be stored both in an alphabetical list as well as being accessible through the portal’s search facility and by group. The register of policies will be maintained by the Compliance Unit. 
9.2
Archiving Arrangements

On review of this policy, archived copies of previous versions will be automatically held on the version history section of each policy document on ‘Staff Room’.  It is the responsibility of the Compliance Unit to ensure that version history is maintained on the Trusts intranet portal.
9.3
Process for Retrieving Archived Policies 

To retrieve a former version of this policy from the Trusts intranet portal, the Compliance Unit should be contacted.

10
Monitoring Compliance and Effectiveness
This policy will be monitored for compliance with the minimum requirements outlined below. Where the minimum requirements for the policy are prescribed by the NHSLA Risk Management Standards, the Criterion number must be quoted.

10.1
Process for Monitoring Compliance and Effectiveness

In order to fully monitor compliance with this policy and to ensure that the minimum requirements are met, the policy will be monitored as follows:

	Minimum Requirements
	Monitoring 

	a. Annual audit of compliance
	Medical staffing to undertake an annual audit of claims specifically from medical and dental staff. Recruitment team to undertake audit of all other staff groups. A random sample of 20 claims across the Trust to see whether the application and approval processed is being followed.


10.2
Standards/Key Performance Indicators

Standing Financial Instructions

Standing Orders

11
Training

Although there is no formal training applicable to this policy any theoretical training requirements identified are outlined within the mandatory training profiles* accessed via the Statutory & Mandatory Training areas that can be found via the Trust’s Intranet, on the following pages:
· York – Horizon > Statutory and Mandatory Training 
· Scarborough Intranet > Learning and Development

*You will be required to create your own mandatory training profile using the support materials available in these areas and agree your uptake of this training with your line manager.   The training identification policy and procedure document describes the processes related to the review, delivery and monitoring of mandatory training, including non attendance.
12
Trust Associated Documentation

Recruitment and Selection Policy, York Teaching Hospital NHS Foundation Trust
13
External References

There are no external references

14
Appendices

Appendix A
 -  Procedure for awarding relocation expenses


Appendix B – Application for relocation expenses


Appendix C – Example letter approving relocation limit 


Appendix D – Example letter for insufficient allocation of 



     maximum and sub-category maxima


Appendix E – Equality Impact Assessment Tool

APPENDIX A

PROCEDURE FOR AWARDING RELOCATION EXPENSES

APPENDIX B

APPLICATION FOR ASSISTANCE WITH RELOCATION, REMOVAL AND ASSOCIATED EXPENSES

Part 1: APPLICATION to be completed by the Appointee prior to appointment
	NAME:

	JOB TITLE:

	GRADE:

	DEPARTMENT:

	NAME OF MANAGER:

	EMPLOYMENT START DATE:

	CURRENT HOME ADDRESS:


	NEW HOME ADDRESS:



	ARE YOU CURRENTLY:           
(Tick as appropriate)   
	WILL YOU BE:             
(Tick as appropriate)                                                    

	House Owner
	
	House Owner
	

	In Unfurnished Accommodation
	
	In Unfurnished Accommodation
	

	In Furnished Accommodation
	
	In Furnished Accommodation
	

	Non House Owner (e.g. living with parents)
	
	Non House Owner (e.g. living with parents)
	




Part 2: CLAIM AUTHORISATION to be completed by the Directorate Manager, Director, Chief Executive or Medical Staffing (for doctors in training posts)

	I confirm that in my opinion, it is necessary for the appointee to move their home in order to take up the appointment.

Relocation Amount agreed: £ ………………………………..............................
Total Value of claim approved: £ …………………………………………………

Budget Code: ………………………………………………………………………...

Signed ……………………………………  Directorate Manager /  Director / Chief Executive
Signed …………………………………… Medical Staffing Department (for all doctors in training removal claims)

Name: ………………………………………………………………………………….
Date:   …………………………………………………………………………………. 


On completion of this form, it should be returned to the applicant and copies of form sent to:
Finance Department, 
HR department, Employee’s personal file

APPENDIX C


Dear 

Application for Relocation Expenses

I write further to your recent application for relocation expenses, following the offer of employment as ???????? with York Teaching Hospital NHS Foundation Trust.

I am writing to confirm that the Trust will cover the cost of relocation expenses up to and not exceeding £……………..    The expenses that can be claimed for are as per the attached Trust’s Relocation Expenses Policy.  

Please ensure you read this policy thoroughly to ensure compliance when making any claims.   Before making any claims, please complete the Authorisation Form in Appendix B of the Policy.  No expenses will be paid until this form is completed and signed by the authorised signatories.

Please can I make you aware that you have 3*/18 months in which to submit your claim for relocation expenses following the commencement of employment.

I would be most grateful if you could submit your claim to me as soon as reasonably practicable.
Regards and Best Wishes

Yours sincerely

APPENDIX D

Dear the Director of Human Resources,

Application for relocation expenses
I have recently received confirmation of funding for my relocation expenses application and therefore in accordance with the process outlined in the policy I would now like to ask for your approval to deviate from the outlined maximums in the policy.

Delete as appropriate
[Whilst £***** is a sufficient contribution towards my relocation expenses claim, I will be unable to meet the outlined sub-category maxima, therefore I would like deviate from the process in order to claim for other expenses I have accrued throughout my relocation, but not exceeding the confirmed amount of £*****.]

[Whilst £***** is a significant contribution towards my relocation expenses claim, I would like to claim for an increased amount towards the costs accrued throughout my relocation. In addition to this I would also like to deviate from the sub-category maxima and claim varying amounts from other sub-categories in order to support my claim.]
Please outline claim totals within sub-category maxima and indicate where totals are over the amounts detailed in the policy. 
I hope that the information I have provided is sufficient for you to support my application and request to deviate from the relocation expenses policy.

Yours Sincerely

*******

APPENDIX E
Equality Impact Assessment Tool
	
	
	Yes/No
	Comments

	1.
	Does the document/guidance affect one group less or more favourably than another on the basis of:
	No
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender (incl transgender)
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	
	· Disability - learning disabilities, physical disability, sensory impairment and mental health problems
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are there any exceptions valid, legal and/or justifiable?
	No
	

	4.
	Is the impact of the document/guidance likely to be negative?
	No
	

	5.
	If so, can the impact be avoided?
	N/A
	

	6.
	What alternative is there to achieving the document/guidance without the impact?
	N/A
	

	7.
	Can we reduce the impact by taking different action?
	N/A
	


[image: image1.emf] 


Prospective Employee submits application together with three quotes for relocation expenses prior to commencing employment





Directors


Applications to be sent to Chief Executive





Substantively employed medical staff and those at Band 8 or above


Application to be sent to Directorate Manager/ Head of Service





Doctors in training


Application to be sent to Medical Staffing





Application is reviewed and removal expenses allowance limit is communicated to prospective employee and asked to submit Part 3 of the application with their receipted bill within the prescribed time limit. (see template letter at Appendix 4)





Receipted claim for removal expenses is submitted for approval within specified time limit after prospective employee commences in post.





Expenses not approved.  Employee is asked to provide further information regarding their claim.





Expenses approved and submitted to payroll





Copy of expenses application and claim kept on individual employee’s personal file.





Part 2: DECLARATION AND CLAIM FORM to be completed by the Appointee


I hereby make an application to the Trust for assistance with relocation expenses incurred by me in relocating my home to take up employment with the Trust, and in doing so I declare that the information given by me on this form is complete and correct, and that neither my spouse, family or partner, have received or intend to claim for these expenses from any other employer or this Trust.


I hereby claim the total sum of £ ……………….


In submitting this claim, I attach all original receipts of the costs incurred and provide, where necessary, three original quotes from approved removal companies.


I have read a copy of the Trust’s Relocation expenses policy and acknowledge the conditions which apply for reimbursement of my costs as detailed in the policy.


I understand that if I provide false information I may be liable for disciplinary, prosecution and civil recovery proceedings. I consent to the information on this form being used for the purposes of the prevention, detection and investigation of fraud.


I understand that if I leave the Trust’s employment within two years of appointment or I am dismissed for gross misconduct within two years of appointment, I will be required to repay a sum of 1/24th of the total amount received for each complete month short of 2 years service.  I undertake to pay this and agree that money may be deducted from any sum payable to me by the Trust in respect of this.


I agree to provide proof for all expenditure incurred.  I understand that the claims made under this policy are subject to careful audit procedures and that any fraudulent claims will result in action being taken under the Trust’s disciplinary procedure.








Signed ………………………………              Date………………………………....








ONCE PART 1 AND 2 ARE COMPLETED, PLEASE RETURN THIS FORM TO THE RELEVANT MANAGER








�
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