Guidance Note PB9
Relocation Scheme

The Council offers a relocation package which is restricted in its application.  Relocation is offered at the Strategic Director’s discretion in exceptional circumstances for hard to fill posts.

The package comprises 7 elements.  Where it has been agreed that a post attracts relocation which elements of the package will apply will also be determined. Normally not all elements of the package will apply.

The 7 elements are:-

· Estate Agents fees up to £3,000

· Survey fees up to £500

· Legal fees up to £500

· Stamp duty up to £2,500

· Removal Costs paid on the lowest of 2 estimates

· Up to £1,000 towards costs for incidental expenses

· Up to £100 per week for 6 months if you require temporary accommodation whilst selling your existing property.  NB: This only applies where you are maintaining two properties at the same time.

· Cost of six return journeys home during the first six months whilst selling your existing property.

Where it has been agreed that a post attracts relocation you will need to satisfy the criteria set out below to be eligible to claim. Conditions regarding payments are also given. 

Eligibility Criteria & Conditions

To be eligible to claim you will be a newly appointed permanent employee moving home from beyond to within a 20 mile radius of your place of work. (10 mile radius within the Greater London Area.)

You will be required to certify in writing that you are not receiving payment from any other source for the elements for which it has been agreed the London Borough of Sutton will pay.

Claims can only be made in respect of one property, one move and one household.

You will be expected to initiate the process of moving within 6 months of taking up your appointment.  If this is not possible the reasons should be discussed with your Group Personnel Manager (GPM) who in exceptional circumstances may consider allowing a delayed claim.

Before you incur any expenditure you should discuss your proposed claim with your GPM.

Conditions of Payment
· Estate Agents & Legal Fees


You will be required to provide two written quotations for claims for Estate Agents or Legal Fees.  If the final account is in excess of the original estimate we reserve to right not to pay the full amount.

· Removal Expenses

If you are claiming removal expenses you will be required to provide two written estimates.   We would strongly recommend that any company you consider using should be members of the British Association of Removers.  Alternatively you can claim for the hire of a self drive van and payment will be made on the production of a receipt from a self drive van hire company.

· Journeys home

Return fares home will either be paid at the cheapest public transport rates or at 10p per mile for car journeys.

· Incidental Expenses


The incidental expenses element of up to £1,000 will be paid towards items such as replacement or alteration of curtains, floor coverings, replacement of items which have remained as fixtures in your previous property or the installation of appliances.  Other items may be considered but approval must be sought from your GPM before incurring expenditure. 

Reimbursement will not be made unless supported by a receipt or an invoice for a payment previously agreed by the GPM. 

Repayment Criteria
You will be required to sign an undertaking for each payment made.  You will be required to repay in full anything you have received if you leave within two years of receipt of the payment made to you.  If you leave during the third year you will be required to repay on a diminishing scale reducing by a quarter every three months.  Repayment will not be required after the third year.

The date on which a payment is made will be used to calculate the repayment.
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