PROCEDURE FOR RELOCATION ALLOWANCE
1 
General 

1.1 A relocation allowance aims to facilitate the recruitment of staff where the Council needs to make offers of employment to a successful candidate who live outside a reasonable commuting distance from the proposed place of work.

1.2 It applies to those being offered contracts as employees of the Council. If employment is in schools under the control of Governing Bodies, the procedures adopted by the Governing Body will apply.  Employees are as defined in section 230 of the Employment Rights Act 1996 or any substituting or amending legislation. 

1.3 The offer of payment of relocation expenses is subject to authorisation by the appropriate Chief Officer, which should be obtained before any such offer is made to a potential recruit.

1.4 Relocation expenses will only normally be considered:

· For a role where there is a skills shortage, and it is unlikely that the Council can attract a reasonable range of candidates within a commutable distance; or

· Where an individual has specialist skills and/or experience that are of significant value to the Council.

1.5 We strongly encourage recipients of the relocation allowance to relocate to a residence within a 5 mile radius of the London Borough of Hounslow boundary, ideally within the boundary itself.  Details of eligibility are set out in section 2.

1.6
Relocation allowances, and the level of any such allowances, are paid solely at the discretion of the Council. 

1.7
Consideration of any allowances relating to relocation, which are outside of these provisions of this, will additionally be subject to agreement by the Director of HR&OD.
2
Eligibility Criteria 
2.1
Expenses will only be paid when relocating to a property that will be used explicitly as the personal residence.

2.2
The new employee must seek to significantly reduce their commuting time by relocating.

2.3
To qualify for any relocation payment the new employee’s existing home must not be within reasonable daily travelling distance of the new workplace.  Reasonable daily travelling distance will depend on several factors, including the availability of public transport and/or road links, but as a guide the estimated normal commuting time should exceed 90 minutes and/or 50 miles each way to be considered not within reasonable travelling distance.

2.4
In all cases the new employee must relocate to within a reasonable travelling distance of their place of work. Reasonable daily travelling distance will also depend on a number of factors but as a guide the estimated normal commuting time from the new home to the normal place of work should not exceed 45 minutes and/or 10 miles each way at peak commuting hours.

2.5
The final decision regarding eligibility for the payment is at the discretion of the chief officer.
3
Relocation Allowance

1.6 The Chief Officer may authorise payment, in respect of relocation expenses, up to £8,000.  

1.7 In deciding the amount to be paid for relocation the Chief Officer should take account of the nature of the possible expenses, e.g. will it involve the sale and/or purchase of a home, will it be from rented to rented accommodation?

1.8 Under current Revenue rules relocation expenses up to the £8,000 limit can be paid free of tax provided relocation is completed by the end of the tax year that follows the tax year in which the new employment commenced. (But see 6.2) The individual will be responsible for any tax liability if a tax free payment is subsequently deemed to be taxable. 

4
Qualifying Expenses

1.9 Payment up to the maximum of the agreed sum will be considered where any of the following expenses are involved in relocation:

a) The sale and/or purchase of a home:

· Estate agent’s fees, Legal fees on sale and purchase 

· Stamp Duty and land registry fees 

· Survey fees 

b) The costs of vacating and moving home:

· Removal fees, including packing and unpacking, transportation of personal belongings (furniture etc.), taking down and reattachment of domestic fittings – the lowest of three quotes (see paragraph 5.3) 

· Temporary accommodation (including rental) costs.  The purpose of this is to provide temporary accommodation near the place of work prior to the disposal of the old home and therefore before permanent relocation takes place. 

· The cost of domestic goods intended to replace items used at the old home that are not suitable for use in the new home, e.g. carpets and curtains that are the wrong size for the new home, or an electric cooker bought to replace a gas cooker where there is no gas supply in the new home.

c) Travel costs

· The cost of six return journeys home during the first 6 months whilst selling the existing property, including partner and children if relevant.

· Excess travel expenses from the old home to the place of work prior to permanent relocation 

5
Payment 

5.1
Relocation expenses will be paid through payroll once authorised by the Chief Officer. 

5.2 Payment of relocation expenses will only be made on the receipt of valid receipts or invoices.  Where expenses are paid on invoices these must subsequently be supported by a valid receipt of payment.

5.3 For individual expenses likely to be more than £500, e.g. removal expenses, three quotations should be obtained prior to agreeing to the cost and the employee will normally be expected to accept the cheapest quotation.

6 Time limits
6.1
Relocation should be completed as soon as possible, preferably prior to commencement of the new job. 
6.2 If relocation is not completed within 9 months of commencement of employment, the payment of relocation expenses may be reconsidered.  Any relocation expenses paid after the Revenue time limit (see 3.3) will be made subject to tax, unless Revenue rules explicitly identify the reason for delay as one which allows payment free of tax. 
6.3
In specific circumstances and with the agreement of the Chief Officer, relocation may be delayed beyond the time limit in 6.2, e.g. to allow children to complete a significant educational stage before moving, (GCSEs or A levels). Again, any relocation expenses paid after the Revenue time limit (see 3.3) will be made subject to tax, unless Revenue rules explicitly identify the reason for delay as one which allows payment free of tax. 
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