5.10
Relocation expenses
1.
Introduction

1.
The Chief Officer may grant relocation expenses if you have to move home to take up your first appointment with us.  The Chief Officer should be satisfied that your expenses for the move are valid.

2.
The Chief Officer can grant up to 75% of your expenses.

3.
You can claim the following relocation expenses:

a) Removal expenses - we may reimburse you if you have obtained and submitted three quotations from removal contractors we approve.  If you are claiming only removal expenses, we may reimburse these expenses in full.

b) Home purchasing allowance - we may reimburse you for your expenses for selling and buying accommodation, for example, the costs of the legal and estate agent’s fees, as long as you give us receipts.

c) Disturbance allowance - we may reimburse you for other expenses for moving home, as long as you give us receipts.  The disturbance allowance covers the cost of replacing or adapting basic home furnishing, disconnecting and reconnecting gas, electrical appliances and telephones.

4.
We may also pay the following allowances.  These are paid but not included in the 75% limit referred to above.

d) Lodging allowance - the Chief Officer can decide to pay you a lodging allowance for up to 26 weeks if you have to maintain two homes.

e) Travelling allowance - while you are in lodgings, we can reimburse the cost of one second-class return fare home, once a fortnight, for up to 12 weeks (that is no more than six tickets).

2.
Conditions of relocation expenses
2.1
The general conditions for granting these allowances are as follows.

2.2
The Chief Officer of the employing department must be satisfied that the move will significantly improve your travel to work, both in terms of distance travelled and journey time.

2.3
You should normally make claims within six months of taking up your appointment.

2.4
If you leave our employment before completing two years’ service, you must pay back a proportion of the allowances you received.  We will base the repayment on 1/24 of your allowance for each uncompleted month of service.

2.5
Where two of you work for us and live together, we will reimburse one of you for your expenses for moving.  However, we will consider claims from both of you separately for other allowances, such as travelling and disturbance.

2.6
We will review the highest amount of allowances we pay for removal expenses, home buying, disturbance and lodging every year.

2.7
The Chief Officer of the employing department and the Assistant Chief Executive – Personnel will decide how we interpret and apply this scheme.

