HR Policies, Procedures and Guidance – Section A 


MODEL RELOCATION EXPENSES SCHEME FOR SCHOOLS


Governing bodies may decide to adopt this model scheme to improve recruitment. 

1.
OBJECTIVE


To assist newly appointed employees in meeting the cost of resettlement, temporary accommodation, travel and temporary storage of furniture, where these costs are incurred through their moving home to take up an appointment in the school.

2.
ELIGIBILITY

2.1 Before advertising the post, the governing body will decide whether the scheme will be made available to the successful applicant.  The advertisement must state that the scheme will apply.

2.2 The scheme will apply to newly appointed employees who move at least 15 miles closer to the school, and the reason for moving is to take up the new appointment.

2.3 Employees claiming under the scheme will normally be required to move their home to within 15 miles of the school.

2.4 The removal and other expenses should not be met in full by any other party (e.g. the employer of a spouse or partner).

2.5 The scheme will only apply to permanent appointments.

2.6 Claims for expenses can normally only be paid where the employee has permanently relocated within 18 months of taking up the post.

2.7 Claims for expenses will be made subject to the employee undertaking to repay part, or all of the amount paid, if they resign from the post within two years of the final payment.

3.
RELOCATION EXPENSES


The following expenses will be reimbursed upon production of receipts for bills paid.  The maximum amount to be paid to any employee under the terms of this scheme will be £x, provided the correct procedures have been followed, and receipts produced for all relevant expenditure.

3.1 Professional and Legal Fees

Solicitors’ or conveyancing agents’ fees and disbursements

Stamp duty

Land registration fees

Estate agents and accommodation agency fees

Surveyors’ fees in respect of the property purchases

Mortgage brokers’ fees

3.2 Incidental Expenses

Incidental items such as carpets, curtains, fixtures and fittings.

3.3 Furniture Removals

3.4 Disturbance

Cost of lodging and separation, furniture storage.

4.
PROCEDURE

4.1 An application under the scheme should be made within thirteen weeks of the commencement of the post with the school, on the attached “application for relocation expenses” form, which should be forwarded to the headteacher for approval by the governing body.

4.2 Actual claims for reimbursement should be signed by the employee and the headteacher.

4.3 Claims for professional and legal fees and removal expenses must be supported by VAT invoices.

4.4 Claims relating to short term leases or rented accommodation must be supported by a copy of the lease, tenancy agreement or other appropriate documents.

4.5 The employee is responsible for settling accounts with solicitors, surveyors and removal companies etc.

4.6 All claims must be processed through your Payroll Provider.
5.
REPAYMENT


Relocation expenses are paid to the employee on the understanding that he or she remains in the employment of the school for at least two years after the date of the final payment.


Employees who leave the employment of the school within two years will be required to repay a proportion of the allowances paid, as shown below, unless the reason for leaving is ill-health retirement or redundancy.


Less than 12 months


100%


12 to 18 months



50%


18 to 24 months



25%


The employee will be required to sign the Declaration on the Application for Relocation Expenses form to indicate acceptance of this condition prior to any payments being made.

MODEL PRO FORMA FOR SCHOOLS WITH DELEGATED BUDGETS

APPLICATION FOR RELOCATION EXPENSES

Name:













Job Title:












School:












Date of commencement of employment:








APPLICATION

I wish to apply for relocation expenses.

I have read the Model Relocation Expenses Scheme for Schools and confirm my eligibility under the conditions outlined in Section 2.

Name and address of solicitors:

RESIDENCE

Old address:












New address:












Distance from place of work:










(See 2.3 and 2.4 of Scheme)

DECLARATION
I confirm that I am not receiving Relocation Expenses from any other employer (directly or via my partner).

I agree that if I leave the employment of either the school where the Governing Body is the employer, or Southampton City Council I will repay the relocation expenses as follows:

Relocation Expenses

If I leave less than one year from appointment I will repay 100%.

If I leave between 1 year and 1½ years from appointment I will repay 50%.

If I leave between 1½ years and 2 years from appointment I will repay 25%.

	APPLICANTS SIGNATURE

I declare the foregoing statements to be true.

Applicant:






Date:






	


	APPROVAL BY CHAIR OF GOVERNORS

I confirm that the governing body have 

decided to allocate relocation expenses

up to a maximum of £                    (state amount) for this post and that relocation expenses were mentioned in the advertisement for this post.

Signature:






Date:








	APPROVAL BY HEAD*

I approve that the applicant is eligible to receive Relocation expenses up to a maximum of £                    (state amount) on production of relevant receipts

Signature:






Date:








* If head is applicant this section should be signed by the chair of governors
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