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RELOCATION POLICY:

Introduction

Relocation assistance is given by the agency to help with expenses incurred when an employee relocates as a result of employment with the agency. This generally occurs on joining the agency, although it can also occur if an employee changes office location during employment.

To be eligible for relocation assistance, an employee must be moving to a new home base either as a result of accepting the job with the agency or as a result of taking up a new position within the agency which is at a different office location to that where the employee is currently working. Relocation expenses are judged on a case-by-case basis and payment of them is entirely discretionary. Payment is not a contractual entitlement and, as such, may be varied or withdrawn at any time.

	To be eligible for relocation assistance, the employee must be living more than
	
	miles

	away from their new place of work/office location and must be moving to within
	
	miles

	of their new place of work/office location. The employee must move to a permanent residence, which can either be purchased or rented.
	
	


House hunting

	The agency will reimburse the reasonable travelling and overnight accommodation costs incurred by an employee or prospective employee in respect of a maximum of  
	
	visits

	to the area in connection with the purchase or rental of a new property, up to a maximum cost of
	£
	


Temporary accommodation

	In circumstances where an employee has not been able to move home by the time they commence work at the agency or at the new office location, consideration will be given to the reimbursement of the costs of temporary accommodation. Typically, these take the form of bed and breakfasts or hotels. This type of accommodation will be allowed up to a maximum cost of
	£
	

	per week and a maximum period of
	
	weeks


Buying and selling property

If approved, the agency will reimburse the following costs in the buying and selling of property to relocate:

	Costs of selling an existing property, such as legal and estate agency fees, up to a maximum
	£
	including VAT

	Costs of purchasing a new property, such as legal and survey fees, valuation and Land Registry fees up to a maximum of
	£
	including VAT

	A contribution towards the Stamp Duty Land Tax incurred in connection with such purchase up to a maximum of
	£
	

	Removal and, if necessary, short-assignment storage costs including insurance up to a maximum of
	£
	including VAT


Moving to rented accommodation

If the employee has previously been living in rented accommodation before joining the agency and is intending to live in rented accommodation in the area, then relocation allowance is limited to the following:

· If approved, the agency will pay the deposit on the new rented accommodation. The deposit needs to be reimbursed to the agency within three months of moving to the property. The employee will be asked to sign a deposit agreement

· Any associated administration costs from the lettings agent

· Removal costs as detailed above in “buying and selling property”.

Resettlement allowance

	If approved, this allowance will only be paid once relocation has been completed for expenses incurred as a direct result of the move, such as the purchase of carpets and curtains. It covers any items the employee has needed to replace because of the disposal of the old home. Payment will be made up to a maximum of
	£
	


Authorization

	It is a condition of relocation assistance that all expenditure is supported by valid receipts and is incurred within
	
	months

	of commencing employment with the agency/moving office location. Claim forms for repayment of relocation expenses can be obtained from 
	
	

	and must be counter-signed by the employee’s line manager.
	
	


Repayment of allowances

It is a condition of relocation expenses being paid that you agree to repay the agency a relevant proportion of them in the event that your employment with the agency terminates for whatever reason within two years. The relevant proportion is as follows:

	Period of employment 
	0 to 12 months
	12 months to 2 years

	Proportion repayable to the agency
	100%
	50%


By signing this policy, you also agree that the agency may deduct a sum up to or equal to the relocation expenses that you are required to repay from any outstanding wages that may be due from the agency to you on the termination of your employment. Any remaining amount due after termination must be repaid to the agency within one month of the date of your termination.

	Signed
	

	Name in full
	

	Date
	

	Witnessed by
	

	Signature of witness
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