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Principles 
 
This policy applies to newly appointed employees or employees whose base has 
been changed by circumstances beyond their control. 
 
In order to claim under this policy, the employee must be living more than twenty five 
miles away from their new place of work and move to within twenty five miles of their 
new place of work. All claims under this policy must be made within a period of two 
years from the date of taking up the new appointment or the effective date of the 
base change. 
 
An employee will be eligible to claim these allowances only on the understanding that 
their partner is not receiving allowances from their employer in respect of the 
removal. 
 
The maximum amount which may be claimed under this policy is £8,000.  Receipts 
must be provided in all cases. 
 
Removal Expenses 

 
The following expenses will be reimbursed: 

 
 100% of reasonable costs incurred in respect of removal of household goods 

and effects, which may include insurance and storage costs.  This is subject 
to three quotes being obtained and the acceptance of the lowest of the three. 
The employee may however accept a quote other than the lowest, provided 
that he or she pays the difference between that and the lowest. The removal 
must involve the selling and / or buying of property within a period of twenty 
four months from the date of appointment/base change. To claim, the 
employee must be the householder responsible financially for the 
maintenance and removal of the house.  Both estimates and receipts must be 
produced when making a claim for reimbursement. 
 

 100% of all professional costs associated with the move, e.g. survey and 
valuation fees, legal and estate agents fees and stamp duty. Receipts must be 
produced when making a claim for reimbursement or a bill enclosed. 

 
 a resettlement allowance of up to one third of the maximum relocation 

package for  incidental costs associated with moving house e.g. renewing or 
refitting carpets, curtains, the installation cost of items such as a telephone, 
cooker, etc. Receipts must be produced when making a claim for 
reimbursement. 

 
Lodging Allowance 

 
 A lodging allowance of £68.93 per week (2012/13), for up to 12 months, will 

be paid to employees who are maintaining two homes e.g. who are in 
temporary accommodation pending disposal of existing accommodation.  This 
lodging allowance may be paid from the first date that the new employee has 
to maintain two homes (this could pre-date the first day of employment).  
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Receipts/tenancy agreement must be produced when making a claim for 
reimbursement. 

 
 Travelling expenses in lieu of a lodgings allowance can be paid in appropriate 

cases based on the lesser of second class rail fare or current car user mileage 
rates. Evidence must be produced to show that the mode of transport used 
was the cheaper of the two options. 

 
Journey Allowances 
  
The following expenses may be claimed: 
 

 Return home - second class rail fare or appropriate car mileage rate 
whichever is the lower, to old home, to an employee who is maintaining two 
homes i.e., who is in temporary accommodation pending disposal of existing 
accommodation. The maximum number of claims is two. 

 
 Taking up appointment - single second class rail fare or appropriate car 

mileage rate, whichever is the lower, from old home to the new 
accommodation for the employee to take up the appointment. 

 
 Moving home - single second class rail fare or appropriate car mileage rate, 

whichever is the lower, for employee, partner and any dependants, for an 
employee to move permanent residence. 

 
 Search for new accommodation - second class rail fare or appropriate car 

mileage rate whichever is the lower, along with a single night’s lodging 
expenses, i.e. evening meal and bed and breakfast, for employee, partner and 
dependants in the search for new accommodation in the area.  The maximum 
number of visits for which a claim can be made is two. 

 
In all cases, evidence must be produced to show that the mode of transport used 
was the cheaper of the two options. 

 
Repayment Provisions  
 
If an employee claims under this scheme then he or she will be subject to the 
repayment provisions if they leave the Authority within two years of taking up the 
appointment. The employee shall be required to repay a proportion of the allowance 
received, to be calculated on the basis of 

1/
24th of the allowance received for each 

unexpired month of the two year period. 
 


