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POLICY STATEMENT

Moray College UHI recognises the importance of recruiting the best candidate to the organisation and will support and assist them to ensure that they settle into the new role and the area positively.


1.0	INTRODUCTION

1.1	Scope

The Relocation Scheme will be considered for all eligible permanent (full time and part time) employees of Moray College UHI Board of Management who take up post with Moray College UHI from, normally, more than 75 miles by road from Elgin, and who move or are thereby required to move their homes to a commutable distance from the college.  It covers employee entitlements in respect of removal, legal and other fees, travel and accommodation. 

1.2	Objective

This document has been prepared to assist new employees who are entitled to claim assistance under the Relocation Scheme.    It details the rules governing claiming relocation expenses.  

1.3	Responsibilities

The Director of Finance is responsible for ensuring that all claims submitted under this scheme are within the permitted allowances of the scheme.  

It is the responsibility of the HR Manager to ensure the revision and maintenance of this procedure and will be responsible for conducting impact assessments relating to equal opportunities issues.


1.4      Definitions

	Immediate Family: 	Those members of the eligible employee’s immediate household who would require to relocate with the member of staff, eg spouse and dependant children

	Eligible employee:	Permanent (full time and part time) employees who take up post with Moray College UHI from, normally, more than 75 miles by road from Elgin, and who move or are thereby required to move their homes to a commutable distance from the college, AND where the line manager of the postholder has successfully put forward a case for relocation to the SLT for approval.

	Line Manager:	The manager to whom the employee directly reports.

	Senior Leadership Team (SLT):	The Principal and Directors.

	
2.0	THE RELOCATION SCHEME

2.1	General

A maximum allowance of £5,200 excluding VAT is allowed under the scheme for a new employee.  This figure is set by the Board of Management.  The power to vary this amount in exceptional circumstances rests with the Board of Management. These allowances are intended to assist with the actual costs of relocating to the area and obtaining reasonably equivalent accommodation.

With the exception of the travel costs covered by paragraph 2.5, the employee will be required to submit receipted accounts, acceptable to HM Revenue Customs and Excise for VAT purposes where appropriate, before reimbursement will be made by the College.

In the case of travel costs, reimbursement will be at published National Rail standard class fares or at the appropriate car mileage allowance for interviewees, on submission of a signed claim from the employee.

2.2	Removal

The cost of removal of furniture and effects including insurance during transit. Reimbursement under this heading will be made for one move, where the move is direct from former principle place of residence to new place of residence, or for two moves where the employee is required to live for a period in temporary accommodation, or to put furniture into store.   Employees are required to submit two quotations for removal costs to the Director of Finance for approval.

2.3	Legal and Other Fees

The reimbursement of advertising costs, legal, estate agent, mortgage redemption fees and stamp duty directly associated with the sale and/or purchase of a residence.

2.4	Temporary Accommodation Allowance

The costs of temporary accommodation, from the date the employee starts maintaining two homes. The employee is required to provide evidence of the fact that they are maintaining two homes.


2.5	Travel

a) The travelling costs of the employee and immediate family for one visit to the area to seek housing, prior to taking up the appointment.  Where an overnight stay is required, reasonable expenses will also be reimbursed.

b) One return journey per month following appointment, to the employee's previous permanent place of residence to visit members of the family still living at the previous address and/or to supervise the disposal of the property until moving into permanent accommodation in the Moray area.

2.6	Conditions

Reimbursement of Relocation Allowances will be subject to the following conditions:

a) The offer of relocation assistance will only remain valid for a period of 12 months, unless in exceptional circumstances the Principal has authorised an extension of the offer.  The payment of the temporary accommodation allowance will apply for a period not longer than 6 months unless in exceptional circumstances the Principal has authorised an extension.

b) Any assistance with relocation costs for which the employee's spouse will be eligible from another employer or relocation assistance from any other source must be declared when these allowances are claimed and will be offset against any payments to be made by the College.

c) The full amount of reimbursement under Paragraph 2.2, and 2.3 or such proportion as is thought appropriate by the Principal, will be repayable should the employee leave the College's service within 2 years of taking up the appointment.  Any queries regarding this should be referred to the Director of HR and Organisational Development.

d) All claims in respect of these allowances must be supported by statements of costs and receipts, and should be submitted as soon as possible to the Director of Finance for approval.  Relevant claim forms are available from the Finance Section.   Quotations (at least 2) must be obtained in advance in the case of legal fees and removal costs, in line with procurement policies.

e) Any queries regarding eligibility for these allowances should be referred to the Director of Finance before any commitment is undertaken.
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