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	SEFRCC REMOVAL AND RESETTLEMENT SCHEME

Version 2, August 2009

POLICY DOCUMENT




1.0 Aim of this document

This is a policy document for providing a recruitment and relocation incentive to enable the South East Fire & Rescue Control Centre Limited (SEFRCC) to attract high calibre staff to fill permanent posts, which may otherwise be difficult to recruit.

It covers a framework, which will:

· Provide the SEFRCC Board and senior management team with a means to address issues relating to recruitment of staff within a large geographical region, and the associated removal and relocation expenses.

· Enable staff to begin a new job with the minimum cost and disruption to home life.

· Provide staff with assistance towards reimbursement of expenses attributable to the move.

2.0 Scope
This scheme applies to all eligible categories of employees joining SEFRCC on a permanent basis.  However, it is a condition of this policy that wherever possible employees should minimise the costs incurred.

3.0 Eligibility

Removal and resettlement expenses shall only be offered where the following circumstances are satisfied:

· Where the Chief Executive is prepared to certify that the payment of removal and resettlement expenses are essential to attract a suitable candidate to a post.  Where the scheme applies, this should be clearly stated in the advertisement or recruitment information.  Applicants are advised to check whether they are eligible, before accepting any offer of appointment or entering into any financial commitment.

· A removal and resettlement grant may be paid to an employee where it makes business sense to transfer an employee under TUPE to the Regional Control Centre, should they wish to transfer, as an alternative to any severance payment.

· Where the SEFRCC Board have given their approval to a removal and resettlement grant being available to a post, prior to any offer of an appointment being made.

· Where a person is moving to the Regional Control Centre, Kites Croft, Fareham, Hampshire solely as a result of taking up permanent employment with the Regional Control Centre and neither they nor their spouse/partner are claiming funds from other employers to cover relocation costs.

· Where the employee’s permanent residence at the time of application is significantly beyond a 50-mile radius of the Regional Control Centre and arising from an appointment they are moving to a permanent residence within a 20-mile radius of the SE Regional Control Room.  A removal and resettlement grant is unlikely to be approved in those instances where normal travelling time to work is less than one hour.
4.0 Time limits

The grants must normally be claimed within six months of the date of appointment, but the Chief Executive has discretion to extend the six-month period in appropriate cases.

5.0 Total value of the Removal and Resettlement Scheme

The overall claim for Removal and Resettlement in respect of approved expenses cannot exceed £10,000.  No payments will be made to an employee until s/he has taken up his or her employment with SEFRCC.

6.0 Removal Expenses

Expenses for removals will be reimbursed in full, based on the lowest of three quotations, this can be paid for up to two moves if there is an interim move into temporary accommodation before the move into permanent accommodation.  The grant is paid in respect of approved expenses incurred in the removal of furniture and effects, including insurance.  Expenses for storage of furniture is not included in this grant.

All three quotations and the receipted account must always be submitted with the claim.  In the instances where a vehicle has been hired to carry out the move, receipts are required for the hiring and any fuel purchased.

7.0 Resettlement expenses

7.1 Buying and selling a home

100% reimbursement up to the agreed amount of £10,000 in regards to the complete package including incidental expenses and any lodging allowance, items such as: stamp duty, land registration charges, legal fees, estate agent, surveyors fees and advertising costs incurred in the sale of any house owned subject to eligibility criteria set out in paragraph 3.0 can be included.  Mortgage guarantee policy premiums are not eligible for reimbursement and neither are charges for early repayment/redemption fees associated with any kind of mortgage.

Any unavoidable expenditure on legal and professional fees incurred in a genuine, but abortive attempt to purchase a house will be reimbursed under the scheme, provided that it can be shown that failure to complete the purchase was due wholly either to circumstances beyond control or to an adverse survey report that indicated clearly that it would have been unwise to proceed with the purchase.

A receipted completion statement from a solicitor is acceptable only if supported by VAT invoices for items such as solicitor and estate agent’s fees where VAT is charged.

7.2
Incidental expenses

A grant is payable for reasonable items of expenditure incurred whilst moving house.  Currently this is subject to an upper limit of £1,000.  Eligible expenses include: alteration, replacement or relaying of floor coverings, curtains, fixtures or fittings; installations and conversion of domestic appliances.  The cost of new furniture is not admissible nor is the cost of connection or installation of a telephone or computer.

All such claims remain subject to aforementioned limits e.g. will be counted as part of the £10,000 grant.

8.0 Lodging Allowance

An allowance may be claimed by newly appointed employees who need to secure lodgings in the Hampshire/Fareham vicinity and temporarily have to maintain their household in the previous place of residence.

This allowance may not be claimed if the previous place of residence is rented out or income is generated from it.

If a newly appointed employee chooses to travel daily between his/her home and place of work, during the period between the appointment and the move into permanent accommodation, rather than take lodgings, a travelling allowance may be payable in lieu of a lodging allowance.  The actual amount to be paid will be in line with the current FRS “casual user” rate, or the SEFRCC casual user rate, whichever scheme is in place at the time of application.

The allowance is payable for a period of 26 weeks which can be extended by discretion.  Ideally, no more than 25% of the total allowance (£10,000) should be spent against temporary accommodation, as the main objective of the scheme is to permanently relocate.  A weekly amount should be agreed in advance and should reflect market rates.  Either way, total spending limits noted earlier apply.

Once the claimant’s original property is sold (or the lease terminated in the case of rented property), it is expected that they will cease claiming the allowance for the temporary/rented accommodation as soon as practicable.

The Chief Executive has discretion, subject to approval from the Chair of the Board, to extend the payment of this allowance.   This is normally up to six months in cases where a claimant is having difficulty in selling his or her house.  Each case will be considered individually and extensions are not granted automatically.  Claimants must show that positive efforts are being made to achieve a sale such as reduction in the asking price or a change of estate agents.

9.0 Tax implications

Most payments of up to £8,000 made within this scheme are currently tax-free.  All payments over £8,000 will be taxed at the employee’s personal rate for taxation. However, for tax exemption to be available any expenses must be incurred before the end of the tax year following the year in which the newly appointed member of staff starts his or her new job.  Any payments in excess of £8,000 are subject to income tax and will be subject to an end of year P11d return.

To qualify for tax exemption on the first £8,000 the following criteria must be met:

· The employee has to move home to take up a new job.

· The employee’s existing home must not be within reasonable daily travelling distance of the new place of work e.g. must be at least 50 miles away from the Regional Control Centre.

· The employee’s new home must be within reasonable daily travelling distance.  For this purpose a distance of within 20 miles from the Regional Control Centre.

· The new home must become the employee’s main residence.

· All expenses claimed under the exemption must be incurred within 12 months of the end of the tax year in which the employee joined the Regional Control Centre.

· Receipts must be supplied otherwise the payment, even if otherwise eligible, will be taxable.

10.0 Process for Making Claims

All claims for Removal and Resettlement should be made using form SEFRCC REMO 1.

All original receipted VAT invoices must be attached for the form in respect of all expenditure (these documents will not be returned).

A receipted completion statement from a solicitor is acceptable only if supported by VAT invoices for items such as the solicitor’s fees and estate agent’s fees where VAT is charged.

Where removal expenses are being claimed, all three quotations should be attached to the form.

11.0 Repayment of expenses

Employees who leave SEFRCC within two years of taking up an appointment and receiving expenses under this scheme will be required to pay the expenses as follows:

· The whole amount paid under this scheme if they leave within 12 months of taking up the appointment.  

· One half of the amount paid under the scheme if they leave after 12 months, but during months 13 to 24.

If an extension is granted to the period where a newly appointed member of staff can make a claim under the scheme (see para 4), the period of extension will be added to the repayment period.

12.0 Proof of eligibility

SEFRCC will require the following evidence from an employee wishing to make a claim:

· Current home ownership

· Location of new property

· Receipt of expenses claimed

· Authorisation from Chief Executive

· Completed SEFRCC Remo 1 form

· Living at home currently

· Rental/tenancy deposits and agreements

· Rent payable

13.0 Fraudulent claims

Evidence of fraud will be investigated and where a potential case of fraud is apparent, disciplinary action will be instigated and may result in dismissal. Any monies gained fraudulently, will have to be repaid to SEFRCC Limited.
14.0 Policy Review

This policy will be reviewed from time to time to adapt to market trends. This can be initiated by the Chief Executive, the Chairman or the Lead Board Director for Human Resources.
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