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In order to attract and recruit candidates to hard to fill roles, relocation assistance may be given towards the associated costs of moving home.
As there is no central budget for the payment of relocation expenses, managers should ensure that funds are available before offering assistance. Managers should also advise candidates as part of the recruitment process if a relocation package is being offered. In order to offer a relocation package, it must be included in the advertisement and offered when the candidate is appointed. Even if the scheme is offered, the employee must meet the eligibility criteria set out below before any payments can be made.
· Live over 25 miles away from their new work base (or admin base if they are a home worker) by the shortest most practicable route as determined by the RAC shortest route finder
· Move significantly nearer to their new place of work. This must be less than 25 miles by the shortest most practical route as determined by the RAC shortest route finder
· Relocate solely to work for HCC
· Be offered a contract for two years or more 
· Move within 12 months of their appointment. In exceptional circumstances Chief Officers can extend this period
· Submit the first claim under the scheme within 12 months from the date of appointment 
· Live in the property as their main residence
· Must not have worked for Hertfordshire and left within the last 2 years of the new appointment.
There are 2 packages within the relocation package 
	
	Relocation Package

	
	Package 1 
Up to £6,000 
(Expenses) 
	Package 2 
Up to £8,000 
(Expenses) 

	Eligibility
	
	

	Shortage Skills 
	Yes 
	No 

	Job Families Levels 15-21 
	No 
	Yes 


Package 1 - Up to £6,000
Candidates recruited into hard to fill roles that are categorised as shortage skills and they meet the required eligibility criteria. Categories of assistance gives details on the expenditure that can be claimed under the £6,000 allowance. 
Package 2 - Up to £8,000
Level 2 can be claimed in exceptional cases such as recruiting to Job Levels 15-21. Authorisation is required from the Resourcing Manager who will agree the amount with the Chief Officer. This should be done as soon as the vacancy has been identified and before the start of the recruitment process. Categories of assistance gives details on the expenditure that can be claimed under the £8,000 allowance. 
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Applicants may qualify for package 1 of the relocation package. However, the length of the initial contract determines the amount of relocation expenses that can be claimed. 
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The employee needs to complete the ESS e-form to claim relocation expenses.  See ESS quick guide 5 for more information.  For non-ESS users a Relocation Expenses Claim Form is available from the Pay and Reward Team HRPayandReward@hertfordshire.gov.uk or the HR Service Desk HRServiceDesk@hertfordshire.gov.uk. Applications will not be approved without authorisation from the line manager. Claim forms will also require sign off from the Head of Service/ Support Unit (first claim form only). 
Any claim for relocation expenses must be submitted within 3 months of the date that the expense was incurred, except for expenses in relation to temporary accommodation and travel which need to be claimed on a monthly basis. 
All expenditure incurred by the employee must be supported by original dated receipts. Receipts along with the claim form must be submitted through HR Transactions and Payroll for auditing and monitoring purposes. Under no circumstances will an employee be entitled to make duplicate claims. 
Claims will only be approved if the original receipts are submitted. 
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Employees will only be eligible for tax exemption if the expenses are claimed before the end of the tax year following the one in which they start their new job. For example, if an employee starts their new job 
• On 2 September 2022, he/she will have until 5th April 2024 to use their exemption
• On 18 March 2023, he/she will have until 5 April 2024 to use their exemption.
A tax year runs from 6th April to 5th April the following year. 
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When employees claim relocation expenses they will be required to sign a declaration whereby, if they leave within 2 years of the date of the first payment, a proportion of the total payments made must be repaid. For example: 
• 75% of the monies if they leave within the first 12 months
• 50% if they leave within 12 - 24 months.
The claw back period for overseas applicants is dependent on the length of their contract. Details on the pro-rata amounts are provided in the table below. 
	
	Length of contract

	
	1 Year 
	2 years 

	Claw back provision
	0 - 6 months =100% 
6 - 12 months = 50% 
	0 - 12 months = 100% 
12 - 24 months = 50% 


The County Council reserves the right to make a deduction from the final salary or wage payment in respect of the amount due. If the final salary is not sufficient to cover the repayment, the outstanding amount will be referred to the Council’s Debt Recovery Service. 
[bookmark: _Categories_of_assistance][bookmark: _Toc472518677]Categories of assistance

1. Buying and selling a property:

· Temporary accommodation costs at a maximum of £60 per week, for a maximum of 26 weeks
· Travelling expenses for return journeys home for a maximum of 26 weeks only. This will be reimbursed at the cheaper of either the current mileage rate or where public transport is used reimbursement will be based on 2nd class return rail fares
· Legal fees, including stamp duty for buying and selling your home
· Estate Agent fees
· Removal expenses and storage (excluding insurance cover), the lowest of three competitive quotations will be accepted
· Survey fees
· Property deposit (taxable).

A flat rate contribution, up to £3,000, will be payable towards the deposit of your new home. This amount will be part of, not in addition to, your package maximum. If the employee is purchasing a new property, the property deposit is payable once contracts have been exchanged and on submission of an original receipt. 

2. Moving from rented to rented accommodation:

If the employee is living in rented accommodation and intends to live permanently in rented accommodation in the new location, the relocation allowance is more limited.  

· Travel costs incurred whilst seeking permanent accommodation (up to a maximum of £150)
· Temporary accommodation costs at a maximum of £60 per week, for a maximum of 9 weeks
· Expenses incurred for removal and storage of furniture (excluding insurance cover) based on the lowest of 3 competitive quotes  
·   Associated administration costs from letting agents including lease arrangement fees.

3. Rented to purchased accommodation

If the employee is living in rented accommodation but intends to purchase a property in the new location, entitlement to relocation expenses will be the same as homeowners who are purchasing a property. 

Expenses which cannot be reimbursed include:

· Insurance cover
· Travel from the temporary accommodation to the new location
· Deposit on rented accommodation 
· Redirection of mail
· Interest payments for the mortgage on the employee’s existing home
· Council tax bills
· Compensation for losses such as part used season ticket. Cost of items for the new home such as white goods, carpets, furniture and curtains
· Disconnection and reconnection charges for utility services such as gas, electricity, water and telephone.
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What roles are classified as hard to fill?

Posts which are classified as hard to fill can change from time to time. Therefore, job roles may be added or removed from this list. Currently the following posts are considered hard to fill:

· Social Workers and Social Worker Manager posts within Children’s Services and ACS
· Nurses
· Occupational Therapists
· Senior Lawyers/Solicitors and Principal Lawyers
· Educational Psychologists
· Vison Rehabilitation Specialists
· Engineers
· Deaf/Blind Workers
· Planners
Does the tax exemption apply to all expenses?
All expenses are tax-free apart from the property deposit. 
Does the tax exemption apply when renting and not buying a property?

Yes, tax exemption on relocation expenses still applies for employees that rent a property. 
Can employees claim for petrol and furniture costs?
Reimbursement of furniture costs are not allowed under this scheme. Claiming for petrol costs is permitted and will be based on current mileage rates detailed in the Reward Policy.  If an employee is using a lease car then mileage will be reimbursed at the current lease car mileage rate. 

Are pension contributions affected by payments received for relocation expenses?

Relocation expenses are not considered as pensionable pay so deductions for membership of the Local Government Pension Scheme are not affected.



What assistance is available for overseas applicants? 

Overseas applicants may receive assistance with relocating but the amount of the relocation package will depend on the length of the initial contract. If the applicant is offered a contract of less than 2 years, they will not be eligible for the full amount of £6,000. In these circumstances managers may authorise relocation expenses up to £3,000 to cover additional costs such as:
· Medicals
· UK entry costs
· Freighting/shipping
· Economy Airfares (dependants & individual).

If these costs total less than the maximum amount available, then only the lesser amount will be reimbursed. 

Is there a time limit for claiming relocation expenses?

There is a time limit for claiming relocation expenses based on tax years.
Employees need to claim their expenses before the end of the tax year following the one in which they start their new job.


What is the definition of temporary accommodation?

Temporary accommodation is considered to be a “stop” gap” when leaving the old property and before occupying the new one. Any type of accommodation can be considered and includes 'provision in a hotel, boarding house or a similar establishment’.  For example, the employee may choose to stay in a hotel or B&B for a number of weeks before moving into their permanent home.  If staying with a friend or relative the employee would need evidence of an invoice or receipt.  This must therefore be an official rental and the friend/relative declaring the earnings.

What happens if two people within the same household are eligible to claim a relocation package from the County Council?

Where a couple already living together commence working for the County Council and both are eligible for relocation expenses, the maximum amount for reimbursement is per move, rather than per employee. For example, if package 1 is offered the maximum they can claim is £6,000. 

Where two employees decide to live together when they commence working for the County Council, they may wish to split any costs associated with the move and make separate claims for relocation expenses.  Two employees must not claim for the same expense.

My partner is working for a different employer and is also eligible to receive a relocation package.  Will this have an impact on my relocation package?

Your overall package maximum will be reduced by any amounts your spouse or partner receives for the move from his or her employer for the same expenditure. You must also declare if you are eligible for relocation expenses from other sources. The principle of this package is that you cannot claim twice for the same thing.

Can employees request any additional time off when moving home?

Managers may authorise two extra days annual leave around the time of moving. However, this is not mandatory and is dependent on the needs of the Service.
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