NEATH PORT TALBOT COUNTY BOROUGH COUNCIL

CYNGOR BWRDEISTREF SIROL CASTELL-NEDD PORT TALBOT

RELOCATION SCHEME FOR NEWLY APPOINTED EMPLOYEES
Neath Port Talbot County Borough Council
Cyngor Bwrdeistref Sirol Castell-nedd Port Talbot

Relocation Scheme for Newly Appointed Employees

1.
Objective of the Scheme
1.1
To assist newly appointed employees to the Council in meeting the costs incurred through taking up their appointment.

2.
Eligibility
2.1
This Scheme is available to newly appointed employees of the Council, at the time of their appointment, reside in excess pf 50 miles of their new place of employment.

2.2
In exceptional cases only; a Chief Officer may vary this requirement subject to consultation with the Head of Strategic Personnel.

2.3
The Scheme does not apply to school based employees or those employed on manual/craft conditions of service
3.
Entitlement
3.1
On appointment to the Council’s service, eligible employees may claim the following allowances:

a)
Removal Expenses
The actual cost of moving furniture and household effects (including insurance and storage charges for up to 26 weeks) from the former residence to the new residence.  Reimbursement will be on the basis of the lower of three quotations which must be submitted with the claim along with the final invoice.

b)
Legal and Professional Fees
Full reimbursement of the actual cost, up to a maximum of £4000, of legal and estate agents’ fees incurred relocating to the new residence.
c)
Resettlement Allowance
Full reimbursement of approved expenditure up to a maximum of £350 on expenses incurred for such items as telephone and cooker connections, the refitting of curtains, floor coverings and fixtures.
d)
Lodging Allowance
A lodging allowance of £80 per week may be claimed for a period of up to 26 weeks, if a newly appointed employee has to seek temporary accommodation whilst continuing to be responsible for the outgoings of another residence.
e)
Travel
A grant equal to the cost of one second class return rail fare per month from the present temporary accommodation to the former residence, until that property is sold, subject to a maximum grant of six payments.
4.
Method of Claiming
4.1
Reimbursement of expenditure under 3.1(a) will be made following submission of three estimates for removal which must be submitted to the appropriate departmental personnel officer, who will authorise payment of the lowest quotation.
4.2
Reimbursement of expenditure under 3.1(b) and (c) will be made on production of proof of expenditure.  Reimbursement under 3.1(d) and (e) will be made against a monthly claim form submitted to the departmental personnel officer, in arrears, by the employee concerned.

5.
Conditions of Claim
5.1
All claims for reimbursement must be submitted within twelve months of the employee’s date of commencement.  In exceptional circumstances, a Chief Officer may extend this period, subject to prior consideration with the Head of Strategic Personnel.

5.2
All claims under this scheme are subject to reimbursement in full by the employee if he/she leaves the Council before the completion of one year’s service.  When an employee terminates employment within two years of the date of commencement, 50% of the total expenditure claimed under this scheme will be reimbursed to the Council by the employee.  Any reimbursement will, if necessary, be deducted from any sums due from the Council to the employee concerned.

Important Note

Please note that the submission of any false claims in respect of this scheme could lead to serious disciplinary action being taken against the employee concerned.

NEATH PORT TALBOT COUNTY BOROUGH COUNCIL

CYNGOR BWRDEISTREF SIROL CASTELL-NEDD PORT TALBOT

RELOCATION ALLOWANCE CLAIM FORM

(Not applicable to Teaching and School Based APT&C and Manual Staff)
Name: ____________________________

Post: ______________________________________

Address: __________________________________________________________________________

Directorate: _____________________________________  Payroll No: ________________________
	
	£
	p

	(a)
Removal Expenses

Transportation of furniture and household effect (including insurance) and storage charges up to 26 weeks)


[Lowest of 3 quotations, which must be attached to this claim]


	
	

	(b)
Legal and Estate Agent Fees (up to a maximum of £4,000)


[Receipts must be attached]


	
	

	(c) 
Re-settlement Allowance (up to a maximum of £350)


[Receipts must be attached]



	
	

	(d)
Lodging Allowance

Period From:



To:


Number of weeks:


at


Maximum of £80 per week for up to 26 weeks


	
	

	(e)
Travel Grant

See Scheme for details


	
	

	
OVERALL TOTAL





£


	
	


I certify that the costs shown above were incurred by myself in accordance with the provisions of the Council’s Relocation Scheme.  I have seen a copy of the Scheme and agree to be bound by the conditions contained therein.

Signed: ________________________

Date: __________________
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