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Policy on a page

Summary & Aim

Key Requirements

The policy sets out NHS Dumfries &
Galloway’s position on relation expenses
when a new or existing employee takes up a
new appointment into a hard to fill role where
they have been required to relocate.

The policy plays a part in the Boards
Workforce Sustainability strategy, is in line
with HMRC regulations and has been
developed in partnership and approved by
the Area Partnership Forum.

e Recruiting managers should be aware
of the Relocation Policy and when it is
applicable to roles they are recruiting
for.

¢ Any employee/recruitment candidate
who are taking up appointment into a
post that has been identified as hard to
fill, should be made aware of this policy
within the recruitment process.

Target Audience

Previous Names

e New or transferring staff where who are
required to relocate to take up an
appointment with the Board that has
been identified as Hard to Fill.

e Board Relocation Policy

Equality and Diversity Statement

NHS Dumfries and Galloway recognise that some communities within society are
more likely than others to experience discrimination, prejudice and inequalities. The
Equality Act 2010 specifically recognises the protected characteristics of age,
disability, sex, race, religion or belief, sexual orientation, gender reassignment,
pregnancy and maternity, and marriage and civil partnership. The Fairer
Scotland Duty, also requires NHS Dumfries and Galloway to actively consider how
socio-economic disadvantage can be reduced when making strategic decisions.

The New Armed Forces Covenant Statutory Duty places an expectation on NHS
Dumfries and Galloway to consciously consider the Armed forces Covenant when
developing, delivering and reviewing policies and decisions which may impact the
Armed Forces community and help improve their access to public services.

Consideration on all of the protected characteristics, the Fairer Scotland Duty and
the Armed Forces Covenant are included within the Equality Impact Assessment
process and documentation, which must be completed as part of the Policy

Development Process.

NHS Dumfries and Galloway is committed to promoting and advancing equality,
removing and reducing discrimination and harassment and fostering good relations
between people that hold a protected characteristic and those who do not. This
applies both in the provision of services and as our role as a major employer. NHS
Dumfries and Galloway believe that all people have the right to be treated with
dignity and respect and is committed to the elimination of unfair and unlawful

discrimination practice.
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1.1.

1.2.

4.1

4.2

BOARD PUBLIC

PURPOSE AND RATIONALE

It is the policy of NHS Dumfries & Galloway to ensure that a relocation package is
normally made available to new or transferring staff where management is satisfied
that the employee is required to relocate to take up the appointment and the role has
been identified as Hard to Fill.

The implementation of this policy to hospital medical and dental staff or doctors in
community medicine in the Community Health Service, or Dentists working in the
Community Dental Services and Dental Public Health is subject to any modification
set out in their respective Terms & Conditions of Service agreements.

POLICY AIMS
This policy aims to ensure that:

e All staff who are required to move their home base as a result of taking up a new
post or transferring staff, where the role is identified as Hard to Fill, are given
financial assistance with the associated costs, in accordance with the HMRC
guidelines.

e Agree the appropriate level of financial assistance, which can be given to staff
and the items (s) which the relocation package can be used to find

¢ Provide fairness and consistency in the approach to reimbursement of relocation
expenses

e Ensure all parties involved are clear about the criteria, the amount which may be
claimed, and the processes of claiming relocation expenses

POLICY SCOPE

The scope of this policy is to provide financial assistance to new or existing
employees who, as a result of taking up employment with NHS Dumfries & Galloway,
are required to relocate either;

e In order to fulfil the contractual commitments of the post, or
e Where in the opinion of NHS Dumfries & Galloway that, their current home is not
within a reasonable daily commuting distance of their work base.

DEFINITIONS

Hard to Fill — with regards to this policy, a post is regarded as hard to fill if it has been
advertised 2 times previously, or if it has been historically identified as being hard to
fill. The decision to class a role as Hard to Fill and therefore eligible for Relocation,
must be authorised by the relevant Director or General Manager within the Vacancy
Control Form.

Reasonable Daily Commuting Distance - typically this would be within 50 miles
from normal place of work.
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5. DUTIES / RESPONSIBILITIES

The Chief Executive has overall strategic responsibility for ensuring that Board
policies comply with legal, statutory and good practice guidance.

It is the responsibility of the Workforce Directorate to ensure the contents of the
Relocation Policy are maintained, has been agreed in Partnership and follows HMRC
guidelines. As well as ensuring that all claims are processed and authorised for
payment by the Workforce Director in line with the policy

The Recruiting Manager should be fully aware of the policy and the vacancy control
process surrounding reimbursement of relocation to employees. They should ensure
that they seek advice from Workforce Directorate where necessary

It is the responsibility of the Payroll Department to reimburse Relocation Expenses
and deducted Income Tax as appropriate in accordance with HMRC guidelines

6 PROCESS / PROCEDURES
6.1 ELIGIBILITY

In order to be eligible for the full range of financial assistance offered the following
criteria must be satisfied:

o The role that the applicant has been appointed to, must have been identified as
being a Hard to Fill role eligible for Relocation within the approved Vacancy
Control Form.

e Permanent member of staff or any fixed term or temporary staff with a contract
duration of 2 years or more

e Any fixed term or temporary staff, whole or part-time, who meet all other
eligibility criteria but have a contract of less than 2 years, will have the actual
level of entitlement calculated on the stated duration of the fixed term in the
original contract of employment; pro-rata in complete months to the entitlement
level had the contract been either permanent, or with a stated duration of 2
years or more.

e The employee must change his/her/their main residence as a result of the
change in employment.

e As a general rule new property will normally be within a reasonable daily
commuting distance and the old residence must not be within reasonable daily
commuting distance of the new normal place of work.

e It is essential that expenses claimed have incurred, receipts are submitted and
have not been reimbursed by any other source.
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e A signed undertaking will be given to remain in the employment of NHS Dumfries
& Galloway for two years from the date of commencement of employment, prior
to any reimbursement being made.

e Relocation expenses must be applied for within 12 months, from date of
commencement of employment.

o  Staff purchasing or selling property jointly will only be entitled to their proportion
of the relocation expenses and will not be eligible to claim re-imbursement for the
same components of the removal.

6.2. FUNDED RECRUITMENT CAMPAIGNS

From time to time, NHS D&G may undertake locally or Scottish Government funded
recruitment campaigns that would allow us to offer additional reimbursement for
relocation.

These campaigns will usually only apply to our hard to fill posts across nursing,
medical, healthcare scientists and AHP roles.

6.3 APPLICATION PROCEDURE

Employees commencing employment in a post which is deemed eligible for
relocation during the vacancy approval process, will be informed of this during the
advertising stage. When it has been established that the post attracts relocation an
application form (appendix 1) and a copy of the policy will be provided to the
prospective employee.

The application will then be submitted to Workforce department for processing and
reimbursement will be made through the Payroll Department and will be shown in the
employees payslips.

6.4 LEVEL OF ASSISTANCE

NHS Dumfries & Galloway will reimburse incurred expenses associated with
relocation to the area in accordance with HMRC Guidelines. Appropriate evidence
must be submitted along with your claim i.e. receipts, invoices, and other appropriate
documentation. The level of assistance given is not intended to fully compensate the
employee for all expenses incurred and will be contained within an upper limit of
£8,000 which is in line with the HMRC tax free limit.

6.5 REASONABLE INCURRED EXPENSES

The following categories constitute the areas of incurred expenditure that satisfies the
terms of the NHS Dumfries & Galloway Relocation Policy up to a maximum of
£8,000:

Disposal of the Old Property:

o Legal expenses and services connected with the disposal
o Legal expenses and services connected with the redemption of a loan relating
to the property. A loan relates to a property if it was raised to acquire the
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property, for example mortgage, or if it was secured on the property, for
example a home improvement plan loan

Penalties for redeeming a loan relating to the property
Estate agent’s or auctioneer’s fees or services
Advertising

Disconnection of electricity, gas, water or telephone

If the property is left empty awaiting disposal:

Any rent paid for the period when the property is empty
Insurance for the period

Maintenance of the property during the period
Preserving the security of the property during the period

Acquisition of New Property:

Legal expenses and services connected with the new property

Legal expenses and services connected with any loan raised to acquire the
interest in the new property

Mortgage indemnity Premiums

Survey or inspection of the property. This covers both structural surveys and
building society valuations

Fees payable to the Keeper of the Registers of Scotland

Connection of electricity, gas, water and telephone services

Removal expenses:

This covers the physical removal of domestic belongings from the old residence to
the new and the cost of insuring them during transit, this includes:

Packing and unpacking

Temporary storage, where there is not a direct move from the old to the new
residence (but temporary storage is not an eligible cost if the employee has
no intention of moving the belongings to the new residences)

Taking down domestic fittings in the old residence if they are to be taken to
the new residence and reattaching them on arrival there

Travel and Subsistence:

The travel and subsistence entitled to by an employee is:

Preliminary visits — maximum of 2

Travelling from the old home to the new work location

Travelling between the old home and the temporary living accommodation
Travelling from the old home to the new home when the move takes place

Mileage rates will be reimbursed at the current Public Transport Mileage Rate.

The travel and subsistence entitled by an employee’s family are:

Preliminary visits to the new location — maximum of 2
Travelling from the old to the new home when the move takes place
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Subsistence is defined as food, drink and temporary accommodation. Subsistence
will be paid in line the NHS Terms and Conditions of Service Handbook.

Temporary Accommodation:

Where the employee is unable to move home prior to commencing employment, or
where commuting is not reasonably practical, accommodation if available, can be
provided within the hospital residency complex. A charge will be made for this
accommodation and can be reclaimed as part of relocation allowable expenses.

Alternatively an equivalent sum can be claimed to offset the cost of private rented
accommodation in the new area. This arrangement would normally be approved for a
period of up to 6 months.

While employee is resident in temporary accommodation travel costs associated with
weekly visits home will be made. Reimbursement of travel costs will be made on the
same basis as that described in Travel and Subsistence section above. This
arrangement would normally be approved for a period of up to 6 months.

Where it is not convenient for an employee to take up temporary accommodation and
where daily commuting is agreed to be sustainable and reasonable, daily travel costs will
be reimbursed at Public Transport Rate. It will be necessary to seek the approval of the
HR department prior to submitting claims for expenses incurred. This arrangement
would normally be approved for a period of up to 6 months.

Domestic Goods for New Property:

This applies where domestic goods are purchased to replace items used at the old
home that are not suitable for use in the new home.

Relocation Expenses that cannot be claimed as a tax free benefit, please note that
this list is not intended to be exhaustive:

Council Tax Bills

Counselling Services

Redirection of Mail

Compensation for loss in value of season tickets

Cost of joining new sports club

Penalties for giving insufficient notice of child’s withdrawal from school loss of
school fees

Cost of buying school uniforms

Help towards an employee’s spouse finding a job

Home search facility

Financial advice

Nanny agency fees

House cleaning on sale

House cleaning on purchase

Spouses loss of earnings

Help to start a Garden

Transporting and kennelling for domestic animals (unless directly related to
the actual family move for the old to new address)
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CLAIMING EXPENSES

Claims in respect of expenditure incurred against any of the allowable conditions
must be made using the appropriate Application form (appendix 1).

The appropriate receipts, receipted invoices, must accompany all claims or original
invoices. The Workforce Directorate, will verify that the claims made satisfy the
conditions laid down.

Where discretion has been applied to vary the limits set out, all excess claims must
be verified and countersigned by the Workforce Director and the Director of Finance.

Once all checks have been carried out the expenses will be reviewed and authorised
by the Workforce Director for payment. Authorisation will then be sent to the Payroll
Department to pay the expenses, expenses will be reimbursed in your monthly
wages.

HM REVENUE & CUSTOMS TAX REGULATIONS

The maximum level of expenditure permitted under current HM Revenue & Customs
Regulations, which will not incur a tax liability, is £8,000.

In the case of an approved exception to this limit, any benefits approved in excess of
this amount are subject to PAYE tax and must be declared by the employee in any
Income Tax Liability such as a Self-Assessment. The Board notifies the HMRC of
any benefit over £8,000.

REPAYMENT OF RELOCATION EXPENSES

Employees must sign an undertaking agreeing to adhere to the conditions contained
within the policy. Where staff leave the employment of NHS Dumfries & Galloway
within 2 years of taking up their post then they will be required to repay a proportion
of the relocation expenses relative to the period of service completed:

Months Worked Repayment Percentage %
0-6 100
6-12 75
12 -18 50
18 -24 25
DISCRETION

It is expected that the policy provisions are sufficient and provide a reasonable
relocation package to meet most individuals’ needs. However, NHS Dumfries &
Galloway accept that there may be occasions where it may be necessary to exercise
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discretion regarding the scope of application of this policy, which will take into
account individual circumstances and the needs of the organisation.

It should be noted that there are HMRC tax rules applicable to relocation expenses
which NHS D&G do not have the authority to deviate from. In the event of any
discretion being applied, these tax rules must be fully implemented. Further
information of HMRC rules can be found directly on the HMRC website.

Any variation to these terms and conditions must be approved by the Workforce
Director and the Director of Finance.

7 CONSULTATION

7.1 This policy has been developed with the involvement of key stakeholders, which
included line managers, staff side, Finance and Workforce representatives and has
undergone appropriate consultation on content prior to seeking approval.

7.2  Consultation on the Relocation Policy was led by the Lead Author and included:

Representatives from across the Health & Social Care partnership

Board Management Team

Human Resources Representatives
Trade Union Representatives

8 TRAINING AND SUPPORT

8.1 There are no specific training requirements associated with the implementation of
this document, however this will be included in the guidance provided to recruiting
managers and built into the pre employment recruitment process. In addition, any
staff member, job applicant or manager wishing for further guidance on the
Relocation Policy should contact the HR Department or Medical Staffing in the first
instance.

9 MONITORING

The monitoring arrangements for this Policy are set out in the table below.

Element to be Monitoring Reporting
monitored Methodology | Presented by Committee Frequency
Hard to Fill This will be Workforce Staff Annually
posts monitored Governance
approved for through VCF
Relocation at data on Job
Recruitment Train
Stage
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Element to be Monitoring Reporting
monitored Methodology | Presented by Committee Frequency
Number of This will be Workforce Staff Annually
individuals monitored via Governance
submitting a log
Relocation maintained by
Expenses Workforce.
Number of This will be Workforce Staff Annually
Policy monitored via Governance
Discretions alog
applied maintained by
Workforce.

10 EQUALITY IMPACT ASSESSMENT

10.1

As part of the process for reviewing and developing this policy an Equality Impact

Assessment was undertaken, which did not highlight any issues or actions that had
to be progressed.

10.2

accessed by clicking here.

All Equality Impact Assessments are published on our external website which can be

11 DATA PROTECTION AND CONFIDENTIALITY IMPACT ASSESSMENT

111
policy.
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12. DOCUMENT CONTROL SHEET

121 Document Amendment History

Version

Section(s)

Reason for update

2

All

Full review of policy

12.2 Distribution

Name Responsibility Version number
Communications Team | Place on internet and in 2.0
“latest news”
Communications Team | Include link within the Staff | 2.0
News for awareness
12.3 Associated documents
e Equality and Diversity Impact Assessment Policy
12.4 Action Plan for Implementation
Action Lead Officer Timeframe
Dissemination to staff | Communications Team October 2024
through Staff News and
Latest News
Raise awareness and | All line managers October 2024
inform staff
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NHS

N —
Appendix 1 &Dgarp"g“‘is;y
RELOCATIONS APPLICATION FORM
Applicant Details
Title:| | Full Name: | |
Job Title: | | Pay Number: | |
Phone Number: | | Email Address:| |
Correspondence Address: | |
Employment Details
New Appointment Job Title: | |
New Appointment Grade/ Band: | |
Department:| |Work Location:| |
Contract Start Date:| | Contract End Date (if applicable): | |
Previous Position:| |
Previous Employer: | |
Previous Grade/ Band:| |
Previous Dates of Employment from: | |To: | |
Accommodation Details

Address Moving From: | |
City: | | Postcode:| |
Address Moving To: | |
City: | | Postcode: | |

Have you purchased permanent accommodation in the new area? Yes No
Have you sold the accommodation in the old area? Yes No

Are you seeking to purchase permanent accommodation in the new area? Yes No

Are you renting accommodation in the new area? Yes No
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NHS
b-\,-d
Dumfries
RELOCATION EXPENSES CLAIM FORM & Galloway

Please complete this form in full and submit each time you claim:

Name: | |

Grade: | |

Work Location: | |

Email Address: | |

Contact Number: | |

Pay Number: | |

Date of Nature of Claim: Receipt/ | Amount | *Official

Expenditure Invoice Claimed | Use Only
Attached | £ £

Total Claiming:

Official Use Only — Claim Authorised:

* where the claim paid does not match the claim made, the authorising officer will arrange for the
applicant to be contacted to explain the reasons for this.
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NHS
b\’d
Dumfries

DECLARATION & Galloway

| confirm that any expenses | may claim in connection with this application will have been
incurred as a result of the removal of my home and are not recoverable in full or in part from
any other source.

| also agree, in completing this declaration and undertaking, to comply with terms set out in
the NHS Dumfries & Galloway Relocation Policy.

I confirm that | have supported this application with original invoices and receipts for all
claims made in the attached form (not photocopies) or your claim may not be reimbursed.

In making application for expenses related to my move to this area, | understand that if |
should leave the service of the NHS Dumfries & Galloway within a period of two years from
the date of taking up duty, for any reason other than those covered by my conditions of
service, | will be required to repay on demand the whole or part of the expenses | have been
paid on a directly proportionate basis related to the period of service completed.

Signature: Date:

Print Name:

This form should be returned to dg.hrenquiries@nhs.scot or for Medical and Dental claims
dg.medicaldentaladmin@nhs.scot

Approval — For office use only

Application Approved By: Date:

For Office use only:
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