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Introduction

The policy defines who is entitled to claim relocation expenses from Queen Victoria
Hospital NHS Foundation Trust (QVH), what the process is for making a claim and
the conditions that apply to any payment or entitlements.

The aim of having such a policy is to attract the best possible talent to QVH by
ensuring that the Trust shares some of the cost of relocating with the desired
candidate and support those who have contractual terms specifying their place of
residence.

These arrangements are made in line with eligible expense payments allowed by
HMRC and in pursuit of Key Strategic Objective 5: to maintain a well led organisation
delivering safe, effective and compassionate care through an engaged and motivated
workforce.

Any decision regarding the payment of such expenses and the level at which they
are paid is entirely a matter of discretion by the Trust, and nothing in this policy
should be taken to confer or imply any entitlement to the payment of such expenses.

Definitions

AfC — Agenda for Change

Appointing Manager — a member of QVH management team with organisational
authority in Budgetary Control and Establishment Control for the relevant job role
Approve — to support an initial application for it to be considered for final authorisation
Authorise — to commit to a contractual offering

Easy Expenses — electronic system for claiming and approving of expense claims
Eligibility — the basis under which an individual is able to apply

ESR — Electronic Staff Record

HEE — Higher Education England

HMRC - His Majesty’s Revenue & Customs

2.10.KSO - Key Strategic Objectives

2.11.Line Manager — manager with responsibility for applicant in day to day role
2.12. Main residence — as per Capital Gains Tax rules (see HMRC website)
2.13. QVH - Queen Victoria Hospital NHS Foundation Trust

3.

3.1.

Scope

This policy applies to potential new employees and existing employees who relocate
for the purpose of their role at the Trust who meet the below relevant eligibility
criteria:

3.1.1. Arrangements and initial applications are made at the time of a conditional,
substantive offer of employment or at a time when an employee is relocating
closer to the trust for the purposes of work

3.1.2. The main residence of the prospective employee is currently more than 30
miles (or 1 hour travelling time) from the base hospital premises

3.1.3. Expenses submitted are for relocating to a new main residence within a 15
mile radius (or 30 minutes travelling time) of the base hospital
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3.1.4. The conditional offer is for any role within the trust. Trust appointed junior
doctors may receive limited expenses to cover the removal of furniture and
personal effects to a maximum of £500 (pro-rata/annum).

3.1.5. Note that trainee doctors in a post appointed to by Health Education England
(HEE) are entitled to claim relocation expenses. Please contact QVH Medical
Education Manager for more information.

3.2. Any scope and level of financial assistance for each case will be determined by the
general manager, clinical director or head of nursing. The granting of assistance with
relocation expenses is entirely at the discretion of the Trust and no entitlement to
such assistance should be inferred from this policy.

4. Duties
Appointing Manager

4.1. To be aware of the contents of this policy and to support new or existing employees
in the process of application.
4.2. To ensure prompt approval for the final payment on the Easy Expenses system

Prospective and/or existing Employee

4.3. To make an initial application and any subsequent expenses in line with this policy

4.4. To understand and enter a relocation agreement whereby a proportion of expenses
is repayable if they voluntarily leave employment within 2 years

4.5. To disclose any other source of relocation assistance, including that paid to any other
member of their household. Failure to disclose the receipt of other relocation
assistance would be viewed seriously by the Trust and may lead to disciplinary action

4.6. To produce original receipts/documentation as proof of the actual expenses
connected with their move, including proof of sale and purchase of a property.

4.7. Toraise the agreed sum expense claim on the Easy Expenses system

4.8. Inform their manager and the Trust should circumstances change, for example no
longer selling their original property, as this can affect their eligibility for relocation
expenses and may result in a variation to the agreement

Executive Directors

4.9. To ensure managers within their remit are aware of their responsibilities under this
Policy

Head of Employee Services

4.10.To review all applications in the first instance to ensure they fall within the guidelines
of this policy

4.11.To support managers and prospective employees with completing appropriate
documentation

4.12.To issue confirmation of expenses and draft a relocation agreement

5|Page



NHS

Queen Victoria Hospital
NHS Foundation Trust

Clinical Director, General Manager and Head of Nursing

4.13.To evaluate the business benefits of any initial application and authorise only those

that contribute to the Trust’'s Key Strategic Objectives

4.14.To ensure a consistent and equitable approach and interpretation of this policy and

eligibility is taken, paying particular attention to equality impact areas

4.15.To approve final Easy Expense claim in a timely manner

5.

5.1.

5.2.

5.3.

5.4.

5.5.

5.6.

5.7.

6.1.

Financial arrangements

A maximum expenditure limit of £5,000 may be granted to cover eligible claims
detailed in Section 5 of this Policy. The Head of Employee Services will consider the
initial application from the prospective employee and decide the ceiling in each case.
The nature of the relocation and receipt of any other relocation assistance by the
prospective employee (and/or by another member of the household) will affect the
amount granted by the Trust

Authorisation should be agreed prior to finalising the offer to the successful applicant
and the amount confirmed in the associated letter found on Qnet, which should be
sent to the applicant by the Head of Employee Services.

Relocation expenses will be funded from the budget where the new or existing
employee will be or does work.

Reimbursement for new starters will not be made until the employee starts in post,
and cannot be payable in advance.

Any expenses incurred before written confirmation has been received are incurred at
the employee’s risk and may not be reimbursed.

All expenditure must be supported by original receipts (with the exception of excess
travel expenses).

Any employee receiving removal expenses will be required to sign an agreement to
repay the amount of relocation expenses claimed, in full or in part, should they
voluntarily leave the employment of QVH within a two-year period as set out in the
table below.

Period within which the employee | Percentage repayable by the
voluntarily leaves QVH employee
up to 12 months employment 100%
between 12 — 24 months 50%

Eligible claims

Cost of sale of your existing home (or of a proposed disposal which falls through), up
to £2,500, such as: -
Legal expenses connected with the disposal of the employee’s interest in the
former residence
Any penalty for redeeming any mortgage
Estate agent’s or auctioneer’s fees
Costs of advertising
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Any continuing commitments whilst the house remains empty and on the market, at
a reasonable price, following relocation to the new area (for example, council tax,
water rates etc. but excluding mortgage payments) to a maximum of 12 months.

6.2. Costs of acquiring a new home (or of a proposed acquisition which falls through for

reasons outside of your control, or where you have good reason to pull out), up to
£4,000, including:

Legal fees and services

Loan arrangement costs and mortgage indemnity premiums
Structural surveys and valuations

Stamp Duty and Land Registry fees

Connection fees for gas, electricity, water and telephone supplies.

6.3. Costs of moving household furniture and effects including for rental properties, up to

£1,000 such as: -

Packing and unpacking

Temporary storage, if you do not move directly from the old residence to the new
(up to a maximum of 3 months)

Insurance specially taken out to cover goods in transit or in temporary storage
Removing and refitting domestic goods

Moving ordinary domestics pets

6.4. Travel and other costs including for rental properties, up to £2,000 for:

Family visits to the new location

Family travel when the actual house move takes place

Excess travel and accommodation, if you have to commute (daily, weekly, etc.)
temporarily to your new place of work (if you move to your new home after you
move your job) or to your old place of work (if you move to your new home before
you change jobs)

Temporary accommodation provided for you at the new location if you leave your
old home before you can occupy your new home to a maximum of three months.
Travel between the old home and the temporary accommodation

Reasonable costs of replacing domestic goods such as carpets, curtains and
cookers because the goods used in your old home are unsuitable for installation in
your new home, less any amount your received for the replaced goods up to 10% of
the total allocation.

6.5. Claims must be made before the end of the UK tax year after the one in which the

7.1.

move took place

Appeals

If an employee feels that they have been treated unfairly in relation to relocation

expenses provisions they may pursue this matter as a grievance in accordance with
the Trust’'s Grievance Policy. This starts with informal discussion with the Appointing

Manager in this instance, escalating to formal procedures if required.
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8.1. This policy will be held on Qnet, the Trust Intranet, under Trust Policies and
Procedures/ Human Resources.

8.2. Appointing Managers will be made aware of this policy through the Trust’s

Recruitment & Selection training that will be provided to ensure compliance.
8.3. (Prospective) employees will be made aware of their eligibility to be considered under
this policy as part of job advertising and attraction methods.

8.4.

their managers is available from the Head of Employee Services
sarah.oliphant@nhs.net and Financial Services for Easy Expenses.

9. Equality

Further information and support for both prospective and existing employees and

9.1.This policy and protocol has been equality due regard assessed in accordance with
the Trust’s Equality Due Regard Assessment Guidance. Completed assessments
are available upon request from qvh.edra@nhs.net.

10. Freedom of Information

10.1. Any information that belongs to the Trust may be subject to disclosure under the
Freedom of Information Act 2000. This act allows anyone, anywhere to ask for
information held by the Trust to be disclosed (subject to limited exemptions). Further
information is available in the Freedom of Information Act Trust Procedure which can
be viewed on the Trust Intranet.

11. Review

11.1. This policy will be reviewed in 3 years’ time. Earlier review may be required in
response to exceptional circumstances, organisational change or relevant changes in
legislation or guidance.

12. Discipline

12.1.Breaches of this policy will be investigated and may result in the matter being treated
as a disciplinary offence under the Trust’s Disciplinary Policy.

13. Monitoring Compliance with this Policy

A;t'.v'ty Methodology to be used for | Responsibility Frequ_enc_y of Pro_cess for
eing o o monitoring review and
. monitoring for monitoring : .

monitored and reporting | improvement
Equality Review of applications Head of Every 6 Widely
through received to look at role, Employee months publicise
application banding and monitoring Services policy to
process information to ensure ensure all staff

equality and fairness in
application approvals

are aware of

8|Page




NHS

Queen Victoria Hospital
NHS Foundation Trust

being open to
all

14. References
14.1. HMRC Guidance: https://www.gov.uk/expenses-and-benefits-relocation

14.2.Health Education England guidance: http://www.lpmde.ac.uk/training-
programme/training-matters/relocation-and-excess-travel-claims/relocation

14.3. Easy Expenses System on Qnet -
https://gnet.xgvh.nhs.uk/Teams/CorporateHR/Finance/e-expenses

15. Links to documents
15.1 Process flow chart
15.2 Application Form
15.3 Claim approval letter

Appendix

Appendix A -Relocation application process
Appendix B -Relocation application form
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Appendix A - Process for applying for Relocation expenses

Mew starter or existing employee
completes Relocation Expenses
request form

On completion of form applicant
sends to Head of Employee Services

Head of Employee Services checks
form against policy to confirm if in
line with rules for claim

3 {

Form returned to applicant as
rejected with reasons for rejection,
copied to General Manager / Clinical
Director / Head of Nursing

Approved form sent to General
Manager / Clinical Director / Head
of Nursing and Budget holder for

financial approval

Once budget approval received For help with Easy Expenses please

Expenses

Process now moves to Easy
Expenses via Finance with
GM/CD/HoN or line manager to
approve online
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Appendix B - Removal and Relocation expenses claim form

Mame of person applying Click or tap here to enter text
| am an existing employee at GvH L) I am gnlng thn:ugh re:rultrnent atovH L
Job tithe of existing or new role Click ap here to enter texdt

ap here to enter t
ap here to enter text

Banding/Grade of existing or new role Click
Line Manager or Appointing Manager name | Click

Please complete the following section in full, you will hemqulred to provide evidence of existing and new
address and a route planner exertse will be carmed to determine that your application meets the reguired
parameters,

I am an existing home-owner and will be selling this residence fas o [
1 will be purchasing a new home and will be listed as the home-owner Yes MNo [
I request assistancs in moving furniture and personal effects Yes Mo [
I request assistance to relocated dependents (family, partner or other next of kinjto | ves MNo [
the new residence as | will not be a sole-oocupier

I request assistance with temporary accommodation while | find a suitable property Yes Mo [

B
Current property post code | enter test. | Proposed,/new property post code | enter text.

Flease tick to confirm you hawve read and understood all the following statements

I confirm my Eintention to apply for assistance with relocation expenses actually and neceszanly incurred
by miz in connection with my role (existing or new).

I comfirm that | will be sesking a new main residence within a 15 mile radios (or 30 minutes travelling
time] of Cusen Victonia Hospital, RH1S 302

I understand that if | leave the employment of the Trust within teo years of receipt of this clzim 1 am
lizbde to repay a proporiion of expenses in line with the Relocation Polioy.

| give ry express authority for any such deduction to be made from my salary othenwize dee to me if1
leave within two vears of receipt of this daim

| confirm that I or other housshold memiers are not and will ot be in receipt of payments from any
other source in connection with rermoval or relocation expensss

1 understand that any attempt to fravdulently claim removsal or relocation expensss may lead to an
investigation by the local Counter Frawd Specislists.

l understand that my employer will not deduct tax and Mational insurance from payments that qualify up
to the maximum st by the HMBC in accordance with current tae rules.

| scoept any tax lizbilites arising as my personal responsibility

I understznd at the time of moving | will be required to provide all recsipts as detailed in the final claim
fiorm below

OO0 OO0 COO0OOC

I understand that if this cdaim is approved it = my responsibility to enter the information onto the Easy
Expenses system

signaturz of person applying for 2xpense Clzim

Cate form completed Click or tap to enter a date

Flzaze save this to your local files and then send this form to sarsh.cliphant@nhs.net, Head
of Employees Services for retification and approval
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For completion by Head of Employee Services

Current property is =30 males away from Trust in lime with policg fas Mo
Mew property is within <15 miles away in line from Trust with policy Yes Mo [
Route planmer checks carried out and embedded for existing and new Yes Mo
Exizting route planner check Wew route planner checdk

Approwed Yes Mo [
{forward dorm o @8 CD f el for budgetary appeceal and copy i line manager)

amount spproved to daim £

If not approved please give reasons
[and return to applicant and line manzsger)

Cate of application review Click or tap to enter a date

Signature of Head of Employes Services

clinical Director, General Manager or Head of Mursing Budgetary approval

Approwved [return fonm to applicant and line manager] | fas = Mo [

if not approved pleass give reasons
{and return to applicant and line manzger)

Date of budgstary approval review Click or tap to enter a date

signature of person with budzetary approval

Mame of person with budgstary approwval

Job tithe of person with budgetary approval

Fleasze save to your local file and end back to daimant and their line manager

Please ensure all receipts you are cdaiming for are attached to this form at the time of submission
solicitors fess L Estate agents fees L
Land Registry L Stamp duty L
Sundey L Mortgage application fze L
rRemoval expenses L storage fee L
Rental property L Wisits to area L
Other |please list]

Please total claim being made [ £

Flease save to your local files and s=2nd form on to your Clinical Director f General Manager /
Head of Mursing for final claim spproval
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For Clinical Director  General Manager  Head of Mursing to confirm approval and claim amount is no mora
than approved amount above,

Cate of budgstany and claim amount review

—
CIICK

rtap to enter a date

signature of person with budeetany approval

Mame of person with budgstary approval

kob tithe of person with budsetany approval

| confirm that the daimant can now raise this daim on Easy Expenss and | ves Mz [J
undzrstand it is my responsibility to approve the claim on line in accordance

with finanos

Approwed Yes ] Mo [
{return form to applicant and line manager)

If not approved pleass give reasons
{and return to applicant 2nd line manzger)

nu

¥
[Fa)
m

=]

LA

[P ]
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