MID CHESHIRE HOSPITALS TRUST

REMOVAL AND ASSOCIATED EXPENSES POLICY

INTRODUCTION

The purpose of this policy is to outline the facilities that the Trust will provide to a new member of staff who moves home on their first appointment with the Trust.  It replaces Section 26 of the Trust’s General Handbook.

AUTHORISATION OF REMOVAL EXPENSES

The authority to make any grant of removal expenses rests with the Director of Operations and Director of Finance.  No post or applicant may be assumed eligible for removal expenses without prior authorisation.  Managers involved in recruitment to posts where a request for removal expenses seems likely should seek authorisation in principle before interviews take place.

In assessing applications for removal expenses, the Directors will consider all the circumstances of the case including the seniority of the post, the availability of other suitable candidates, the applicants current housing situation, the applicants current employment and the nature of the labour market.  In considering whether a supported house move is justified the Directors will consider the distance from the workplace of the current house, travel facilities/travel time and any on call or emergency duties required in the post.

REIMBURSEMENT CLASSIFICATIONS

Subject to the authorisation above, applicants will be assigned one of five classification bands (see appendix 1).  These bands determine the maximum reimbursement that may be claimed.  All claims must be supported by appropriate receipts.

ALLOWABLE EXPENSES

Within the overall limits and subject to the provision of receipts, the following costs may be reimbursed:

-
Selling Costs: eg legal and estate agent fees, advertising.

-
Acquisition Costs: eg legal fees, survey fees, stamp duty.

-
Travel and Subsistence: eg journeys undertaken to find a new home, to supervise a move or the provision of temporary accommodation.  The cost of temporary accommodation will not be reimbursed where Trust accommodation has been offered and declined.  Costs for family members may be included.

-
Removal Costs.

-
Provision of replacement goods such as carpets and curtains which are not suitable for removal to the new home (subject to a maximum of 25% of the total limit for removal expenses for the appropriate classification band).

No other costs or expenses may be reimbursed.

BRIDGING LOANS

Bridging loans will not normally be offered. In exceptional circumstances a bridging loan may be approved by the Director of Operations and the Director of Finance acting together.  The conditions applying to a bridging loan will be such as are deemed appropriate by the Director of Operations and the Director of Finance.  The duration of bridging loans will not exceed the limits indicated in appendix 2.

ADVANCE OF SALARY

The Director of Operations or the Director of Finance may agree to an advance, recoverable from salary, to assist with the initial vouched costs of house purchase and related expenses.  Alternatively, the Trust may offer direct payment to suppliers for authorised expenditure. 

OTHER CONDITIONS

The Trust may, at its discretion, introduce preferred provider agreements.  Under such agreements, the Trust will nominate companies to provide services related to home relocation.  Employees will be free to select these or other companies, but the level of reimbursement will be limited to that which would have been charged by a preferred supplier or the actual cost which ever is the lower.  If a more expensive provider is selected the overall ceiling for reimbursement may be reduced by the estimated difference in the cost.  Currently the Trust operates a preferred provider scheme for bridging loans (Royal Bank of Scotland). 

The applicant must certify that all expenses have been personally incurred and are not recoverable from any other source.

The Trust will require an undertaking that all expenses paid will be refunded by the applicant if they leave within 2 years of appointment.  Enforcement of this undertaking may be waived where it is deemed by the Director of Operations and the Director of Finance to be just and equitable to do so.

With the exception of bridging loans, expenses paid in accordance with this policy currently attract no tax liability.

Staff receiving removal expenses will qualify for up to 5 days special leave with pay to facilitate all aspects of their move.

All salary bands and financial support ceilings will be increased each year by the same percentage as the general pay uplift for career grade medical staff.  Figures will be rounded to the nearest £25.

The application of this policy is subject to the Trust's grievance procedure.

This document will be reviewed by the Joint Local Negotiating Committee, on behalf of the Joint Negotiation and Consultation Committee, by 31.3.2006.












APPENDIX 2

BRIDGING LOANS

Bridging loans will only be authorised in exceptional circumstances.  Where a loan is approved the reimbursement of interest will be subject to a reducing sliding scale as follows:



REIMBURSEMENT %


PERIOD




100




Up to 12 months




 75




Up to a further 3 months




 50




Up to a further 2 months




 25




Up to a further 1 month

Employees are required to pass any taxation, rental or other benefits, arising from a bridging loan to the Trust.










APPENDIX 1

REMOVAL EXPENSES - REIMBURSEMENT CLASSIFICATIONS

AMENDED 2001/2002
BAND 1 - STAFF WITH ANNUAL SALARY BELOW £11,125



Zero reimbursement.

BAND 2 - STAFF WITH ANNUAL SALARY BETWEEN £11,125 AND £16,700



£3,375 reimbursement ceiling.

BAND 3 - STAFF WITH ANNUAL SALARY ABOVE £16,700 AND BELOW £22,250



£5,025 reimbursement ceiling.

BAND 4 - STAFF WITH ANNUAL SALARY ABOVE £22,250 AND BELOW £44,425 



£6,700 reimbursement ceiling.

BAND 5 - STAFF WITH ANNUAL SALARY ABOVE £44,425 



£7,800 reimbursement ceiling.

After assessing all the circumstances, the Trust may, at its discretion, allocate a lower classification to an applicant as an alternative to a refusal to authorise any reimbursement.

In exceptional circumstances, the Director of Operations and the Director of Finance may, at their discretion, agree a higher expenditure ceiling in any case where they consider it appropriate to do so.  This would not be expected to result in a maximum expenditure ceiling above £8,925.




MID CHESHIRE HOSPITALS NHS TRUST


APPLICATION FOR ASSISTANCE WITH REMOVAL EXPENSES

SURNAME.............................................................................................................

FORENAMES.........................................................................................................

Before completing this form, please read the Trust’s removal expenses policy.  

PREVIOUS APPOINTMENT

a)
Employer.......................................................................................................

b)
Grade............................................................................................................

c)
Annual Salary (including allowances)............................................................

d)
Date appointment terminated.........................................................................

POST TO WHICH NOW APPOINTED

a)
Directorate / Department................................................................................

b)
Grade / Job Title............................................................................................

c)
Annual Salary (including allowances)...........................................................

d)
Commencement of duty.................................................................................

e)
Duration of contract.......................................................................................

Are you receiving any financial help towards removal expenses from any other source (eg partner’s employer)?








YES / NO

If yes, please provide full details.

Please give a brief indication of your intentions in connection with your move - whether you intend to travel daily during the search for accommodation or whether subsistence is to be claimed, whether or not you own your present house and whether you are searching for a house to buy or furnished accommodation.


 
      TO MID CHESHIRE HOSPITALS NHS TRUST

In consideration of your paying my removal and associated expenses, I hereby undertake to remain in the employment of the Mid Cheshire Hospitals NHS Trust for a period of not less than two years.

I acknowledge that in the event of any failure to comply with this condition, except only in exceptional circumstances outside my control, I may be required to refund part or all of such expenses as determined by the Mid Cheshire Hospitals NHS Trust.

Signed.................................................................................................................

Certified by Directorate.......................................................................................

Date....................................................................................................................

Certified by Personnel Officer.............................................................................
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