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Executive summary

The Relocation Expenses Policy of East London NHS Foundation Trust outlines the framework for providing financial assistance to new employees who must relocate to take up permanent or fixed-term roles within the Trust. The policy aims to attract skilled candidates from both national and international locations to designated roles, ensuring fairness, consistency, and transparency in the reimbursement process.

Supporting new employees with relocation costs to facilitate recruitment of diverse talent; applying to staff required to move within a 30-mile radius of their work base; offering up to £10,000 for national relocation (tax-free up to £8,000 per HMRC guidelines) and additional support for international relocation, such as flights and accommodation allowances; capping fixed-term staff at £2,500 per six-month period; requiring budget authorization, competitive quotations, and receipts within six months; providing loans up to one month’s salary repayable over 12 months; and mandating pro-rata repayment if employees leave within two years. The policy, reviewed every three years with the next review due in July 2026, aligns with the Trust’s commitment to equality, diversity, and effective recruitment while adhering to HMRC regulations.

1.   Introduction

1.1 This policy must be followed when deciding whether a new employee is entitled to relocation expenses. It applies to staff at East London NHS Foundation Trust (“the Trust”). 

1.2 The Trust recognises that relocation expenses can be an integral part of the recruitment process and can be used as part of an overall employment package to ensure the appropriate people with the right skills are attracted and recruited to the Trust. 

1.1 The aim is to attract and recruit candidates to work at the Trust to ‘designated’ roles from a wide geographical area both nationally and internationally.

1.2 The relocation expenses policy and procedure provide a mechanism for new employees to the Trust to be able to recover relocation costs where they have had to relocate either nationally or internationally to commence working at the Trust within designated roles.

1.3 The Trust is committed to equality of opportunity in employment and the recruitment of a diverse workforce regardless of race, gender, age, religion, nationality, belief, sexual orientation, marital status or disability. The Trust aims to positively support the recruitment of a diverse workforce and to ensure this policy does not place any barriers to an individual’s recruitment.

1.4 This policy should be read in conjunction with the Trust Recruitment & Selection Policy.

2 Purpose

The purpose of this policy is to: provide an appropriate level of financial assistance to newly appointed employees, who will incur removal expenses as part of accepting a permanent job offer.Provide fairness and consistency in the approach to reimbursement of relocation expenses. Ensure all parties involved are clear about the eligibility criteria, the amount which may be claimed, and the processes of claiming relocation expenses.

3 Scope

[bookmark: _Int_TyNQRlfN]This policy applies to all new employees taking up employment with the Trust in roles who would reasonably be required to move their domestic residences as their old residence would not be considered within a reasonable daily travelling distance of their new normal place of work.

4 Duties and Responsibilities

4.1 Manager

· [bookmark: _Int_8L4dqod0]Must make it clear in the advert or recruitment campaign that the ‘critical’ or ‘difficult to fill’ post is eligible for relocation expenses subject to meeting eligibility criteria but the policy will apply to all candidates.
· For discussing and bringing the policy to the applicant's attention.
· Budget approval is gained by the service director and within the scope of the policy  
· For ensuring that the policy and procedure is adhered too.
	
          3.2	New Employee

· [bookmark: _Int_CthhV7Hp][bookmark: _Int_yVfCagLP]Must not assume that they will be eligible for relocation expenses, it must be agreed with the appointing manager, Finance and the Budget holder.  The recruitment team will help facilitate. Service Director sign off is required. 
· [bookmark: _Int_xhrPq0iu]Must produce original receipts/documentation as proof of the actual expenses connected with their move before they are reimbursed. For example, there would need to include proof of sale and purchase of a property. These must be presented within 6 months of the expenditure.
· Inform their manager and the Trust should their personal circumstances change as this can affect their eligibility for relocation expenses i.e., be unable to sell their original property
· Ensure any application is in line with this policy.
 
5 Eligibility

5.1 There is no automatic right to relocation expenses. Relocation expenses will only be applicable to staff relocating within this policy's scope. 
5.2 [bookmark: _Int_hcygqnXc]Relocation expenses are intended to cover a home move from elsewhere nationally or internationally to      within reasonable travel time of the new work base within the Trust. As a guide, the new home should be within a 30 mile radius of the principal work base and within a reasonable travelling distance of that work base to be agreed at         the discretion of the Trust.
5.3 The policy is applicable regardless of full or part-time status and whether or 	not they were employed within the NHS prior to appointment.
5.4 [bookmark: _Int_HdQ97gVf]This policy will apply equally to staff appointed to a fixed term contract regardless of contract duration. Relocation expenses will be capped at £2,500 per six-month period based on the maximum ceiling for staff on fixed term or secondments.
5.5 All Trainee Doctors on a rotational scheme appointed to the Trust should contact the Deanery for reimbursement.
5.6 Applicants must disclose any other source of relocation assistance, including that paid to any other member of their household. The receipt of any other relocation assistance will affect the amount granted by the Trust. The position being that there is only one set of costs associated with the sale or purchase of a property. Failure to disclose the receipt of other relocation assistance would be viewed seriously by the Trust and disciplinary procedure may be invoked.
5.7 Eligibility to receive relocation expenses tax-free is measured from the time of the job change, which creates the need to relocate, not from the date of which the employee moves.

6 Procedure

6.1 Prior to Advertising and Interview the post must be deemed as being eligible for relocation expenses and support 
6.2 The Budget Authorisation through Trac Authorisation to recruit must include reference to the post being eligible for Relocation Expenses. 
6.3 As a standard part of the interview process the appointing officer should ask candidates who live outside the 30-mile radius (defined in the eligibility criteria) if they intend to move, should they be successful. In the case of candidates confirming they will be intending to move, then their eligibility or otherwise for Relocation Expenses should be discussed.
Once the successful applicant has been chosen, the letter offering the post should inform the person of their eligibility or otherwise for Relocation Expenses and where they are eligible, enclose a copy of this policy.
6.4 Relocation assistance will not be available unless the old accommodation before taking up the new post was greater than a radius of 30 miles from their new work base.

6.5 At the time of an offer of employment being made to an eligible individual the appointing officer should provide copy of this policy and explain:

The employee must:
· Move within the geographical area specified by the policy.
· Certify that relocation expenses are not being claimed from another source.
· Request and accept relocation expenses from the appropriate budget holder before accepting the post formally.
· Supply quotations, invoices and receipts for all items claimed (where applicable). For the main Removers’ expenses, 3 competitive quotations should be obtained and evidenced and unless exceptional circumstances can be demonstrated and agreed with the Trust budget-holder, the lowest quotation should be accepted.
· That if the proposed purchase is considered a “betterment” then the employee will be reimbursed using the notional value of a property comparable to that from which they moved.
· Before the applicant enters any financial commitment regarding the proposed move, they must discuss the reasonableness of the move with the   appointing officer and be advised at this stage to obtain legitimate quotes etc.
· On receipt of an application for relocation expenses, the recruiting manager must ensure that the forms have been completed correctly and the necessary receipts/bills etc., substantiating the claim are attached as required.
· Appointing Managers are responsible for recommending whether an application for removal expenses is in accordance with this policy's terms and conditions.
· The Directorate Budget Holder is responsible for authorising that any claim is within the conditions of this policy. Expense claims, when complete with receipts, will be passed to the Trust’s nominated pay consortium (payroll) for reimbursement via E Expenses and a copy retained in the employee file. Original invoices and evidence of payment are required to support all claims for reimbursement of expenses.
· The overall principles of the policy will supersede 6.1 to 6.5.

7 Reimbursement limit – (National and International)

7.1 National relocation within the UK

There is a maximum limit of £10,000 for each application. This limit is for all removal and associated expenses (if applicable). If expenses exceed the maximum authorised the employee will be responsible for the additional costs.

[bookmark: _Int_Kt19fIrF]Relocation expenses will be capped at £2,500 per six-month period based on the maximum ceiling for staff on fixed term or secondments.
At the Trust’s discretion a flat rate or lump sum allowance may be agreed in accordance with removal and associated expenses only.

In the context of this policy the Inland Revenue allows the reimbursement of certain eligible relocation expenses to be tax-free up to a maximum limit of
£8,000.  

Payments above this amount:
• are liable to incur taxation and require reporting to HMRC;
And
• must be justified and approved by ELFT’s remuneration committee.

Eligible (for tax purposes) expenses can be grouped into five categories:

· Disposal of old residence
· Acquisition of new residence
· Transport of belongings
· Travel and subsistence
· Domestic goods for new residence - white good defined i.e., fridges, cookers washing machines (previously known as white goods)

Other examples of HMRC guidance can be found at: www.hmrc.gov.uk/employers/ebik/ebik3/relocation-05.htm https://www.gov.uk/guidance/relocation-expenses-480-appendix-7

Authorised expenses

There are a number of different relocation expenses that may be claimed for, subject to them being within the ceiling limit of £10,000. These are:
· Removal Company Charges please click link for further details:
· http://www.bar.co.uk/
· Legal Fees including mortgage protection loan procurement charges, survey fees, agent’s fees/advertising costs, mortgage loan redemption penalties, bridging loan expenses
· Travel expenses for employee and immediate family members for reasonable house searching and travel on the day
· Where appropriate, associated hotel expenses
· Removal and storage of furniture and personal belongings
Unauthorised expenses

The Trust will not meet any expenses relating to the purchase of or move to a second home. Employees moving from rented accommodation will not be eligible to apply for purchasing costs of a new property in their chosen area.

Reimbursement will not be made for expenses, which do not qualify for tax and NIC liability exemption, in accordance with Inland Revenue rules, including:

Mortgage or housing subsidies if the employee moves to an area of higher housing cost
· Interest payments for the mortgage on the employee’s existing home
· Re-direction of mail
· Council tax bills
· Purchase of new school uniforms for employee’s children
· Compensation for losses such as:
· Having to give up a part used season ticket
· Cost of joining a new sports or social club

Other examples of HMRC guidance can be found at: www.hmrc.gov.uk/employers/ebik/ebik3/relocation-05.htm  https://www.gov.uk/guidance/relocation-expenses-480-appendix-7

7.2 	International relocation

It is recognised the additional financial costs relocating to England from overseas.  As such, for employees relocating to a role designated as ‘critical’ or hard to fill’ from abroad the following will be payable subject to satisfactory receipts and application within six months:

·  Cost of flight to the UK (Standard Class)
· Transfer from UK airport to accommodation
· Accommodation- Option 1 Network homes or another accommodation sourced by ELFT is applied as default when requested; If accommodation secured by Trust is unsuitable then Option 2 of providing two months accommodation allowance of £800per month upfront when starting role; both options will be subject to tax.
· Pastoral Package Tesco Voucher £60 on arrival
· Cost of UKVI IELTS refunded
· Cost of TB certificate refunded
· Payment of NMC CBT and initial application fee and one attempt at OSCE test (Nursing)
 
8 Financial Support – Loans
[bookmark: _Int_3gNVmj2f][bookmark: _Int_UujHFucT]8.1	New employees relocating from elsewhere in the UK or from overseas may apply for a loan agreement from the Trust on initial commencement to support settlement in a new area to be repaid in monthly salary instalments for up to 12 months as agreed.  The loan is limited to a one month salary advance.  In addition, for nurses that are required to retake the OSCE test a loan can be provided for this if required. Please contact the Recruitment Manager if your new starter would like to avail of this.



9	Time limit

Reimbursement of removal and associated expenses must be claimed within six months of taking up the appointment. This period may be extended at the discretion of the Service Director of the employing locality. However, the maximum period will be in accordance with HMRC rules for the exemption of tax and Class 1A NIC liability i.e. before the end of the tax year following that in which the employee takes up the new appointment.

10	Staff leaving

[bookmark: _Int_KKQHIZh1][bookmark: _Int_c0LAqPNr]Employees who leave the Trust through resignation within 2 years of taking up an appointment, or whose contract is terminated by the East London NHS Foundation. Trust may retain a sum pro-rata to each completed month of service, i.e. 1/24th of the agreed expenses reimbursed must be repaid. Please note this will be clearly stipulated in the offer of appointment letter. This amount may be deducted from an employee’s final salary or a reasonable amount will be agreed between the Trust and the leaving member of staff. In exceptional circumstances, consideration will be given to personal concerns that are raised by an individual should they find difficulties repaying any monies given for removal expenses e.g., due to ill health or any other factor proven to be reasonable.

11	Grievance

Any grievances relating to the application of this policy shall be processed through the East London NHS Foundation Trust Grievance Procedure.

12 	Fraudulent Expense Claims

Any attempt to submit a false expense claim will be treated as a serious offence and will be dealt with in accordance with the Trust’s Disciplinary Policy and the Counter Fraud and Bribery Policy.  Cases will be referred to the Local Counter Fraud Specialist.

13 	Policy Review
	13.1     This policy will be reviewed every three years.
image1.jpeg
[INHS |

East London
NHS Foundation Trust




