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What is a people policy   
A people policy provides advice and guidance on what is expected from you, and how you can expect to be treated. It 

also sets out the support that is available to you and how you can access it.  

What this policy covers 
This policy will: define guidelines for offering relocation expenses, the eligibility criteria, and the maximum value for 

relocation expenses based on employee bands. 

It covers specific considerations for doctors in training, overseas recruitment, and the types of expenses payable 

under the relocation policy. 

Why we have this policy  
To ensure that the Trust has the necessary mechanisms in place to recruit the most suitable candidates for posts that 

require advertising and recruiting beyond the local health community1. This policy applies to individuals who have 

been recruited into the Trust for the first time, excluding Doctors in Training. 

The policy aims to provide clear guidelines and support for employees who need to relocate for their roles, ensuring 

a smooth transition and minimizing any potential disruptions. It also helps the Trust attract and retain talent by 

offering financial support for relocation expenses, making it easier for candidates to accept job offers that require 

them to move 

How this policy reflects our culture and PRIDE values  
Form of words linked to behavioural framework 

 

  



 

Responsibilities  

Employees 

Employees are responsible for: 

✓ Getting agreement and authorisation for the expenses from the Line 

Manager at appointment stage. 

✓ Ensuring that the Application for Relocation Expenses is completed 

and submitted to the Line Manager and the Recruitment Team 

within the relevant timescales. 

✓ Beginning the removal process within six months of their start date 

with the Trust. 

✓ Submitting receipted payments or quotes on the Relocation 

Expenses Claim form to their Line Manager in advance of the Trust’s 

payroll deadlines. 

Line managers 

Line managers are responsible for: 

✓ Liaising with the Recruitment Team during recruitment planning to identify whether the policy can be used 

for the post. 

✓ Agreeing a budget for the potential expenses from a recruitment plan with the Financial Management team 

prior to recruiting to the post. 

✓ Ensuring that the employee completes the Application for Relocation Expenses Form within the relevant 

timescales, and this is sent to the Recruitment Team for recording. Approval must be received before signing 

any claim forms. 

✓ Checking each eligible payment/invoice being claimed and authorise receipted payments submitted by the 

employee and forward to the Payroll Department according to monthly salary deadlines. 

✓ Highlighting the application process to candidates at interview for relevant posts. 

  



 

How this policy works in practice  

Eligibility 

Agreement to offer relocation, should the post be eligible, should be considered when creating the vacancy on Trac.  

A reference to Relocation Expenses should appear in the recruitment advert.  

Relocation expenses should only apply to posts that are banded at Band 5 and above. However, in exceptional 

circumstances, where it has been identified that there is shortage of applicants and that relocation would expand the 

number of applicants, relocation of up to £4,000 will be available to Band 3 and Band 4 candidates.  This should be 

discussed prior to advertising the post with the Recruitment Team Manager or the Recruitment Services & HR Project 

Lead and be in the advert, Band 3 or 4 relocation will not be retrospectively applied.   

To be considered for financial support the applicant must currently live further than 40 miles from the place of 

employment. The maximum value for Relocation Expenses will be as follows: 

✓ For Bands 5 & 6 – up to £4,000 

✓ For all other eligible employees – up to £8000 

International Recruitment 

Overseas relocation for direct applicants (those recruited outside of any nationally funded projects) will be from 

point of entry, apart from Visa cost and a contribution towards flight as described below.  Direct recruits will be 

required to complete the Application Form for Relocation Expenses and the Form of Undertaking and follow the 

normal relocation process. 

As part of the relocation payment, direct international recruits 

are entitled to claim their visa cost up to £250 and flight costs 

up to £550 out of the £4,000 relocation payment.  The 

remaining relocation payment can be used to support the 

obtaining of accommodation.  CPFT will provide 

accommodation to directly recruited internationally educated 

professionals subject to availability.  Direct recruits will also 

receive support from the international recruitment team, 

including pastoral and accommodation support.  Relocation for 

International Recruits via the nationally funded programme, 

should refer to the International Recruitment Team via 

accommodation@cpft.nhs.uk.   

Doctors in Training 

Doctors in training should refer to the ‘Policy for the Reimbursement of Removal or Rotational Travel Expenses for 

Junior Doctors’ which is available by accessing Health Education East of England (HEEoE) website.  To be eligible to 

claim trainees must be employed by an NHS Trust in a post approved by the Postgraduate Dean within the area 

covered by HEEoE and hold a Training Number.  HEEoE reserve the right to decline eligibility applications from 

trainees who have not successfully registered with the Postgraduate Dean for their training programme and obtained 

their National Training Number (NTN).  

Expenses Payable 

Cost of disposing of your existing home 
whether you own or rent it (or of a proposed disposal which falls through), such as: 

✓ Legal Fees and Services 

✓ Estate Agents and Auctioneers fees and services 

✓ Advertising 

mailto:accommodation@cpft.nhs.uk


 
✓ Disconnecting Gas, Electricity, water and telephone supplies 

✓ Loan Redemption costs, where the loan was raised to buy your existing home. 

✓ Rent, Insurance, Maintenance and Security once the property is left empty and before you sell it. 

✓ NB: The above does not apply to overseas candidates. 

Cost of acquiring a new home  
(or of a proposed acquisition which falls through for reasons outside your control, or where you have good reason to 

pull out), such as: 

✓ Legal Fees and Services 

✓ Structural Surveys and valuations 

✓ Stamp duty and land registry fees 

✓ Connection fees for Gas, Electricity, water and telephone supplies 

Costs of Moving household furniture and effects  
(including ordinary gardening equipment), such as;  

✓ Packing and unpacking 

✓ Temporary storage, if you do not move directly from the old residence to the new residence (maximum of 6 

months). 

✓ Insurance specifically taken out to cover goods in transit or in temporary storage 

✓ Removing or refitting domestic goods 

✓ Moving ordinary domestic pets 

✓ Travel and Subsistence costs for;  

▪ Family visit to the new location- (maximum 3 visits) within UK 

▪ Family travel when the actual house move takes place 

▪ Your travel and accommodation if you have to commute from your old home to your new place of work 

with the Trust (maximum of 6 months) 

▪ Temporary accommodation if you do not move directly from the old home to the new home (maximum 

of 6 months) (not applicable for overseas candidates) 

▪ Travel between the old home and the temporary accommodation (maximum 6 months) 

▪ Travel between the temporary accommodation and the new home when the house move takes place. 

(not applicable to overseas candidates) 

Cost of replacing domestic goods such as carpets, curtains and cookers because the goods used in your old home are 

unsuitable for installation in the new home, less any amount you received in payment for the goods being replaced. 

Expenses and Benefits that are not eligible to be claimed from the Trust: 

✓ Mortgage or housing subsidies if moving to a higher cost area. 

✓ Interest payments for the mortgage on your existing home. 

✓ Redirection of Mail 

✓ Council Tax Bills 

✓ Replacing goods or fittings in your previous home if renting it out. 

✓ Purchase of New School Uniforms 

✓ Compensation for losses such as; 

▪ Giving up a part-used season ticket 

▪ A penalty for giving insufficient notice of a child’s withdrawal from school. 

▪ Cost of joining a new sports or social club/difference in fees for moving to a new sports or social club 

▪ Lease car surrender. 

▪ Compensation for any loss on the sale of your home. 

 



 

Tax Implications 

Current Inland Revenue regulations state that eligible expenses in accordance with this policy may be paid free of tax 

providing: 

✓ The total amount does not exceed £4,000 or £8,000 depending on approved expense limit. 

✓ The employee’s home in the old area is not a reasonable travelling distance from the new base.   

✓ The employee relocates within a reasonable travelling distance from the new base.   

✓ In the case of assistance with temporary accommodation, the employee must show evidence that they are 

attempting to move to the area.   

✓ Relocation expenses must be claimed before the end of the tax year after the one in which the employee’s 

circumstances changed.  

For full details, please refer to www.hmrc.gov.uk and search expenses and benefits – relocation. 

It is the employee’s responsibility to check the tax position and ensure any liability is accounted for as some items of 

expenditure may be subject to taxation in accordance with current Inland Revenue regulations. 

Appendix 1 provides details on which of the items listed above are taxable.  When claims are made, the Line 

Manager, using the table in appendix 1, needs to separate out the claims and ensure the taxable and non-taxable 

elements are put in the appropriate box on the P20. 

Repayment of Relocation 

Employees must work for the Trust for minimum of two years after date of commencement.  If an employee leaves 

within two years of commencing employment with the Trust, they will be required to payback any costs paid to them 

by the Trust as detailed in the table below: 

From start date Percentage Payback 

Within 6 months  100% 

6 months – 9 months 90% 

10 months – 12 months 80% 

13 months – 18 months 65% 

18 months – 23 months 50% 

24 months Nil 

 

Application Timescales 

Individuals must submit their application within one month of commencing employment (application forms in 

appendix 2 should be sent with the offer of employment) and the home moving process should begin within six months 

of the start date (i.e. Current Home must be For Sale and reasonable effort must have been made to identify 

appropriate properties within the area).  For Direct International Applicants the application should be submitted within 

one month of arrival and the moving process will commence within 6 months from date of application submission. 

http://www.hmrc.gov.uk/


 

Appendix 1: Tax and NiC Table  
This document highlights the relevant tax and NIC treatment relative to claims which can be made under the CPFT relocation policies currently in place. You 

should consult the policy document independently for a thorough explanation of your entitlement to any reimbursements in respect of relocation. 

What can be claimed Can you 

claim? 

Tax implications  NIC implications 

Travel in lieu of relocation -excess travel 

can be claimed. Excess travel and travel 

home at weekends under disturbance 

allowance. 

 

✓ 

 

The sum reimbursed is taxable. As such, 

you will be taxed through payroll at your 

marginal rate of tax on any expenditure 

reimbursed. 

 In addition to tax, NIC will be 

due at your marginal rate of 

NIC (either 2% or 10.6%). 

This will be withheld from the 

amount you receive via 

payroll.  Disturbance allowance - costs up to 

£500 for minor adaptions (fitting carpets 

or curtains) 

 

✓ 

 

Expenses associated with the purchase 

of a house (not the purchase of the 

house itself): 

• solicitor’s’ fees 

• Estate agents’ fees 

• Stamp Duty 

• Land registration fees 

• Survey fees 

 

 

 

✓ 

 

 

 

 

 

 

Where you have changed your main 

residence because your existing home is 

not within reasonable daily travelling 

distance (and your new home is within 

reasonable daily travelling distance) the 

amount reimbursed will not be taxable 

provided that it is under £8,000 and you 

are able to provide receipts. Any excess 

over £8,000 will taxable. 

  

 

 

 

 

 

 

Only the excess amount over 

£8,000 which has been 

reimbursed will be reported 

on section J of the P11D 

[CPFT Pay Class 1A 

Employer NIC] 

Expenses associated with the sale of a 

house (not the sale of the house itself): 

• Solicitor’s’ fees 

• Estate agents’ fees 

• Incidental legal fees 

 

 

✓ 

 

Expenses associated with rental of a 

property (excluding rent): 

• Estate agents’ fees 

• Furniture removal 

• Travelling and subsistence expenses 
for the move 

 

✓ 

 



 

What can be claimed Can you 

claim? 

Tax implications  NIC implications 

Expenses relating to removal (storage, 

travel etc) 

✓  

A genuine move here is one where you 

have moved from one city/town to 

another. Moves within the same city or 

area will not qualify for tax tree 

treatment.  

 

Expenses relating to the search for 

accommodation 

✓  

Other expenses 

• Continuing commitments allowance - 
reasonable temporary 
accommodation costs 

• Disturbance allowance - temporary 
costs of living 

 

✓ 

 

Costs of replacing domestic goods ✓  

Reimbursements in respect of costs 

which relate to staying in your old home 

for a period of up to 6 months. 

✓ Where the expenses reimbursed relate 

to rent or any other costs that were 

already in existence prior to your contract 

changing, the sum reimbursed is taxable. 

As such, you will be taxed through 

payroll at your marginal rate of tax on 

any expenditure reimbursed. 

 In addition to tax, NIC will be 

due at your marginal rate of 

NIC (either 2% or 10.6%). 

This will be withheld from the 

amount reimbursed under 

PAYE via payroll.  



 

Appendix 2: Application and Form of Undertaking  

Application for Removal and Associated Expenses  

With reference to your claim for removal expenses, will you please complete the following 
questionnaire and return it with the “undertaking form”  
 
All claims, receipts, tenders and quotations will be checked for validity. Where the claim, 
receipt, tender or quotation is suspected of being fraudulent it will be referred to the local 
Counter Fraud specialist for further investigation. 
 

1 Name of Applicant  

2 Present Address  

  

  

3 Details of Previous Employment 

 Name and Address of Previous 
Employer 

 

 

 

 

 Position Held and Grade  

 Leaving Date  

 Were removal expenses paid to you 
by your previous employer                        

 

 Was any refund required?                                                                                    Yes  ☐  No  ☐ 

 Have you made this refund?                                                                               Yes  ☐  No  ☐ 

 If Yes, please state the value:                                                                  £ 

 Do you have a partner who is also 
eligible for relocation expenses  

Yes  ☐  No  ☐ 

 If so have they received their 
entitlement for relocation expenses 

Yes  ☐  No  ☐ 

4 Details of Present/New Appointment 

 Team / Service / Department  

 Job Title & Band  

 Date of Commencement  

5 Details of Current Accommodation 

 Do you own or rent your current 
accommodation?                                    

Own  ☐  Rent  ☐ 

 Is your accommodation: Furnished ☐  Unfurnished ☐ 



 

 Flat ☐   House  ☐ 

 Is this accommodation permanent?                                                            Yes  ☐  No  ☐ 

 Date of occupation?  

6 Temporary Accommodation Whilst Looking For Permanent Residence 

 Is your accommodation: Furnished ☐  Unfurnished ☐ 

 Flat ☐   House  ☐ 

 Date of Occupation:  

 Estimated length of occupation?   Months / Weeks 

 Are you actively seeking alternative 
permanent accommodation? 

Yes  ☐  No  ☐ 

 If yes, please state type being 
sought? 

Furnished ☐  Unfurnished ☐ 

 Flat ☐   House  ☐ 

 Rented  ☐  Owned  ☐ 

7 New Permanent Accommodation 

 If yes, please state type being 
sought? 

Furnished ☐  Unfurnished ☐ 

Flat ☐   House  ☐ 

Rented  ☐  Owned  ☐ 

 Date of Occupation?  

 Will you be the householder? Yes  ☐  No  ☐ 

 Are you receiving or will you 
receive any financial help towards 
removal expenses from any other 
source (e.g. Partner’s Employer)?                                     

Yes  ☐  No  ☐ 

 If Yes, please provide full details:  

 

I declare that the information provided on this form is accurate.  All claims, receipts, 
tenders and quotations will be checked for validity. Where the claim, receipt, tender or 
quotation is suspected of being fraudulent it will be referred to the local Counter Fraud 
specialist for further investigation. 

 

Signed:  Dated:  

 

 
 



 

 Removal Expenses – Form of Undertaking 

 
When completed, please return along with the Application for Removal and Associated Expenses 
Form (Appendix 2) 
  

Name   

Appointment of   

Directorate:   

Date of 
Commencement 

  

 In consideration of the Trust agreeing to pay me removal and 
associated expenses on taking the above appointment, I 
agree that I will remain an employee of the Trust for a 
minimum of two years from my date of commencement. 

I understand that in the event that I do move to a new post, 
not in the employment of the Trust, I will be called upon to 
refund such expenses on a pro-rata basis as detailed in 
paragraph 7 of the Relocation Policy. 

 Signed: Date:  

  

Authorisation 

I have interviewed the above candidate and agreed 
Removal and Relocation Expenses to the value detailed in 
the right-hand column.   

Additionally, I acknowledge that I am responsible for 
authorizing each eligible payment/invoice being claimed. 
Eligible Expenses are detailed within section 6 of the 
Relocation Policy. 

 

Value: £ 

Note: Some Expenses claimed 
may be subject to Income Tax and 
National Insurance As detailed in 
Appendix 1.  Specifically, all 
expenses above £8000 are 
subject to Tax and National 
Insurance. 

Business Justification (Bands 3 & 4) 

I am requesting relocation 
expenses for a Band 3 / Band 4 
applicant for the following 
reasons: 

 

  



 

Manager:  

Name 

Job Title: 

Manager Signed: Date:  

Recruitment Lead: 

Name 

Job Title: 

Recruitment Lead Signed: Date:  

Associate Director – People 
Services:  

Name: 

Associate Director – 
People Services signed: 

Date:  

Management Accountant 

Name: 

Job Title: 

Management Accountant 
Signed: 

Date:  

 

 


