Relocation FAQs

Policy and procedure:

1. What is the relocation policy?

The relocation policy defines the process of assistance offered by the University to an individual who needs to relocate in order to take up employment with the institution.   Moves should be of a significant distance, be directly linked to taking up a new post at Cardiff University and the new residence must be within 45 miles travelling distance of the relevant Cardiff University site.

2. When can I claim for relocation?

You can claim if you are starting a new job with the University, or if you are required by the University to change your main place of work.  The latter applies only to moves of a significant distance.
All claims should be made within 1 year of starting employment.  
3. Where can I find information on claiming relocation expenses?

The Relocation Policy and associated guidance is available on the HR website www.cardiff.ac.uk/humrs/newstaff/index.html  Advice on specific issues is available from the HR Division on 029 2087 4897.

4. How much can I claim?

The majority of staff members have a maximum allowance of £4460.  Staff on the professorial scale are the only exception, with a maximum allowance of £8000.  

If you are employed on a part-time contract your allowance will be calculated pro rata.  For example, a Lecturer employed 4 days per week on an 80% contract would be entitled to a total of £3568.

Removal:
5. Can I use a removal company?

Yes.  You will need to seek 3 written quotes from removal companies, which should then be included as part of your claim.

6. Can I hire a van instead?
Yes.  If you hire a van you can claim for the hire cost and fuel costs.  Mileage is calculated at 40p per mile for the first 100 miles and 13p per mile thereafter.  The cost of packing materials can also be claimed.  All removal costs will be deducted from the total amount of relocation available.
7. What do I need to provide?

3 written quotes (originals).

8. Why do I need to provide original documents?

This requirement forms part of the University’s financial regulations.  If it is essential that you retain one or all of the receipts for some reason, it may be possible for the Human Resources Directorate to photocopy your documentation and return the originals.  
9. What if I don’t have my originals?

Unfortunately we will be unable to process your claim until we receive this documentation.  The companies which provided you with quotes may be able to supply you with additional original documentation.

10. I have 3 removal quotes but am not happy with the service that the cheapest company has provided.  Do I have to use them?

Whilst we would encourage that the most cost-effective company is used, we appreciate that this is not always possible.  In these circumstances you should engage the company that represents the best value for money whilst meeting your needs.
11. I need to arrange removals from more than 1 location – is this ok and what do I do?

This may be possible under certain circumstances and any such requests will be dealt with on a case-by-case basis.  Before you make any arrangements please contact HR for further advice.
12. I’m planning on using my own vehicle and a trailer for removal.  Will the University give me a higher mileage allowance to compensate for wear and tear on the vehicle?

No, this is not possible.

13. I’ve had to move twice, once to rented accommodation and then to the house I’ve bought.  Can I claim for both lots of removal expenses?

Generally the answer is no.  If, however, you have made it explicit that you intend to buy a property after a short period of renting it may be possible, as long as you have the requisite 3 quotes per move and as long as the total amount payable does not exceed your maximum limit.  You should also be aware of the time constraints applied to this process.

14. I’m renting a property rather than buying one – can I still claim removal expenses?

Yes, removal expenses are payable for all eligible employees regardless of whether or not a property will be purchased.
Travel:
15. What travel costs can I claim for?

You can claim for your final journey to Cardiff for yourself and your immediate family.  This should usually be by the cheapest reasonable means possible; should you wish to travel by a more expensive means, your relocation allowance will not be increased to accommodate the higher costs.
16. Will the University pay for excess luggage costs?

Yes, these costs are covered in the University’s policy.

17. My partner and I need to visit Cardiff to look for a house/visit schools.  Will you pay for this?
Yes.  You can claim for one return journey for yourself and immediate family, if appropriate, as long as the trip is related to your move to Cardiff.  Should you be travelling a significant distance, which necessitates an overnight stay, the University will cover the cost of moderately-priced hotel accommodation.
18. Will the University pay for me to transport my pet from overseas? 

Yes, you can claim for the cost of transportation of pets and quarantine expenses.

Buying and Selling a Property:
19. Which legal fees will the University reimburse?

You are entitled to claim only for legal fees associated with buying and/or selling your property.  These are:

· Solicitors’ fees.
· Estate agents’ fees/Surveyors’ fees.
· All searches.
· Valuation fees.
· Mortgage arrangement fees (if paid as lump sum and not added to the mortgage).
· HIPS (Home Information Packs).
· Stamp duty.
20. Are there any other fees which the University will reimburse?

No.
21. What can’t I claim for when purchasing a property?

The following is a non-exhaustive list of items which are either not payable due to Inland Revenue regulations or are not covered by the University’s relocation policy:
· Purchasing of new furniture or appliances for a new property.

· Any household bills.

· Deposit to reserve a property.

· House cleaning.

· Mortgage arrangement fee if added to a mortgage.

· Taxi costs whilst looking for accommodation in the area.

· Commuting to work.

· Cost of food and any other expenses incurred whilst travelling to Cardiff.

· Council tax for the period in which your old property is empty prior to sale.
· Mortgage or housing subsidies if you are moving from a lower cost to a higher cost area.

· Interest payments for the mortgage on your existing home.

· Mail redirection.

· Purchase of children’s new school uniform.

· Compensation for any other losses such as giving up a part-used season ticket.

· Insurance, maintenance and security on your old property left empty awaiting sale.

· Penalties for redeeming a loan relating to your property.

· Auctioneer’s fees.

· Advertising.

· Disconnection and/or connection of services.
22. What happens if the sale and/or purchase of my property falls through?

You will be able to reclaim eligible expenses as long as you still change your residence within the specified time period.  Please note that any expenses incurred during the first sale and/or purchase will be deducted from your total relocation allowance.
23. My relocation allowance doesn’t cover the cost of Stamp Duty on my new property.  Can the University increase my allowance to cover it?

Unfortunately this is not possible.   Your relocation allowance can, however, contribute to this cost.

24. I can’t sell my property – can I extend the amount of time in which I can claim relocation expenses?

There are Inland Revenue regulations governing the time limit for claiming relocation.  If there are extenuating circumstances please contact the HR Division to discuss your options.
25. If I move now I will lose money on the sale of my home.  Will the University compensate me for this?

No, Inland Revenue rules prevent the University from including this in relocation costings.  

Renting a Property:
26. Under what circumstances can I receive assistance with rent?

It may be possible for the University to assist you if:

· You need to maintain 2 properties, for example for family reasons.
and/or

· You are relocating from overseas.  Assistance will be provided for your short-term temporary accommodation while you are looking for a rental property / waiting for a rental property to become available.
Rental of the new residence Cardiff is payable for a maximum of 6 months and any rent payment will be deducted from your total relocation allowance.

27. What can’t I claim for if I rent a property? 
The following is a non-exhaustive list of items for which you will not be reimbursed:
· Purchasing of new furniture or appliances for a new property.

· Any household bills.

· Deposit to reserve a property.

· House cleaning.

· Taxi costs whilst looking for accommodation in the area.

· Commuting to work.

· Cost of food and any other expenses incurred whilst travelling to Cardiff.

· Any rental bonds.

· Council tax for the period in which your old property is empty prior to sale.
28. My rental agency is charging me a fee for arranging the rental of my new flat.  Will the University reimburse this fee?

The relocation allowance covers setting-up fees but will not recompense you for items such as bonds or the first month’s rent.
General:

29. I currently live 48 miles away and would like to relocate to a new house which is 44 miles away.  Is this ok?

No, moves should be of a significant distance.  Generally your new residence must be within reasonable daily travelling distance of your new normal place of work, and your old residence must not be within reasonable daily travelling distance of your new normal place of work.

30. Can the University help me pay for my Visa?
Visa costs cannot be paid under the relocation policy, whether buying or renting a property.  The following fees are all excluded from the relocation policy.  This list is not intended to be exhaustive:

· Application fees.

· Travel associated with Visa.

· Entrance exit inspection.

· Police registration.

· Passport fees.
31. My removal company/solicitor has asked for up-front payment, can the University pay them directly?

This is not normally possible under this scheme.  Please contact HR if you are experiencing particular problems with this issue.
32. Can the University give me my relocation expenses and I will provide receipts as and when they come in?
No, your relocation expenses will only be payable once the University has verified your claim and the original documentation.

33. My relocation is costing more than the allowance, how can I claim more?

This is not usually possible.  In exceptional circumstances, such as a move from overseas, the Vice-Chancellor has the authority to approve higher expenses, though you should be aware that repayment of relocation expenses in excess of your allowance will usually attract Income Tax at the appropriate level.
34. Does the relocation policy cover moving office and/or laboratory supplies?

No, the University’s relocation policy relates only to domestic relocation.  Your Head of School or Director may be able to advise you further on this issue.
35. I can’t move into my new property straight away so will have to put my belongings into storage.  Will the University pay for this?

No.
36. Does the University operate a guaranteed sale price scheme for my existing property?

No, such a scheme is not operated by the University.

37. Does the University employ a relocation company which can help me with my move from overseas?

This is not something that the University currently offers.  
38. The Inland Revenue says that I can claim for new white goods but the University will not reimburse me.  Why is this?
The University’s Relocation scheme is fully compliant with the Inland Revenue’s guidance and whilst the Inland Revenue allows white goods to be claimed as part of the tax exempt allowance, the decision has been made by the University not to offer this as part of its relocation package.  
39. My partner and I are both relocating to Cardiff to work at the University.  How much is our combined relocation allowance?

As you will be moving only once, one relocation allowance is applicable.
40. Do I need to tell you about any other relocation funding my family and I are receiving?

Yes, as this will impact on the amount of relocation expenses you are able to claim from the University.  You will be required to sign a statement declaring that you are not receiving relocation expenses from any other source.
41. My partner and I are both relocating to Cardiff but only I will be working at the University.  How much is our combined relocation allowance?

Relocation expenses for partners, children and other family members who are part of your household are covered in the total sum to which you are entitled (as detailed in question 4).  The specific items for which relocation can be claimed for members of your household are detailed elsewhere in these FAQs.

42. I need to delay my move for family reasons.  Is this ok?

Yes, this is fine, so long as you keep within the one year limit.  Please speak to HR if you are likely to exceed this timeframe.

43. Will you pay for me to stay in a hotel if my property is not ready for me to move into at the start of my contract?

Yes, for a maximum period of 4 weeks.  The cost of the hotel will constitute part of your total relocation allowance.
44. I need to apply for a bridging loan.  Can I use my allowance to pay off part of this?

No, this isn’t possible.
45. What happens if I resign and leave the University?

If you leave the University you will be required to repay, in full, all claimed relocation expenses as follows:

· During the 1st year – full repayment.

· During the 2nd year – 50% repayment.

· During the 3rd year – 25% repayment.

46. I’m not happy with the service I’ve received from the University.  Who can I talk to?
In the first instance please address your concerns to Helen Mock and Sara Burke who are the HR Managers responsible for this area.  You can contact them by email (mock@cardiff.ac.uk and burkes@cardiff.ac.uk) or by telephone on 029 2087 4897.  
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