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Policy Statement

Cardiff University recognises that some appointees may wish to relocate in order to take up employment with the institution and welcomes the opportunity to support new employees in doing this.  It recognises that offering relocation assistance is a major recruitment, retention and motivation tool and directly supports the mission of the institution in attracting staff of the highest calibre to Cardiff University.

The relocation policy is designed to assist in alleviating some of the financial and practical challenges associated with relocation.

Equal Opportunities Statement

Cardiff University is committed to equality of opportunity, and to promoting an ethos of dignity, courtesy and respect throughout the organisation.

The Human Resources Directorate promotes equality of opportunity by ensuring that all staff have access to its programmes, services and facilities.
Objectives :

· to provide assistance to staff who relocate in order to take up an appointment with the University;
· to provide assistance to all eligible staff in a consistent manner;
· to provide advice and guidance to all involved in the process.
Roles and Responsibilities :

Role of Individual

· to submit a written application for the reimbursement of relocation expenses within one year of the commencement of employment ;

Role of Human Resources

· to consider and, where appropriate, authorise a claim for the reimbursement of relocation expenses ;


· to provide local information packs (e.g. details of local property agents, schools information) and practical help wherever possible.

Role of Finance Division

· to provide advice and guidance on eligibility to claim ;

· to consider and, where appropriate, authorise a claim for the reimbursement of relocation expenses ;

· to ensure that the appropriate Inland Revenue Regulations are applied to a claim.

Role of Vice-Chancellor
· to consider applications for relocation expenses which are outside the guidelines of this policy.
1.
Eligibility
1.1 For posts which are less than full-time, relocation assistance will be pro-rata.
1.2
To qualify for the reimbursement of relocation expenses, appointees must be moving to within 45 miles travelling distance of the appropriate Cardiff University site.
1.3
Generally moves should be of a significant distance, and be directly linked to taking up the new post at Cardiff University.  

1.4
The maximum amount that may be reimbursed is £4,4601 (£8,0001 in the case of Senior Professional and Professorial appointments), based on the following:

(a) recognisable and defined relocation expenses of furniture and household effects.  (NB Three competitive tenders should be obtained, in writing, and submitted with the claim).

plus


(b) reimbursement for legal and other approved expenses of selling and buying a house, and associated mortgage expenses.

1.5
Members of staff claiming relocation expenses shall either:

(a) declare that no other relocation expenses have been, or could be claimed, by the member of staff concerned or some other person in respect of the relocation ; 

or


(b) give details of other amounts paid, or which could be claimed.

1.6 Where relocation expenses are claimed, or could be claimed, by some other person, then the amount payable by the University shall be adjusted accordingly.

2.
Repayment

2.1
If a newly-appointed member of staff terminates his or her contract of employment:

(a)
during the first year, repayment of relocation expenses shall be made in full;

or
(b)
during, and to the end of the second year, repayment of half of the relocation expenses shall be made in full;

or

(c)
during, and to the end of the third year, repayment of one quarter of the relocation expenses shall be made in full.


3.
Claiming Relocation Expenses
3.1 All claims for reimbursement of relocation expenses must be made on the standard claim form and must be authorised by the Director of Human Resources.

4.
Variations to the Policy

4.1
The Vice-Chancellor has authority to approve higher expenses in exceptional circumstances.


4.2 Repayment of expenses in excess of £8,000 will attract Income Tax at the appropriate level of taxation.

Monitoring :

· the number of claims will be monitored annually ;

· the expenditure levels will be monitored against the budget/forecast.

Schedule for Revision :

Annual review in line with the requirements of the Inland Revenue.

Sources of Further Guidance :

· Inland Revenue Booklet “Income Tax and National Insurance contributions on expenses or benefits paid in connection with relocation”.


· www.inlandrevenue.gov.uk 
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