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1. General  

Ipswich Borough Council aims to recruit talented and experienced individuals. This policy is 

intended to support this aim by providing assistance to new employees who have to relocate to 

take up a position which offers to subsidise relocation.  

 

2. Eligibility Criteria:  

Supporting Recruitment 

• It is a key post to which it is difficult to recruit and as such, it is likely that the post will 

remain unfilled without such assistance  

• Relocation expenses were highlighted on the job advert 

  

Or  

Organisational Change  

• The employee is at risk of redundancy and without relocating, the alternative post offered 

to the employee would be unsuitable  

And  

• The offer of employment is for a substantive post  

• The employee currently lives at a distance of 50 miles from Ipswich Borough Council’s 

Head Office at Grafton House, 15 – 17 Russell Road, Ipswich, Suffolk, IP1 2DE 

• The employee has completed the Relocation Claim Form, and Relocation Expenses 

Incurring Form both of which must be signed by your Head of Service 

3. Expense Amounts:  

The reimbursement of relocation expenses must not exceed £8,000 for an owner/occupier or        £ 
5,000 for a non-owner occupier.  
 
Heads of Service or Chief Executive (where appropriate), in exceptional circumstances may 
authorise to exceed the maximum level of reimbursement outlined above i.e. posts that have been 
extremely difficult to recruit to or in order to attract a particular skill set that is deemed critical to 
Ipswich Borough Council to meet its objectives. 
 
The employee has an obligation to ensure public monies are spent appropriately and should only 
claim reasonable genuine expenses under the policy.  Any misuse of the policy may be treated as 
fraud and could result in disciplinary action including summary dismissal. 
 
All payments will be subject to the HM Revenues  and Customs, Income tax and National Insurance 

contributions on relocation packages regulations at the time of each claim 
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4. Repayment Terms 

The employee will be required to sign a declaration in relation to reimbursement to the Council 

in the event of any voluntary or involuntary decision to leave the Council. 

Where an employee  has received relocation expenses and leaves the Council the following 
repayment terms apply: 

 

Criteria  % of expenses repayable by 
employee 

End of contract through dismissal  within 24 months 
of appointment.  

100% 

Voluntary end of contract by employee within 
12months of appointment (including voluntary 
redundancy)  

100% 

Voluntary end of contract by employee between 13 - 
24 months of appointment (including voluntary 
redundancy) 

50% 

Compulsory Redundancy Nil 

Retirement through permanent incapacity, ill health 
or death in service  

Nil 

 

5. Expense  Categories:  

• House purchase – legal expenses, survey fees, other expenses 

• House sale – legal expenses, agent’s fees, other expenses 

• Tenancy – agent’s administration fee, other expenses 

• Removal of furniture and effects – removal firm/van hire company, date of removal, 

moved from, moved to  

• Storage – storage company, address stored at, with effect from, removed from storage on  

• Travelling and subsistence* – date travelled, from, to, type of transport, mileage (if by car), 

purpose of travel, subsistence  

• Continuing commitments – accommodation rental, temporary accommodation, visits 

home   

• Miscellaneous expenses  – out of pocket expenses not covered elsewhere above and 

approved in advance by the Head of Service/Chief Executive (as appropriate).   

 

* This may be claimed in respect of up to two visits to the new location for the purposes of 

seeking accommodation and also on removal  
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6. Removal Expenses:  

Examples of assistance available:  

• Travelling and subsistence in respect of two visits to the new location for the purposes of 

seeking accommodation. Travel expenses will be reimbursed at the standard mileage rate 

relevant at the time of incurring.  

• Reasonable and vouched legal and other expenses connected with the sale and/or purchase 

of equivalent accommodation or one unsuccessful, bona fide attempt to purchase  

• Expenses for non-homeowners in rented accommodation may include the costs of 

advertisements seeking accommodation agency but only where this is in respect of the 

agency having found accommodation for the employee and where this becomes payable after 

accommodation has been secured.  

• Removal of furniture and effects from the old to the new accommodation 

• Storage of furniture and effects for a reasonable period not exceeding 6 months  

• Travel expenses on removal  

• Stamp duty associated with purchase of new main residence  

• Employees who unavoidably incur regular expenses in respect of the accommodation 

expenses in the new area e.g. whilst renting a property in the new area pending sale of 

property in previous location, may be given assistance with their imbursement of expenses of 

an allowance equal to the actual continuing commitments in the old area or the new area 

(whichever is the lesser commitment) for a maximum period of 6 months.  

• Up to 6 months’ bed and breakfast accommodation  

 

Guidance on income tax and national insurance contributions on relocation can be found on the 
Inland Revenue website at www.hmrc.gov.uk.  

 
7. Process 

A relocation claim form as well as a relocation expenses incurred form must be signed by the new 

employee together with receipts for all expenditure and approved by the relevant Head of Service or 

Chief Executive (as appropriate)  prior to any payment is made. This is to prevent the payment  being 

taxable  Any expenses incurred by the employee  over the maximum allowance will be funded by the 

employee.    

8. Other Conditions:  

All relocation expenses must be claimed within one year of commencement of employment. Claims 

submitted after that time may not be paid. In the event of an employee being unable to relocate 

within one year of commencement of their appointment, the situation will be reviewed and a 

decision made as to whether to continue to make relocation expenses available. Reimbursement of 

expenses beyond one year will only be offered in exceptional circumstances and the commitment 

will be subject to regular reviews.  

http://www.hmrc.gov.uk/
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Reimbursement of expenses will only be made on receipt of satisfactory supporting documentation 

and correctly authorised forms.  


