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RELOCATION ASSISTANCE FOR NEWLY APPOINTED MEMBERS         

OF STAFFPRIVATE 
 TO EDGE HILL UNIVERSITY
ELIGIBILITY

1.
The scheme applies to employees of Edge Hill University who are appointed as a result of advertisement, and who are obliged to relocate their place of residence as a direct result of taking up an appointment with the University.

2.
Providing an employee's former residence is more than 50 miles distance from their place of work and provided that the relocation is closer to Edge Hill than the employee's previous permanent place of residence, relocation allowances up to a maximum of £2000 inclusive of VAT will be made.  


Note:  The maximum allowance payable to any staff appointed will be the maximum allowance operating at the date of appointment.

It is expected that staff will make every effort to move house to within an acceptable commuting distance of Edge Hill in as short a time as possible, to indicate commitment to a career with the University.

HOW TO APPLY


Claims should normally be made to Human Resources within twelve months of commencement of employment with the University, on the approved form, together with all receipts and relevant documentation.  If staff perceive any difficulties they should contact Human Resources.

Sums may be claimed, up to the maximum and against receipts, for any combination of the following:

a)
removal costs and storage costs of furniture and effects;

b)
legal fees, stamp duty, surveyors fees and estate agents' charges in buying/selling houses or fees paid in obtaining rental accommodation;

c)
temporary lodging costs for staff maintaining two homes;

d)
initial second class rail cost to arrive at Edge Hill (economy airflight if rail not possible);

e)
second class return rail fares between old home and Edge Hill (maximum one return journey per week);

f)
costs of installing telephone, re-fitting carpets;

g)
bridging loan finance.

Repayment of relocation fees will apply if any member of staff leaves the service of Edge Hill University within two years of their appointment.  The repayments will be made on the following basis:

Service of:

less than one year

- 100% repayment 

           


less than two years

-  50% repayment   

Repayment should be made via a cheque payable to Edge Hill University.
CLAIM FOR RELOCATION ALLOWANCE
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1.
Personal Details

Name: (block caps) 
.................................................................


Date of Appointment:
..................................................................


Post appointed to:

..................................................................

2.
Move from (Town):
..................................................................


Move to (Town):

..................................................................

3.
Details of Claim


All appropriate details and receipts should be attached to this claim:











£ 
p
i)
Removal costs


ii)
Storage of furniture/effects


iii)
Legal fees/stamp duty



- surveyors fees/estate agents etc

iv)
Temporary lodgings

v)
Travel (2nd class rail fare)


vi)
Installation (fittings costs, eg


telephone, carpets)

vii)
Bridging loan finance




 



Total allowance claimed:




£



I confirm that the above expenses are correct and have been incurred through moving home solely as a result of taking up the above post.

I confirm that, in the event of my leaving the University within two years of taking up appointment, I will repay any allowance received by me in accordance with the Relocation Assistance Scheme.
Signed: ..………………………………………................    Date: ........................................

FOR OFFICE USE ONLY
I confirm that the receipts for the amount claimed have been authorised and I approve the above application for refund of the expenses up to a maximum of:  












£....….........
Signed:...............................................(Director of Human Resources)  Date:………………………
(Updated 05.08.10 KL)
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