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RELOCATION ASSISTANCE SCHEME 
 
 

1. Purpose 
 
1.1 The purpose of the relocation assistance scheme is to compensate, in part, new 
employees who are required to relocate their permanent residence to within daily 
travelling distance of the College. 
 

2. Scope 
 
2.1 The scheme applies to all members of staff taking up a first appointment with 
the College of at least two years' duration, and who have to change their place of 
residence as a consequence of appointment.  Applicants should be aware that if they 
leave before serving three years’ continuous employment with the College from the 
date of appointment they will required to refund some or all of the expenses paid. 
 
2.2 Relocation expenses will be payable to staff who move to within 25 miles of the 
College, providing that the original home was more than 50 miles away from the 
College.  It is expected that staff will make every effort to move house in as short a 
time as possible and in any case within 12 months of the start of their employment.  No 
claims will be allowed after 12 months from the start of employment. 
 
2.3 Only one claim per household may be made for reimbursement of relocation 
expenses.  The employee must declare if any claims have been made elsewhere e.g. 
to a partner's employer, in which case no payment will be made by the College.  
Employees will not be eligible in cases where their spouse or partner has initiated the 
relocation. 
 

3. Allowance 
 
3.1 Relocation costs for full-time staff will be refunded up to a maximum of £5,000.  
Part-time staff will be entitled to a pro-rata refund.  Relocation costs are defined as 
those necessarily incurred in relocating the home and may include the following: 
 
Removal of furniture and effects, including insurance and storage but not other 
associated expenses such as passenger fares or overnight lodging. Three different 
quotes must be produced in support of each claim for removal costs, the amount of 
reimbursement being related to the lowest quote.   
Solicitor’s conveyancing fees.  Reimbursement will be made on submission of 
payment receipt. 
Surveyor’s fees.  Reimbursement will be made on submission of payment receipt. 
Estate Agent’s fees.  Reimbursement will be made on submission of payment receipt. 
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4. Recovery  
 
4.1 In the event of a resignation or termination of the contract within three years of 
the date of appointment, repayment of relocation costs will be required as follows: 
 
Resignation within a period of one year: 100% 
Resignation after one year but before 3 years: repayment of full amount received less 
1/36th of this amount for each calendar month of service. 
 

5. Application 
 
5.1 Relocation expenses must be claimed within 12 months of the date of 
appointment.  Applications for payment should be submitted with relevant quotes 
and receipts attached, to the Personnel Manager. 
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