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Introduction to Aberdeenshire

enjoy life.

Aberdeenshire Council scoops top award in September 2008.

Aberdeenshire Council has recently beaten competition from all over the UK to be officially
named as the best large council to work for in Britain.

Following a survey of employees, Aberdeenshire Council finished ahead of 94 other
councils to pick up the award from the Times Best Council to Work for team.
Aberdeenshire was also the only Scottish authority to be named in the top 25 of councils in
the UK.

Nearly 1,000 Aberdeenshire Council employees completed a survey which asked their
opinions on working for the council. This included questions on the council’s leadership,
the team they worked in, flexible working, personal growth and well being.

Employee’s responses were then assessed and all 95 councils were ranked based on
these results. Aberdeenshire Council finished in 12th place overall but came out on top
when compared to councils of a similar size.

The council also received praise for its management development programme, its
leadership development programme and the use of the Kaizen approach to continuous
improvement.

After picking up the award, Aberdeenshire Council Chief Executive Alan Campbell said:
“This award is an excellent endorsement of the work that we are doing as a council, and it
is particularly pleasing that our employees have rated us so highly. To finish ahead of so
many other councils from across the UK is a great achievement.

“The award is a major step towards us realising our ambitious vision of being the best
council in Scotland. | want to thank all our employees for the hard work and commitment
they have shown.”

The Best Council to Work For Awards were first introduced in 2007 by Best Companies,
the name behind The Sunday Times 100 Best Companies to Work For lists, and the
Improvement and Development Agency for local government (IDeA),

The positive publicity created by the list highlighted councils as employers of choice and

illustrated that top performing authorities are measuring up with the very best of UK
business.
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In October 2007, the BBC reported that according to a new survey the
Aberdeenshire Area has the highest quality of life and the highest standard of living
in Scotland.

The Aberdeenshire Council area came out top in a study of living standards in Scotland's
32 local authorities, commissioned by the Bank of Scotland.

Factors taken into account included employment, the housing market, environment,
education and health.

Aberdeenshire was found to have 81% employment, one of the highest life expectancies
and low crime rates.

People living in the area earned above the Scottish average of £549 a week, lived until the
age of 77 on average and had a good general level of health. Aberdeen also has the
most hours of sunshine in Scotland.

Tim Crawford, group economist at Bank of Scotland, said: "A strong economy,
along with good schools and a low crime rate have h elped Aberdeenshire to
become the area with the best quality of life in Scotland in 2007.

Aberdeen City and Shire Economic Forum development manager Rita Stephen welcomed
the findings, which she said proved that Aberdeenshire was a "wonderful place to live,
work, visit and enjoy."

Aberdeenshire Council recognises that in order to recruit and retain high quality
employees across the organisation it is necessary to have a competitive relocation and
resettlement scheme. The purpose of the scheme is to compensate employees for
reasonable expenses directly incurred as a result of a permanent change in their primary
residence. The change must be wholly or mainly to bring their residence within a
reasonable daily traveling distance of the place where they will normally perform their
work.

Eligibility and payment of relocation expenses remains at the discretion of Aberdeenshire
Council.
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ELIGIBILITY

To be eligible to request relocation costs you must be an existing or prospective employee
of Aberdeenshire Council and be relocating for one of the following reasons:

x New employees taking up a new appointment with Aberdeenshire Council

X Accepting suitable alternative employment as the result of redeployment

X In exceptional circumstances existing employees may be offered assistance to take
up hard to fill posts in other areas of Aberdeenshire Council. All other criteria will
need to be satisfied, and the approval of the Director of Personnel and ICT will be
required.

This scheme excludes compulsory transferred teachers, who should refer to the SNCT
Handbook part 4, 14.7 Allowances for Compulsorily Transferred teachers.

Relocation expenses will be reimbursed for employees who are contracted for a duration
of no less than 2 years, who take up a post with Aberdeenshire Council from outwith the
Aberdeenshire area, and exceptionally within Aberdeenshire as above. Applications for
relocation may be considered from outwith the UK.

If a temporary employee is offered a permanent* appointment within 12 months of joining
the Council, the Scheme shall be applied on the same basis as if the appointment had
been permanent from the outset.

In all cases, these allowances are intended to assist with the actual costs of relocating to
work for Aberdeenshire Council and obtaining reasonably equivalent accommodation.

New and in exceptional circumstances existing employees will qualify for reimbursement to
the approved limit provided they:

€)) live more than a 30 mile radius from the new work place
and
(b) move to within a reasonable daily travelling distance of their place of work i.e.
not more than one hours’ travelling time from the new place of work.

The assistance will not exceed the expenses actually incurred and the total expenses
granted will not exceed £8,000 excluding VAT. Employees must obtain VAT
receipts/invoices in order that Aberdeenshire Counc il can reclaim VAT on the
expenses.

*Guidance Notes — offered a permanent appointment

An employee who has moved within the last 12 months to take up a temporary post and
subsequently applies for a permanent post which is eligible for relocation and is
successful.

The temporary post subsequently becomes permanent within 12 months of the employee
taking up employment. The employee applies for the permanent post which is eligible for
relocation and is successful.
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ENTITLEMENTS

Employees can be reimbursed for actual costs incurred under headings 1 — 9 below
provided they meet the qualifying criteria and the total amount claimed is no more than
£8,000 excluding VAT. Evidence of expenditure must be provided for all costs claimed.

Employees may submit their claims for reimbursement as and when they incur provided all
claims have been submitted within the 12 month period from their date of taking up
employment.

Employees should complete the Relocation Claim form (Appendix 3) and ensure that it is
countersigned by their Head of Service or other nominated officer (authorised signatories
only) before passing it with appropriate VAT receipts/invoices to the appropriate Support
Services Managers within their Service. Appendix 2 gives examples of appropriate VAT
invoices.

Entitlements can include some or all of the cost of: -
1 Removal

The costs of moving household furniture and effects including insurance during transit, as
well as the packing and unpacking, the removal and refitting of domestic goods, and the
transport of ordinary domestic pets. Reimbursement under this heading will be made for;

X one move, where the move is directly from the former principal place of residence to
new place of residence or for,

X two moves, where the employee is required to live for a period in temporary
accommodation, or to put furniture into storage.

Removal Costs
The choice of method of transportation will be a matter for the employee.

Employees must obtain and submit 2 estimates to their Head of Service, the lowest of
which will normally be reimbursed unless there are valid reasons for accepting a higher
estimate e.g. availability of firms to supply the service on the required date. This applies
even when the employee is considering the removal of household goods themselves.

Arrangements can be made to pay the invoice for amounts over £250. To allow the
council to recover VAT a proper VAT invoice must be received. (See Appendix 2a). If the
employee uses a company from out-with the UK but which is based in an EU country, the
company should be given the Council’s VAT registration number 663 7554 08 GB. No VAT
will be charged on the invoice but the VAT accounting section must be notified of any such
transactions.

2 Storage

The cost of temporary storage of household furniture and effects, until a new permanent
place of residence is available. This facility will be available for up to 9 months.
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3 Legal and Other Fees

The reimbursement of reasonable advertising costs, legal, survey, estate and mortgage
redemption fees directly associated with the sale and/or purchase of a residence including
any unsuccessful bona fide attempt to purchase.

The cost of bridging loan interest will be paid to cover the interest costs of a bridging loan
necessarily taken out because the employee has not been able to sell is’Ther home and
has purchased a new home within the criteria detailed in this policy

Aberdeenshire Council’'s legal section will be consulted in any cases where there is a
guestion of the validity of any claim made under this section.

4 Stamp Duty
Reimbursement of stamp duty on the house purchase price.
5 Temporary Accommodation Allowance

When an employee has to move into temporary accommodation to commence the new job
before he or she is able to dispose of the former home the actual additional costs arising
from the temporary accommodation (including breakfast if provided, but not other meals)
will be met for a period of up to 26 weeks. This may be extended in exceptional
circumstance at the discretion of the Head of Service, in agreement with the Director of
Personnel & ICT. The payment will cease as soon as the employee is no longer
maintaining the former residence.

6 Lodging Allowance

Where the employee does not have a former principal residence to dispose of the

employee may claim a lodging allowance for a maximum period of up to 26 weeks from

the date of appointment. This may be extended in exceptional circumstances.

7 Travel

Travel to View Area

(@) The travelling costs of the employee and partner for one visit to the area to seek
housing, prior to taking up the appointment. Where an overnight stay is required,
reasonable expenses will also be reimbursed. Please note that payment will be
paid after the employee commences employment.

Travel to Visit Previous Place of Residence

(b) One return journey per month following appointment, to the employee’s previous
permanent place of residence to visit dependant members of the family still living at
the previous address and/or to supervise the disposal of the property until moving
into permanent accommodation in Aberdeenshire.

Travel to Take up Post

(©) The travel and subsistence costs for the employee and dependants when moving
from the old home to the new home.
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In the case of travel costs, reimbursement will be at a published standard class bus, ralil,
and air fare on submission of a signed claim from the employee. If a private car is used,
cost of fuel (receipts required) or the current fuel cost mileage rate will be reimbursed. The
rate is currently 12.6p.

If travelling by air on any part of the journey standard rate fares will be claimable. i.e. 1%
Class fares will not be repaid.

Travel to seek housing and reimbursement of overnight expenses in addition to travel
costs will only be made where the distance from the present address is sufficiently great
that it is not possible to make a visit to seek housing in one day.

8 Commuting Allowance

When the old and the new locations of work are within daily commuting distance, up to a
maximum of 100 miles per day, a commuting allowance may be paid for a period of two
years instead of the costs that would be incurred for the employee relocating to the area.
This allowance will not exceed the total relocation cost of £8,000 and will be subject to the
same reimbursement guidelines, details in appendix 1. This allowance will attract
payments of Tax and NICs.

9 Disturbance

An allowance shall be available up to a maximum of £800 excluding VAT , for the
alteration or replacement of curtains, carpets, light fixtures, relaying floor coverings and
domestic appliances (less any amount you received for the replaced goods).

10 Exemption

There are some payments, goods or services that do not qualify for exemptions.
Examples of which being, compensation for a part used season ticket, a penalty for giving

insufficient notice of a child’s withdrawal from school, re-direction of mail, council tax bills,
and the cost of having to join a new sports or social club.
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Aberdeenshire Council — What we can offer you!

Jobsto make

Aberdeenshire
COUNCIL A

We strongly believe we are a premium employer, offering employees the opportunities to
work more flexibly — enabling them to balance work and personal commitments and to
reduce the stress load and achieve greater variety in what they do. To this end we
promote work life balance, respecting and allowing employees their individual right to a

fulfilled life inside and outside work while ensuring quality of service to the community.
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What we offer includes;

Why join Aberdeenshire Council?

WWe place Importance on what you can do
and welcome applications from all sectors of
the community. You may be a school leaver, a
graduate, you might be returning from a career
break, locking for work part-tima or job-share

or you are an experienced professional looking
to bulld on your career. Whatevar your reasons
or future ambitions we can provide you with
mare than one reason to choose Aberdeenshire
Council.

—njoy work, enjoy life.

We are afirst cholce employer, we motlvate our
staff to deliver for the people of Aberdeenshire
and most Importantly we want you to enjoy
your work. Join Aberdeenshire councll and enjay
amulticude of fantastic benefics:

Flexi-time APPI‘EI'IEiCEShiPS Compressed working week

Maternity leave

Job share working

Clean air policy

Excellent pension scheme

Sabbaticals Sick pay scheme Paternity leave

Shift working

C ic i at I aye
Car users allowance ompassionate feave

Teleworking

Supply/relief work

27-32 days annual leave Parental leave

Part-time working

Assistance with childcare Term time working

7 days public holiday

Excellent training opportunities

Relocation packages

Aberdeenshire

www.aberdeenshire.gov.uk/jobs COUNCIL

Flexible working

This is about respecting the fact that each employee has a personal life and that best
performance can be achieved by offering flexible working options. These include:

x Part time, working less than full time

x Job share, where two postholders fulfill the duties of one post

x Term time, with the opportunity to request a working pattern which is similar to the

school term

Flexi time, with flexible start and finish times within defined limits

x Compressed working week, where the employee works more each day but fewer

days of the week

Shift working, evening and weekend work available on a rota basis

X Supply/relief working, employed on an as and when required basis, giving the
employee more choice on when to work, depending on the demands of the service

x Teleworking / homebased working, where with authorisation the employee can be
based in their own home

x

x

Whilst every effort will be made to accommodate such request, some elements of these
may be subject to the exigencies of the service and may not be applicable to all jobs.

Relocation and Resettlement March 2009 10



Leave entitlement

We offer a very generous
leave package for annual
. leave and special leave.
The following are
examples of the types of

s leave offered.

Annual leave ranging from
27 to 32 days depending
- , on length of service
excluding statutory public holiday entitlement of 7 days. Separate leave entitlements exist
for teaching and many non-teaching staff in education establishments.

B = 4

Special leave — compassionate leave, sabbaticals, volunteers of emergency services and
professional sporting and cultural activities. Requests for special leave arrangements
should be discussed with and approved by the line manager.

Additional benefits

In addition to competitive salaries, there are many other benefits working within local
government.

Final Salary Pension Scheme

Assistance with childcare

Attractive relocation packages

Generous travel and subsistence allowances

Secondment opportunities

Subsidised access / reduced membership rates to leisure facilities

X X X X X X

Employee development

Aberdeenshire Council is committed to the on-going development of our employees and to
support this we offer a wide range of development and training opportunities including
courses, workshops, seminars, conference and a Management Development Programme.

For Parents and Carers

We are committed to helping parents and carers balance their work and family
responsibilities. This is supported by;

Maternity leave

Maternity Support leave

Paternity leave

Parental leave

Adoption leave

Fostering leave

Special leave for urgent family reasons
Health and Wellbeing

X X X X X X X X

We are committed to the health and wellbeing of our employees and the undernoted is a
selection of the policies supporting us in that aim.
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x Time off for IVF treatment, blood and bone marrow donations

Employee Assistance Program: independent, 24 hour, confidential counseling

service

Lifestyle management: tips on how to cope with the pressures of everyday life

Dignity at work policy: protection of employee’s dignity and rights

Access to work

Workstep employment programme (provides support to disabled people)

Occupational sick pay: combination of half and full pay for a period of up to one

year depending on your length of service.

x Stress at work policy: provides help, advice and counselling for those with stress
related problems both at work and at home

x Free eye tests: every two years, £50 towards glasses/lenses where required for
VDU use

x Leeds Hospital Fund: an optional employees benefit package for you and your
family

x

X X X X X
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APPENDIX 1
CONDITIONS

Reimbursement of Relocation and Resettlement Allowances will be subject to the following
conditions:-

1 Employees should contact the appropriate Administrative Officer in their Service for
advice or the Finance/Personnel Services prior to incurring any costs involved with
relocating. This will avoid any costs being incurred that are not eligible for
reimbursement under this policy.

2 The offer of relocation assistance will only remain valid for a period of 12 months
from the date of taking up employment. If an employee is unable to actually move
within 12 months then a written request, stating reasons, must be submitted to the
Director of Personnel and ICT not later than 1 month before the 12 month period
expires. The temporary accommodation payment will apply for a period of 26
weeks. Any increase to this timescale would require to be approved by the Director
of Personnel and ICT.

3 Any assistance with relocation costs for which the employee’s partner will be
eligible from another employer must be declared when these allowances are
claimed and will be offset against any payments to be made by Aberdeenshire
Council.

4 The full amount of reimbursement, or such proportion as is thought appropriate by
the Council, will be repayable should the employee leave the Council’s service
within 2 years of taking up the appointment.

Within one year Full amount
12 — 18 months 50%
18 months — 2 years 25%

This provision may be waived in exceptional circumstances for example in relation
to ill health retiral. This would require approval from the Director of Personnel and
ICT.

5 Before an employee makes a claim under these provisions he/she must settle the
accounts personally. With the exception of the travel costs covered by item 7 (page
7) and removal costs of more than £250, the employee will be required to submit
receipted invoices acceptable to HM Customs and Excise for VAT purposes where
appropriate, before reimbursement will be made by the Council. Where possible,
the receipts should be made out to Aberdeenshire Council. If the expenditure is
less than £250 a less detailed invoice will be acceptable, details are given in
appendix 2b.

6 Copies of the relevant claim forms will be available from your Service. The claim
form must be countersigned prior to submitting to the appropriate Administrative
Officer for reimbursement, failure to do so will delay with the processing of the
claim.

7 Any queries regarding eligibility for these allowances should be referred to
Personnel before any commitment is undertaken. Expenditure claimed under the
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scheme must be reasonable. It must be of a level of which, once certified for
payment, can be defended by all parties, including the council’s auditors.

8 If the Director of Personnel and ICT considers it inappropriate to approve payments
(or part of a payment) and the employee feels aggrieved the matter will be referred
to the Chief Executive for a final decision.

9 If any employee is found to have misused the provisions of the scheme then the
matter will be investigated under Aberdeenshire Council’s Disciplinary Policy.
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APPENDIX 2

RELOCATION SCHEME - SUMMARY OF CATEGORIES OF EXPENS ES

Type of Expense

What Can Be Claimed

Limit to Claim

Removal of furniture by contractor

Reimbursement of all

Removal Or Removal of furniture by employee reasonable claims will
(self drive and fuel) be made within the total
Employee must obtain and submit 2 limit.
reasonable quotes.
Cost of temporary storage of household | Reasonable claims up to
Storage furniture and effects. a period of 9 months
within the total claim
limit.
Reasonable costs of advertising, legal, Reasonable claims
Legal Fees survey, estate and mortgage redemption | within the total claim
fees and bridging loan interest. limit.
Stamp Duty Reimbursement of stamp duty on house | Reasonable claims
purchase price. within the total claim
limit.
Temp Cost of temporary accommodation, Reasonable temporary
Accommodation upon provision of evidence of pending accommodation
Allowance household removal. allowance costs within

the total claim limit.

Lodging Allowance

Cost of lodging allowance if employees
has no former home to dispose of.

Reasonable lodging
allowance costs within
the total claim limit.

Travel

To view area — reasonable cost of one
visit to area for employee and partner.
To visit previous place of residence —
one return journey per month.

To take up post — for employee and
dependants when moving from old to
new home.

Reasonable travel costs
within the total claim
limit.

Disturbance

To reimburse for the reasonable outlays
involved in moving from one house to
another e.g. replacement of curtains,
carpets, light fixtures, relaying floor
coverings and installation of domestic
appliances.

Maximum claim of £800
excluding VAT.

Relocation and Resettlement

TOTAL CLAIM LIMITED TO £8,000 (excluding VAT)
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APPENDIX 3

This is an example of a VAT invoice. To allow the Council to recover the VAT on relocation
expenses of more than £250, the employee must get an invoice that has all the details,
which have been highlighted below.

Easymovers Removals e swrage House

/ Supplier
Address
& Storage I—td\ Storage Industrial Estate
Suoblier Storetown
Mr & Mrs N O Home N ST12 6HB
New House tel: 01598 658945
New Town Supplier VAT emall: easymovers@aol.com, Unique
OL56 5JB registration identifying
number number
Vat Reg.No 658 4756 98 Invoice Number: 68957
Date of
Tax Point Descriptjz( Issue Excl of VAT VAT
£ PiE p
Date of
24.01.09 [Job Date: 20 — 21 January 2009~ | 2©°
pply
Eﬁfjgrﬁiti:;n b%itjgoods from Old House, Old Town
the goods and\deliver to above, including additional
or services | [packing, additional uplift in Old Town and
disposal as requested. 1,624/00 243|160
Total
Gross amount of
amount tax
excluding
tax
\1,62400 243 (!O
15% 243l60
Total £ 1,867/60

Unless otherwise agreed in writing The Contractor's charges shall be due and payable as follows:
Removals - payable on arrival of removal team, Storage - within seven days of invoice and a minimum of ten days prior to
release of goods from storage. Shipping - ten days prior to shipping. Failure to comply with these terms of payment will

incur a surcharge of two percent per week.

Directors: L. H Leonard J K Leonard (Secretary) Registered in Scotland No: 645897

Relocation and Resettlement March 2009 16



APPENDIX 3b

The following is an example of a less detailed invoice that can be used to recover the VAT

if the total of the invoice is less than £250.

AnyWhere Estate Ho||day Cottages
Invoice/Statement No: 9876 Mrs C Letting
Vat Reg No 669 4{2 0 Estate ON
i . Anywhere Est .
Suppller. VAT Unique Anytown Supplier
registration identifying _ Name and
number Anyshire AW10 6H
number address

To: Mr & Mrs N O Home

New House
New Town
OL56 5JB
Cottage/Facility: Estate House
From: 06-Mar58— | Date of
supply
To: 20-Mar-08 £
Rent due: 2 weeks @ £95 190
Sundry: \
N
Description
to identify
the goods
or services
Deposit Refundable on conditions:
Total Due £ 190
Remittance Slip:
Remittance in favour of Total Paid £ 190
ANYWHERE ESTATE
ALL TOTALS INCLUDE VAT INVOICE/STATEMENT No. 9376
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APPENDIX 4

Relocation and Resettlement Claim Form

Section 1 — Personal Details

Section 2 — Your Employment Detail

JOD Title. .., EMPIOYING SEIVICE.....cviii it e e e
WOrKPIaCe. .. ..o Date of AppoiNtmMent..........ooviii e e

L= (o To%= 1] o o] o o

Section 3 — Reimbursement Claimed

1. Removal

From previous principal place of residence to new place of residence (ie ONE MOVE ONLY) £
From previous principal place of residence to temporary accommaodation or store (ie FIRST OF TWO £
MOVES)

From temporary accommodation or store to new place of residence (ie SECOND OF TWO MOVES) £
2. Storage

For periodfrom [/ [ to__ [ | £
3. Legal and Other Fees

For sale of previous permanent place of residence, in accordance with receipted accounts enclosed £
For purchase of new property, in accordance with receipted account enclosed £
4. Stamp Duty

Reimbursement of stamp duty £
5. Temporary Accommaodation Allowance

For periodfrom __ / [/  to__ [/ | £
6. Lodging Allowance

For periodfrom __ / [/  to__ [/ | £
7. Travel

Travel to View Area - Return Travel Costs for self/self & partner £
Overnight stay, where appropriate £
Travel to Visit Previous Place of Residence -  Return travel costs to previous address on £
(dates) [ [ 1 Y A

Travel to take up Post £




8. Disturbance Allowance

Disturbance allowance claimed £
. . £
Total this claim
. . . Yes []
?2( B
Is this your first claim? (&) No ]
. . . Yes []
? \45‘
Is this your final claim? (&) No O]
Section 4 — Signature/Declaration
1. | wish to claim reimbursement of the expenditure itemised, under the Council’'s Relocation and Resettlement
Scheme.
2. For all claims under items 1-6 & 8, | enclose receipted accounts which identify VAT where appropriate. For

claims under item 7 & 8, | enclose the travel ticket/counterfoil/receipt as appropriate. Travel claimed on a
mileage basis, must be supported by a VAT receipt.

3. | undertake to repay to the Council the full amount of reimbursement of claims under items 1-6 and 8, or such
proportion as is thought appropriate by the Council, if | leave the Council’s service within 2 years of taking up the
appointment.

4, Where applicable, | will inform you if my spouse/partner is eligible for assistance with relocation costs from
another employer and understand any assistance will be offset against any payments made to me by the
Council.

5. | understand temporary accommodation/home visit is only payable whilst | am maintaining two homes and | will

confirm this in writing together with proof of marketing of the principal residence with my first claim for two homes
allowance where applicable.

Section 5 — Authorisation (Head of Service or nomin  ated Officer)

I confirm that the above-named employee is eligible to claim reimbursement of the expenditure itemised overleaf and that
| am satisfied as to the reasonableness of their claim.

Further information

An up to date list of Service contact names and telephone numbers can be accessed via Arcadia/My Job/??
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APPENDIX 5

COMMUTING ALLOWANCE

This form must be completed by employees who wish to claim Commuting
Allowance, as part of Relocation and Resettlement expenses.

Payment of the allowance will be based on either:

(@  The second class train and/or bus fare or,

(b)  Where public transport is not available a mileage allowance in respect of the
actual mileage between your home and your place of work. The mileage rate
will be based on the lower mileage rate of Essential Car Users as stated in

the current COSLA circular. This rate is currently 12.6p per mile.

The allowance paid to employees will be subject to deduction of Income Tax and
NICs.

It has been agreed that the Commuting Allowance will be paid as a monthly
allowance thus reducing administrative costs.

The allowance will be calculated using the following formula for employees who work
full-time:-

Total days available for work 260 260
Less annual/floating holidays 27 32
Less public holidays 7 7
Less sickness absence (average) 5 5
Net days available 221 216

In calculating your allowance, please use the above as appropriate. Please contact
Personnel if you work a compressed week.

Any changes to an employee's travel arrangements e.g. change of home, change of
job; revised fares resulting in a change to the allowance claimed must be advised to
the Director/Head of Service and a revised form submitted for authorisation where
appropriate. Section 2 of the form must be completed.

In all cases where commuting involves the use of bus or train fares the employee
should ensure that the most economical method of travel is used e.g. season tickets
etc.

Any change to the national agreement rate of 12.6p per mile for mileage allowance
will be automatically made by Payroll.

In the event of long term absence the allowance would continue to be paid for a
period of three months and would then cease pending the employee's return to work.
Where this occurs the Department will be responsible for advising Payroll of changes
to the employee's circumstances.

Commuting Allowance Form October 2008 20



Section 1 To be completed by all employees

N A E . e
SERVICE: e EMP REF NO: ..o

HOME AD D RE S S e e e e e e e e a e e e e

Section 2 To be completed if submitting a revised form following a change in travel
arrangements e.q. change of home, revised fares

NALUIE Of CNANGE:. o e et et e e et e et e e e

Date Of CANg . oot e e

Section 3 To be completed if using private vehicle

Mileage home to work (return daily journey): L
(maximum 100 miles)

@ 12.6p per mile (rate as at 01.03.01 — subject to change) E o,

Allowance £ ................... X 216/221* days + 12 = E o,

Section 4 To be completed if _using Public Transport

Public Transport cost (train/bus) home to work (return daily journey) E o

Allowance £ .................. X 216/221* days + 12 =

SIgNEA: e Date: ..
(Employee)

Section 5 To be completed by the Manager

| confirm that the above employee is entitled to the Commuting Allowance as part of the
Relocation and Resettlement Policy.

SIgNEA: e Date: ..o
(Director/Head of Service)

The completed form should be sent to the Payroll Section at Woodhill House.



