
 
Appendix D 

CROYDON COUNCIL 
 

RELOCATION SCHEME 
 
 Introduction  
 
These guidelines may be used to overcome a skills shortage or as a recruitment and 
retention tool. The Council’s approach to attracting, recruiting, developing and 
retaining talent sometimes needs to be supported to enable the placement of 
someone with known abilities and expertise into a specific role.  
 
The decision to apply this scheme should be agreed before an offer of employment 
has been accepted and should preferably be displayed in the job advertisement.  An 
“in principle” offer of assistance, subject to meeting the requirements of the scheme, 
must be contained in the offer of employment letter. An offer of a relocation package 
cannot be made after employment commences.  
  
There is no automatic entitlement to help with relocation or the amount paid. 
Payment is subject to approval in all cases by the relevant tier 1 manager, 
production of receipts and the amount of budget available within the service. No 
central relocation budget exists, so payments must be made from the relevant 
department’s own budget.  
 
Relocation assistance will not exceed £8,000, will not normally be provided to 
employees already employed by the Council (including those on fixed term or 
temporary contracts) and can be paid once only. Any subsequent moves will not 
attract a payment. 
 
 
Eligibility  
 
 The following criteria must be met to be eligible for a relocation payment;  
 

• The applicant is lives more than 90 minutes travelling distance away from the 
new workplace and is relocating to a location within that limit.  

• all owners or joint owners of the residence are moving, if claiming fees 
connected with the sale and purchase of a property  

• the applicant is  moving within 6 months of starting their employment with the 
Council 

• the applicant is not benefiting from relocation assistance from another source 
(e.g. their partner’s employer) 

• the applicant is moving to work  solely for Croydon 
 
Conditions  
 
The recipient must sign an agreement to remain in Croydon Council’s employment 
for a minimum of three years. If they leave voluntarily or are dismissed on grounds of 



misconduct or capability within three years, repayment will be due, charged at 1/36 
of the total amount of expenses paid per uncompleted month of service.  
 
Two quotes must be obtained for removal and storage expenses for which the lower 
amount may be reimbursed. Records of payments made will be recorded on the 
employee’s personal file and retained by the manager who signs the agreement.   
 
The employee is responsible for:  
 

• taking steps to sell their property (if applicable) and obtaining accommodation 
within reasonable travelling distance (90 minutes) within 6 months of their 
start date with Croydon Council. 
 

• seeking approval for any relocation expenses prior to incurring the expense. 
 

• signing the three year agreement  
 
• providing a full breakdown of costs and comprehensive receipts for all 

expenses claimed for under the scheme.  Bank statements or credit card 
receipts cannot be accepted. 

 
• providing at least two quotes if claiming for removal expenses.  

   
The manager is responsible for: 
 

• obtaining approval of the Chief People Officer and their Director and the 
correct financial authorisation (including departmental expenditure panel if 
relevant), before offering a relocation package 

 
• subject to the eligibility criteria, informing the successful candidate of the  

relocation scheme when offering the appointment  
 

• ensuring that finances are available to fund a relocation package  
 

• agreeing with the employee the types of expenses they are able to cover  
            and the maximum amount to be paid  
 

• reviewing the situation if positive steps are not being taken by the  
     candidate/employee to sell and/or buy a new property within 6 months  
     of starting their employment. 

 
• ensuring an agreement is signed by the employee and storing a copy on their 

personal HR file  
 

• keeping a copy of the agreement, a full breakdown of costs, receipts  
            and quotes.  
 



• arranging for payment(s) to be paid into the employee’s bank account before 
the end of the tax year following their appointment date and that taxable 
payments are paid via Payroll  
  

• ensuring that records of all payments are kept on the employee’s personal HR 
file 
 

• arranging the recovery of expenses if the employee leaves within three  
years, including writing to them to confirm the outstanding amount due and 
informing them if it will be taken out of their final salary or pension 
contributions.  
 

Tax  
 
Relocation expenses up to £8,000 per move are currently tax free as long as they 
are provided by the employer before the end of the tax year following the date of 
appointment (including VAT on expenses), but some payments are taxable. The 
following expenses may or may not be included in the agreed package.  
 

• Payment for rent where it is necessary to temporarily maintain two homes , 
up to a maximum of 6 months* 

• Travelling costs where two homes are temporarily maintained, up to a 
maximum of 6 months  (either standard class train fares or casual car user 
mileage rates)  

• Legal and Estate Agents fees connected with the sale and purchase of 
property  

• Removal and storage of household furniture and effects  
• Disconnection and reconnection of utilities* 
• Reinstallation of domestic appliances such as cookers and washing 

machines* 
• Charges incurred for ending a rental agreement early * 
• Deposit for rented accommodation * 
• Two days paid removal leave in addition to normal leave entitlement* 
• Refund of unexpired season tickets* 
• Shipping costs, if moving from abroad 
• Survey Fees*  
• Unplanned costs such as school uniforms, carpets, curtains, * 
• Redirection of mail* 

 
 

     *subject to tax and NI contributions   
 

As the tax position may change, it is advisable to check with the HMRC before 
finalising any arrangements under this guidance.   
 


