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1 Introduction 
 
West Yorkshire Fire and Rescue Service (WYFRS) recognise the need to offer relocation assistance in 
appropriate circumstances.  The offer of assistance will be based on the needs of the service and the 
individual. 
 
Assistance may be offered with the prior written agreement of the Chief Fire Officer or Chief Employment 
Services Officers (CESO) where it is appropriate in terms of a recruitment incentive or to meet operational 
needs.  Not all positions will be subject to relocation assistance and will usually be detailed in the 
recruitment advert (where applicable). 
 
The scheme will operate on a reimbursement basis and applies to employees who have or will need to 
move home as the result of their appointment. 
 
Employees claiming must currently live beyond a 35 mile radius of their new workplace and, if new to the 
Service (this excludes transfers into the Service) outside of West Yorkshire. This does not apply to Day 
Crewing relocation assistance. 
 
The employee’s new home must be within the Services boundary. If the CESO considers it is essential for 
the employee to move their place of residence, for operational reasons, criteria may be adjusted with 
his/her prior agreement. 
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2 Relocation Allowance Maximums  
 
Where authorisation has been given in advance for assistance with relocation costs, employees will be 
entitled to a maximum of £7,500 to include anything related to the house purchase/rental and move.  
Including: 
 

• Removal / storage costs 

• Stamp Duty 

• Legal, survey, auctioneer, search fees, land registry and estate agents’ charges  

• Incidental expenditure in the new purchased home  

• Rented accommodation  

• Temporary accommodation/Travel expenses 

 

2.1 Removal Expenses 

The amount of removal expenses, including insurance in transit, will be refunded based on the lowest of 
three quotations from recognised contractors. 
 
Where an employee chooses to carry out a removal on his or her own behalf, expenses will be restricted 
to the reimbursement of vehicle hire and fuel only. 
 
Removals should normally be completed within 12 months of appointment; removal at a later date may 
qualify for assistance subject to the approval of the CESO. 
 
Expenses are reimbursable in respect of one complete removal only.  Expenses arising from temporary 
accommodation will be reimbursed only if incurred within 12 months of appointment and once only. 
 
 

2.2 Legal and Estate Agent Charges 

 
The costs of legal, estate agents, advertising, mortgage and survey fees attributable to the sale of the 
former property and purchase of new property as a result of the appointment are refundable. 
 

2.3 Incidental Expenses 

 
Incidental expenses that are incurred as part of the move are refundable. These expenses will only apply 
for fixtures/fittings which cannot be reasonably moved from one house to another.  The maximum 
allowance for these expenses is £1,500 and is encompassed in the maximum allowance of £7,500. 
  

2.4 Temporary Accommodation 

 
Temporary accommodation may be secured for a period of up to 6 months with the agreement of the 
CESO. 
 
If it is necessary for an employee to maintain two residences for a temporary period the Service may 
make a contribution to the additional cost of accommodation/travel (i.e. excluding subsistence) for up to 
six months.  
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The above provisions are subject to the maximum amounts as detailed in section 2 and prior written 
agreements of the CESO, who may extend the periods mentioned (to a maximum of 12 months) where 
there, are extenuating circumstances. 
 

2.5 Moving into Rented Accommodation 

 
Where a new employee to WYFRS moves into permanent rented accommodation (public or private 
sector) the following allowances will be applied. 
 

• Removal expenses as outlined above. 

• Temporary accommodation/travel as outlined above but only whilst the employee remains eligible 
for rent on a previous property, following appointment, or for up to 6 months whichever is the 
earlier. 

 

2.6 Interest free loan 

Subject to proof of hardship an interest free loan of up to £1500 (repayable by deductions from salary) 
over a maximum period of 12 months from appointment, will be available for use solely as a deposit or 
rent payable in advance (this is in addition to the £7500). 
 
 

2.7 Sale/Purchase Falling Through 

 
Subject to the circumstances of the situation up to a maximum of £2500 may be payable if a sale falls 
through and will be included within the maximum £7500.  This will be available only once.  It will still be 
subject to repayment as per paragraph (Fraudulent Claims) and is dependent upon the employee’s 
commitment to relocate as per the Relocation Policy/Service contract of employment requirements and 
conditions. 
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3 Tax Exemption 
 
The maximum total financial assistance payable under this scheme is £7,500.  The maximum payment 
which is eligible for tax exemption, is £8000.   
 
To qualify for tax exemption the following criteria must be met: 
 

• The employee has to move home to take up a new job 

• The employee’s existing home must not be within reasonable daily travelling distance of the new 
place of work*. 

• The employee’s new home must be within reasonable daily travelling distance from the 
employee’s designated main workplace or as contractually required*. 

• The new home must become the employee’s main residence 

• All expenses claimed under the exemption must be incurred within 12 months of the end of the tax 
year in which the employee started with WYFRS 

• The employee as appropriate must move their station of duty 

• Receipts must be supplied otherwise the payment, even if otherwise eligible, will be taxable. 

  *HMRC state the usual time taken to travel a given distance is an indication of whether that distance is reasonable 
 
The tax office has advised (January 2007) that the Regulations for tax exemption on relocation expenses 
have become much tighter and that if the criteria above are not met any exceptions granted by the 
Service may be taxable.  Tax is a personal responsibility of the individual and where the Service codes 
relocation as tax exempt in good faith, if it is subsequently found that this is incorrect, liability will fall to the 
individual which could go back as far as 6 years.  Employees are reminded it is their responsibility to 
declare all expenses paid annually to the tax office.  Any relocation paid is under the strict agreement and 
knowledge of the employee to the above criteria. 
 
In addition the VAT element of payment will be included as part of all expense claims and maximums.  
Relocation expenses do not form part of Pension Scheme Salary contributions. They are based on the 
employee remaining in WYFRS for 2 years after appointment and are repayable in accordance with the 
paragraph entitled fraudulent claims in this procedure.  Proof of expenditure via official business receipts 
is required before allowances are payable. 
 
Further information on this is found here :   
https://www.gov.uk/expenses-and-benefits-relocation/what-to-report-and-pay 
   

https://www.gov.uk/expenses-and-benefits-relocation/what-to-report-and-pay
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4 Application of Scheme 
 
This scheme is applicable to established posts on permanent contracts.  It applies to all employees 
regardless of which terms and conditions they are on. 
 
The scheme is not applicable to persons whose existing residence is outside the UK mainland.  A 
prospective employee living outside the UK mainland e.g. Ireland/Europe etc. should discuss their 
circumstances with Human Resources prior to application. 
 
The employee must certify that removal has occurred solely as a result of the appointment and would not 
otherwise have occurred i.e., if the person was intending to move to the area anyway or moving to join a 
member of the family already resident here, or the new employee’s partner/spouse etc. is in receipt of 
relocation expenses for a move to the area.  In such circumstances, expenses under this policy are not 
available. 
 
Full assistance will be granted based on the fact that qualifying employees maintain their own household 
both before and after appointment and that the employee makes a serious effort to secure appropriate 
permanent accommodation as soon as is reasonably practicable. 
 
Reimbursement is conditional upon the employee producing all the necessary official quotations, invoices 
and receipts for any expenses incurred and agreeing expenditure in advance, with the CESO or their 
delegated representative.   No payments will be made without valid itemised receipts.   
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5 Time off for Moving 
 
Should the new employee require time off for moving house, this may be applied for as special leave and 
will be considered dependent upon an individual’s circumstances.  On-call employees will not normally be 
entitled to time off for moving house as this is not their primary employment.   
 

 

6 Proof of Eligibility 
 
The Service will require evidence from the employee covering as applicable: 
 

• Current home ownership 

• Location of new property 

• Receipts for expenses claimed 

• Authorisation of entitlement from CESO 

• Signed declaration of expenses claimed and repayment requested 

• Rental/tenancy deposits and agreements 

• Rent payable 
 

7 Employee’s Partners 

 
Only one claim per ‘home’ unit will be allowed where two or more WYFRS employees live at the same 
address.  Where employees in this situation need to live apart due to Service needs, such cases will be 
considered for eligibility to relocation expenses, on the specific circumstances of each case. 
 
 

8 Fraudulent Claims 

 
Evidence of fraud will be investigated and where a potential case of fraud is apparent, disciplinary action 
will be instigated and may result in dismissal and immediate repayment to WYFRS of any monies paid 
which have been proved to have been gained fraudulently. 
 
 

9 Termination of Service 

 
An employee on a permanent contract who ceases employment with the Service within 2 years of 
appointment is liable to repay the full amount. 
 
 

10 Appeals 

 
If an employee is dissatisfied with the application of the relocation policy they can appeal using the 
WYFRS grievance procedure. 
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11 General 
 
To avoid misunderstanding a decision on what allowances are eligible should be obtained as soon as 
possible on or after appointment.  If there is any doubt about what can be claimed and if this claim might 
influence a decision to accept the appointment, this should be discussed with the CESO of Human 
Resources before the offer of appointment is accepted. 
 
Receipts are required for every allowance.  Receipts must be itemised and clearly show what the purpose 
of each payment was for. 
 
Employee’s will have to pay back all the allowances immediately if leaving WYFRS employment or moves 
location that impacts on their ability to provide operational cover (at the location the allowance was 
granted) within 2 years of the date of appointment. 
 
To qualify for allowances, removal and resettlement should take place within 12 months or less depending 
on entitlement of appointment unless prior agreement (in exceptional circumstances) has been authorised 
by the CESO.   
 
Not all allowances paid maybe tax exempt.  The Service is bound by tax legislation and employees are 
liable for any tax and should check with the tax office.  The Service will not be liable if the tax office 
subsequently deem a relocation allowance as taxable. 
 
 

12 Claiming 
 
Itemised VAT Receipts/invoices must be collected and submitted to finance via Employee Resources for 
reimbursement. 
 
Claims under £2000 will be repaid via cheque which will take approximately 1 week to process. 
 
Claims over £2000 will be repaid via BACS transfer and will take approximately 3 weeks to process. 
 
 


