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1. Introduction 

Shetland NHS Board (the Board) recognises the financial and emotional strain for employees 
who, by necessity to take up their post with the Board, have to relocate their home, and family 
where appropriate.   

To ease the process of relocation, the following procedures have been introduced to assist and 
support staff during relocation.  The procedures are not designed to cover every aspect of 
relocation and have been introduced to help towards relocation expenses and upheaval as 
detailed in this procedure under Section 2.  The procedures account for Inland Revenue 
legislation and have not been designed to meet the full costs of individual relocation.   

It is important that all employees offered relocation allowance take time to read these 
procedures and guidance notes carefully before committing to any expense. 

1.1. Benefits 

In line with Inland Revenue rules, a maximum of up to £8000 qualifying relocation expenses can 
be reimbursed as non-taxable (including VAT) depending on length of contract issued can be 
claimed within the terms of these procedures.  Assistance will not exceed the eligible allowance 
actually incurred by the employee.  Employees will have a choice in the mix of expenditure 
claimed subject to approval.  In order to receive expenses as non-taxable, all expenses must be 
claimed by the end of the tax year (5th of April) after the employee takes up the post.  HM 
Revenue and Customs can extend this period on application.  Employees should therefore 
ensure they take such action, as they consider necessary to extend the period if appropriate. 

1.2. Resident Doctor Relocation and Travel Expenses 

Resident doctors recruited directly by NHS Shetland will follow this procedure.  Resident 
Doctors employed under DDiT (Doctors and Dentists in training) with another board and coming 
to NHS Shetland on placement will follow the NHS Scotland Relocation Procedure for Trainee 
Medical & Dental Staff. A local leaflet has been designed to assist with these expenses. 

1.3. Eligibility and Conditions 

a) Advertisements and/or information packs for jobs will clearly state whether a post is 
eligible for a relocation allowance.  Currently those in Agenda for Change band 5 and 
above posts will be eligible if stated in the job information.  In situations where the post 
is band 5 or above, but is advertised solely as a local vacancy, then the relocation 
procedure is not applicable.  GPs and Consultants employed directly by the board 
may also be eligible for the relocation allowance if applicable.   

b) If you are required by the board to change your base of employment and as a result 
you must change your sole or main residence, then you may be eligible for relocation 
assistance irrespective of grade or post.  If you do not have to change your sole or 
main residence, then you may be eligible for payment of excess daily travel expenses.  
The relocation allowance or travel expenses agreed in this situation would be 
dependent on individual and departmental circumstances and be proportionate to the 
terms of the change. 

c) There may be special circumstances where relocation allowance will be paid to other 
grades or bands, but these will require authorisation from the Chief Executive 
preceded by consultation from the relevant Director of Service with the Human 
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Resources Director.  Any outcome that differed from policy would go before the 
Remuneration Committee as the governance arrangement for exceptional payments. 

d) The written offer of employment will confirm eligibility to a relocation allowance. 

e) For all claims, the employee must be changing their sole or main residence to 
Shetland and payment will not be made to anyone commuting back and forth to 
Shetland. 

f) Where relocation to Shetland is necessary for fixed-term appointments, reasonable 
individual assistance will be offered at the discretion of the Board.  In these cases, an 
allowance will be proportionate to the period of employment in accordance with the 
Fixed term Employees (Prevention Of Less Favourable Treatment) Regulations 2002. 
If your contract is extended then your relocation limit will be adjusted accordingly 
however the date in which you are required to submit claims remains the same.  If this 
date requires extending, employees must contact HMRC direct as per 1.1 above. 

g) Part-time employees who are eligible for relocation assistance will receive the same 
limit as a full-time employee in accordance with the Part Time Workers (Prevention Of 
Less Favourable Treatment) Regulations 2002. 

h) Rotating Resident doctors are eligible for relocation assistance following the terms 
and conditions of the Relocation Procedure for their direct employer, e.g NHS 
Grampian, NHS education for Scotland and will be pro rata to the length of their 
placement with NHS Shetland, all claims are checked and authorised by NHS 
Shetland prior to submission to employing board for payment.  Any Resident Doctors 
directly employed with NHS Shetland will follow NHS Shetland Relocation 
Procedures. 

i) When purchasing or renting a property in Shetland, the employee must consider 
potential difficulties in getting to work in a reasonable amount of time.  As a guide, this 
could be within 10 miles and/or 30 minutes but will be dependent upon specific 
circumstances and job requirements.  For example, where the post carries a 
requirement for on-call or out of hours work, which cannot be planned in advance, 
then residence on Shetland Mainland will be essential.  In situations where an 
employee chooses to live further from base, they must accept responsibility for getting 
to and from work on time in order to fulfil their contractual obligations. 

j) Any expenses claimed must have been incurred as the result of the change of home 
and must not be recovered in full or part from any other source.  Any breach of this will 
be treated as fraud and reported to NHS Scotland Counter Fraud Services, the 
individual may also be subject to disciplinary action. 

k) The employee is expected to relocate as soon as possible and ideally within 12 
months from the date of commencing the new appointment.  If this is not practicable, 
this must be discussed with the line manager, who may, at their discretion and in 
consultation with their Director of Service and the Human Resources Director, be able 
to agree an extension of the claim period.  To extend claim period, you must write to 
HRMC with reasons for extension, any outcome is then shared with the HR 
Department. 

l) Where the employee’s spouse/partner/civil partner is also taking up an appointment 
within NHS Shetland and eligible for receiving relocation assistance, the Board will 
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restrict the package in order that a maximum assistance of £8,000 will be provided 
between partners.     

m) Reimbursement of relocation expenses is restricted to all reasonable expenditure in 
line with Inland Revenue rules, (https://www.gov.uk/expenses-and-benefits-relocation) 
and you are requested to keep claims to a minimum, particularly Solicitor’s and Estate 
Agents fees, which are not fixed, and can vary considerably.  If your claim for 
reimbursement is unreasonably high you may be asked to provide a statement 
supporting the costs and if you are unable to do so reimbursement may be abated to 
an amount considered reasonable by the Board given all relevant circumstances (all 
relocation expenses should be supported by receipts). 

n) There is a maximum level of reimbursement for all relocation allowance for any 
employee and relocation allowance benefits payable to any employee cannot exceed 
£8,000.  HR and Finance track all relocation expenditure and should any individual go 
over the £8,000, arrangements will need to be made for re-imbursement (details will 
be discussed between Finance and the individual concerned). 

2. Eligible Expenses 

Expenses and benefits you can claim for are: 

a) Costs of disposing of your existing home, whether you own it or rent it (or of a 
proposed disposal which falls through), such as: 

 legal fees and services  

 estate agent’s and auctioneer’s fees and services  

 home information pack 

 advertising sale of property 

 disconnecting gas, electricity, water and telephone supplies  

 loan redemption costs, where the loan was raised to buy your existing home, or 
where the loan was secured on your existing home 

 mortgage, insurance, maintenance and security once the property is left empty 
and before you sell it  

b) Continuing Commitments – continuing commitments is mortgage/rent in the old area at 
the same time as mortgage/rent in the new area, if this is the case then the lowest 
duplicate mortgage or rent payment can be reimbursed for up to 6 months, this may be 
extended to a maximum of 12 months in certain circumstances with approval from the 
Human Resources Director.  Proof of payment from your bank or building 
society/landlord is required confirming the mortgage/rental payments during the periods 
being claimed, along with a completed claim form.  Each claim along with supporting 
documents, must be made for each individual month, in arrears. Please note continuing 
commitments is not eligible for payment if property in the old area is generating an 
income e.g. sub-letting. 

c) Costs of acquiring a new home (or of a proposed acquisition which falls through for reasons 
outside your control, or where you have good reason to pull out) including:- 

 legal fees and services  

 loan arrangement costs and mortgage indemnity premiums  
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 structural surveys and valuations  

 Stamp Duty and Land Registry fees  

 fees payable to the Keeper of the Registers of Scotland  

 connection fees for gas, electricity, water and telephone supplies  
d) Costs of moving household furniture and effects (including ordinary gardening 

equipment), such as: 

 packing and unpacking  

 temporary storage, if you do not move directly from the old residence to the new 
(for up to six months) 

 insurance specially taken out to cover goods in transit or in temporary storage  

 removing and refitting domestic goods  

 includes moving of ordinary domestic pets  

 The Board will reimburse all reasonable costs relating to the removal of your 
furniture and effects by a removal contractor.  Before the removal is arranged you 
must obtain three comparable and competitive estimates, at least one of which the 
Board would expect to be from a removal company based in Shetland, in writing 
and forward these to the Human Resources Department.  The Board will 
reimburse the level of the lowest estimate although you will be free to engage any 
of the removal contractors however you will need to pay the difference if engaging 
with any company above the lowest estimate. 

 Should you be in temporary unfurnished accommodation, the Board will (subject to 
the three estimates as above) reimburse all reasonable costs relating to the 
removal of your furniture and effects to your purchased accommodation.  The 
Board has limited this to one claim. 

 If you prefer to personally arrange for the transit of your belongings you will be 
eligible for reimbursement of the hire costs for a van or other suitable transport as 
well as mileage costs. 

 Invoices for removals may be sent directly to the board, referencing your name. 

 
e) Travel and subsistence costs for: 

 family visits to the new location, prior to taking up appointment of the post (for a 
reasonable period of time for relocating family members) 

 family travel when the actual house move takes place (relocating family)  

 travel and subsistence for a child (under 19 at the beginning of the tax year in 
which you start your new job) who has to stay at the old location, or move to the 
new location before the rest of your family, in order to ensure continuity of 
schooling including return visits for child 

 return visit to your old location to oversee removals. 

f) Contribution to costs of replacing domestic goods such as carpets, curtains, cookers, 
fridge/freezers and washing machine if the goods used in your old home are unsuitable for 
installation in your new home, less any amount you received for the replaced goods.  If your 
claim for reimbursement is unreasonably high you may be asked to provide a statement 
supporting costs and if you are unable to do so reimbursement may be abated to an amount 
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considered reasonable by the Board given all relevant circumstances (all relocation expenses 
should be supported by receipts). 

g) Interest payments on bridging loans, providing:- 

 the loan is used only to redeem a loan secured on your old home or to purchase your 
new home  

 the loan does not exceed the market value of your old home at the time you purchase 
your new home.   

h) Temporary Board Accommodation - In some circumstances and subject to availability, the 
Board may be able to provide you with Board/hospital accommodation during your search for 
permanent accommodation.  However, you will be liable for the full rental costs including 
service costs such as electricity, council tax and private telephone calls.  Continuing 
Commitments may apply here as per section 2b of this procedure.  If available, and Board 
accommodation is provided it will be for a maximum period of six months or for a longer 
period if considered appropriate by the Board. 

3. Payment of Claims 

To make a claim, which can only be done after HR have received the signed agreement 
(appendix iii) including your bank details on the back of the form in order for your claim to be 
paid by electronic transfer, please complete the attached form in appendix vi and submit it to the 
Human Resources Department for authorisation.  The HR department will check against 
previous expenditure prior to payment of any claim.  If bank transfer is not possible, claims will 
be paid by cheque via the Creditors Department and sent to your home address.  Every effort is 
made to process payments promptly.  In the case of relocation expenses that attract National 
Insurance Contributions (unreceipted payments or grants) payment must be processed via your 
salary.  Cheques cannot normally be paid to a third party such as a bank or lawyer.  You should 
contact your line manager immediately if this should cause you difficulty. 

All eligible expenses should be paid for by yourself and claimed back via submission of a claim 
form and necessary receipts to the HR Department.  Please note your removal costs can be 
invoiced directly by the Removal Company to the board quoting your name in the subject area. 

4. Income Tax 

As far as possible the relocation allowance has been framed in order that they are qualifying 
expenses that are therefore non-taxable.  However, some aspects of the relocation expenses 
may be taxable and if so you will be notified directly by the Inland Revenue of the tax liability.  
Additionally some aspects of relocation expenses (unreceipted payments or grants) may be 
subject to the payment of National Insurance contributions.   

5. Repayment of Relocation Expenses 

Should an employee choose to leave NHS Shetland employment within two years of the date of 
taking up post for which relocation expenses were paid, a proportion of the amount reimbursed 
under relocation expenses provision will require to be refunded.  Repayment will be 
proportionate to the part of the 2 years unfilled – see appendix 2. 
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You will consent for the Board to have the authority to deduct any such monies outstanding 
from your salary to meet these payments.  In addition, you will agree to repay any further 
outstanding monies to the Board on demand or as mutually agreed at the time.  You are 
therefore required to sign an undertaking to this effect before any claims can be accepted.  
(Appendix III Form RE1.) If you were to leave the organisation within the time limit, then the 
Human Resources department will forward your contact details to the Finance Department to 
follow this up with you. 

To support the recovery of outstanding debts and reduce administrative burden, NHS Shetland 
reserves the right to refer any overdue relocation repayment to a third-party debt collection 
agency. This may result in additional costs to you and could impact your credit rating. 
Furthermore, where appropriate, NHS Shetland may notify your professional regulatory body of 
the outstanding debt, particularly where ethical or contractual obligations are relevant 

If an individual were to leave the organisation during their first two years as a result of an 
organisational restructure or by mutual agreement in the interests of the organisation, then the 
Director of Human Resources has the delegated authority to discuss these cases with the 
relevant Director of Service with a view to exemption from repayment. 

6. Further Information  

The Board welcomes you to your new post and it is hoped that you find this guide to your 
relocation allowance useful to aid your move to the new home.  You are reminded that the first 
step is to complete and return the Agreement and that all signed claims must be submitted to 
the Human Resources Department on the appropriate forms, attaching the necessary receipts. 

If you have further questions relating to your entitlement under relocation expenses regulations 
please contact the Human Resources Department. 

7. Review  

These procedures will be reviewed bi-annually unless changes in tax take effect sooner by the 
Human Resources Director on behalf of the Area Partnership Forum. 
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APPENDIX I- Subsistence Entitlements 

 

1. Night Allowances: First Thirty Nights- Actual receipted cost of bed and breakfast up to 
a maximum of £75. 

2. Meals Allowance (per person)- Per full 24 hour period £20 (i.e maximum lunch £5, 
Evening Meal £15) 

3. Night Allowances in Non-Commercial Accommodation (friend or relative 
accommodation)- £25 

4. Night Allowances: After First Thirty Nights- Actual receipted cost of bed and breakfast 
up to a maximum of £55 

5. Mileage Rates- (public transport rate) 24p per mile 

 

  



Page 13 Relocation Procedure November 2025 Version [3.1]

 

APPENDIX II- Proportional Repayment of Relocation Expenses 

Employees who leave the Board’s employment within 24 months or prior to the end of your fixed 
term contract from the date of taking up duty in the post that attracted relocation allowance, will 
be required to repay the whole or part of relocation expenses paid in accordance with the 
following table based on length of service. 

COMPLETED MONTHS OF SERVICE PROPORTION OF REMOVAL 
EXPENSES PAYABLE % 

 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

 

96 

92 

88 

83 

79 

75 

71 

67 

63 

58 

54 

50 

46 

42 

38 

33 

29 

25 

21 

17 

13 

8 

4 

0 

 

 

FOR THOSE EMPOYEES ON A FIXED TERM CONTRACT THE PROPORTION OF 
EXPENSES TO BE REPAID WILL BE EQUIVALENT TO THE PERCENTAGE OF THE 
CONTRACT LEFT TO RUN. 
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APPENDIX III- Agreement for Repayment of Relocation Expenses 

 

AN AGREEMENT 
 

For 
 

THE REPAYMENT OF RELOCATION EXPENSES 
 

Between 
 

_____________________________  _______________________________  
            (name of employee)              (Job Title) 

and 
 

SHETLAND HEALTH BOARD 
(now known by the common name of Shetland NHS Board) 

 
Start Date:  

 
In return for relocation allowance (maximum value £?,???) offered to me, I 

 
______________________________ 

please print full name above 
 
Relocation claims must be submitted by 5th April XXXX 
 
FIRST  Agree to repay, according to the scale at Appendix II, all relocation expenses 

for which I have been reimbursed, in the event I leave the employment of Shetland 
NHS Board within (?? Months) of the date of taking up duty in the post that attracted 
relocation allowance. 
 

SECOND Authorise the Board to deduct from my final pay any agreed sum outstanding on 
leaving the employment of the Board subject to the requirements of the paragraph 
FIRST above. 

 
THIRD Agree in the event the amount due from me on leaving the employment of the Board 

exceeds the net sum of my final pay to repay the agreed difference to the Board on 
demand or as mutually agreed at that time. 

 
FOURTH Accept that any outstanding sum to be reimbursed to the Board shall be subject to 

verification at the time. 
 
Signed .................................................. for the Board 
 .................................................. (name) 
 .................................................. (date) 

 
Signed  .................................................. the employee 
 .................................................. (name) 
 .................................................. (date) 
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APPENDIX IV- Bank Details 

 

RELOCATION 

 

Bank details 

If you wish to receive repayment for relocation claims directly into your bank account, please 
include your bank details below when returning this form: 

Bank/Building Society:   
 
Address:   

  

  

  

 
 
Sort Code:   
 
Account No.:   
 
This information will be treated with the strictest confidence and will be used solely for the 
purposes of payment of relocation claims. 
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APPENDIX V- Shetland Based Removal Companies 

Reid Removals Ltd 
Warehouse 
Broonies Taing 

Sandwick 
SHETLAND 
ZE2 9HH 

Tel: 01950 431233  

Mob: 01957 711474 
mail@ianreidremovals.com 

www.ianreidremovals.com 

 

J.F Courier & Removals 

21 Goodlad Crescent 

Lerwick 

SHETLAND 

ZE1 0QN 

Tel: 01595 693449 

Mob: Joel 07808533022 Matthew 07500432813 

joel@jfcourieruk.com  

Facebook: https://www.facebook.com/joel.friedlander1980/?locale=en_GB  

 

DFDS 

Greenhead 

Lerwick 

ZE1 0PY  

Tel: 01595 69 5792 

haulage@shetlandtransport.com 
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Appendix VI- Claim Form 

 

 

 

 

 

  

APPENDIX VI                    TRAVEL, ASSOCIATED EXPENSES 
Interviewee/Relocation Claims 

Organisation – SHETLAND NHS BOARD 
DETAILS (Please use BLOCK CAPITALS)       VEHICLE DETAILS 
 
Name                    ______________________________________________ 
 
Home Address   _______________________________________________ 
 
                             _______________________________________________ 
 
                             _______________________________________________ 
 
                            _______________________________________________ 

  
Engine Size (cc) of Vehicle used __________  
 
Make of Car                                  __________ 
 
Total Number of Miles                __________ 
 
Price per mile =                            24p PER MILE 
 
(Enter costs below) 

  
Claim for the Month of: 
 
 
Reason for Claim 
 
Interview       
 
Relocation       

DATE Description/details of claim Amount claimed 
  £ p 
    
    
    
    
    
    
    
    
    

TOTAL £ 
CERITIFICATION 
 
I HEREBY CERIFY THAT: 
1 THE ABOVE EXPENSES WERE INCURRED WHOLLY, EXCLUSIVELY AND NECESSARILY IN THE PERFORMANCE OF MY NHS DUTIES, AND ARE 
CLAIMED IN ACCORDANCE WITH MY EMPLOYERS POLICY 
 
2 THE ABOVE EXPENSES WILL NOT BE CLAIMED FROM ANY OTHER SOURCE 
 
3 WHERE I HAVE USED MY PRIVATE VEHICLE: 
 
a) MY CURRENT MOTOR INSURANCE COVERS AT LEAST THIRD PARTY RISK, INCLUDING RISK OF INJURY TO OR DEATH OF PASSENGERS AND 
DAMAGE TO PROPERTY, AS WELL AS ITS USE ON OFFICIAL NHS BUSINESS I ACKNOWLEDGE THAT MY EMPLOYER CANNOT ACCEPT 
RESPONSIBILITY OF RISKS NOT COVERED BY MY MOTOR INSURANCE POLICY 
AND 
b) I HAVE A CURRENT FULL DRIVING LICENCE AND A VALID MOT (WHERE APPLICABLE) 
 
 
SIGNATURE                                                                                                     DATE 
 

CERTIYING OFFICERS AUTHORISATION 
 
I AUTHORISE REIMBURSEMENT OF THIS CLAIM WHICH I HAVE EXAMINED. THE CLAIM APPEARS TO BE IN 
ORDER AND IS CONSISTENT WITH THE CLAIMANTS DUTIES AND CONDITIONS OF SERVICE AND EMPLOYERS 
POLICY. 
 
SIGNATURE ______________________________________________________ 
 
 
NAME           ______________________________________________________ 
(BLOCK CAPITALS) 
 
 
DESIGNATION ____________________________________________________ 
 
 
DATE            _____________________________________________________ 

FOR EXPENSES USE ONLY: 
 
NO OF DAYS     ________________ 
 
CODE                                    AMOUNT 
 
___________                 £___________ 
 
___________                 £___________ 
 
___________                 £___________ 
 
___________                 £___________ 
 
___________                 £___________ 

 
 

 

 

 



Page 18 Relocation Procedure November 2025 Version [3.1] 

 

APPENDIX VI – Rapid Impact Checklist 

An equality and diversity impact assessment tool: 

Which groups of the population do you think will be affected by this proposal?* 

 

Other groups: 

 Minority ethnic people (incl. Gypsy/travellers, refugees & asylum seekers) 

 Women and men 

 People with mental health problems 

 People in religious/faith groups 

 Older people, children and young people 

 People of low income 

 Homeless people 

 Disabled people 

 People involved in criminal justice system 

 Staff 

 Lesbian, gay, bisexual and transgender  

*the word proposal is used as shorthand for the policy, procedure, strategy or proposal that is being be 
assessed 

In the following sections, please consider what positive and negative impacts you think there 
may be and which specific groups will be affected by these impacts? 

What impact will the proposal have on 
lifestyles? 

For example, will the changes affect: 

 Diet and nutrition 

 Exercise and physical activity 

 Substance use: tobacco, alcohol and drugs 

 Risk taking behaviour 

 Education and learning or skills 

Any Relocation package aids attraction to rural 
posts. 

Will ease the stress and financial burden for new 
starts relocating to Shetland 

Will the proposal have any impact on the 
social environment? 

Things that might be affected include: 

 Social status 

 Employment (paid or unpaid) 

 Social/Family support 

 Stress 

 Income 

New and /or returning people to Shetland to help 
fill vacant posts which will in turn help departments 
who are struggling with workforce demands which 
could include patient care delivery 
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Will the proposal have any impact on the 
following? 

 Discrimination? 

 Equality of opportunity? 

 Relations between groups? 

 Fairer Scotland Duty 

Supports the Board’s commitment to providing a 
full workforce to help meet the demands of the 
services. 

 

Will the proposal have an impact on the 
physical environment? 

For example, will there be impacts on: 

 Living conditions? 

 Working conditions? 

 Pollution or climate change? 

 Accidental injuries or public safety? 

 Transmission of infectious disease? 

Having the right people, with the right skills, 
available when required, ensures a safer, more 
supportive, less stressful, working environment 
for staff.  

 

Will the proposal affect access to and 
experience of services? 

For example: 

 Health care 

 Transport 

 Social services 

 Housing services 

 Education 

Safe, motivated staff, who possess the appropriate 
skills and competencies their role, enhance the 
quality of care received by patients and service 
users 
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Summary sheet 

Positive Impacts (note the groups affected) 

The ability to safely employ the right people, with the 
appropriate skills and competencies in order to meet the 
requirement to provide safe, high quality healthcare 
services. 

 minority ethnic people (incl. gypsy/travellers, 
refugees & asylum seekers) 

 All genders 
 people in religious/faith groups 
 disabled people  
 older people and young people 
 lesbian, gay, bisexual and transgender people 
 people involved in criminal justice system 
 staff 
 Job Applicants 
 Volunteers 
 Temporary/Agency workers 
 Locums 
 Patients/Service Users 

Negative Impacts (Note the groups 
affected) 

Relocation only available to certain 
Bandings 

Additional Information and Evidence Required 

 

Recommendations 

 

From the outcome of the RIC, have negative impacts been identified for race or other equality 
groups? Has a full EQIA process been recommended? If not, why not? 

No 

Signature(s) of Level One Impact Assessor(s):  

Date:  

Signature(s) of Level Two Impact Assessor(s):  

Date:  


