Accommodation and travel allowances fixed term contracts for History project.
Purpose
The purpose of the allowances is to provide appropriate terms which will attract candidates normally resident in GB to work in the Office for a temporary period of time to assist Historic investigations. 
The allowances will be paid to provide a reasonable contribution to temporary employees, who need to retain and maintain their permanent residence in GB, with the necessary means to live comfortably and maintain contacts with their family in GB whilst engaged in the assignment. 

Terms and conditions of payment:

The allowances are designed for the purposes outlined above and are not reckonable for pension purposes. 

Accommodation

An allowance will be paid in respect of receipted rented accommodation costs (inclusive of rates) up to a maximum of a net amount of £700 per month.  Actual costs incurred will be reimbursed up to £700, which means that should rent be incurred at a lesser rate, the lesser amount only can be claimed and should rent be incurred at a higher rate the re-imbursement will be capped at £700 net.  It should be noted that the allowance is considered to be a taxable emolument.  It will be paid to the individual via payroll, and subject to income tax and national insurance deductions through PAYE at the rate appropriate to the employees’ tax code as notified by HMRC.  However, the Office will gross up the amount of the allowance to generate a net pay amount.  
A further allowance will be paid in respect of receipted utility expenses actually incurred up to a maximum of a net amount of £100 per month. Utilities are described as electricity, gas or heating oil in respect of a heating system and a telephone land line rental (excludes call charges, broadband connection or other multi media costs). As with rent it is the actual costs that will be reimbursed. It should be noted that the allowance is considered to be a taxable emolument.  It will be paid via payroll and subject to income tax and national insurance deductions through PAYE at the rate appropriate to the employees’ tax code as notified by HMRC. However, the Office will gross up the amount of the allowance to generate a net pay amount.  

Flights
An allowance will also be paid in respect of receipted flights to and from GB in order that the employee may maintain reasonable contact with their family during the assignment. 
The allowance paid will be up to a maximum of a net amount of £400 per month and is limited to the use of economy class flights to GB. There can be no carry over of flight entitlement from month to month.  Flights can only be used by the individual employee or their spouse or partner.  As with rent and utilities, actual costs incurred will be re-imbursed up to the limit.  It should be noted that the allowance is considered to be a taxable emolument.  It will be paid via payroll and will be subject to income tax and national insurance deductions through PAYE at the rate appropriate to the employees’ tax code as notified by HMRC. However, the Office will gross up the amount of the allowance to generate a net pay amount.
The Office is aware that, dependant on your personal circumstances, the gross up of allowances through payroll at the prevailing taxation code applicable to your employment with the Office may, when combined with income you have from other sources, result in a liability for taxation on you following the end of a tax year.


Should you consider that these circumstances apply to you, we will ask you to provide information in support of any claim you might make, including but not limited to detail of any pension income or income from other sources.  This is in order that a calculation can be made of the amount of taxation which has arisen as a consequence of the gross up of allowances to enable an arrangement to settle this liability.  

Flexibility
The Office has a responsibility to safeguard public funds and considers that the allowances as set out provide reasonable assistance.   Therefore requirements for flexibility are expected to be rare and in all cases should be supported by a clear and justifiable rationale.  Should an employee consider that they have a particular need whereby they require a slightly higher allowance for travel than for accommodation or vice versa, then it may be possible to adjust the allowance package.  Each matter will be considered on a case by case basis but under no circumstance will the overall amount of allowance exceed £1,200 per month.  A request for flexibility should be submitted to the HR Manager but is subject to approval by the Director of Corporate Services. Such an arrangement must be determined at the outset of the assignment and cannot be changed at a later date. 
These allowances are only payable if the employee confirms that they need to retain and maintain a permanent residence in GB.  If the employee sells or sub-lets their normal residence in GB whilst engaged in the above project then the allowance will no longer be payable. Similarly if the employee relocates to Northern Ireland the allowance will not be paid.  All changes of circumstances in respect of residence and entitlement to these allowances must be immediately brought to the attention of the HR Manager. 

Failure to notify the HR Manager of any pertinent changes to circumstances and any falsification of information associated with the allowances may be considered under the discipline policy and procedures of the Office. These circumstances could result in clawback of allowances paid, the employee’s dismissal and prosecution. 
David Moorehead
HR Manager 
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