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1 POLICY

This policy outlines the department’s requirements and procedures in relation to
relocation and storage costs for employees relocating to, or within, the Northern Territory.

2 BUSINESS NEED

Where an employee is permanently appointed to a position that is not in their current
location, the Chief Executive may approve reasonable relocation expenses in
accordance with By-Law 27 of the Public Sector Employment & Management Act
(PSEMA).

3 RESPONSIBILITIES
Maintenance of this policy remains the responsibility of the Human Resource Services
Division (HR Services). Any subsequent changes to the approved policy will require
General Manager HR Services approval.

4 REFERENCES

NTPS 2008-2010 Union Collective Agreement

NTPS Teacher and Educator 2008-2010 Union Collective Agreement

PSEMA - By-Law 27 - Relocation Expenses

PSEMA - By-Law 28 - Relocation Allowance

PSEMA - By-Law 32 - Vehicle Allowance

PSEMA - By-Law 34 - Kilometre Allowance

Determination 1054 of 2007

Human Resource Delegations
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DET Policy: Relocation and Storage

5 GUIDELINES

Relocation assistance will be from the place of recruitment, unless otherwise negotiated
at the time of the offer of employment, transfer or promotion.

Relocation costs are not payable to staff members who transfer at their own request,
other than teachers who win a transfer in the annual transfer rounds.

Relocation of staff and their family unit from interstate will be one-way unless otherwise
agreed to in writing. Where an employee is relocating as a result of a partner who is not
a DET employee, the department will not pay any of the associated relocation or storage
costs. The cost of uplifting the family unit under such circumstances is the partner’s
responsibility, regardless of whether his/her employer pays for the removal.

All approved relocations are to be effected by the department’s approved contractor as
per Schedule A.

Note: Thirty cubic metres (30M>) is the absolute maximum cubic metre allowance.
Variations to the 15m* and 25M? limits may be considered but will need their delegated
officer’'s approval prior to allowing the variation.

Government Accommodation

Staff who occupy government employee housing may be required to vacate their
accommodation during periods of long leave, such as leave without pay, long service
leave, special remote study leave and parental leave, to make the accommodation
available for replacement staff. Short periods of leave can be covered by relief staff and
relief staff accommodation.

For these periods of approved leave the department will pay for storage, or reasonable
relocation expenses to Darwin, Alice Springs or another nominated NT centre. This does
not include travel expenses for the employee and their dependants.

Uplifts

As most remote accommodation is furnished, the cubic metre maximum allowance as per
Schedule A for uplifts to remote locations of personal and household effects is expected
to suffice without the need for further consideration.

Relocation Categories | Cubic metre maximum limits
SCHEDULE Singles 15 cubic metres
Couples 25 cubic metres
A Families 30 cubic metres

Note: Uplift from remote locations when appointments cease will be the same cubic
metre allowance as that approved to relocate to (ie. any extra furniture or vehicles
accumulated during the relocation that would incur extra cost to the department will be
removed at the employee’s own expense).
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Exclusions

The department will not pay for the following items to be uplifted:
o Large trailers

Boats or yachts

Aircraft, buses, caravans or portable home/large shed kits
Shipping containers

Dangerous, hazardous or inflammable items

Firearms

o Plants

o Commercial equipment ie large freezers, generators

o Portable spas

However, a separate quote can be sought for these ‘exclusions’ from the approved
departmental provider and uplifted at the employee’s expense.

Insurance
The department will not pay for the insurance of valuables or collections such as
antigues, jewellery, paintings, stamps, wine and perishables packed by owners (while in

transit or in storage).

Travel Arrangements

Air — once the approved date of travel is decided, all relocation flights are to be accessed
by the most direct route and with the airline with the cheapest possible rates proposed for
that day of travel, unless otherwise agreed to by the delegate.

Road - should the staff member be authorised to drive to the new location then the same
amount as above is to be the maximum payable as kilometre allowance. A Claim for
Kilometre Allowance form needs to be completed for reimbursement eligibility.

Note: Petrol vehicles will not be uplifted to or allowed into remote localities that have a
‘no petrol policy’.

Transit Accommodation

In instances where the department gives approval for a person being recruited to drive to
the workplace, he/she will be reimbursed kilometre allowance and reasonable
accommodation and meal expenses up to the amount of the cheapest airfare as per
above, whichever is the lesser. The department will not meet any expenses incurred as
a result of unauthorised arrangements.
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Short-Term Storage

The purpose of storage is to further assist with the relocation of an individual and their
dependants to their new work location. As such, it may be necessary to store household
goods and personal effects at such times as:

a)

b)

c)

an employee is in transit — if approved, this would be at the department’s expense
for a limited time of no more than six weeks, or until removal to final destination,
whichever is less;

new accommaodation in either urban or rural areas is being arranged for the
employee — if approved, this would be at the department’s expense for up to six
weeks; and/or

when an employee is relocated to a remote area and not all their personal effects
can be located in the available workplace accommodation.

The department may meet storage expenses for longer periods, subject to regular
review.

Permanent Employees

Relocation Arrangements

If newly employed on a permanent basis, or transferring within the department for more
than six months, the department may assist with:

a)

b)

c)
d)

f)

)
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cost of travel for the staff member (and dependants) to relocate to or within the NT
by the most direct route (if international, from point of entry into Australia) to the new
work location, unless otherwise agreed by the Chief Executive. To assist the staff
member to commence in the new position immediately, the department will support
a timeframe of up to three months for partners and dependants to make
arrangements to follow and reunite;

the actual cost (including insurance) of the relocation of an employee’s household
furniture effects and appliances up to the maximum volume as per Schedule A;
small trailers, to be considered if they fall within the allowance at Schedule A,
reasonable expenses in kennelling and transporting of domestic pets up to a
maximum amount of $200.00. Pets are defined as dogs, cats, birds or other
domestic animals kept by the employee or the dependants of the employee for the
purpose of household enjoyment. Pets do not include domesticated livestock,
native animals or equine animals;

the full freight charges necessarily incurred in respect of the removal of the
employee’s motor vehicle. The maximum payable is for one motor vehicle only;
short term storage assistance of up to six weeks, unless accommodation is
provided. Should an extension for storage assistance be required, an allowance
under this sub-clause shall not be paid for a period in excess of one year without the
further review and approval of the delegate; and/or

storage — if an officer is transferred or relocated to furnished government owned or
private rental accommodation and as a consequence is obliged to store their
furniture, the employee shall be reimbursed the actual cost of such storage up to a
maximum allowance of $1,000.00 per annum. This requires reviewing at the end of
each year and new approval from the delegate to extend the storage. Actual cost is
deemed to include the premium for adequate insurance coverage for the value of
the furniture stored.
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Receipts must be produced for all sums claimed.

If transferring within the department on a temporary transfer or promotion of less than six
months, uplift will be the same as “Teach for a Term” (see below for details) with excess
luggage being two extra boxes.

Relocation Allowance

1) Staff may be paid up to 12 weeks relocation allowance (six fortnightly payments). If
accommodation is provided, then there would only be one fortnightly payment.

2) Employees will need to complete the Relocation Allowance Claim Form and forward
to the relevant Relocations officer — see details on form.

3) the allowance will be paid through the payroll system on commencement with DET.

4) Relocation allowances are not payable to executive contractors.

Temporary Employees

Temporary Contract — Teachers

As per Determination 1054 of 2007, at the completion of temporary teaching contracts
the department may assist with their relocation expenses (and dependants) to Darwin,
Alice Springs or another nominated NT centre. This does not apply to teachers who
resign before the completion of their contract.

Temporary Contract — All Other Employees

If employed on a longer-term temporary basis (over six months) the department may

assist with:

a) cost of travel for the staff member (and dependants) to relocate to the Territory (if
international, from point of entry into Australia) by the most direct route to the new
work location, unless otherwise agreed by the Chief Executive;

b) the actual cost (including insurance) of the relocation of an employee’s household
furniture effects and appliances as per Schedule A;

c) small trailers, to be considered if they fall within the allowance at Schedule A;

d) the full freight charges necessarily incurred in respect of the removal of the
employee’s motor vehicle. The maximum payable is for one more vehicle only;

e) short term storage assistance of up to six weeks, unless accommodation is
provided. Should an extension for storage assistance be required, an allowance
under this sub-clause shall not be paid for a period in excess of one year without the
further review and approval of the delegate; and/or

f)  storage — short term storage assistance of up to six weeks unless accommodation
is provided. If an officer is transferred or relocated to furnished government owned
or private rental accommodation and as a consequence is obliged to store their
furniture, the employee shall be reimbursed the actual cost of such storage up to a
maximum allowance of $1,000.00 per annum. This requires reviewing at the end of
each year and new approval from the delegate to extend the storage. Actual costis
deemed to include the premium for adequate insurance coverage for the value of
the furniture stored.
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Receipts must be produced for all sums claimed.

Staff may be paid up to 12 weeks relocation allowance (six fortnightly payments). If
accommodation is provided, then there would only be one fortnightly payment.

Teach for a Term — including contracts less than six months

If relocating for one term (interstate) or two terms (overseas) the department may assist
with:
a) the cost of travel for the employee (only), by the most direct route from point of
recruitment (or point of entry into Australia for overseas recruits) to the new location;
b) providing accommodation, if recruited to a remote location; and/or
C) paying excess luggage:
o interstate — one piece up to 32kgs plus one piece at a cost of $22.00
o overseas — to be negotiated at time of appointment due to the varied rates/
conditions

Executive Contract Employees

When employed on an executive contract, the department may assist with:

a) cost of travel for the staff member (and dependants) to relocate to the Territory (if
international, from point of entry into Australia) by the most direct route to the new
work location, unless otherwise agreed by the Chief Executive;

b) some uplift and removal costs, including insurance for specified and agreed
personal effects from the point of recruitment to the new work location; and/or

c) provision of storage and other assistance. The Chief Executive may consider these
requests on a case-by-case basis

6 PROCEDURES

Department

Delegated departmental officers evaluate the relocation needs of all teaching and non-
teaching staff. If relocation assistance is approved, they authorise the relocation through
the departments’ approved contractor, who invites three outside tenders to quote on the
uplift.

Upon receipt of the quotes, the authorised departmental delegate ensures they are within
Schedule A guidelines prior to selecting the most cost effective and timely quote.

The winning tender will initiate contact with the relocating employee within 48 hours of
receiving departmental authorisation.

Employee

The relocating employee must provide all relevant information within two weeks of
notification or receipt of the sub-contractor’s uplift package. Employees are responsible
for complying with travel arrangements and assisting with removals as organised with
DET and the contractor. Failure to do so will mean any resultant additional costs will be
at the employee’s expense.
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