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CHAPTER 1

SECTION 1

PRINCIPLES

GENERAL

01.0101.
Applicability of the Regulations.    The allowances provided for in these regulations apply to Regular and Reserve Armed Forces personnel (with the exception of non-mobilised Regular Reserves who are only entitled to travel and subsistence allowances when required to attend training) unless otherwise indicated.  This document, JSP 752 - Tri-Service Regulations for Allowances, is the overarching and definitive policy source-document for the allowances paid to Service personnel and has primacy over all other guides and instructions.  A separate Guide to Service Allowances is published to complement this JSP giving an indication of the likely entitlements when undertaking duties in various scenarios. The Guide is neither authoritative nor enduring and Service personnel must refer back to this JSP to confirm their exact and up-to-date entitlements.

01.0102.
Allowance Entitlements on Mobilisation.    This JSP does not cover the various allowance entitlements on Mobilisation of Reserve personnel.  Full details of those entitlements can be found in Chapter 5 of JSP 753 Tri-Service Regulations for the Mobilisation of the Reserves.

01.0103.
Gurkha Entitlements.    Unless the specific Section in this JSP states otherwise, Gurkha personnel have the same entitlement to allowances as their British Service personnel equivalents.

01.0104.
Responsibility for Policy.    Tri Service Allowances Policy is authorised  by The Queen by way of Royal Warrants made under section 333 of the Armed Forces Act 2006 (c. 52), namely The Armed Forces Pay, Bounties and Allowances Warrant 2009 and The Armed Forces Pay, Bounties and Allowances (Amendment) Warrant 2010.  Within MOD, the Secretary of State for Defence has overall responsibility for all aspects of Defence.  He chairs the Defence Council which directs PUS and through him 2nd PUS and thence the Deputy Chief of Defence Staff (Personnel) (DCDS(Pers)).  With few exceptions, DCDS(Pers) determines Service allowances policy.  Where policy responsibility lies elsewhere, the lead organisation is indicated at the top of the relevant regulation within this JSP.  DCDS(Pers) delegates the allowances policy lead to the Director Service Personnel Policy (Dir SP Pol).  Within SP Pol, SP Pol Pay and Manning (Allowances) (SP Pol P&M Allces) has day-to-day responsibility (in conjunction with the single Service Pay Colonel staffs) for allowances policy, the regulations for which are promulgated in this JSP.  Sponsorship and periodic review of the policy is vested with SP Pol P&M (Allces) who have responsibility for the publication of updated versions of this JSP.  Proposals for changes to this JSP should be submitted to SP Pol via the SPVA Pay and Allowances Casework Cell (PACCC).

01.0105.
Determining Rates of Allowance.    SP Pol P&M (Allces) is also responsible for setting and promulgating the majority of the allowance rates.  Some, however, are determined by other MOD Departments, as shown within these regulations, and a number are recommended by the Armed Forces Pay Review Body.  Where the rate setting responsibility lies elsewhere, this is shown in the relevant regulation in this JSP.  Rates of allowance are reviewed periodically, either at fixed intervals or in the event of a marked alteration in conditions.  SP Pol P&M (Allces) publishes the majority of rates annually in a Directed Letter, although a small number are published monthly and some are published following update activity.  The methodology used to calculate the rates is outlined within the regulations for each allowance contained in this JSP.  It should be noted that allowance rates can reduce as well as increase, depending on the impact of the various factors included in the individual calculation methodology for each allowance.

01.0106.
Interpretation.    Personnel responsible for the administration and implementation of these regulations are expected to interpret them reasonably and intelligently with due regard to the interests of Defence, bearing in mind that no attempt has been made to provide for self-evident exceptions.

01.0107.
Unit Responsibilities.    Units are to ensure that Service personnel are aware of these regulations and should, where necessary, remind them of their entitlement.  Service personnel are to be advised to ascertain entitlement before incurring expenditure.

01.0108.
Casework.   There will inevitably be occasions where the eligibility and entitlements detailed in this JSP do not fully cover the circumstances of every Service person.  Where it is considered that there is sufficient justification for exceptional treatment of any allowances matter, a case detailing the full scenario, justification and requirement is to be staffed from the Unit HR Admin Staff (in the Army’s case through Brigade) to the PACCC seeking exceptional authority.  A guide to the submission of allowances casework to the PACCC, including the required format, is at Annex A to this Section.  The PACCC is a cell within the SPVA with the delegated authority to deal with all tri-Service allowances casework.  In conducting casework it will consider all of the associated factors and seek to make consistent and fair decisions.  The PACCC does not have authority to alter existing policy or to set a precedent; it will refer such cases to SP Pol P&M (Allces) for a policy ruling before a final decision is made.  In deciding upon cases where they have authority to rule, the PACCC will consider:

a.
whether the case presented falls within the policy intent.  If it is clear that the policy intent was not to exclude the circumstances of the Service person submitting the case, the PACCC may approve the case.  If, however, a group of 5 individuals or more seek, simultaneously, the same regulatory treatment that the PACCC considers is justified, the PACCC will request that SP Pol P&M (Allces) reviews the policy to determine eligibility prior to ruling on the case.

b.
whether the regulations lay down a specific timeframe for eligibility.  Cases that exceed the timeframe will be referred to SP Pol P&M (Allces) for consideration prior to any decision being promulgated.

01.0109.
Appeals Process.   Individuals may submit an appeal, staffed through the Unit (in the Army's case through Brigade), to the SPVA concerning a decision on casework made by the PACCC.  A first appeal is to be submitted within 3 months of the initial notification by the PACCC of the decision.  The first appeal will be considered by the Assistant Head Military Operations and Development SPVA or Assistant Head Veterans Services and Armed Forces Pension Scheme SPVA (via SO2 Complaints and Appeals, MP 600, Kentigern House, 65 Brown Street, GLASGOW, G2 8EX) who will review the evidence prior to informing the Service person of the decision.  Where individuals still believe that they have been unfairly disadvantaged, they have a further 3 months from the date of the notification letter of the first appeal to lodge a second appeal which will be considered by the Chief Executive SPVA (via SO2 Complaints and Appeals, MP 600, Kentigern House, 65 Brown Street, Glasgow, G2 8EX).  For both first and second appeals DCDS(Pers) Pay & Manning may be consulted prior to a decision being made.  The decision made by the Chief Executive SPVA is final.  However, the appeals process does not preclude recourse to the Redress of Individual Grievance procedures, in accordance with JSP 831.  Service Boards may consider redress on pay and charges issues; they may make recommendations for cases to be reconsidered if it is believed that the SPVA has not correctly applied tri-Service pay and charges policy, or that policy needs to be reviewed. They are, however, not able to overturn pay and charges policy or casework decisions.

01.0110.
Stating a Service Complaint
.
Service complaints will, in the first instance, be submitted to the Defence Council.  The Defence Council will usually delegate adjudication to a Service Complaints Panel who may seek the advice of SP Pol P&M (Allces) before making a decision.  However, some cases will be considered and ruled upon by the Defence Council itself.
01.0111.
Service complaints are to be made within 3 months of the issue arising.  Where an issue occurred over a period of time, the complaint is to be submitted within 3 months of the last incident.  There is no limit on how far back a period may extend.  An allegation submitted to the Commissioner (see JSP 831) which results in a Service Complaint is considered to be in time if it is received by the CO within 3 months of the of the issue arising
.  If a Service Complaint is raised before the pay appeal process has been exhausted, the CO is to defer consideration until a decision has been received from the PACCC or CE SPVA.  The start date for the 3-month time limit for such a Service Complaint will be the date of the PACCC or CE SPVA decision.
01.0112.
JPA Service Delivery Complaints.    Complaints relating to Service Delivery Failures should not be confused with Service Complaints.  Detailed instructions for submitting a JPA Service Delivery Complaint can be found on the SPVA Infocentre web page.
  

01.0113.
Benefits May be Varied or Cancelled.    Allowance policy is kept under constant review.  Allowance rates are also changed frequently.  As a result, allowance policy and/or rates can be varied or cancelled at any time.  Service personnel should not make financial plans on an assumption that current allowances policy and rates will continue unchanged.  Service personnel may only submit claims for allowances in accordance with the policy and rates current at the time the activity that generates the claim took place. There are no reserved rights to allowance policy or rates that were in effect prior to the date the activity took place.  On the roll out of JPA to the Services a number of allowances have been replaced by new allowances.  There will be no reserved rights to any of the pre-JPA allowances.

01.0114.
Individual Responsibilities.    Service personnel are to note the following:

a. They may not submit a claim to meet actual expenditure unless specifically eligible to do so in accordance with these regulations.

b. They may not draw allowances in respect of the same occurrence in more than one capacity. 

c. They must notify their unit HR admin staff of any changes in circumstances that may affect their entitlement, as soon as they occur.  Failure to do so may result in the Service person becoming liable for recovery of overpayments of allowances.  Such changes will include, but not be limited to, notification of any move away from an assignment station, temporary arrival or departure of their spouse/civil partner or child(ren) at a duty station, or changes in family circumstances that will result in a change in their Personal Status Category (PStat Cat).

d. Where stated in these regulations, they must retain receipts in support of claims for 24 months from the date of submission of the claim for audit and other official purposes.

e. The allowances entitlement of an officer or OR is dependent on the fulfilment of applicable eligibility criteria.  There may be no entitlement to certain allowances during periods of absence as detailed in Chapter 1 Section 5.  The payment of allowances is conditional on entitlement and will be repayable in respect of any period of absence during which there was no entitlement.  Such amounts will be recovered as an over-issue.

f.
Substitution of Allowances.  Where an entitlement exists it does so only within carefully defined circumstances.  Individuals may not therefore use any perceived savings made by not claiming an entitlement to one allowance in order to claim another to which there is no entitlement.   The cash equivalent of an unclaimed entitlement may not be substituted for use in non-entitled circumstances.  

01.0115.
Personnel Transferring between UK Armed Forces.    Where a Service person transfers from one Service to another, with no break or gap between the 2 periods of Service, their entitlement to the allowances and benefits covered in these regulations will normally be as if there had been no change of Service.  A full review of the personal allowance entitlement will be conducted by the new unit HR admin staff on transfer.

COMMENCEMENT AND CESSATION OF RECURRING ALLOWANCES

01.0116.  
The UK Service Home Base.  A basic principle in the construction of allowance policy, and the associated rates, is that the UK Armed Forces are normally recruited in the UK which is regarded as the home base for Service personnel and their families.
01.0117.
Moves on Assignment.    When a Service person in receipt of recurring allowances that are paid as a daily rate, moves between units, existing allowances will be paid up to and including the last day of duty at the former duty station.  Eligibility to allowances at the new duty station commences on the day the Service person reports for duty, unless otherwise stated in these regulations.

01.0118.
During Transit.    During a period of transit to or from an overseas station, an allowance that is paid automatically at a daily rate (eg Longer Separation Allowance (LSA), Local Overseas Allowance (LOA)), is not normally paid for the day of emplaning or embarkation.  If entitlement continues, payment is to be resumed on the day of deplaning or disembarkation.

OVER-ISSUES

01.0119.
Over Issues.    An allowance granted in error and received in good faith does not create an entitlement to that allowance.  Furthermore, an allowance granted in error under these regulations to either a Service person, a former Service person, or a body of Service personnel collectively, is liable to be stopped or suspended on the order of the Defence Council, or by an officer duly authorised by the Defence Council, and recovered.  Over-issues may only be written off under the delegated authority of the Chief Executive of the Service Personnel and Veterans  Agency (SPVA), in accordance with JSP 462 Chapter 36.

PUBLIC DEBTS

01.0120.
Public Debts.    In the event of a Service person owing the MOD monies on the completion of their service, any arrears of allowances may be used to offset this public debt, in accordance with JSP 462 Chapter 35.

UNDRAWN ALLOWANCES

01.0121.
Retrospective Claims.    No claim will be paid for any allowance relating to any period more than 6 years prior to the date of the claim, or such shorter period as may be specified for particular allowances in these Regulations.  Allowances that have not been drawn may only be paid where entitlement can be established beyond doubt, where it can be proved by reference to accounts or other documents that payment has not already been made and where financial authority has been given by the appropriate budget holder.  If there is doubt about the validity of the claim (eg when the regulations have altered in the intervening period), a case, with appropriate budgetary authority, must be submitted by units to the SPVA PACCC for approval.

INCOME TAX AND NATIONAL INSURANCE CONTRIBUTIONS (NICs)

01.0122.
Income Tax and NICs.    The Income Tax and NICs liability and method of payment for each allowance is stated within the relevant Section of these Regulations along with the relevant section of the Income Tax (Earnings & Pensions) Act (ITEPA) 2003 which gives rise to the tax status of each allowance (where applicable). Where the Income Tax and NICs are to be paid on behalf of the MOD by SPVA automatically via a PAYE Settlement Agreement (PSA), no action is required by the unit HR Admin staff to effect such payments unless specifically mentioned in the appropriate allowance Section (eg Respite Journeys(Remote Locations)). 

AUDIT REQUIREMENTS

01.0123.
Audit and Receipts.    Most allowance payments will be made via the JPA Expenses Claim system.  Both these claims and those submitted on a manual claim form via the Unit HR Admin Staffs, will be subject to a random 5% audit.  To facilitate this audit claimants are required to keep the supporting receipts and paperwork for a period of 24 months from the date of submission of the claim.  A credit/debit card receipt or voucher which contains no details of the items purchased is not an acceptable record. (Where the itemised receipt has been lost a credit/debit card receipt is better than nothing but must be annotated with the specific details of the purchases claimed.) In cases where receipts cannot be obtained, a statement signed by the Service claimant itemising the expenses is to be retained with a copy of the claim.
01.0124.
Methodology.    Once selected, the claimant and the unit audit staff are notified of the claims selected.  All audits will be conducted at unit level by pre-identified authorised personnel.  No Service person will be allowed to audit their own claim(s).


01.0125.
Action on Selection for Audit.   For claims submitted via JPA Expenses Service personnel will be notified by JPA workflow that their claim has been selected for audit and should attach a copy of the claim, the original receipts and any other supporting paperwork for that claim, to a Form JPA E008.  The form and its attachments should then be forwarded within 7 days to the Unit Expenses Auditor for completion of the audit.  For off line claims the JPAC will notify the Unit Expenses Auditor of the audit requirement.


01.0126.
Completion of Audit.  On completion of the audit the Form JPA E008 and its attachments are to be sealed in an envelope by the auditor (the content details clearly marked on the outside) and then securely retained centrally within the unit for a period of 6 years from the date of payment of the claim.  For off line claims the auditor is also responsible for notifying JPAC that the audit has been completed.  JPAC will be responsible for hastening units who do not confirm the audit of off line claims.
01.0127.
Service Persons Unavailable to Comply with an Audit Request.  With the prior authority of the Unit CO it is permitted to void an audit requirement; examples of situations that warrant this action are:




a.
The Service person is deceased.

b.
The Service person is discharged from the Service

c.
The Service person is serving on long term detachment for a period over 3 months

d.
The Service person is hospitalised for a period over 3 months

e.
The Service person is serving on operational deployment.

01.0128.
Service Person’s Failure to Respond to an Audit Request.  If the Service person fails to respond to the automated initial notification of audit the Expenses Auditor will receive an automated reminder 15 days later and at 15 day intervals thereafter.  The Service person will continue to receive notification through workflow every 15 days until the Audit action is complete.  At the 60 day point the Unit CO will receive workflow if the audit is still outstanding.  At the 90 day point the Service Person and CO will receive workflow informing them that recovery action is to be taken due to the outstanding audit action.    On receipt of these reminders the Expenses Auditor is to take action to remind the Service person of the audit requirement and to confirm that they are aware of the recovery action that will be taken if the Service person fails to respond to the audit request.  If they still fail to respond to the audit request the Expenses Auditor is authorised to effect full recovery of the claim, via JPA, from the Service person’s pay account.  Full recovery action may only be taken a minimum of 90 days after the claim was submitted.

01.0129.
Over Claim of Expenses.  As a result of the audit if the Expenses Auditor identifies an over claim of expenses the Expenses Auditor is authorised to recover, via JPA, those amounts over claimed from the Service person’s pay account.

Annex:

A.
A Guide to the Preparation and Submission of Allowances Casework.

A GUIDE TO THE PREPARATION AND SUBMISSION OF ALLOWANCE CASEWORK

1.

Aim.   The aim of this Annex is to provide advice and assistance to those involved in the preparation and submission of casework to ensure that comprehensive cases are submitted in a standard format that enables balanced and fair decisions to be made in a timely manner.

2.
Preparation and Submission of Casework.   Casework is to be prepared and submitted, under cover of a letter from the Unit, in the format at Appendix 1 to this annex.  Service personnel should first seek advice from Unit HR Admin Staff (in the Army’s case staffed through Brigade) who can assist with drafting and checking the casework for accuracy and completeness.  Cases submitted to the PACCC must contain the following essential elements:


a.

the full background to the case, including all relevant facts.

b.

a clear description of what entitlement is being sought and under which specific regulation.


c.

justification as to why a decision should be made in favour of the Service person, supported by appropriate documentary evidence.

It is imperative that the elements described above are included in the casework submitted to the PACCC as failing to include the information will result in the return of the casework to the Unit unanswered.  Sub paragraphs 2(a) and 2(b) are straightforward and should provide factual information set out in a concise and logical manner.  Sub paragraph 2(c) requires consideration and interpretation of the regulations as they apply to the individual case and is the most important part of the submission.  Guidance on completing this is at Appendix 1 to this annex.  It is important that all supporting documents are attached.  Cases involving Continuity of Education Allowances (CEA) must include a completed Case Information Sheet, in the format at Annex B to Section 1 to Chapter 9.  When a child is being withdrawn from a school, or is changing schools during a stage of education, the case is to be accompanied by a letter from the Head of the school detailing their views. 

3.
  Staffing Procedures.   In order to submit a comprehensive and credible case to the PACCC as quickly as practicable, it is essential that submissions are staffed through the Chain of Command and commented upon by Unit HR Admin Staff, normally at Commissioned Officer or Chief Clerk level.  Unit HR Admin Staff must consider the facts and assess whether the case merits support.   A guide to the factors to be considered is at Appendix 2 to this annex.   When submitting a case that is supported by the Chain of Command Unit HR are to include in their covering letter the reasons why the case is supported and the outcome sought.  Unit HR Admin Staff must apply the regulations and should not be afraid to identify those cases which do not have an entitlement advising the Service person of their decision and returning the case to the individual.  Should the Service person still believe that they have a case then it is to be forwarded to the PACCC, through the command chain and must include a copy of the Unit HR’s initial response to the case.  It is acceptable to forward a case with a covering letter stating that it is not supported and explaining the reasoning behind the decision.  Fully staffed cases are to be sent to the PACCC by one of the following routes:


a.

By mail to:

Service Personnel and Veterans Agency

Pay and Allowances Casework  and Complaints Cell 
Mail Point 600

Kentigern House

65 Brown Street

GLASGOW

G2 8EX

b

By fax to: 94561 2605.

c

By email to: SPVA-PACCC Group Mailbox.

4.
PACCC Procedures.   Once a case is received by the PACCC, a letter acknowledging receipt will be sent within 24 hours.  Provided all the facts are to hand, the PACCC will aim to process the case and inform the command chain of the result within 10 working days of receipt.  Where it is not possible to meet this deadline, the PACCC will forward a holding letter to inform the Service person that the case is still under consideration.  If a case is novel or contentious
 or relates to policy, it may be necessary to seek advice from SP Pol P&M (Allces).  Who, in turn, may need to consult other Government Departments which may result in further delays.  If this is the case, the PACCC will continue to send holding replies until a final decision is made.  It should be noted that if the claimant is not satisfied with the PACCC’s response, they may submit an appeal in accordance with paragraph 01.0109.   Under no circumstances will the PACCC engage in telephone conversations regarding cases with which it has dealt.  Callers will be directed to follow the appeals process should they feel aggrieved at a PACCC decision.   

Appendix:
1.
Format for Written Submission to the PACCC
2.
Factors to be considered by Unit HR Admin Staff

FORMAT FOR WRITTEN CASEWORK TO THE PACCC
1.
Short Title (eg. CEA, RLE, Storage of PE).
Name & Initials:




Number:

Rank:






Service/Regt/Corps:

Unit:





Contact Number:

Unit Address:




Email Address:

DOB:





Arrival Date:

PStat Cat:




Future Availability Date:

CEA Claimant (Y/N):


Termination Date:

2.
Background.   Start at the beginning and go through the facts in chronological order. Where relevant include:


a.


dates of all important events.


b.

what advice was sought or offered and by whom. In cases of incorrect advice, be specific about dates, places and names. Vague references to a telephone conversation or a general conversation is insufficient.


c.


relevant family or compassionate circumstances.


d.

any financial hardship suffered.


e.

any remedial action taken by the Service person.

3.
Entitlement Sought.   Be clear about what is required, eg. authority for INVOLSEP status from 1 Apr 08 to 1 Apr 09; CEA for Spring Term 2008.  Refer to specific paragraphs of  this JSP, where relevant.

4.
Justification.  This is the key part of the submission. It must be argued in a logical and convincing manner.  If this presents difficulties, does the case deserve to go forward?  The key issue is whether the circumstances of the case fall within the spirit and intent of the regulations. If it falls at the ‘margins’ is it possible to argue that there are other circumstances which should be taken into consideration within the scope of the regulations? Consider:


a.
excessive turbulence or separation.


b.
family circumstances.


c.
availability of advice.


d.
alternative options - if any.


e.
the financial effect on the Service person.  
There will be cases that, although outwith current regulations, may nevertheless merit support. The same basic format should be applied. It will, however, be important to show why a particular case warrants special treatment. The case itself may point to the need for a revision of current policy, or a new allowance. Both aspects should be considered when drafting the submission.  Avoid:


f.
emotional statements and intemperate language. 


g.
blaming others for personal mistakes. If the regulations have been unintentionally transgressed, have the honesty to say so.


h.
persistent submission of marginal cases.


i.
veiled threats of appeals, letters to MPs, etc. It is recognised that these are courses of action available to all Service personnel and it is not necessary to reiterate this in a letter to the PACCC. 

Ensure that all supporting documents are attached to the submission, eg. welfare reports, medical evidence, assignment orders, etc.

5.
Summary.  Close with a short, succinct paragraph that summarises the case, whether it is supported by the Command Chain or otherwise, and details the outcome sought.  Do not introduce new information or facts; these should have already been included in the background or justification.

1.
FACTORS TO BE CONSIDERED BY UNIT HR ADMIN STAFF.  



a.
Regulations.   Does the case fall within the spirit and intent of the regulations?  Examine the aim of the allowance in JSP 752.  If the case is outwith the aim in the JSP, it may still warrant support.  For example:

(1).
Is this case unique, or are there others like it?

(2).
Do the circumstances indicate a need for fundamental policy review?

b.
Knowledge.   Ignorance of the regulations is never a defence in itself; however, in a more complicated case it might be seen as a mitigating factor.

c.
Alternatives.   Is there an alternative method of compensation, monetary or otherwise? Is it a reasonable and fair claim on tax-payers money?

d.
The X-Factor.  Any attempt to correct every imbalance will risk a reduction in the X-Factor within basic pay, which is paid continuously throughout a Service person’s career.  The elements that the X-Factor covers are detailed below.  Are the circumstances within the case compensated for by the X-Factor? 

Advantages:



  Disadvantages:

Job security



  Subject to military discipline

Adventure



  On duty at all times

Travel




  Restrictions on resignation

Trade training


           No negotiations on pay

Variety of life & work

  Danger

Promotion/ Early responsibility
  Turbulence/ Separation.

e.
Extenuating Circumstances.   To what extent are the circumstances brought about by the exigencies of the Service? Where there are extenuating personal circumstances, has the Service person acted in a responsible manner?

f.
Culpability.   Is the Service person at fault in any way? If so, what degree of blame should be attached to him/her? Did he/she seek proper advice? Was he/she correctly advised?

g.
Overpayments.   There will be instances in which overpayments occur.  However, the general rule is that the Service person will be required to repay any overpayments, irrespective of whether it was received in ‘good faith’.
CHAPTER 1

SECTION 2

GENERAL DEFINITIONS

01.0201.
General.    For the purpose of these Regulations, the general definitions shown in this Section apply.  Specific definitions, where required, are shown in the relevant Chapters and Sections.

01.0202.
Accompanied Service.    Accompanied service is deemed to exist when a Service person maintains a home in which their spouse/civil partner and any dependant children normally live and from which the Service person travels daily to work at their duty station.  Accompanied service for a single parent (Personal Status Category 2) is deemed to exist when the Service parent maintains a home in which their dependant children would normally live and from which they travel daily to work at their duty station.  In cases where there is doubt as to whether or not a Service person is accompanied, for the purpose of the allowance/entitlement, COs should use the guidance at Annex A to this Section in making their judgement.  Throughout these regulations, Service personnel who are classed as being on accompanied service will, where eligible and where appropriate, receive allowances at the ‘Accompanied’(Acc)  rate.  ‘Accompanied’ is one of 3 descriptive names applied to the rate of some allowances paid to Service personnel.  The other 2 are ‘Single’ (S) and ‘Unaccompanied’ (UnAcc) (see paragraph 01.0267).  Joint Personnel Administration (JPA) is not yet programmed to produce data using the term ‘Accompanied’.  Rates will read ‘Married Accompanied’ (MA) until JPA is reprogrammed for Service personnel who are married or in a civil partnership and serving accompanied.

01.0203.
Allowance Checker.    Within each unit a number of personnel are authorised to fulfil the duties of the role of JPA  Allowance Checker. These duties include checking, authorising, validating and completing the processing of a number of allowances paid to Service personnel via the JPA system. Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0204.
Assessment of Mileage.    Mileage is to be calculated by the most direct route as provided by AA Classic Route Planner.  However, an alternative route will be permitted if it achieves a significant reduction in travel time.  Any diversion from the most direct route that involves additional mileage must be fully explained otherwise mileage will be restricted to the most direct route.  Fractions of miles are to be mathematically rounded up or down to the nearest whole mile (ie <1.4 miles = 1 mile, 1.5 = 2 miles).
01.0205.
Assignment.    The tri-Service term ‘Assignment’ has replaced the terms posting, draft, appointment, detachment and attachment.  There are 2 types of assignment:

a. 
Permanent Assignment.    A permanent assignment is any period of duty at a unit that is anticipated from the outset to exceed 182 days.

b.
Temporary Assignment.    A temporary assignment is any period of duty away from the permanent duty unit, of less than 183 days.

01.0206.
Cadet Force Personnel.    The generic term used for all CCF, SCC, ACF and ATC instructors is Cadet Force Adult Volunteer.  They may hold military rank or have civil status and include:


a.
RN – All RN and Royal Marine (RM) cadet officers and adult senior ratings/ranks of the Sea Cadet Corps, and RN and RM officers of the Combined Cadet Force.


b.
Army – All Cadet Officers, Adult Instructors and Honorary Chaplains.


c.
RAF – All RAF Volunteer Reserve (Training) officers and adult Warrant Officers/Senior Non-Commissioned Officers (WO/SNCOs), Volunteer Gliding School personnel, Civilian Gliding Instructors, Air Training Corps Honorary Chaplains and Civilian Instructors administered by HQ Air Cadets.

01.0207.
Change in Place of Duty.    Service personnel are deemed to have changed their place of duty once they have moved location from one Duty Station to another as a consequence of written notification of a requirement to move (eg an assignment order).  A person assigned to the same Duty Station is not deemed to have changed their place of duty for the purpose of allowances.

01.0208.
Child.    For the purpose of these regulations, except where otherwise stated, a child is defined as a legitimate or legitimated child or step-child of either or both of the spouses/civil partners; a child statutorily adopted by either or both of the spouses/civil partners; a child of the family (a legal term meaning any other child who is being brought up in the household of the husband/wife/civil partners at their expense or was so being brought up immediately before the spouses/civil partners were estranged, separated by legal order, divorced or the civil partnership was dissolved or before the death of the husband, wife or civil partner).  A child is deemed to be below the age of majority (18 years).  If over that age, a son or daughter must be 24 years or under, unmarried or not in a civil partnership and in receipt of full-time education at a school, college or university (studying for a first degree only), or be out of full-time education for up to one year between secondary education and further education.  The age limits do not apply to a son or daughter who is physically or mentally incapable of contributing to their own support.

01.0209.
Civil Partner.    Civil partner refers to each member of a same sex couple, who have registered a legally recognised partnership with each other under the procedure provided by the Civil Partnership Act 2004.  It is also the legal status of the 2 people who have registered as each other’s civil partner.  The Service implementation/ recognition of the requirements of the Civil Partnership Act 2004 has been effective from December 2005.  
01.0210.
Civil Partnership.    A civil partnership is the legal relationship between civil partners as set out in the Civil Partnership Act 2004 or an overseas scheme recognised under that Act.  To form a civil partnership the same sex couple must register as civil partners of each other.  Service personnel within a civil partnership will have the same entitlement to allowances as they would if they were married.

01.0211.
Civil Partnership Home.    A civil partnership home is a home shared by or intended to be shared by a same sex couple in a civil partnership.  Such a home could be a selected Place of Residence (SPR) or a Residence at Work Address (RWA) for Service allowance purposes.

01.0212.
Close Family.    For the purpose of these Regulations, except where otherwise stated, the close family of a Service person (and/or their spouse/civil partner) includes those persons listed as Immediate Family (see paragraph 01.0230) and:

a.
Parent or Step-parent.

b.
Legal guardian.

c.
Non-dependant child.

d.
Grandchild/step-grandchild.

e.
Grandparent.

f. Sibling, including half and step-sibling.

g. Parent-in-law.

h. Person nominated as Emergency Contact.

01.0213.
Council Tax Definition of Sole or Main Residence.    In deciding which is a family’s principal residence for allowance purposes, account may be taken of a Council’s decision on the family’s sole or main residence.  It must, however, be recognised that such a decision is a legal judgement under the Local Government Finance Act and has no direct application to a Service person’s accompanied status.
01.0214.
Dissolution.    Dissolution is the equivalent procedure to divorce used to dissolve a civil partnership.

01.0215.
Divorce.    Divorce is the procedure used to dissolve a marriage.

01.0216.
Divorced.    Divorced is the state of being a former spouse whose marriage has been dissolved.

01.0217.
Duty Station.    A Service person’s Duty Station is one to which they have been ordered, in writing (eg assignment order, temporary assignment order, course instruction) to report, to carry out their duties.

01.0218.
Engaged.    Engaged is the state of being a fiancé or fiancée.
01.0219.
Expenses Auditor.    Within each unit 2 individuals are to fulfil the duties of the role of JPA Expenses ‘Auditor’.  ‘Auditors’ are not to be allocated any of the ‘Authoriser’ roles.  Where this is not possible the issue should be raised with higher formation for approval.  Auditors are to check all items in the claim for eligibility, and that claims have been made in accordance with JSP 752 or other SP Pol  P&M (Allces) published regulations.  Auditor 1 will be the primary unit auditor with Auditor 2 acting as deputy for periods of absence.  Individual ’Auditors’ are not permitted to audit their own expense claims.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0220.
Expenses Authoriser.    Within each unit a number of personnel are to fulfil the duties of the role of JPA Expenses ‘Authoriser’.  These duties include checking and authorising expense claims prior to payment; where policy violations have occurred, where mandatory authorisation is required and the checking and authorising of all requests for advances of subsistence.  There are 3 levels of ‘Authoriser’ required in each unit, each with a different authorising limit (Level 1 up to £500, Level 2 up to £2000 and Level 3 up to £10,000). The 3 distinct ‘Authoriser’ roles are to be allocated to 3 separate individuals.  Where this is not possible the issue should be raised with higher formation for approval.  All claims in excess of £10,000 are to be checked and authorised by JPAC.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0221.
Family Accommodation Administrator.    Within each unit a number of personnel are authorised to fulfil the duties of the role of JPA Family Accommodation Administrator.  These duties include updating JPA with details of the family accommodation/garage occupied by the Service personnel in their unit and annotating the accommodation charges and fuel and light charges each Service person is liable for payment.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0222.
Family Home.    A family home for a married Service person or civil partnership home for one who is in a civil partnership is defined as the residence (which may be SFA, or privately owned/part owned or rented) in which they would normally reside with their family, except when unable to do so for Service reasons.  In cases where a family has more than one home, the family home/civil partnership home for allowance purposes should normally be the one where the spouse/civil partner and, where applicable, the children spend the majority of their time.  Further amplification of other qualifying family home/civil partnership home addresses is provided as follows:

a.
Relative’s Address.    If a Service person’s spouse/civil partner resides permanently with a relative, that accommodation may qualify as a family home as long as the Service person is able to spend weekends (or other stand down periods) with their spouse/civil partner at that accommodation.

b.
Service Couples.    If members of a Service marriage/civil partnership (Personal Status Category 1s/5s) are not co-located and both occupy Single Living Accommodation (SLA) or Substitute Service Single Accommodation (SSSA) at their respective duty stations, the accommodation occupied by the 1s partner will be designated the Service couple’s family home.  However, if they own or rent a private property which they would normally occupy, other than for the exigencies of the Service, this property will be designated the family home.

For Service single personnel see paragraph 01.0227.

01.0223.
Fiancé/Fiancée.    Fiancé/Fiancée is a man/woman who has agreed to marry someone of the opposite sex, at some time in the future.
01.0224.
Field or Shipboard Conditions.    Field Conditions may apply to accommodation or to food or to both, as detailed in JSP 754 (Tri-Service Regulations for Pay and Charges).  The application of Field/Shipboard Conditions on each day is based on the situation at 0300 hours and is to apply to complete periods of 24 hours from midnight to midnight.

01.0225.
Former Civil Partner.    A former civil partner is a person whose civil partnership has been dissolved.

01.0226.
GB Islands.    The GB Islands are defined as those islands around the UK mainland coast and include the Outer Isles of Scotland, the Channel Islands, the Isle of Wight, the Isle of Man and all other British islands in UK mainland waters.  GB Islands exclude Northern Ireland.

01.0227.
Home/Permanent Residence for Single Personnel.    For single Service personnel the Home/Permanent Residence is either:

a.
Home.    A property that is either owned/part owned/rented/part rented where the Service person normally resides at weekends and/or periods of leave; or

b.
Permanent Residence.    The address where the single Service person resides during the normal course of their day-to-day duties (eg SLA, Residence at Work Address (RWA) (either owned/part owned/rented/part rented)).

This paragraph should be read in conjunction with paragraphs 01.0228 and 01.0229.
01.0228.
Homeowner.    A Homeowner is a Service person who owns a property, which is not let to another person, and in which they normally reside at weekends, stand downs or during periods of leave.  If the Service person is Personal Status Category 1, 1c or 2, the property must be occupied by their immediate family.

01.0229.
Householder.    A Householder is a Service person who rents private accommodation, provided the rent is not paid wholly or in part by, or on behalf of, the MOD, which is not let to another person, and in which they normally reside at weekends, stand downs or during periods of leave.  If the Service person is Personal Status Category 1, 1c/s or 2, the property must be occupied by their immediate family.

01.0230.
Immediate Family.    The following persons are to be regarded as members of the immediate family of a Service person:

a.
Their spouse/civil partner.

b.
Any dependant child under the age of 18 years (see paragraph 01.0208).

c.
With the approval of the SPVA Pay and Allowances Casework Cell (SPVA PACCC), any dependant son or daughter over 18 and under 21 years not undergoing further education.

d.
A son or daughter of 18 years and over who is normally resident in the home of the Service person and who is certified by a medical authority to be suffering from physical or mental infirmity.

e.
An unmarried son or daughter, or one who is not in a civil partnership, over the age of 18 years who is normally resident in the home of the Service person provided that for compassionate reasons (eg the death or chronic ill health of the spouse/civil partner) it is necessary for that son or daughter to live with the Service person and act as the housekeeper. 

01.0231.
Legal Order.    A legal order is a Court Order for separation or other judicial decree relating to marriage/civil partnership, deed of separation or a similar legal instrument (eg a document providing for separation, whether executed under seal or not, which has been drawn up by solicitors and is legally binding upon the 2 parties).  It will also be held to mean a Court Order for Maintenance, Maintenance Assessment or an Interim Maintenance Assessment made by the Child Support Agency of the Department of Social Security under the Child Support Act 1991, or a similar order made by the MOD under the provision of the individual Service Acts.

01.0232.
Local Training Manager.    Within each unit a number of personnel are authorised to fulfil the duties of the role of JPA Local Training Manager. These duties include authorising and inputting Individual Resettlement Training Cost (IRTC) grants and Standard Learning Credit (SLC) claims for eligible Service personnel via the JPA system.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0233.
Maternity Leave.    There are two types of maternity leave:

a. Ordinary Maternity Leave (OML).    OML is a period of up to 26 weeks leave during which normal terms and conditions of service apply, except for remuneration (see Chapter 20 of JSP 760 Tri-Service Regulations for Leave and Other Types of Absences for full details on Maternity Entitlements).  A Servicewoman on OML, whether or not on full pay, will be entitled to Service allowances in accordance with the normal rules for paid leave as detailed in the specific Sections of this JSP.

b. Additional Maternity Leave (AML).    AML is a period of up to 26 weeks leave which may be taken after OML.  This is unpaid leave and entitlement to allowances during any AML is likely to cease, but see specific sections in this JSP for further clarification.

01.0234.
Messing Facility.    A Service messing facility may be in the UK or overseas and is any cookhouse, canteen, galley, Mess dining room or temporary facility where food is provided under Service arrangements.  This would include similar facilities provided by foreign government forces.
01.0235.
North West Europe (NWE).    Unless otherwise defined in a specific Section, NWE comprises Belgium, Denmark, France, Germany, Holland and Luxembourg.

01.0236.
Pay As You Earn (PAYE) Settlement Agreement.    A PAYE Settlement Agreement (PSA) is a mechanism by which MOD settles Income Tax and NICs liability direct with the Inland Revenue.  The allowances that are subject to taxation and to which a PAYE settlement may apply are agreed between SP Pol P&M (Allces) and the Inland Revenue.  Those allowances that are settled by PSA payments are agreed with the Inland Revenue in advance of the relevant Tax Year, by SPVA.

01.0237.
Personal Status Category (PStat Cat).    PStat Cat replaces the former Marital Status categorisation with effect from December 2005.  See Chapter 1 Section 4 for full details.  The new terminology PStat Cat will be introduced at the same time as the recognition of Civil Partners in December 2005.  Until then these regulations should be read with Marital Status Category substituted for PStat Cat.  Full details of PStat Cat will be published separately later in the year.   
01.0238.
Prime Mover.    The Prime Mover is the person responsible for the majority of the parental decisions in the life of a child.

01.0239.
Principal Residence.    The principal residence is the residence where the Service person, and where appropriate their immediate family, live the majority of their time.

01.0240.
Privately Maintained Property.    A privately maintained property is defined as a Service person’s wholly or partially owned property or a rented property for which they are a signatory on the tenancy agreement.  It must be where the Service person would normally reside during weekends, stand-down periods, and periods of leave and for which they have full or partial responsibility for the Council Tax.  A privately maintained property may not be let (but a lodger may be taken in) and it must not be the family home (see paragraph 01.0222) or the Residence at Work Address (see paragraph 01.0250).

01.0241.
Privately Owned Property.  A privately owned property is defined as a Service person’s wholly or partially owned property.  It must be where the Service person would normally reside during weekends, stand-down periods, and periods of leave and for which they have full or partial responsibility for the Council Tax.  A privately owned property may not be let and it must not be the family home (see paragraph 01.0222) or the Residence at Work Address (see paragraph 01.0250).
01.0242.
Proposed Civil Partner.    A proposed civil partner is a person who is going through the process of forming a civil partnership.

01.0243.
Public Accommodation.    Any type of accommodation, whether permanent or temporary, owned, leased, requisitioned or provided by, or on behalf of, any Government Department of the United Kingdom.

01.0244.
Qualifying Move.    A Service person must be ordered in writing to move to a new place of duty, or to proceed on leave pending a further assignment, and as a direct result of that order the requirements of the Service make it necessary for them and/or their family to move from a Residence at Work Address or Selected Place of Residence.

01.0245.
Rank Equivalents.    For allowance purposes, the following are treated as equivalent ranks:

	SERIAL

(a)
	NATO

(b)
	RN 

(c)
	Army

Including RM 

(d)
	RAF

(e)
	Chaplains

(f)

	1
	OF-10
	Admiral of the Fleet
	Field Marshal
	Marshal of the

Royal Air Force
	

	2
	OF-9
	Admiral
	General
	Air Chief Marshal
	

	3
	OF-8
	Vice-Admiral
	Lieutenant General
	Air Marshal
	

	4
	OF-7
	Rear-Admiral
	Major General
	Air Vice-Marshal
	Chaplain-General

	5
	OF-6
	Commodore
	Brigadier
	Air Commodore
	Deputy Chaplain-General

	6
	OF-5
	Captain
	Colonel
	Group Captain
	Principal Chaplain

/Chaplain 1st Class

	7
	OF-4
	Commander
	Lieutenant Colonel
	Wing Commander
	Chaplain 2nd Class


	8
	OF-3
	Lieutenant Commander
	Major
	Squadron Leader
	Chaplain 3rd Class

	9
	OF-2
	Lieutenant
	Captain
	Flight Lieutenant
	Chaplain 4th Class

	10
	OF-1
	Sub-Lieutenant
	Lieutenant
	Flying Officer
	

	
	
	Midshipman
	Second Lieutenant
	Pilot Officer

Acting Pilot Officer
	

	11
	OR-9
	Warrant Officer
	Warrant Officer Class 1
	Warrant Officer

Master Aircrew
	

	12
	OR-8
	Warrant Officer Class 2
	Warrant Officer Class 2
	
	

	13
	OR-7
	Chief Petty Officer
	Staff Corporal

Staff Sergeant

Colour Sergeant
	Flight Sergeant

Chief Technician
	

	14
	OR-6

OR-5
	Petty Officer
	Corporal of Horse

Sergeant
	Sergeant
	

	15
	OR-4
	Leading Rating 
	Corporal

Bombardier
	Corporal
	

	16
	OR-3
	
	Lance Corporal

Lance Bombardier
	
	

	17
	OR-2
	Able Rating


	Marine

Private Class 1-3 however described, including: -

Trooper

Gunner

Sapper

Signalman

Guardsman

Fusilier

Kingsman

Rifleman

Ranger

Airtrooper

Driver

Craftsman
	Junior Technician

Senior Aircraftman

Leading Aircraftman

Aircraftman
	

	18
	OR- 1
	
	Private Class 4 
	
	


01.0246.
Rank-Related Rates.    Where the rates of allowances are related to rank, the rate of allowance is to be determined by that rank for which pay is drawn except as otherwise specially provided in these regulations.  The granting of unpaid rank gives no entitlement to allowances of the higher unpaid rank.

01.0247.
Rank of Re-Employed Officers.    When appropriate, officers who are re-employed within the Service following retirement will be entitled to allowances appropriate to their re-employed rank, rather than their retired rank.

01.0248.
Receipts.    Where you are claiming the reimbursement of actual costs you must be able to support your claim with valid receipts.  Receipts are to be the itemised receipt that is provided to you by the hotel, restaurant or other retailer. A credit/debit card receipt or voucher which contains no details of the items purchased is not an acceptable record. (Where the itemised receipt has been lost a credit/debit card receipt is better than nothing but must be annotated with the specific details of the purchases claimed).

01.0249 .
Research Unit HR Administrator.    Within each authorised research unit (see Chapter 10 Section 3) a number of personnel are authorised to fulfil the duties of the role of JPA Research Unit HR Administrator.  These duties include authorising and inputting Experimental Test Allowance (ETA) payments for eligible Service personnel via the JPA system.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0250.
Residence at Work Address (RWA).    A residence occupied by a Service person from which they commute to and from their place of duty on a daily basis without detriment to the satisfactory performance of their military duties.  A RWA is normally within 50 miles or 90 minutes travelling time by public transport of the duty station.

01.0251.
Seagoing Longer Separation Allowance Qualifying Unit.    A Seagoing Longer Separation Allowance Qualifying Unit (SLQU) is defined as a seagoing vessel which has a standard operating pattern requiring it to operate regularly away from its Base Port.  A seagoing vessel includes ships, submarines, Royal Fleet Auxiliary (RFA), and Ships Taken Up From Trade (STUFT) when Service personnel are onboard.  Fleet N1 is responsible for maintaining the list of SLQUs, which will be reviewed annually against these criteria, and lodged at JPAC.  Applications for SLQU status should be submitted to Fleet N1.  The following conditions apply:

a.
Personnel of any Service permanently or temporarily assigned to a SLQU, including personnel from Air Squadrons/Flights and Naval Parties (NPs), will be exempt from the requirement to complete 7 days or more qualifying separation prior to the start of Longer Separation Allowance.

b.
Personnel assigned to an exchange, loan or NATO seagoing unit that corresponds to this definition may also be eligible for the 7 day waiver; cases should be submitted to the SPVA Pay and Allowances Casework Cell (SPVA PACCC) on an individual basis for consideration.  JPAC will confirm entitlement and, if approved, assign an appropriate overseas Base Port.

c.
Seagoing vessels such as those operated by the University Royal Naval Units (URNUs) or Gibraltar and Cyprus Squadron, which ordinarily operate and day run in the Base Port area, are not SLQUs.  Personnel in these units will therefore be required to complete a 7 day qualification period before being eligible for LSA.

01.0252.
Secondment.    Secondment is the arrangement under which Service personnel are loaned to and wholly administered by the host country. As seconded personnel receive their emoluments directly from the host country, they are free of United Kingdom and HN income tax. The host country also pays the required contributions for non-effective benefits such as pensions, gratuities and in some cases earning related National Insurance Contributions (ERNIC).

01.0253.
Separation.    The circumstances that will determine whether Service personnel, who are separated from their family, will be classified as Voluntary Separated (VOLSEP) or Involuntary Separated (INVOLSEP), and eligible for benefits related to unaccompanied Service can be found at Annex B to this Section.  Eligibility for VOLSEP/INVOLSEP status is to be reviewed at the beginning of each assignment.

01.0254.
Service Family Accommodation (SFA).    Any type of accommodation, whether permanent or temporary, owned, leased, requisitioned or provided by, or on behalf of MOD for the authorised use of Service families.

01.0255.
Selected Place of Residence (SPR).    A residence other than a RWA.  A SPR may be in any country.

01.0256.
Service Person.    A Service person is an individual serving in the UK Armed Forces, Regular or Reserve, irrespective of rank or gender.

01.0257.
Single Accommodation Administrator.    Within each unit a number of personnel are authorised to fulfil the duties of the role of JPA Single Accommodation Administrator.  These duties include the allocation of single accommodation appropriate to the rank or status of the service person, and updating JPA with details of the single accommodation/garage occupied by the Service personnel in their unit and annotating the accommodation charges each Service person is liable for payment.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0258.
Single Living Accommodation (SLA).    Any type of accommodation, whether permanent or temporary, owned, leased, requisitioned or provided by, or on behalf of MOD for the authorised use of single and unaccompanied Service personnel.

01.0259.
Single Service Language Authority.    Within each Service, normally within specific units or Branches, a number of personnel are authorised to fulfil the duties of the role of JPA Single Service Language Authority.  These duties include authorising and inputting Language Award (see Chapter 9 Section 13) payments for eligible Service personnel via the JPA system.  Further details are included within the JPA Desk Manual and the specific Sections within this JSP.

01.0260.
Specialist Pay.    Specialist Pay is what was formerly known as Additional Pay.  There are various forms of Specialist Pay including, Flying Pay,  Aircrew Pay Diving Pay, Parachute Pay, Parachute Jump Instructors Pay, Submarine Pay, Submarine Escape Tank Training Pay, Hydrographic Pay and RM Mountain Leaders Pay.   
01.0261.        Sponsored Reserves.    Where Reserves are eligible for allowances, Sponsored Reserves (SR) are only eligible when it has been included in the agreement (RFA96).
01.0262.
Spouse.    A spouse is one member of a married couple.  It is also the legal status of that member with respect to the other.  The term ‘spouse’ does not include ‘civil partners’.

01.0263.
Surviving Civil Partner.    A surviving civil partner is a person whose civil partnership has ended through the death of their civil partner.
01.0264.
Terminal Travel.    Terminal travel is the total travel on the return journeys between the duty station and the departure airport/port/station and the arrival airport/port/station and the temporary duty station or leave address, as appropriate.

01.0265.
Theatre Boundaries.    The following areas are to be regarded as separate theatres:

a.
Great Britain (GB).    GB consists of England, Scotland and Wales, and includes all non-mainland locations such as the Channel Islands, Isle of Man and Scottish Islands, except where the contrary is stated in a specific Section.
b. Northern Ireland (NI).

c.
NWE.    See paragraph 01.0235.

d.
Other Countries.    Within the borders of any other country (ie each country counts as a separate theatre).

01.0266.
Unfurnished SFA.    Unfurnished SFA is accommodation from which all accommodation stores and fittings have been removed except for items shown in JSP 315 - The Services Accommodation Code.

01.0267.
Unaccompanied Service.    Unaccompanied Service is deemed to exist when a Service person who would normally reside with their spouse/civil partner, lives in a Residence at Work Address (RWA) other than that in which their spouse/civil partner and/or dependant children normally live.  Unaccompanied service for a single parent (PStat Cat 2) is deemed to exist when they are serving away from the home in which their dependant children would normally live with them.  Unaccompanied service may be either Involuntary (INVOLSEP), which is generally for Service reasons, or Voluntary (VOLSEP) when the Service person chooses, for personal reasons, not to be accompanied at their duty station by their spouse/civil partner and/or dependant children.  In cases where there is doubt as to whether or not a Service person is accompanied or unaccompanied, for the purpose of the allowance/entitlement, COs should use the guidance at Annex A to this Section in making their judgement.  Throughout these regulations, Service personnel who are classed as being on unaccompanied service will, where eligible and where appropriate, receive allowances at the ‘Unaccompanied’ (UnAcc) rate.  ‘Unaccompanied’ is one of 3 descriptive names applied to the rate of some allowances paid to Service personnel.  The other 2 are ‘Single’ (S) and ‘Accompanied’ (Acc) (see paragraph 01.0202).  Joint Personnel Administration (JPA) is not yet programmed to produce data using the term ‘Unaccompanied (UnAcc)’.  Rates will read ‘Married Unaccompanied’ (MU) until JPA is reprogrammed for Service personnel who are either married or in a civil partnership and serving unaccompanied.

01.0268.
United Kingdom (UK).    UK consists of GB (see paragraph 01.0265) and NI.

01.0269.
Unit Human Resource (HR) Administrator or Unit HR Admin Staff.    The unit HR administrators or unit HR admin staff are staff employed within units who are responsible for the processing of personnel administration.  These staff may be military, civil service or civilian staff.

01.0270.
Widow/Widower.    A widow/widower is a man/woman whose marriage has ended through the death of his/her spouse.

01.0271.
X-Factor.    The X-Factor is a percentage addition to basic pay (recommended by the Armed Forces Pay Review Body (AFPRB)) which reflects the differences between conditions of service experienced by members of the Armed Forces over a full career and conditions in civilian life, which cannot be taken directly into account in assessing pay comparability.  The balance of advantages and disadvantages is averaged across the 3 Services, and the various arms and units within each Service.  The factors considered by the AFPRB when assessing the X-Factor include – job security, job satisfaction, turbulence, separation, working hours, leave, travel to work, promotion opportunities and early responsibility, training and professional development, danger, health, stress, family friendly practices, divorce rates, opportunities for adventure and travel, variety of employment and rights of the individual.  The X-Factor is paid in full, as an addition to basic pay, to all ranks up to the mid-point on the OF4 scale (with certain exceptions) and then tapers off beyond this point up to OF6 level reflecting the AFPRB’s judgement that the components of X-Factor apply less significantly above OF4 rank; it is not paid to OF 7 and above.  For Regular Forces it currently stands at 14% and was last reviewed by the AFPRB in 2007.  It is currently scheduled for review by the AFPRB in 2012.  Depending on the level and type of commitment in comparison to that of the Regular Forces, the X-Factor for members of the Reserve Forces varies, currently from 0 - 14%.

Annexes:

A.
Guide on Accompanied Status. 

B.
Involuntarily Separated (Involsep) Status and Voluntarily Separated (Volsep) Status.

GUIDANCE ON ACCOMPANIED STATUS

1.
General.    When assessing eligibility for Service allowances there will be occasions on which a Service person’s accompanied status will require confirmation.  This is the responsibility of the CO, or a person authorised to act on their behalf, who should undertake this assessment using the guidance within this Annex.

2.
The Family Home.   See definition at Section 2 of this Chapter.

3.
Other Family Residences.    If a Service family has established more than one residence, entitlement of the Service person to accompanied status may normally be retained only if the immediate family spends a clear majority of the assignment at the Residence at Work Address (RWA).  In cases where there is doubt as to where the principal family residence is, COs will have to consider the following factors in reaching a decision:

a.
Where does the spouse/civil partner spend the majority of the time?

b.
Where do the children, if any, spend the majority of time when not at school?

c.
Is the spouse’s/civil partner’s main residence, for Council Tax purposes, deemed to be other than the home at the Service person’s duty station?

d.
Where are the majority of the spouse’s/civil partner’s possessions?

e.
Where are the majority of the children’s possessions?

f.
Where are the immediate family listed on the Electoral Register.

4.
Temporary Absences of the Service Person.    During an assignment, a Service person may be absent from the family home, on duty, for long periods.  Provided such temporary absences do not become permanent, they will have no effect on the Service person’s accompanied status, except for some allowances, such as Local Overseas Allowance (LOA) (see Sections 1 to 3 of Chapter 6), which may be abated if the Service person is absent.

5.
Temporary Absences of the Service Person’s Spouse/Civil Partner.    A spouse/civil partner may also be absent from the family home, either continuously or in aggregated periods, for long periods.  Depending on the circumstances, such absences may have an effect on the Service person’s accompanied status.  In principle, the Service person should be considered to remain accompanied provided that their spouse/civil partner remains resident in the RWA and has not established a principal residence elsewhere.  Long periods away from the duty station by the Service person’s spouse/civil partner may lead to the abatement of certain allowances, such as LOA (see Sections 1 to 3 of Chapter 6).

6.
Council Tax Definition of Sole or Main Residence.    See paragraph 01.0213.

7.
Cases Where Doubt Remains.    In cases where use of the above guidance does not produce a decision on a Service person’s accompanied status a case should be submitted to the SPVA Pay and Allowances Casework Cell (PACCC) for a decision.

INVOLUNTARILY SEPARATED (INVOLSEP) STATUS AND VOLUNTARILY SEPARATED (VOLSEP) STATUS

1.
Service personnel, who are separated from their immediate family, normally for Service reasons, will be classified as INVOLSEP and eligible for benefits related to unaccompanied (UnAcc) service in the following circumstances:

a.
On an unaccompanied assignment of 12 months or less.

b.
On a designated unaccompanied assignment or attachment.

c.
When they are Personal Status Category (PStat Cat) 1s/c and assigned to a different location from their spouse/civil partner in excess of 50 miles apart and do not share a family home.

d.
When a Service person occupies a designated post that has an established and continuing requirement for frequent, regular and repeated absence for an average of 180 nights or more a year.  A list of Service personnel granted exceptional authority for INVOLSEP status in accordance with this sub-paragraph, and details of the posts they occupy, is to be maintained by the SPVA Pay and Allowances Casework and Complaints Cell (SPVA PACCC).  Any authority granted for INVOLSEP status in accordance with this sub-paragraph is to be for no more than one year at a time.  Further entitlement to INVOLSEP is to be reviewed annually on a rolling basis by SPVA PACCC staff.  To aid this review, Service personnel previously granted INVOLSEP status who continue to meet the criteria, must forward a short justification for the continuation of their INVOLSEP status to SPVA PACCC 1 month prior to the current authority expiry date.  This case should refer to the previous authority for INVOLSEP.
e.
Waiting to occupy Service Families Accommodation (SFA), but not once a SFA appropriate to rank and family size has been refused.  If the arrival date of the family is delayed through personal choice, then the Service person will be deemed Voluntarily Separated (VOLSEP) from the date of allocation of the SFA or Service person’s arrival date, whichever is the later.

f.
Waiting for up to 6 months for a house sale/purchase transaction or tenancy agreement to be completed.  Where an extension to this period is deemed necessary, application should be made to the SPVA PACCC.  The application must be supported by documentary evidence from, for example, Estate Agents or Solicitors, of the Service person’s continued attempts to complete the transaction.  This provision overrides sub‑paragraph 1e above.

g.
Attending a course as a student for periods up to 12 months.

h.
On exercise or in Field Conditions.

i.
A Service person in PStat Cat 2 when separated from their child who normally resides at the duty station, or a child for whom Continuity of Education (CEA)(Board), CEA(Special Education Needs Addition (SENA)), CEA(Day) or CEA(SENA(Day)) (see Chapter 9) is being claimed when the separation occurs while the child is residing at the duty station during a school holiday.

j.
When a child, attending a school local to the family home (not at the Service person’s new duty station) for whom CEA(Board), CEA(Guardians) or Day School Allowance (North Wales) (see Chapter 9) is not being claimed, is within the last 2 academic years before a public examination in secondary education (GCSE, “A” Level, Scottish equivalents etc).  Once established, INVOLSEP status will remain until next assigned, except where a child is withdrawn from school or college before completion of the current stage of education.  In such situations a case should be submitted to the SPVA PACCC for consideration and approval.

k.
Where the Service person wishes to serve unaccompanied in order that their family may support a child attending a BTEC, or similar course, they may submit a case, to the SPVA PACCC for authority to be treated as INVOLSEP.  Authority will normally be granted if:

(1)
The child is attending a BTEC, or similar course, at the time of assignment.

(2)
The child has been accepted for and allocated a place on a non‑residential course prior to the notification of assignment.

(3)
The course is non‑transferable to the new location and there is no acceptable substitute.

l.
The Service person is an unaccompanied married Gurkha who is not eligible for Family Permission (Accompanied Service).

m.
When a Service person has been assigned to a designated campaign 

continuity post and has an expectation to serve continuously on operations, in an operational theatre, for 9 months or longer, INVOLSEP status may commence up to 6 months prior to the date of deployment to a designated campaign continuity post.

2.
Service personnel who are PStat Cat 1 or 2 and serving UnAcc on a tour of duty in MOD London, or in a post designated as UnAcc within Permanent Joint Headquarters (PJHQ) Northwood, will also be classified as INVOLSEP but purely for Continuity of Education Allowances (CEA) entitlement purposes.  The INVOLSEP status does not give an entitlement to other benefits related to UnAcc service such as Longer Separation Allowance (LSA).  Service personnel in these posts are likely to be eligible for GYH Travel (see Chapter 5 Section 2) throughout their assignment.  They are also likely to be eligible for LSA and other benefits when on temporary duty away from MOD London or PJHQ, provided they meet all the relevant entitlement criteria.

3.
When the Service person considers that they have genuine and compelling personal reasons for serving unaccompanied which are not covered in paragraph 1, they may submit a case to the SPVA PACCC for consideration to be treated as INVOLSEP.  The case should be fully supported by welfare, medical or Children’s Education Advisory Service (CEAS) reports, as appropriate.  The following are examples of circumstances which may be considered by the SPVA PACCC:

a.
When the medical condition of a child requires the child to remain at the present location for treatment purposes and it is necessary for one parent to remain in that same location when the Service person is assigned elsewhere.

b.
When a Service person’s spouse/civil partner has a medical condition that requires continued treatment at the present location and such treatment cannot be given at the new location.  Statements from both the current and new NHS Trusts must support the case.

c.
When, because of the need to take care of elderly or otherwise infirm parents, whose care cannot be undertaken by other relatives, a Service person’s spouse/civil partner is unable to accompany them on assignment, or has to leave the duty station mid‑tour.  Statements from the parents’ doctor and local authority Social Services must support such a case.

d.
When a Service person’s spouse/civil partner has a binding contractual commitment to a job which cannot be broken at short notice.  In these circumstances, reluctance to give up a job will not be considered a valid reason.  A copy of the relevant part of the contract must be submitted with the case.

e.
When a Service person who, in anticipation of discharge has made long term plans for settling in a particular area but is subsequently offered an extension of Service, cannot move their family to a new location.

4.
The list above is not intended to be exhaustive and these circumstances are not a guarantee that a claim for INVOLSEP status will be granted; each case will be considered on its merits.  An important factor in the consideration of cases will be the permanence or expected duration of the impediment to mobility of the family.  It is also important that cases are submitted with all the relevant documentation, such as medical or welfare certificates or reports.  Cases should be submitted as early as possible to allow time for staffing.

5.
Where INVOLSEP status is not authorised, or where it is clear that the Service person has clearly made a conscious decision to serve unaccompanied, that Service person will be classed as VOLSEP.

6.
Single Service personnel (PStat Cat 5) are considered to be INVOLSEP for Longer Separation Allowance (LSA) purposes when they are temporarily detached (eg on Ops/ex or courses) away from their permanent duty station for Service reasons for 10 days or more and they are unable to return to their permanent duty station on stand down and weekends.  Single Service personnel permanently assigned to a different country to that in which they have a Privately Maintained property would not be considered to be INVOLSEP.    

CHAPTER 1

SECTION 3

ABBREVIATIONS

01.0301.
The abbreviations in this Section relate specifically to JSP 752.

A&T


Administration and Technical

Acc



Accompanied 

ADC


Additional Duties Commitment

AFPRB


Armed Forces’ Pay Review Body

AFW
Accommodation, Families and Welfare (a branch within SP Pol)

ASD 


Accredited Schools Database

AT



Air Transport 

AWOL


Absent Without Leave

BACS


Bank Automated Clearing System

BATUS


British Army Training Unit Suffield
BLB


Basic Level Budget

BRNC


Britannia Royal Naval College

BTEC


Business and Technician Education Council

CAT 


Civil Air Travel

CBO 


Central Booking Office

CC



Congestion Charge

CCA


Campaign Continuity Allowance

CCDA


Civilian Clothing (Daily) Allowance

CCAG


Civilian Clothing Annual Grant

CCG (HP)

Climatic Clothing Grant(Hot Posts)

CCZ 


Congestion Charging Zone

CEAS


Children’s Education Advisory Service

CEA(Board) 

Continuity of Education Allowance (Boarding)

CEA(Day)

Continuity of Education Allowance (Day)
CEA(Guardian’s)
Continuity of Education Allowance (Guardian’s)

CEA(SENA)
Continuity of Education Allowance (Special Educational Needs Addition)

CEA(SENA(Day))
Continuity of Education Allowance (Special Educational Needs Addition)(Day))
CEE 


Civilian Employment Earnings
CFAV


Cadet Force Adult Volunteer

CILOR


Cash in Lieu of Rations
CLR 


Converted Leave Rate

CO



Commanding Officer

COO


Country of Origin

CI



Crime Investigation

CILOCT


Contribution In Lieu Of Council Tax

CIV SEC


Civil Secretary

CLO 


Community Liaison Officer

COLA


Cost of Living Addition

COMD SEC

Command Secretary

CPU


Close Protection Unit

CTF


Concessionary Travel for Families 

CTP


Career Transition Partnership

DA
Disturbance Allowance

DCDS (Pers)

Deputy Chief of Defence Staff (Personnel)

DC&S (Claims)
Director of Claims and Safety (Claims)

D Dip


Defence Diplomacy

DWP(O)


Deployment Welfare Package (Overseas)

DFAU


Defence Fraud Analysis Unit

DFS                         Defence Food Services 

DG



Director General

DG SP Pol

Director General Service Personnel Policy

DGT&E


Director General Training & Education

DHE 


Defence Housing Executive

DHRS


Defence Hotel Reservation Service

DIA



Defence Internal Audit

DILFOR


Dangerously Ill Forwarding of Relatives

DIN



Defence Instructions and Notices

DOLAS


Defence Operational Language Award Scheme

DLO


Defence Logistics Organisation

DOMCOL

Domiciled Collective Overseas Leave

DPRC 


Defence Passenger Reservation Centre

DS



Day Subsistence
DSA (NW)

Day School Allowance (North Wales)

DTI



Department of Trade and Industry

DU
Dyslexia Unit 

DUSRA
Detainees Under Sentence Reimbursement Allowance

DWP


Department for Work and Pensions

ECA 


Extra Command Area

ELC 


Enhanced Learning Credit

EMS


Early Mover Status

ETA


Experimental Test Allowance

ETP


External Training Providers

EUMS


European Union Military Staff

EU DSA


European Union Daily Subsistence Allowance

FAMGRANT

Family Maintenance Grant

FAVA


Families Assistance for Visits Abroad

FCG


Female Clothing Grant

FCO


Foreign and Commonwealth Office

FFR


Forces Fixed Rate of Exchange

FHWS


Family Housing and Welfare Services

FIA



Food and Incidental Allowance

FMG


Family Maintenance Grant

FMS


Furniture Movement Scheme

FRA 


Family Road Allowance

FRE


Furniture Removal Expenses

FTOD


Final Tour of Duty

FTRS


Full Time Reserve Service

FTRS (FC)

FTRS (Full Commitment)

FTRS (LC)

FTRS (Limited Commitment)

FTRS (HC)

FTRS (Home Commitment)

GAR 


General Accounting Rate of Exchange

GB



Great Britain

GCHQ


Government Communications Headquarters

GCSE


General Certificate of Secondary Education

GOR 


Gurkha Other Rank

GNVQ


General National Vocational Qualification

GPC 


Government Procurement Card

GRT 


Graduated Resettlement Time

GYH 


Get You Home

GYH (EY)

Get You Home (Early Years)

GYH (O)


Get You Home (Overseas)

GYH (S)


Get You Home (Seagoers)

HDT


Home to Duty Travel

HGV


Heavy Goods Vehicle

HLB


Higher Level Budget

HM



Her Majesty’s

HMG


Her Majesty’s Government

HMRC


Her Majesty’s Revenue and Customs

HMSG


House Moves On Security Grounds

HQ



Headquarters

HQ BGN


HQ British Ghurkhas Nepal 

HQNI 


Headquarters Northern Ireland

HREC 


Homeowner’s Re-Entry Certificate 

HSA 


Home Savings Allowance

HOTS 


Head Office Travel Scheme
IA



Insurance Allowance

IE



Incidental Expenses

ILA



Individual Leave Allowance

INSAA


Instructions to Service Attachés and Advisers

INT CORPS

Intelligence Corps

INVOLSEP

Involuntary Separation
IPG



Integrated Provider Group

IQP



Initial Qualifying Period

IRP



Individual Resettlement Preparation

IRTC 


Individual Resettlement Training Costs

ISODETs

Isolated Detachments

ITEPA


Income Tax (Earnings and Pensions) Act 2003
JPA


Joint Personnel Administration 

JPAC


Joint Personnel Administration Centre

JSP


Joint Service Publication

LA



Lodging Allowance

LASS


Leave after Sea Service

LEA


Local Education Authority

LOA 


Local Overseas Allowance

LOSLOA
Living Out Supplemented Rates of Local Overseas Allowance

LSA


Longer Separation Allowance

LSAP


Long Service Advance of Pay

LSTACOS

Loan Service Terms and Conditions of Service

MA



Married Accompanied

MIRAS


Mortgage Interest Relief at Source

MMA


Motor Mileage Allowance

MOA


Meals Out Allowance

MOD


Ministry of Defence

MPGS


Military Provost Guard Service

MT



Motorised Transport

MU



Married Unaccompanied

NAC 


Non-Availability Certificate

NATO


North Atlantic Treaty Organisation

NBC


Nuclear, Biological and Chemical

NCHQ Logs Div
Navy Command Logistics Division
NCO


Non-Commissioned Officer
NHE


Nugatory Holiday Expenditure

NHS


National Health Service

NI



Northern Ireland

NIC



National Insurance Contributions

NIRS


Northern Ireland Resident’s Supplement

NIHE


Northern Ireland Housing Executive

NS



Night Subsistence

NLL


Nepal Long Leave

NGB


National Governing Body

NRPS


Non Regular Permanent Staff

NSI



Non-Specialist Independent

NWE


North West Europe

OCASH


Overseas Cash Option Scheme

OCE


Operational Commitments and Establishment

ODR


Official Duty Rate of MMA

OFPS


Overseas Furniture Provision Scheme

ORA


Overseas Rent Allowance

OSR


Official Service Residence

OTR


On The Road

OU



Open University

PACCC


Pay and Allowances Casework & Complaints Cell

PAP


Privately Arranged Passage

PAR


Privately Arranged Rate

PBF


Professional Body Fees

PC



Personal Contribution

PCR


Private Car Rate of MMA

PE



Personal Effects

PJHQ


Permanent Joint Headquarters

PMRAFNS
 Princess Mary’s Royal Air Force Nursing Service

PSA


Pay As You Earn (PAYE) Settlement Agreement

PStat Cat

Personal Status Category

P&SS


Provost and Security Services

PTI



Physical Training Instructor

PTR
Private Transport Rate (The Civil Service equivalent of Private Car Rate of MMA)

PVR


Premature Voluntary Release

QARANC

Queen Alexandra’s Royal Army Nursing Corps

QARNNS

Queen Alexandra’s Royal Naval Nursing Service

QGO 


Queen’s Gurkha Officer

R IRISH (HS)

Royal IRISH (Home Service)

R IRISH (HSFT)
Royal IRISH (Home Service Full Time)
R IRISH (HSPT)
Royal IRISH (Home Service Part Time)
RAA


Representational Attachment Allowance

RAF


Royal Air Force

Rep Sup


Representational Supplement

RFA


Royal Fleet Auxiliaries

RJ (RL)


Respite Journeys (Remote Locations)

RLE


Refund of Legal Expenses

RM



Royal Marines

RMAS


Royal Military Academy Sandhurst

RMP (SIB)

Royal Military Police (Special Investigation Branch)

RN



Royal Navy

RNPUI


Royal Naval Provost Headquarters’ Unit Investigators

RNSIB


Royal Navy Special Investigation Branch

RRA(L)


Recruitment and Retention Allowance (London)

RSO


Removal Service Overseas

RWA 


Residence at Work Address

SAS


Special Air Service

SCE


Service Children's Education

SCS


Service Contract Scheme

SCV 


School Children's Visits

SFA


Service Families Accommodation

SHSS 


Services Home Savings Scheme

SI



Seriously Ill

SL



Service Leavers

SLA


Single Living Accommodation

SLOA 


Seagoing Local Overseas Allowance

SLQU


Seagoing LSA Qualifying Unit

SMA


Special Messing Allowance

SOFA


Status of Forces Agreement
SPED


Special Procurement of Evacuated Dwellings

SP Pol


Service Personnel Policy

SPR                         Selected Place of Residence

SPVA


Service Personnel and Veterans Agency
SPVA PACCC
Service Personnel and Veterans Agency Pay and Allowances Casework Cell

SR
Standard Rate of MMA (The Civil Service equivalent of Official Duty Rate of MMA)
SRA


Service Resettlement Advisor

SSFA


Substitute Service Families Accommodation

SSLOA


Small Station Local Overseas Allowance

SSSA


Substitute Service Single Accommodation

STUFT


Ships Taken Up From Trade

T&S


Travel & Subsistence

TfL



Transport for London

TLB


Top Level Budget

TOSD


Travel for Operational Stand Down

TSARs


Tri-Service Accommodation Regulations

UA



Unauthorised Absence
UB



Unaccompanied Baggage

UCE


University Cadet Entrant

UIN



Unit Identity Number

UK



United Kingdom

UKBC


UK Based Civilian

UKPASH


UK Private Arrangements Self-Help Scheme

UKRS


UK Removal Service

ULA


Unpleasant Living Allowances

UnAcc


Unaccompanied

UNMINS


Unaccompanied Minors
UUG


Uniform Upkeep Grant

UWA


Unpleasant Work Allowance

VAT


Value Added Tax

VOLSEP


Voluntary Separation
VSI



Very Seriously Ill

WWC


Warm Weather Clothing

YMCA


Young Men’s Christian Association

CHAPTER 1

SECTION 4

PERSONAL STATUS CATEGORIES

GENERAL

01.0401.
Declaration of Personal Status Category.    In order to determine a Service person’s eligibility for benefits and to ensure that Pay, Allowances and Housing Regulations are properly applied.  All Service personnel are to declare their Personal Status Category (PStat Cat) on commissioning, enlistment or recall.  It is to include details of whether they are, or ever have been, married or in a civil partnership or have a dependant child(ren).  Thereafter the Service person is required to inform their CO of any change to their personal circumstances that could affect their PStat Cat and eligibility for benefits.  A change in PStat Cat is effective from the date of the occurrence or the legal order and not from the date of declaration, although retrospective application of benefits may be withheld when the MOD considers that notification of change has been unreasonably postponed.  A member of the Services who has remarried or registered a new civil partnership is to declare the PStat Cat appropriate to the current marriage/civil partnership.

01.0402.
The Service Person’s Responsibility.    A married Service person or one in a registered civil partnership is normally responsible for the maintenance of their family.  When they necessarily incur expenses arising from Service life they may become eligible for certain allowances and benefits.  If the Service person fails to meet their financial responsibility for their family their PStat Cat is to be reviewed and eligibility for certain allowances may be affected.

STATUS

01.0403.
Personal Status Category.    The definitions of PStat Cat into which personnel are placed for the purpose of determining entitlements to benefits are described below.  All Service personnel are to be placed into one of the following PStat Cats:

a.
PStat Cat 1.    Those in PStat Cat 1 will meet one of the following qualifying criteria:
(1)
A legally married member of the Services, who lives with their spouse, or who would do so but for the exigencies of the Services.

(2)
A member of the Services, who is registered in a civil partnership in accordance with the Civil Partnership Act 2004, or is in a civil partnership under an overseas scheme recognised under that Act, and who lives with their registered civil partner, or who would do so but for the exigencies of the Services.

b.
PStat Cat 2.    Those in PStat Cat 2 will meet one of the following qualifying criteria:
(1)
A member of the Services who has parental responsibility within the terms of the Children Act 1989 for a child(ren) and who satisfies all of the following conditions:

(a)
Can properly be regarded as the centre and prime mover in the life of the child(ren).

(b)
Provides a home where they normally live with the child(ren) except where unable to do so for reasons attributable to their service in the Services.

(c)
Provides, where the child(ren) is unable to care for itself, a child carer who can look after the child(ren) during their absences attributable to their service in the Services. The child carer must not be the other natural parent of the child(ren). The other natural parent should normally only have staying access to the child(ren) for an aggregate of 56 days in any 12 month period. Staying access greater than this may render the Service person ineligible for PStat Cat 2 (these restrictions on access do not apply while on recognised Unaccompanied Duty).

(d)
Accepts financial responsibility for the child(ren).

(2)
Reserved.
c.
PStat Cat 3.    A member of the Services who is not in PStat Cat 1 or 2 and who provides financial support for their spouse or former spouse, civil partner or former civil partner, or child(ren) by voluntary agreement.  In this case, voluntary agreement means financial support provided other than pursuant to an order made by a court, a Child Support Agency Maintenance Assessment, or the MOD under the relevant Service Act.

d.
PStat Cat 4.    A member of the Services who is not in PStat Cat 1 or 2 and who provides financial support for their spouse or former spouse, civil partner or former civil partner or child(ren) under an order made by a court, a Child Support Agency Maintenance Assessment, or the MOD under the relevant Service Act.

e.
PStat Cat 5.    All other members of the Services.

01.0404.
PStat Cat 2 Guidance.    Whether the Service person can properly be regarded as the centre and prime mover in the life of their child(ren) will depend on a number of factors about which it may be necessary to make enquiries.  The following points should be borne in mind:

a.
If anyone other than the Service parent draws Child Benefit, because of Department for Work and Pension (DPW) rules, this is a prima facie indication that the Service parent is not the centre and prime mover and the onus is on the Service person to substantiate their claim.

b.
The Service parent must maintain a home of their own.  If the Service parent does not, and the child(ren) is normally resident with some other person(s), the disadvantages of Service life will not affect the child(ren).  It is for the Service person to show that this is not the case by submitting a case to the SPVA Pay and Allowances Casework Cell (PACCC) (or pre JPA single-Service equivalent).  The requirement to provide a home may be relaxed following approval from SPVA PACCC.  In such cases individuals may not be eligible for the full range of married benefits; entitlement will be decided on a case-by-case basis and will depend upon the circumstances.

c.
There may be difficulties during transition from PStat Cat 1 to PStat Cat 2, particularly until a separate home has been established.  There is provision for a 3 month reconciliation period which allows time to arrange affairs but, until a parent has shown that they are acting as the centre and prime mover, there is no entitlement to PStat Cat 2, as the child is not subject to the exigencies of Service life.  Future intentions can be taken into account only if there is actual evidence of intent (eg the setting up of a separate home).

d.
Once a child has reached the age of 18 and is not in full-time education or no longer meets the definition of a child (see Section 2 of this Chapter) then Service personnel in PStat Cat 2 may no longer be entitled to that status and the associated entitlements (ie Service Families Accommodation), allowances and benefits that it brings.

01.0405.
Service, Civil Service and Welfare Organisation Spouse or Civil Partner.    When the spouse or civil partner of a member of the Services in PStat Cat 1 is a member of the Services (s), or the UK Civil Service (c), or a recognised welfare organisation
, then the category is to bear the additional suffix of ‘s’ or ‘c’.  The Service spouse/civil partner and their spouse/civil partner will elect which spouse/civil partner will be PStat Cat 1 or the Civil Service equivalent, and which will be PStat Cat 5 or the Civil Service equivalent.  A spouse or civil partner in a welfare organisation is to declare a PStat Cat in the same way as if they were a UK Civil Servant.  The chosen option will be notified and can only be changed subsequently:

a.
On the occasion of substantive promotion, reversion or relinquishment of rank/grade of either spouse/civil partner.

b.
When either spouse/civil partner leaves the Service/Civil Service/recognised welfare organisation.

c.
When either spouse/civil partner goes over zone for promotion.

d.
When either spouse/civil partner is assigned in the UK.

e. When a Servicewoman is on unpaid maternity leave.

Where there is a wish to change the PStat Cat other than in these circumstances, casework is to be submitted through the chain of command to SPVA PACCC.  Options must be exercised within 6 months of the operative date of the change in circumstances.

CHILDREN ACT 1989 - PARENTAL RESPONSIBILITY

01.0406.
Children Act 1989.    This JSP has been framed to meet the requirements of the Services, but against the background of the Children Act 1989, which lays down a general principle for the courts, namely that the child’s welfare shall be the paramount consideration when the court determines any question with respect to the upbringing or property of a child.  It aims to have Court Orders made only when the court considers that doing so would be better than making no order at all.

01.0407.
Parental Responsibility.    Parental Responsibility means all the rights, duties, powers and responsibilities and authority which by law a parent of a child holds in relation to the child and their property.  These rights and responsibilities of a parent are not set out in the Children Act 1989; these rights have been established through case law.  Parents married at the time of the child’s birth both have parental responsibility for the child.  Where they were not married, the mother automatically has parental responsibility for the child, but the father, or civil partner of the mother, does not unless where the child was born after 1 Dec 2003 and the father or civil partner have jointly registered the birth of the child, in such cases both parents have parental responsibility.  Fathers may however enter into a Parental Responsibility Agreement with the mother or apply to the court for an order confirming that they have parental responsibility.
CHAPTER 1

SECTION 5

ALLOWANCES ABSENCE MATRIX

01.0501.
Absence Matrix.    This table shows the impact of various types of absence on allowances.   
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	    Absence Type






Element
	Additional Adoption Leave
	Additional Maternity Leave
	Career Break
	Civilian Imprisonment
	Home Office Registered Detention Rooms
	MCTC
	Parental Leave
	Pre-natal Leave
	Civil Custody
	Compassionate Leave
	DOMCOL
	Graduated Resettlement Training
	Hospital In Patient
	Hospital Leave
	Individual Leave Allowance 2
	Jury Service
	Military Custody
	Ordinary Adoption Leave
	Ordinary Maternity Leave
	Paternity Leave (Adoption)
	Paternity Leave (Birth)
	Re-Engagement Leave
	Relocation
	R & R
	Sick Leave
	Suspension from Duty
	Terminal Leave
	Unauthorised Absence 
	Missing 3
	Disciplinary Award (AWOL) 4
	Long Term  Absentee 5
	Time Off for Dependants
	Special Unpaid Leave
	Gurkha leave
	Secondment
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	Stops payment from day 1 of absence.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	If absence in excess of 9 days, stops payment from day 1 if still in issue.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	Absence in excess of 10 days (allowance is retained for the first 10 days and is stopped from day 11) Manual Input.
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	Subject to manual review.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	Residual Rates applied.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	Stops payment from day 3 of absence.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	
	No impact on Pay, Allowances or Charges. If period of UA exceeds 8 days disciplinary action may result in Pay being forfeited. 

Action will be taken to make the individual 'Non-Bank Paid'.   
	
	

	 
	
	No direct impact.
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	If the Service person departs the Allowance Location and has no remaining entitled family in location, HR Admin staff are to select the move reason ‘Permanent Departure for Allowances’ on the date of departure. This is to be followed by another change of location with the move reason of 'Temp - Welfare/Comp' the day after the departure is published. 

If the Service person departs the Allowance Location but has family remaining in the Allowance Location, HR Admin staff are to select the move reason of ‘Temp – Welfare/Compassionate’.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	1
	Where necessary FAMGRANT replaces LOA.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	2
	ILA includes; Annual, Authorised, POL and Seagoers Leave.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	3
	These reasons are not classed as Absence Types but are included within the Casualty Process. Missing will only apply to personnel on Ops.  

	
	
	
	There are various sub categories within missing.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	4
	To be used only when found guilty of being AWOL.. 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	5
	Following 21 days of Unauthorised Absence a Board of Inquiry is convened and this absence type is actioned. JPAC assume responsibility of record.   
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01.0502.
Possible impact on Allowances.     If a period of UA exceeds 8 days an individual will not be entitled to allowances in respect of the period of UA.  Payments of allowances will stop in respect of the period of UA and action will be taken to make the individual ‘Non-Bank Paid’.  Any payments already made in respect of the period of UA will be recovered.  The trigger for such action will be the issue of a certificate of absence, authorised by the Commanding Officer of the unit involved, or an officer designated by him.  The certificate will be issued to the SPVA and other agencies for appropriate action. 

CHAPTER 1

SECTION 6

RATES OF SERVICE ALLOWANCES

01.0601.
ACCOMMODATION ALLOWANCES RATES
LODGING ALLOWANCE (LA) DAILY RATES 

	RATE
	RANK
	LONDON
	ELSEWHERE

	
	
	1 Aug 09
£
	1 Aug 10
£
	1 Aug 09
£
	1 Aug 10
£

	A             (See Note a)
	OF5 and above
	54.35
	54.62
	40.92
	39.70

	
	OF3 & OF4
	48.64
	48.82
	35.44
	34.12

	
	OF1 & OF2
	41.38
	41.43
	30.60
	29.19

	
	OR6 and above
	41.38
	41.43
	30.60
	29.19

	
	OR5 and below
	36.71
	36.67
	28.70
	27.26

	B              (See Note b)
	OF5 and above
	47.84
	48.03
	36.85
	35.57

	
	OF3 & OF4
	42.54
	42.62
	31.37
	29.99

	
	OF1 & OF2
	35.28
	35.23
	26.53
	25.06

	
	OR6 and above
	35.28
	35.23
	26.53
	25.06

	
	OR5 and below
	30.61
	30.48
	24.63
	23.13

	C             (See Note c)
	OF5 and above
	45.14
	45.31
	31.64
	30.32

	
	OF3 & OF4
	39.43
	39.51
	26.16
	24.74

	
	OF1 & OF2
	33.10
	33.04
	22.25
	20.73

	
	OR6 and above
	34.08
	34.04
	23.30
	21.80

	
	OR5 and below
	30.81
	30.69
	22.80
	21.28

	

	D             (See Note d)
	OF5 and above
	15.74
	16.70
	13.81 
	13.73 

	
	OF3 & OF4
	15.74
	16.70
	13.81 
	13.73 

	
	OF1 & OF2
	15.74
	16.64
	13.81 
	13.68 

	
	OR6 and above
	15.74
	16.64
	13.81 
	13.68 

	
	OR5 and below
	15.74
	16.64
	13.81 
	13.68 


	E             (See Note e)
	OF5 and above
	15.55
	16.70
	13.62 
	13.73 

	
	OF3 & OF4
	15.55
	16.70
	13.62 
	13.73 

	
	OF1 & OF2
	15.55
	16.64
	13.62 
	13.68 

	
	OR6 and above
	15.55
	16.64
	13.62 
	13.68 

	
	OR5 and below
	15.55
	16.64
	13.62 
	13.68 


Notes on LA Rates

(a)
Rate A   Applies to personnel who, if required to live in Service single accommodation, would be exempt both food and accommodation charges.

(b)
Rate B   Applies to personnel who, if required to live in Service single accommodation, would pay the daily food charge, but be exempt accommodation charges.

(c)
Rate C   Applies to personnel who, if required to live in Service single accommodation, would pay the daily food charge, and accommodation charges.

(d)
Rate D   Applies to single personnel who on posting to a new duty station where Service single accommodation is not available, occupy their privately owned accommodation, provided that all other conditions of entitlement to LA are met.

(e)
Rate E   Applies to UnAcc personnel who on posting to a new duty station where Service single accommodation is not available occupy accommodation owned wholly or in part by the claimant, or his/her spouse, or dependant child, or by a non-public company in which any of the former maintain a financial interest - provided that the accommodation is not the claimant's main or family residence.

FOOD ELEMENT OF LODGING ALLOWANCE (LA)

	Daily Rate

	1 Apr 09
	1 Apr 10

	£9.44
	£9.17


To be deducted from any Subsistence Allowance payments when they are claimed concurrently with Lodging Allowance.
LONG SERVICE ADVANCE OF PAY (LSAP) AS AT 1 APR 10
	Maximum Amount of Advance
	£8,500

	Rate of LSAP Insurance Premium

(annual premium deducted in equal monthly  instalments)
	5p for every £100 borrowed

	Interest Rate (where applicable)
	Currently 4.75% (HMRC)


01.0602.

SUBSISTENCE AND MESSING ALLOWANCES RATES

NIGHT SUBSISTENCE (NS) 

	
	1 Apr 09
	1 Apr 10

	Hotel Accommodation booked via DHRS
	Actuals for B&B or D,B & B 
	Actuals for B&B or D,B & B


	Private Arrangements Rate (PAR)
	£26.00 per 24 hour period
	£35.00 per 24 hour period 


DAY SUBSISTENCE (DS)

	
	1 Apr 09
	1 Apr 10

	UK DS limit
	£27.01 
	£26.28

	Abated DS rate (when Dinner, Bed & Breakfast provided through the DHRS)


	£4.60
	£4.48


INCIDENTAL EXPENSES (IE)

	
	1 Apr 09
	1 Apr 10

	UK
	£5.00 per 24 hour period
	£5.00 per 24 hour period

	Overseas
	£10.00 per 24 hour period
	£5.00 per 24 hour period


Reclaim the Daily Food Charge/Core Meal (formerly Missed Meals Payment)

	MEAL
	1 Jan 10
	1 Apr 10

	Breakfast
	£1.10
	£1.12

	Main Meal of the Day (either Midday or Evening Meal)
	£1.67
	£1.69

	Third Meal (Midday or Evening Meal)
	£1.30
	£1.32

	Daily Rate
	£4.07
	£4.13


FOOD CHARGES

RATES EFFECTIVE FROM 1 April 2010 to 31 March 2011
	
	DAILY

	Daily Food Charge 
	£4.13


ENTITLED CASUAL MEAL CHARGES

RATES EFFECTIVE FROM 1 Apr 2010
	
	DAILY

	MEAL
	CHARGE
	VAT
	TOTAL

	Breakfast
	£0.95
	£0.17
	£1.12

	Main Meal of the Day (Either Midday or Evening Meal)
	£1.44
	£0.25
	£1.69

	Third Meal (Midday or Evening Meal)
	£1.12
	£0.20
	£1.32

	All Meals in One Day
	£3.51
	£0.62
	£4.13


Overseas rates are as above, except that VAT is not applicable
RATES EFFECTIVE FROM 4 Jan 2011 (VAT Increase from 17.5% to 20%)
	
	DAILY

	MEAL
	CHARGE
	VAT
	TOTAL

	Breakfast
	£0.95
	£0.19
	£1.14

	Main Meal of the Day (Either Midday or Evening Meal)
	£1.44
	£0.29
	£1.73

	Third Meal (Midday or Evening Meal)
	£1.12
	£0.22
	£1.34

	All Meals in One Day
	£3.51
	£0.70
	£4.21


Overseas rates are as above, except that VAT is not applicable
MEALS OUT ALLOWANCE (MOA)

	MEAL
	1 Jan 10
	1 Apr 10

	Breakfast
	£1.22 
	£1.24

	Main Meal
	£4.07 
	£4.13

	Third Meal
	£2.85 
	£2.89

	Daily Rate
	£8.14
	£8.26


DAILY RATES OF FOOD AND INCIDENTALS ALLOWANCE (FIA) 
	Daily Rate

	1 Apr 09
	1 Apr 10

	£12.78
	£12.41


On those occasions where Subsistence Allowance is abated by the food element of FIA, the rates should be abated by the following amounts:-

FOOD ELEMENT OF FIA

	Daily Rate

	1 Apr 09
	1 Apr 10

	£9.44
	£9.17


01.0603.
TRAVEL ALLOWANCES RATES  
RATES OF UK MOTOR MILEAGE ALLOWANCE 

Official Duty Rate

	Type of Vehicle/Miles
	1 Apr 09
	1 Apr 10

	Up to 10,000 miles

(Irrespective of engine capacity)
	40.0p
	40.0p (No change)

	Over 10,000 miles

(Irrespective of engine capacity)
	25.0p
	25.0p (No change)

	For all Motorcycles
	24.0p
	24.0p (No change)


Private Car Rate

	Type of Vehicle
	1 Apr 09
	1 Apr 10

	Motor Vehicles 126cc and above
	31.2p
	25.0p

	Motor Vehicles 125cc and below
	15.6p 
	15.6p (no change)


Official Passenger Allowance

	Type
	1 Apr 09
	1 Apr 10

	   First Official Passenger
	3.0p 
	3.0p (No change)

	Each Additional Passenger
	2.0p 
	2.0p (No change)


Miscellaneous Motor Mileage Allowance Rates

	Type
	1 Apr 09
	1 Apr 10

	Pedal Cycles
	15.0p  
	15.0p (No change)

	Military Equipment Supplement (ODR only)
	2.0p   
	2.0p (No change)

	Towing Rate for Caravan
	1.0p   
	1.0p (No change)

	Carriage of Sports Equipment
	2.0p
	2.0p (No change)


Converted Leave Rate

	Type
	1 Apr 09
	1 Apr 10

	All Motor Vehicles
	28.8p
	31.0p

	All Motor Vehicles 75% Rate
	21.6p
	23.3p


GURKHA TRAVEL ALLOWANCE 

Nepal (Gurkha) Trek Allowance 

Calculated by MOD PS10(A)

	
	1 Aug 09
	1 Aug 10

	Initial allowance per day per person.  
	NCR 982
	NCR 1109.50

	Daily rate per day per person. 
	NCR 434
	NCR 434


CONCESSIONARY TRAVEL FOR FAMILIES (CTF) RATES 

	GYH(O)  FLIGHT COSTS

 (All fares shown are return flights)

	Flight Journey
	1 Aug 09
	1 Aug 10

	Belize to London
	£821
	£797

	Brunei to London
	£1,451
	£1296

	Canada (East) to London
	£1181
	£959

	Canada (West) to London
	£944
	£1037

	Cyprus to London
	£367
	£285

	Germany to London
	£195
	£164

	Gibraltar to London
	£190
	£238

	Nepal to London
	£712
	£795

	USA (East) to London
	£734
	£646

	USA (West) to London
	£737
	£760


HOME TO DUTY TRAVEL (PUBLIC) RATES AS AT 1 APR 10
	Distance each way from Place of Duty (Miles)
	Daily HDT (Public)  Motor Vehicles Auto - £

Paid for each day of the month


	HDT (Public) 

Motor Vehicles Manual - £

Claimed for each HDT journey per month
	Daily HDT (Public) Pedal Cycles 

Auto - £3 Paid for each day of the month


	HDT (Public) Pedal Cycles Manual - £4
Claimed for each HDT journey per month

	1
	£0.30
	£0.50
	£0.18
	£0.30

	2
	£0.59
	£1.00
	£0.36
	£0.60

	3
	£0.89
	£1.50
	£0.53
	£0.90

	4
	£1.18
	£2.00
	£0.71
	£1.20

	5
	£1.48
	£2.50
	£0.89
	£1.50

	6
	£1.78
	£3.00
	£1.07
	£1.80

	7
	£2.07
	£3.50
	£1.24
	£2.10

	8
	£2.37
	£4.00
	£1.42
	£2.40

	9
	£2.66
	£4.50
	£1.60
	£2.70

	10
	£2.96
	£5.00
	£1.78
	£3.00

	11
	£3.25
	£5.50
	£1.95
	£3.30

	12
	£3.55
	£6.00
	£2.13
	£3.60

	13
	£3.85
	£6.50
	£2.31
	£3.90

	14
	£4.14
	£7.00
	£2.49
	£4.20

	15
	£4.44
	£7.50
	£2.66
	£4.50

	16
	£4.73
	£8.00
	£2.84
	£4.80

	17
	£5.03
	£8.50
	£3.02
	£5.10

	18
	£5.33
	£9.00
	£3.20
	£5.40

	19
	£5.62
	£9.50
	£3.37
	£5.70

	20
	£5.92
	£10.00
	£3.55
	£6.00

	21
	£6.21
	£10.50
	£3.73
	£6.30

	22
	£6.51
	£11.00
	£3.91
	£6.60

	23
	£6.81
	£11.50
	£4.08
	£6.90

	24
	£7.10
	£12.00
	£4.26
	£7.20

	25
	£7.40
	£12.50
	£4.44
	£7.50

	26
	£7.69
	£13.00
	£4.62
	£7.80

	27
	£7.99
	£13.50
	£4.79
	£8.10

	28
	£8.28
	£14.00
	£4.97
	£8.40

	29
	£8.58
	£14.50
	£5.15
	£8.70


HOME TO DUTY TRAVEL (PUBLIC) RATES AS AT 1 APR 10 - CONTINUED

	Distance each way from Place of Duty (Miles)
	Daily HDT (Public) Motor Vehicles Auto - £3
Paid for each day of the month


	HDT (Public)

Motor Vehicles Manual - £4
Claimed for each HDT journey per month
	Daily HDT (Public)  Pedal Cycles 

Auto - £3 Paid for each day of the month


	HDT (Public) Pedal Cycles Manual - £4
Claimed for each HDT journey per month

	30
	£8.88
	£15.00
	£5.33
	£9.00

	31
	£9.17
	£15.50
	£5.50
	£9.30

	32
	£9.47
	£16.00
	£5.68
	£9.60

	33
	£9.76
	£16.50
	£5.86
	£9.90

	34
	£10.06
	£17.00
	£6.04
	£10.20

	35
	£10.36
	£17.50
	£6.21
	£10.50

	36
	£10.65
	£18.00
	£6.39
	£10.80

	37
	£10.95
	£18.50
	£6.57
	£11.10

	38
	£11.24
	£19.00
	£6.75
	£11.40

	39
	£11.54
	£19.50
	£6.92
	£11.70

	40
	£11.84
	£20.00
	£7.10
	£12.00

	41
	£12.13
	£20.50
	£7.28
	£12.30

	42
	£12.43
	£21.00
	£7.46
	£12.60

	43
	£12.72
	£21.50
	£7.63
	£12.90

	44
	£13.02
	£22.00
	£7.81
	£13.20

	45
	£13.32
	£22.50
	£7.99
	£13.50

	46
	£13.61
	£23.00
	£8.17
	£13.80

	47
	£13.91
	£23.50
	£8.34
	£14.10

	48
	£14.20
	£24.00
	£8.52
	£14.40

	49
	£14.50
	£24.50
	£8.70
	£14.70

	50
	£14.79
	£25.00
	£8.88
	£15.00

	51
	£15.09
	£25.50
	£9.05
	£15.30

	52
	£15.39
	£26.00
	£9.23
	£15.60

	53
	£15.68
	£26.50
	£9.41
	£15.90

	54
	£15.98
	£27.00
	£9.59
	£16.20

	55
	£16.27
	£27.50
	£9.76
	£16.50

	56
	£16.57
	£28.00
	£9.94
	£16.80

	57
	£16.87
	£28.50
	£10.12
	£17.10

	58
	£17.16
	£29.00
	£10.30
	£17.40

	59
	£17.46
	£29.50
	£10.47
	£17.70

	60
	£17.75
	£30.00
	£10.65
	£18.00

	61
	£18.05
	£30.50
	£10.83
	£18.30

	62
	£18.35
	£31.00
	£11.01
	£18.60

	63
	£18.64
	£31.50
	£11.18
	£18.90

	64
	£18.94
	£32.00
	£11.36
	£19.20

	65
	£19.23
	£32.50
	£11.54
	£19.50

	66
	£19.53
	£33.00
	£11.72
	£19.80

	67
	£19.82
	£33.50
	£11.89
	£20.10


HOME TO DUTY TRAVEL (PUBLIC) RATES AS AT 1 APR 10 - CONTINUED
	Distance each way from Place of Duty (Miles)
	Daily HDT (Public) Motor Vehicles Auto - £3
Paid for each day of the month


	HDT (Public)

Motor Vehicles Manual - £4
Claimed for each HDT journey per month
	Daily HDT (Public)  Pedal Cycles 

Auto - £3 Paid for each day of the month


	HDT (Public) Pedal Cycles Manual - £4
Claimed for each HDT journey per month

	68
	£20.12
	£34.00
	£12.07
	£20.40

	69
	£20.42
	£34.50
	£12.25
	£20.70

	70
	£20.71
	£35.00
	£12.43
	£21.00


Private Car Rate (PCR) of MMA = £0.25.

Pedal Cycle Rate = £0.15.

Manual Claim Rates are the PCR of MMA or Pedal Cycle Rate x 2 for each return journey.

Automated Claim Rates are the Manual Claim Rates adjusted for payment daily but on the assumed average of 18 journeys per month (ie Manual Claim Rate x 18 x 12/365).

For  the calculation of Overseas Rates of HDT see Chap 4 Sect 13 Para 04.1328. 

HOME TO DUTY TRAVEL (PRIVATE) RATES AS AT 1 APR 10
	Distance each way from Place of Duty (Miles)
	HDT (Private) Motor Vehicles Auto - £

Paid for each day of the month


	HDT (Private) Motor Vehicles Manual - £

Claimed for each HDT journey per month
	HDT (Private) Pedal Cycles

 Auto - £5
Paid for each day of the month

	HDT (Private) Pedal Cycles Manual - £6
Claimed for each HDT journey per month

	1
	£0.30
	£0.50
	£0.18
	£0.30

	2
	£0.59
	£1.00
	£0.36
	£0.60

	3
	£0.89
	£1.50
	£0.53
	£0.90

	4
	£1.18
	£2.00
	£0.71
	£1.20

	5
	£1.48
	£2.50
	£0.89
	£1.50

	6
	£1.78
	£3.00
	£1.07
	£1.80

	7
	£2.07
	£3.50
	£1.24
	£2.10

	8
	£2.37
	£4.00
	£1.42
	£2.40

	9
	£2.66
	£4.50
	£1.60
	£2.70

	10
	£2.96
	£5.00
	£1.78
	£3.00

	11
	£3.25
	£5.50
	£1.95
	£3.30

	12
	£3.55
	£6.00
	£2.13
	£3.60

	13
	£3.85
	£6.50
	£2.31
	£3.90

	14
	£4.14
	£7.00
	£2.49
	£4.20

	15
	£4.44
	£7.50
	£2.66
	£4.50

	16
	£4.73
	£8.00
	£2.84
	£4.80

	17
	£5.03
	£8.50
	£3.02
	£5.10

	18
	£5.33
	£9.00
	£3.20
	£5.40

	19
	£5.62
	£9.50
	£3.37
	£5.70

	20
	£5.92
	£10.00
	£3.55
	£6.00

	21
	£6.21
	£10.50
	£3.73
	£6.30

	22
	£6.51
	£11.00
	£3.91
	£6.60

	23
	£6.81
	£11.50
	£4.08
	£6.90

	24
	£7.10
	£12.00
	£4.26
	£7.20

	25
	£7.40
	£12.50
	£4.44
	£7.50

	26
	£7.69
	£13.00
	£4.62
	£7.80

	27
	£7.99
	£13.50
	£4.79
	£8.10

	28
	£8.09
	£13.67
	£4.85
	£8.20

	29
	£8.19
	£13.83
	£4.91
	£8.30

	30
	£8.28
	£14.00
	£4.97
	£8.40


HOME TO DUTY TRAVEL (PRIVATE) RATES AS AT 1 APR 10 - CONTINUED

	Distance each way from Place of Duty (Miles)
	HDT (Private) Motor Vehicles Auto - £5
Paid for each day of the month


	HDT (Private) Motor Vehicles Manual - £6
Claimed for each HDT journey per month
	HDT (Private) Pedal Cycles

 Auto - £5
Paid for each day of the month

	HDT (Private) Pedal Cycles Manual - £6
Claimed for each HDT journey per month

	31
	£8.38
	£14.17
	£5.03
	£8.50

	32
	£8.48
	£14.33
	£5.09
	£8.60

	33
	£8.58
	£14.50
	£5.15
	£8.70

	34
	£8.68
	£14.67
	£5.21
	£8.80

	35
	£8.78
	£14.83
	£5.27
	£8.90

	36
	£8.88
	£15.00
	£5.33
	£9.00

	37
	£8.98
	£15.17
	£5.39
	£9.10

	38
	£9.07
	£15.33
	£5.44
	£9.20

	39
	£9.17
	£15.50
	£5.50
	£9.30

	40
	£9.27
	£15.67
	£5.56
	£9.40

	41
	£9.37
	£15.83
	£5.62
	£9.50

	42
	£9.47
	£16.00
	£5.68
	£9.60

	43
	£9.57
	£16.17
	£5.74
	£9.70

	44
	£9.67
	£16.33
	£5.80
	£9.80

	45
	£9.76
	£16.50
	£5.86
	£9.90

	46
	£9.86
	£16.67
	£5.92
	£10.00

	47
	£9.96
	£16.83
	£5.98
	£10.10

	48
	£10.06
	£17.00
	£6.04
	£10.20

	49
	£10.16
	£17.17
	£6.10
	£10.30

	50
	£10.26
	£17.33
	£6.15
	£10.40

	51
	£10.36
	£17.50
	£6.21
	£10.50

	52
	£10.45
	£17.67
	£6.27
	£10.60

	53
	£10.55
	£17.83
	£6.33
	£10.70

	54
	£10.65
	£18.00
	£6.39
	£10.80

	55
	£10.75
	£18.17
	£6.45
	£10.90

	56
	£10.85
	£18.33
	£6.51
	£11.00

	57
	£10.95
	£18.50
	£6.57
	£11.10

	58
	£11.05
	£18.67
	£6.63
	£11.20

	59
	£11.15
	£18.83
	£6.69
	£11.30

	60
	£11.24
	£19.00
	£6.75
	£11.40

	61
	£11.34
	£19.17
	£6.81
	£11.50

	62
	£11.44
	£19.33
	£6.86
	£11.60

	63
	£11.54
	£19.50
	£6.92
	£11.70

	64
	£11.64
	£19.67
	£6.98
	£11.80

	65
	£11.74
	£19.83
	£7.04
	£11.90

	66
	£11.84
	£20.00
	£7.10
	£12.00

	67
	£11.93
	£20.17
	£7.16
	£12.10

	68
	£12.03
	£20.33
	£7.22
	£12.20


HOME TO DUTY TRAVEL (PRIVATE) RATES AS AT 1 APR 10 - CONTINUED

	Distance each way from Place of Duty (Miles)
	HDT (Private) Motor Vehicles Auto - £5
Paid for each day of the month


	HDT (Private) Motor Vehicles Manual - £6
Claimed for each HDT journey per month
	HDT (Private) Pedal Cycles

 Auto - £5
Paid for each day of the month

	HDT (Private) Pedal Cycles Manual - £6
Claimed for each HDT journey per month

	69
	£12.13
	£20.50
	£7.28
	£12.30

	70
	£12.23
	£20.67
	£7.34
	£12.40


Private Car Rate (PCR) of MMA = £0.25.

Pedal Cycle Rate = £0.15.

Manual Claim Rates are the PCR of MMA or Pedal Cycle Rate x 2 for each return journey.

Automated Claim Rates are the Manual Claim Rates adjusted for payment daily but on the assumed average of 18 journeys per month (ie Manual Claim Rate x 18 x 12/365).

For  the calculation of Overseas Rates of HDT see Chap 4 Sect 13 Para 04.1328.
PERSONAL CONTRIBUTIONS (PC) FOR HDT (PUBLIC) AND HDT (PRIVATE) IN UK  AS AT 1 APR 10
	PERSONAL CONTRIBUTION (Pc) type
	AUTO

Deducted automatically for each day of the month


	manual

To be deducted for each HDT journey per month

	HDT (Public) Motor Vehicles (including Public Transport)
	£0.30
	£0.50

	HDT (Private) Motor Vehicles (including Public Transport)
	£2.66
	£4.50

	HDT (Public) Pedal Cycles  
	£0.18
	£0.30

	HDT (Private) Pedal Cycles  
	£1.60
	£2.70


Notes:

The HDT (Public) PC is based on a 1 mile single journey.

The HDT (Private) PC is based on a 9 mile single journey.

For the assessment of Overseas PC’s see Chap 4 Sect 13 Para 04.1328.
01.0604.
SEPARATION ALLOWANCES RATES  
LONGER SEPARATION ALLOWANCE (LSA) 

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	LEVEL
	Daily Rate

	
	1 Apr 09
	1 Apr 10

	Level 1
	£6.56
	£6.69

	Level 2
	£10.25
	£10.46

	Level 3
	£13.96
	£14.24

	Level 4
	£15.32
	£15.63

	Level 5
	£16.50
	£16.83

	Level 6
	£17.68
	£18.03

	Level 7
	£18.84
	£19.22

	Level 8
	£20.62
	£21.03

	Level 9
	£21.80
	£22.24

	Level 10
	£22.99
	£23.45

	Level 11
	£24.16
	£24.65

	Level 12
	£25.34
	£25.85

	Level 13
	£26.51
	£27.04

	Level 14
	£27.69
	£28.24


GET YOU HOME TRAVEL (GYH TRAVEL) RATES
	Distance from Place of Duty
	GYH travel Daily Rate as at 1 Aug 09
£
	GYH travel Daily Rate as at 1 Aug 10
(No Change)
 £

	20
	1.07
	1.07

	30
	1.60
	1.60

	40
	2.14
	2.14

	50
	2.66
	2.66

	60
	3.17
	3.17

	70
	3.61
	3.61

	80
	3.99
	3.99

	90
	4.34
	4.34

	100
	4.60
	4.60

	110
	4.89
	4.89

	120
	5.12
	5.12

	130
	5.34
	5.34

	140
	5.57
	5.57

	150
	5.80
	5.80

	160
	6.08
	6.08

	170
	6.40
	6.40

	180
	6.69
	6.69

	190
	7.01
	7.01

	200
	7.31
	7.31

	210
	7.61
	7.61

	220
	7.91
	7.91

	230
	8.20
	8.20

	240
	8.44
	8.44

	250
	8.68
	8.68

	260
	8.89
	8.89

	270
	9.09
	9.09

	280
	9.31
	9.31

	290
	9.49
	9.49

	300
	9.68
	9.68

	310
	9.87
	9.87

	320
	10.05
	10.05

	330
	10.21
	10.21

	340
	10.38
	10.38

	350
	10.53
	10.53

	360
	10.68
	10.68

	370
	10.76
	10.76

	380
	10.84
	10.84

	390
	10.96
	10.96

	400
	11.03
	11.03

	410
	11.14
	11.14


GET YOU HOME TRAVEL (GYH TRAVEL) RATES - continued
	Distance from Place of Duty
	GYH travel Daily Rate as at 1 Aug 09
£
	GYH travel Daily Rate as at 1 Aug 10
(No Change)
£

	420
	11.22
	11.22

	430
	11.34
	11.34

	440
	11.42
	11.42

	450
	11.50
	11.50

	460
	11.63
	11.63

	470
	11.70
	11.70

	480
	11.80
	11.80

	490
	11.87
	11.87

	500
	11.96
	11.96

	510
	12.05
	12.05

	520
	12.11
	12.11

	530
	12.21
	12.21


GET YOU HOME (EARLY YEARS) (OVERSEAS ASSISTANCE) (GYH(EY)(OA))

	
	1 Apr 09
	1 Apr 10

	Cap for one journey per entitlement year.
	£400
	£400 (No change)


01.0605.
LOCATION ALLOWANCES RATES   

EUROPEAN UNION (EU) DAILY SUBSISTENCE ALLOWANCE (DSA)

Source: Article 15 of the Council of the European Union Decision 2003/479/EC dated 16 Jun 03, amended by Decision 2004/240/EC dated 8 Mar 04, amended by Decision 2005/442/EC dated 30 May 05 and Decision 2006/471/EC dated 27 Jun 06, further amended by Decision 2007/829/EC dated 16 June 2008.  Paid in Euros.

	
	1 Aug 09
	1 Apr 10

	European Union Daily Subsistence Allowance
	€ 119.39
	€122.97


GET YOU HOME (OVERSEAS) (GYH(O)) FLIGHT ALLOWANCES 

	Assignment Country
	GYH(O) Flight Allowance 1 Aug 08
£
	GYH(O) Flight Allowance 1 Aug 09 

£

	Afghanistan
	£1,350
	£1,048

	Antigua
	£864
	£739

	Argentina
	£904
	£1,103

	Australia (East)
	£1,463
	£1,465

	Australia (West)
	£1,312
	£1,297

	Bahamas
	£777
	£737

	Bahrain
	£444
	£524

	Barbados
	£739
	£826

	Belgium
	£132
	£172

	Belize
	£821
	£797

	Bermuda
	£1,113
	£777

	Bosnia
	£266
	£275

	Brazil
	£876
	£865

	Brunei
	£1,451
	£1,296

	Bulgaria
	£197
	£230

	Canada (East)
	£1,181
	£959

	Canada (West)
	£944
	£1,037

	Canary Islands
	£246
	£317

	Chile
	£980
	£1,081

	Colombia
	£727
	£867

	Croatia
	£238
	£230

	Cyprus
	£367
	£285

	Assignment Country
	GYH(O) Flight Allowance 1 Apr 09
£
	GYH(O) Flight Allowance 1 Aug 10
£

	Czech Republic
	£215
	£191

	Denmark
	£152
	£159

	Diego Garcia
	£809
	£758

	Egypt
	£406
	£355

	El Salvador
	£985
	£789

	Eritrea
	£1,010
	£746

	Estonia
	£251
	£268

	Ethiopia
	N/A
	£936

	France
	£132
	£144

	French Guyana
	£935
	£1,128

	Gambia
	£1,169
	£1,205

	Germany
	£195
	£164

	Ghana
	£625
	£711

	Gibraltar
	£190
	£238

	Greece
	£263
	£203

	Hawaii 
	£825
	£980

	Iceland
	£313
	£256

	India
	£465
	£461

	Indonesia
	£657
	£756

	Italy
	£305
	£183

	Jordan
	£505
	£506

	Kenya
	£522
	£692

	Kuwait
	£500
	£462

	Latvia
	£262
	£236

	Lebanon
	£458
	£545

	Liberia
	£976
	£911

	Luxembourg
	£216
	£185

	Macedonia
	£279
	£395

	Malawi
	£750
	£879

	Malaysia
	£684
	£744

	Mozambique
	£984
	£1,082

	Nepal
	£712
	£795

	Netherlands
	£137
	£145

	New Zealand
	£1,239
	£1,415

	Nigeria
	£795
	£830

	Assignment Country
	GYH(O) Flight Allowance 1 Aug 09
£
	GYH(O) Flight Allowance 1 Aug 10 

£

	Norway
	£151
	£179

	Oman
	£379
	£427

	Pakistan
	£516
	£706

	Poland
	£185
	£215

	Portugal
	£174
	£185

	Romania
	£279
	£229

	Republic of Ireland
	£93
	£128

	Russia
	£259
	£245

	Rwanda
	£893
	£962

	Saudi Arabia
	£678
	£683

	Senegal
	£629
	£637

	Serbia
	£295
	£241

	Sierra Leone
	£1,944
	£1,515

	Singapore
	£769
	£789

	Slovakia
	£235
	£270

	South Africa
	£578
	£606

	Spain
	£148
	£170

	Sri Lanka
	£638
	£645

	Sudan
	£1896
	£505

	Sweden
	£219
	£154

	Switzerland
	£145
	£177

	Trinidad and Tobago 
	£1,034
	£864

	Turkey
	£255
	£281

	Ukraine
	£300
	£227

	United Arab Emirates
	£501
	£500

	United States of America (East)
	£734
	£646

	United States of America (West)
	£737
	£760

	Uruguay
	£1,133
	£1,071

	Yemen
	£512
	£519

	Zimbabwe
	£851
	£951


NORTHERN IRELAND RESIDENT’S SUPPLEMENT (NIRS)

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	
	1 Apr 09
	1 Apr 10

	Daily Rate
	£6.28
	£6.41


RECRUITMENT AND RETENTION ALLOWANCE (LONDON) (RRA(L)) 

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	
	1 Aug 09
	1 Apr 10

	Daily Rate
	£3.76
	£3.84


	OVERSEAS LOAN SERVICE ALLOWANCE (1-STAR AND BELOW)
	
	

	RATES OF PAY EFFECTIVE FROM 1 APRIL 2010 TO 31 MARCH 2011
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	BAND 1
	BAND 2
	BAND 3
	BAND 4
	BAND 5
	BAND 6
	BAND 7
	BAND 8
	BAND 9
	BAND 10
	

	Admiral, General RM, General, Air Chief Marshal
	ANNUAL
	24792.61
	33056.81
	41321.01
	49585.21
	57849.41
	66113.62
	74377.82
	82642.02
	90906.22
	99170.42
	

	Vice Admiral, Lt General RM, Lt General, Air Marshal
	ANNUAL
	18886.19
	25181.59
	31476.99
	37772.39
	44067.79
	50363.18
	56658.58
	62953.98
	69249.38
	75544.78
	

	Rear Admiral, Major General RM, Major General, Air Vice Marshal
	ANNUAL
	16230.15
	21640.20
	27050.25
	32460.30
	37870.35
	43280.40
	48690.45
	54100.50
	59510.55
	64920.60
	

	Commodore/Brigadier(RM), Captain RN/Colonel RM (Note 1), Brigadier, Air Commodore
	ANNUAL
	14554.53
	19406.04
	24257.55
	29109.06
	33960.57
	38812.08
	43663.59
	48515.10
	53366.60
	58218.11
	

	Captain RN/Colonel RM, Colonel, Group Captain
	ANNUAL
	12196.56
	16262.08
	20327.61
	24393.13
	28458.65
	32524.17
	36589.69
	40655.21
	44720.73
	48786.25
	

	Commander/Lt Colonel RM, Lt Colonel, Wing Commander
	ANNUAL
	10054.73
	13406.31
	16757.89
	20109.47
	23461.04
	26812.62
	30164.20
	33515.78
	36867.35
	40218.93
	

	Lt Commander/Major RM, Major, Squadron Leader 
	ANNUAL
	7164.07
	9552.09
	11940.11
	14328.14
	16716.16
	19104.18
	21492.20
	23880.23
	26268.25
	28656.27
	

	Lieutenant RN/SUY, Captain RM/SCC, Lieutenant/Captain (LE), Flying Officer/Flt Lt (Br Off)
	ANNUAL
	6866.76
	9155.68
	11444.60
	13733.52
	16022.44
	18311.36
	20600.28
	22889.21
	25178.13
	27467.05
	

	Lieutenant RN (Note 2), Captain RM, Captain, Flight Lieutenant
	ANNUAL
	5687.39
	7583.19
	9478.99
	11374.78
	13270.58
	15166.38
	17062.17
	18957.97
	20853.77
	22749.56
	

	Lieutenant RM, Lieutenant, Flying Officer
	ANNUAL
	4437.99
	5917.32
	7396.65
	8875.97
	10355.30
	11834.63
	13313.96
	14793.29
	16272.62
	17751.95
	

	Warrant Officer 1 RN, WO1 RM, WO1, Warrant Officer
	ANNUAL
	6312.07
	8416.10
	10520.12
	12624.15
	14728.17
	16832.20
	18936.22
	21040.25
	23144.27
	25248.29
	

	Warrant Officer 2 RN, WO2 RM, Warrant Officer 2, Flt Sergeant
	ANNUAL
	6082.36
	8109.81
	10137.27
	12164.72
	14192.17
	16219.62
	18247.08
	20274.53
	22301.98
	24329.44
	

	CPO RN/CSGT RM, Staff Sergeant, Chief Tech
	ANNUAL
	5543.04
	7390.72
	9238.40
	11086.08
	12933.76
	14781.44
	16629.12
	18476.80
	20324.48
	22172.16
	

	PO RN/SGT RM, Sergeant, Sergeant RAF
	ANNUAL
	4913.43
	6551.24
	8189.05
	9826.86
	11464.67
	13102.48
	14740.29
	16378.10
	18015.91
	19653.72
	

	Corporal RM,  Corporal, Corporal RAF
	ANNUAL
	4138.86
	5518.48
	6898.11
	8277.73
	9657.35
	11036.97
	12416.59
	13796.21
	15175.83
	16555.45
	

	Lance Corporal, Junior Tech
	ANNUAL
	3960.70
	5280.94
	6601.17
	7921.41
	9241.64
	10561.88
	11882.11
	13202.35
	14522.58
	15842.81
	

	SAC, equivalents and below
	ANNUAL
	2751.24
	3668.32
	4585.41
	5502.49
	6419.57
	7336.65
	8253.73
	9170.81
	10087.89
	11004.97
	

	Notes:
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	1.     Rate payable only to Captains promoted to substantive Commodore in accordance with BR 8373 Chapter 32 or those Captains with a seniority prior    to 1 July 1997 achieving 6 years seniority.  Also payable to RM Colonels (OF6) with seniority earlier than 1 July 1999 (See DCI Gen 39/99) and RM Colonels promoted to substantive Brigadier

	2.     This rate of Loan Service Pay (LSP) should also be paid to:   RN: Senior Upper Yardmen Sub Lieutenants

	3.     The Daily Rate will be calculated by JPA


01.0606.
RELOCATION ALLOWANCES RATES 

DISTURBANCE ALLOWANCE (DA) RATES

	TYPE OF PROPERTY MOVED INTO
	1 Aug 09
	1 Apr 10

	Privately Owned
	£1182
	£1210

	Privately Rented
	£1048
	£1073

	SFA/SSFA
	£1048
	£1073

	SLA/SSSA
	£90
	£92


	Child Element (for each eligible child)
	£138
	£153 


UK PRIVATE ARRANGEMENTS SELF HELP SCHEME (UKPASH)

	
	1 Aug 09
	1 Apr 10

	Rate per cubic metre (up to a maximum of 6 cubic metres)
	£36.88 per cubic metre
	£44.52 per cubic metre


INSURANCE ALLOWANCE (IA) RATES

	
	1 Aug 09
	1 Apr 10

	All Personnel
	£48.32
	£48.32               (No change)


REFUND OF LEGAL EXPENSES (RLE) RATES

	
	1 Aug 09
	1 Apr 10

	Maximum Refund
	£5,000
	£5,000 (No change)


HOUSE MOVES ON SECURITY GROUNDS (NORTHERN IRELAND) (HMSG(NI))

	TYPE OF PROPERTY MOVED INTO
	1 Aug 09
	1 Apr 10

	Privately Owned Property
	£1241
	£1241 (No change)

	All Other Property
	£1101
	£1101 (No change)


	Child Element (for each eligible child)
	£138
	£138 (No change)


01.0607.
CLOTHING ALLOWANCES RATES  

FEMALE CLOTHING GRANT

	
	1 Aug 09
	1 Apr 10c

	Standard Ratea
	£48.50 
	N/A

	Enhanced Rate
	£97 
	N/A

	Reservesb
	£4.85 
	N/A


a.
Payable to Regular, FTRS, Additional Duties Commitment and Cadet Force instructor non-commissioned female personnel.  It is also payable to commissioned female Cadet Force instructors.

b.
Payable with the first annual bounty.

c.
Allowance abolished with effect 1 Apr 10
CIVILIAN CLOTHING ANNUAL GRANT (CCAG)

	
	1 Aug 09
	1 Apr 10

	All personnel
	£300.15 per year
	£300.15 per year (No change)


CIVILIAN CLOTHING DAILY ALLOWANCE (CCDA)

	
	1 Aug 09
	1 Apr 10

	All personnel
	£0.82 per day
	£0.82 per day (No change)


CLIMATIC CLOTHING GRANT (HOT POSTS) (CCG(HP))

	
	1 Aug 09
	1 Apr 10

	All personnel
	£750.37 per year
	£750.37 per year (No change)


SNCO MESS DRESS UNIFORM GRANTS (1 Apr 10)

	RN
	RM
	Army
	RAF

	
	
	HCav/RAC
	SCOTS
	All others
	

	£220
	£415
	£835
	£550
	£455
	£250


01.0608.
EDUCATION ALLOWANCES RATES

	Education Allowance
	1 Aug 09
	1 Aug 10 

	CEA (Board) - Senior 
	£5621 per term
	£5833 per term

	CEA (Board) – Junior
	£4338 per term
	£4482 per term

	CEA SENA SP
	£8398 per term
	£8715 per term

	CEA (Day) – Senior
	£3378 per term
	£3505 per term

	CEA (Day) – Junior
	£2556 per term
	£2640 per term

	CEA SENA (Day)
	£5415 per term
	£5594 per term

	CEA (Guardians)
	£2.85 per day
	£2.94 per day

	Day School Allowance (North Wales)
	£2500 per term
	£4330 per term


	
	1 Apr 9
	1 Apr 10

	ISODET Nursery Education Allowance
	£576

(£1728 per year)
	£691
(£2073 per year)


01.0608.
EDUCATION ALLOWANCES RATES (Cont)
DEFENCE BASIC LANGUAGE AWARD SCHEME

	Standardised language profile (slp) points
	language group

	
	1
	2
	3

	2 SLP Points
	£288
	£216
	£144

	Requalification Increment (3 yrs)
	£96
	£72
	£48

	3 SLP Points
	£432
	£324
	£216

	Requalification Increment (3 yrs)
	£144
	£108
	£72

	4 SLP Points
	£576
	£432
	£288

	Requalification Increment (3 yrs)
	£192
	£144
	£96

	5 SLP Points
	£720
	£540
	£360

	Requalification Increment (3 yrs)
	£240
	£180
	£120

	6 SLP Points
	£864
	£648
	£432

	Requalification Increment (3 yrs)
	£288
	£216
	£144

	7 SLP Points
	£1,008
	£756
	£504

	Requalification Increment (3 yrs)
	£336
	£252
	£168

	8 SLP Points
	£1,152
	£864
	£576

	Requalification Increment (3 yrs)
	£384
	£288
	£192

	9 SLP Points
	£1,296
	£972
	£648

	Requalification Increment (3 yrs)
	£432
	£324
	£216

	10 SLP Points
	£1,440
	£1,080
	£720

	Requalification Increment (3 yrs)
	£480
	£360
	£240

	11 SLP Points
	£1,584
	£1,188
	£792

	Requalification Increment (3 yrs)
	£528
	£396
	£264

	12 SLP Points
	£1,728
	£1,296
	£864

	Requalification Increment (3 yrs)
	£576
	£432
	£288

	13 SLP Points
	£1,872
	£1,404
	£936

	Requalification Increment (3 yrs)
	£624
	£468
	£312

	14 SLP Points
	£2,016
	£1,512
	£1,008

	Requalification Increment (3 yrs)
	£672
	£504
	£336

	15 SLP Points
	£2,160
	£1,620
	£1,080

	Requalification Increment (3 yrs)
	£720
	£540
	£360

	16 SLP Points
	£2,304
	£1,728
	£1,152

	Requalification Increment (3 yrs)
	£768
	£576
	£384


DEFENCE OPERATIONAL LANGUAGE AWARD SCHEME

	Award Type
	Survival
	Functional
	Professional
	Expert

	Qualification
	£1,800
	£4,500
	£8,100
	£11,700

	Incremental Qualification
	n/a
	£2,700
	£3,600
	£3,600

	Re-qualification
	£600
	£1,500
	£2,700
	£3,900

	Non-deployed active use (daily rate)
	£3.60
	£9.00
	£16.20
	£23.40

	Deployed active use (daily rate)
	Tier One
	£3.60
	£9.00
	£16.20
	£23.40

	
	Tier Two
	£5.40
	£13.50
	£24.30
	£35.10

	
	Tier Three
	£7.20
	£18.00
	£32.40
	£46.80

	
	Tier Four
	£9.00
	£22.50
	£40.50
	£58.50

	
	Tier Five
	£10.80
	£27.00
	£48.60
	£70.20


01.0609.
COMPENSATION AND REIMBURSEMENT ALLOWANCES

UNPLEASANT WORK ALLOWANCE (UWA)

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	LEVEL
	Daily Rate

	
	1 Aug 09
	1 Apr 10

	Level 1
	£2.45
	£2.50

	Level 2
	£6.03
	£6.15

	Level 3
	£17.80
	£18.16


UNPLEASANT LIVING ALLOWANCE (SEA) (ULA(S))

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	
	1 Aug 09
	1 Apr 10

	Daily Rate
	£3.27
	£3.34


UNPLEASANT LIVING ALLOWANCE (OPERATIONAL) (ULA(O))

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	
	1 Aug 09
	1 Apr 10

	Daily Rate
	N/A
	£3.34


EXPERIMENTAL TEST ALLOWANCE (ETA) (FORMERLY EXPERIMENTAL PAY)

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	
	1 Aug 09
	1 Apr 10

	Rate Per Test
	£2.64
	£2.69


SERVICE RISKS INSURANCE PREMIUM REFUNDS (SRIPs)

	
	1 Aug 09
	1 Apr 10

	Maximum Total Sum Assured
	£167,000
	£170,000


DISCHARGE GRANT FOR SERVICE PERSONNEL UNDER SENTENCE

	
	1 Aug 09
	1 Apr 10

	Discharge Grant
	£46
	£46 (No change)


Note:  A further sum of £50 may be paid direct to a genuine accommodation provider for the Service person who requires rented accommodation to be arranged prior to their release.

DETAINEES UNDER SENTENCE REIMBURSEMENT ALLOWANCE (DUSRA)

	Corrective Training Stages
	Per Day

	
	1 Aug 09
	1 Apr 10

	Stage 1
	£0.97
	£1.19

	Stage 2
	£1.48
	£1.77

	Stage 3
	£3.18
	£3.69


FUNERAL GRANTS

	Type Of Funeral
	Higher Rate
	Lower Rate

	
	1 Aug 09 
	1 Apr 10 
	1 Aug 09
	1 Apr 10 

	Burial 
	£2876
	£2945
	£2313


	£2369



	Cremation
	£2813
	£2881
	£2282
	£2337


FUNERAL EXPENSES GRANT

	
	1 Aug 09 
	1 Apr 10

	Payable as per SP Pol DL JUN/2007/03 only when a Service Funeral has been requested
	£500
	£500 (No Change)


OFFICIAL ENTERTAINMENT INDICATIVE RATES AS AT 1 APR 10
	COMMERCIAL/RESTAURANT RATES
	LONDON

(defined as being within the M25)
	ELSEWHERE

	Breakfast
	£14.19
	£10.19

	Luncheon (formal)
	£49.33
	£21.95

	Luncheon (informal)
	£33.04
	£14.52

	Formal Dinner (silver service or black tie occasion) 
	£58.00
	£34.82

	Supper or Informal Dinner (for a meal less formal than a Formal Dinner)
	£38.81
	£23.28

	Reception
	£12.31
	£12.31

	DEPARTMENTAL/MESS LOCATION RATES

	Breakfast
	£4.43

	Luncheon
	£7.10

	Dinner (silver service or black tie occasion)
	£25.06

	Supper (for a meal less formal than a Formal Dinner)
	£16.74

	Reception
	£7.20

	RESIDENCE (COSTED MENU) RATES

	Breakfast
	£4.10

	Luncheon
	£7.43

	Dinner (silver service or black tie occasion)
	£25.61

	Supper (for a meal less formal than a Formal Dinner)
	£17.07

	Reception
	£7.53

	Overnight Rate (Bed & Breakfast)
	£4.99


	WORKING ENVIRONMENT RATES

	Light Refreshments
	£1.33

	Working Breakfast
	£4.10

	Working Lunch (London - defined as being within the M25)
	£8.21

	Working Lunch (Elsewhere)
	£7.10


OPERATIONAL ALLOWANCE

	
	1 Apr 10
	6 May 10

	Daily Rate
	£14.51
	£29.02             

	6-Monthly Total
	£2,640.82
	£5281.64          


EXPERIMENTAL DIVING ALLOWANCE (EDA)(DEEP)

1 Apr 10 rates published in the AFPRB’s Thirty Ninth Report dated 2010.

	GRADE
	Per Dive Rate

	
	1 Aug 09
	1 Apr 10

	Grade 1
	£14.71
	£15.00

	Grade 2
	£73.54
	£75.01

	Grade 3
	£110.34
	£112.55

	Grade 4
	£147.12
	£150.06

	Grade 5
	£294.22
	£300.10


	GRADE
	Additional Hourly Rates

	
	1 Aug 09 
	1 Apr 10

	Grade 1
	Nil
	Nil

	Grade 2
	£7.35
	£7.50

	Grade 3
	£11.02
	£11.24

	Grade 4
	£14.71
	£15.00

	Grade 5
	£58.84
	£60.02


PART TIME SERVICE INSTRUCTORS’ ALLOWANCE (PTSIA)

	CATEGORY
	QUALIFICATION
	EXAMPLE
	Rate Per Hour
	Rate Per Hour

	
	
	
	1 Apr 09
	1 Apr 10

	1
	Academic/Leading to Examination or Qualification


	Basic Skills, GCSE and ‘A’ Level
	£ 22.82


	£ 22.82

(No Change)

	2
	Vocational
	Word processing, foreign language conversation classes etc.


	£ 17.62


	£ 17.62

(No Change)




CAMPAIGN CONTINUITY ALLOWANCE (CCA)

	
	
	1 Jul 09

	Daily Rate
	
	£60.00 
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CHAPTER 2

SECTION 1

LODGING ALLOWANCE

 

GENERAL

 

02.0101.
Aim.    The aim of Lodging Allowance (LA) is to enable Service personnel in the UK to rent accommodation and meet associated necessary costs when single public accommodation is unavailable and Substitute Single Service Accommodation (SSSA) is unavailable or inappropriate.

02.0102.
Necessary Costs.    LA contributes to a combination of necessary costs, which are: rent, utilities, food, travel and incidentals.

02.0103.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Sections 337 to 339 LA is a non-taxable allowance when paid to a Service person for a period not exceeding 24 months.  Where, exceptionally, a Service person remains in receipt of LA in excess of 24 months, Income Tax and NICs are payable for the entire period.  These are met by the MOD and paid by SPVA under PSA.

ELIGIBILITY

02.0104.
General.    LA is payable to Service personnel provided they are in receipt of regular pay.  Full Time Reserve Service (FTRS) (Full Commitment), FTRS (Limited Commitment) not serving at their permanent duty station and Military Provost Guard Service (MPGS) personnel who meet the eligibility criteria are also eligible to  receive LA.  For periods up to and including 30 days, Night Subsistence (NS) may be claimed (see Chapter 3 Section 1).  LA is normally provided for Service personnel who are detached from their duty station for periods in excess of 30 days and less than 6 months.  There may be certain circumstances, however, where personnel are required to occupy lodgings for longer (eg the unforeseen extension of a detachment).

02.0105.
Eligible Service Personnel.    LA is admissible provided that the following criteria are met:

a. The Service person fulfils the eligibility criteria for the allocation of SSSA (see JSP 464 Tri-Service Accommodation Regulations (TSARs)); and either

b.
Written confirmation has been obtained from Defence Housing Executive (DHE) that no suitable SSSA is available, or that SSSA is considered by the Unit to be inappropriate; or

c. The Service person is serving in an appointment where they are exempted from occupying Single Living Accommodation (SLA) or SSSA, and where the appointment is not one that requires them to occupy Service Family Accommodation (SFA) or Substitute Service Families Accommodation (SSFA).

INELIGIBILITY 

02.0106.
Ineligible Service Personnel.    The following categories of Service personnel are ineligible for LA:

a.
Those serving outside the UK for whom other accommodation allowances, such as Overseas Rent Allowance (see Chapter 2, Section 2) are available.

b.
Those who are ineligible for SSSA because they own their own home (see TSARs Part 3 Chapter 8).

c.
Those who have been given permission to live out for personal reasons when suitable SLA was available at the time permission to live out was granted.

d.
Those on medical leave or otherwise away from the unit to which they are assigned, or temporarily assigned while awaiting permanent assignment, for periods over 61 days.

e.
University, medical and dental cadets and Foundation Year 1&2 Doctors.

f.
Those who, with other individuals, enter into reciprocal arrangements to create the effect of an entitlement to LA where no entitlement would otherwise exist.

g.
Those who wish to claim LA in order to occupy a property, which is owned wholly or in part by themselves, their spouse/civil partner or a dependant child, or by a non‑public company in which they, their spouse/civil partner or dependant child maintain a financial interest.

h.
All Reserve personnel not covered at paragraph 02.0104, unless mobilised. 
ENTITLEMENT

02.0107.
Type of Lodgings.    Service personnel are expected to occupy lodgings of a standard appropriate to their rank.  For guidance these standards are:

a.
OF5 and Above.    A self-contained one-bedroom flat with a separate sitting room, bathroom and kitchen.
b.
OF4 and OF3.    A small self-contained studio flat or independent suite within a private house that includes: a bedroom, sitting room, en-suite bathroom and self-catering facilities.

c.
OF2 and Below and OR5 and Above.    A single bed-sit or studio accommodation consisting of a personal bedroom/sitting room, either personal self-catering facilities or a kitchen shared between no more than 3, and bathroom shared on the same basis.

d.
OR4 and Below.    A flat or house share consisting of a personal single bedroom, shared sitting room, bathroom and self-catering facilities.

02.0108.
Standard of Lodgings.    COs, or officers to whom authority has been delegated to administer LA claims, are to satisfy themselves that acceptable standards of lodgings are obtained.  They should also not approve inadequate or unsuitable accommodation (eg caravans, boats and campsites).  Due consideration should be paid to the standard and availability of accommodation in the area.  

02.0109.
Agent’s Fees.    Non‑refundable agent’s fees for finding accommodation, and fees for tenancy and/or inventories, may be reimbursed on production of evidence of expenditure.  Only one fee for each requirement to find lodgings is refundable.  LA claimants will also be eligible for a second reimbursement of agent’s fees at the same duty station if they move lodgings for reasons beyond their control.  In such cases, the decision is at the discretion of the CO. 

02.0110.
Advances.    When rent for the lodgings is paid to the landlord monthly in advance, COs will authorise an advance of pay, if requested, for an amount up to one month’s LA to assist with initial expenditure.  Requests for more than one month’s rent in advance will be authorised only with the approval of SPVA PACCC.  An advance of LA is to be recovered in equal monthly instalments over 6 months, or over the period of the assignment, whichever is the shorter.

02.0111.
Returnable Rent Indemnity Security Deposits.    When the claimant is required to pay a returnable rent indemnity security deposit, COs will authorise an advance, if requested, of the amount required.  Any advances made to Service personnel in respect of returnable deposits are to be recovered from them at the end of the tenancy agreement or when they cease to be eligible for the allowance, whichever is the earlier.  The claimant is responsible for recovering any returnable security deposit from their landlord.

02.0112.
Rent Indemnity.    When LA claimants have to vacate their lodgings at short notice and necessarily incur rent indemnity expense due to unforeseen Service reasons, they will be allowed, with the CO’s approval, reimbursement of such expenses within a maximum of one month’s LA.  SPVA PACCC approval is required for claims exceeding this limit.

CONDITIONS

02.0113.
Availability of Public Accommodation.    COs are to ensure the maximum use of publicly funded accommodation before supporting claims for LA.
02.0114.
Change in Individual Circumstances.    Service personnel in receipt of LA are to report any changes of circumstances as soon as they become aware of them.  Early advice should be sought where a change might place them in an ineligible category at paragraph 02.0106.  Such circumstances are to be formally reported and include:

a.
A change in Personal Status Category (PStat Cat).


b.
Temporary assignments and courses.

c.
Terminal/invaliding/medical leave.

d.
Temporary visits of their immediate family in excess of the permitted period.  Immediate family may stay in the lodgings with the claimant on no more than 28 nights in any 61-day period.  If visits exceed 28 nights, entitlement to LA will cease on the 29th day.


e.
A change of lodgings.

02.0115.
Change in Rank.    Service personnel who change rank are to receive the allowance at the rate appropriate to their new rank from the date on which they draw the pay of that rank, irrespective of the date of notification.

02.0116.
Review Procedure.    COs are to review those in receipt of LA every 6 months in order to verify entitlement.  In particular, the CO is required to certify that the Service person could not be accommodated in suitable SLA or, if married or in a civil partnership, travel daily from the place where their immediate family is residing.  If SLA is available or daily travel is possible the Service person should move as soon as possible and LA should be stopped.

 

02.0117.
Duration of Allowance.    In certain circumstances LA may be approved for more than 6 months, but will not normally remain in issue for a period exceeding 3 years (eg unforeseen extension(s) of duty).  COs are to forward details of cases that are likely to exceed 3 years to SPVA PACCC seeking approval for continued payment beyond the third anniversary of the date for which payment was first issued.  This action should be taken well in advance of the expiry of the 3-year point to enable sufficient time for consideration by SPVA PACCC and communication back to the unit.

02.0118.
Retention of Lodgings During Temporary Absence.    Claimants who are temporarily absent from their duty station for a period of up to and including 61 days, will continue to receive the allowance in respect of their lodgings provided they retain, pay for and do not sublet their lodgings, and furnish a certificate to that effect.  However, where COs are satisfied that exceptional short term circumstances lead to the period exceeding 61 days (eg hospitalisation), they will authorise continued payment.  The impact on LA payments as a result of other forms of absence can be found at Chapter 1 Section 5.
02.0119.
Effect on Other Allowances.    Where NS is paid concurrently with LA, NS is to be abated by the daily food element of LA.  No other form of home to duty travel, or food allowance is to be paid concurrently with LA as these elements are included within LA.

02.0120.
Service Food and Accommodation Charges.     Service personnel in receipt of LA are not required to pay the Service food or Service single accommodation charges as these are already deducted when the rates of LA are calculated.

RATES

02.0121.
Rate Calculation.    The rate of LA is set annually (as at 1 April) by MOD SP Pol P&M (Allces) based on 9 elements (6 credits and 3 debits).  Details of the 9 elements are as follows:

a.
Credits.

            (1)
Accommodation Element.    Each year the accommodation   

             element is taken from the DHE-ACC rental ceilings for SSSA. .

(2)
Utilities Element.  The utilities element is based on the figures for SLA water and SLA fuel charge from the Armed Forces’ Pay Review Body Pay Review paper on Accommodation charges.    
(3)
Setting up Costs.    The setting up costs element is based on the cost of a TV licence and telephone line rental divided to produce a daily rate.  

(4)
Food Element.    The food element is the same as the food element of Food and Incidentals Allowance (FIA).  This is calculated using the method outlined in Chapter 3 Section 5.

(5)
Travel Element.    The travel element is determined by location.  For London, the daily rate is based on the price of a monthly Zone 1, 2 & 3 Travel or Oyster card for 11 months of the year divided by 365.  Elsewhere, the rates equate to the Home to Duty (Public) automatically paid 4 mile rate.

(6)
Incidental Costs.    This element is same as the incidentals element of Food and Incidental Allowance (FIA).

b.
Debits.

(1)
MOD Contribution in Lieu of Council Tax (CILOCT).    Rates of CILOCT are obtained annually from SP Pol Pay & Charges (see JSP 754).

(2)
Service Single Accommodation Charges.    Rates of Service single accommodation charges are obtained annually from SP Pol Pay & Charges (see JSP 754).

                 (3)       Food Charges.    Rates of Service Food charges are obtained       

                annually from SP Pol Pay & Charges (see JSP 754).

02.0122.
Standard Rates.    The standard rates for LA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The rates differentiate between London and elsewhere in the UK.
02.0123.
Special Rates.    Where accommodation market conditions are difficult and/or periods for the requirement are short term, COs should consider whether NS may be more appropriate.  In very exceptional circumstances (eg where accommodation is unobtainable within the published rates of LA), COs shall make a case and apply for authorisation of a Special Rate direct to SPVA PACCC.  Applications should include 2 quotes from landlords.  If the case is successful, SPVA PACCC will authorise the difference between a selected quote and the current rate of LA.  COs are to review the availability of alternate accommodation within the standard LA rates every 3 months during the tenure of the claimant.  When suitable accommodation within current LA rates becomes available, whether at the 3 month review point or not, claimants are to move lodgings and the rate paid is to revert to the standard rate of LA appropriate to the Service person’s rank.

METHOD OF CLAIM

02.0124.
Method of Claim.    Application for LA must be made to the CO, or officer to whom authority has been delegated, on the form shown at Annex A immediately it becomes known that publicly funded accommodation cannot be provided.  The CO, or officer to whom authority has been delegated, is to certify that the eligibility criteria at paragraph 02.0105 have been met.  Where appropriate, written confirmation of non-availability of SSSA under the terms of sub-paragraph 02.0105b is to be obtained from the DHE, Accommodation Agency Cell.  Claims for Agent’s fees (see paragraph 02.0109) and advances of rent indemnity deposits (see paragraph 02.0111) are to be made through the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and submitted to unit HR admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to the JPAC for input to JPA.  Advances of pay (see paragraph 02.0110) are claimed via the unit HR admin staff who will authorise the advance of pay on the JPA system.

METHOD OF PAYMENT

02.0125.
Method of Payment.    Once approved, the unit HR Admin staff will input the approved rate onto the JPA system using the JPA 'Arrivals Process'.  Payment of LA will be made monthly in arrears via the Service person’s pay account.  Advances of pay will be paid direct to the Service person’s nominated bank account.  Claims for Agent’s fees and rent indemnity deposits, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to their nominated bank account.
Annex:

A.
Application for Approval to Pay Lodging Allowance. 

	Ref: _________________________________ 
	Unit ____________________ 

	
	Date ____________________ 


APPLICATION FOR APPROVAL TO PAY LODGING ALLOWANCE

	Number
	Rank
	Initials
	Surname

	
	
	
	
	
	
	
	
	
	
	


1.
Claimant’s unit and nature of duty: _____________________________________

2.
Address of lodgings: _________________________________________________

3.
Name of landlord: ___________________________________________________

4.
a.
Rate to be charged: ____________________________________________

b.
Services included in rent (eg utilities, water, Council Tax): ______________

c.
Retaining fee:________________________________________________

5.
Method of Payment: _________________________________________________

6.
Commencing Date: _________________________________________________

7.
Estimated/Actual cessation date:________________________________________

8.
The information given above is correct.  I certify that no publicly funded accommodation is available and that the eligibility criteria of JSP 752 paragraph 02.0105 have been met.  I am satisfied that the sourced accommodation meets the appropriate standard specified in JSP 752 paragraph 02.0107.

	 
	Signature ___________________________ 

	 
	                 for Commanding Officer 


Once Lodging Allowance has been authorised, payment will be made monthly in arrears through the individual’s pay account.

To be completed by Unit HR Admin Staff

The necessary input to JPA to start payment of Lodging Allowance was made on ______

	 Date_______________________  
	Signature ___________________________ 


CHAPTER 2

SECTION 2

OVERSEAS RENT ALLOWANCE

GENERAL

02.0201.
Aim.    The aim of Overseas Rent Allowance (ORA) is to reimburse Service personnel with the necessary cost of rent and utilities for rented accommodation when they are assigned overseas and no suitable Service Families Accommodation (SFA), Single Living Accommodation (SLA), Substitute Service Families Accommodation (SSFA) or Substitute Service Single Accommodation (SSSA) is available.

02.0202.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 ORA is a non-taxable allowance.

ELIGIBILITY

02.0203.
Conditions of Eligibility.    ORA applies to Service personnel assigned overseas who necessarily rent accommodation not owned or hired by the MOD because no suitable public accommodation or substitute is available.  For the Reserve Forces, only Full Time Reserve Service (FTRS) (Full Commitment) and (Limited Commitment) personnel who meet the entitlement criteria are eligible to ORA. Personnel may not claim ORA to occupy a property owned by themselves, their spouse/civil partner or a dependant child, or by a non-public company which they, their spouse/civil partner or dependant child maintains a financial interest.
ENTITLEMENT

02.0204.
Accommodation Entitlements and Specification.    Payment of ORA should enable Service personnel to occupy rented accommodation that broadly equates to their equivalent entitlement to SFA or SLA in UK where local conditions allow.  All occupants of family and single accommodation provided under the ORA scheme will pay Grade 2
 accommodation charges of the equivalent SFA or SLA Type, unless, by referring to Part 4 of JSP 464 (Tri-Service Accommodation Regulations (TSARs)), the CO, or delegated officer is satisfied that a higher charge (Grade 1) or a lower charge (Grade 3 or 4) would be appropriate based on the standard of accommodation provided.  In instances where the occupant disputes the grading, a Board of Officers is to be convened to determine the appropriate rental grade, using the 4-Tier grading criteria (see TSARs Part 4).  The accommodation entitlements and specifications are:

a.
SFA.    Normal entitlements can be found at Annex A to Chapter 3 of the TSARs (Parts 1 and 2).  Where possible, rented property is to have a similar specification to the equivalent SFA Type in terms of the number and type of rooms.  JSP 315 (Services Accommodation Code) Scale 21 for Officers’ Families Quarters (OFQ) and Scale 22 for Other Ranks’ Families Quarters provide an indicative guide to provision but do not form the basis of an entitlement.

b.
SLA.    Single and unaccompanied personnel should occupy rented accommodation that broadly equates to the appropriate SSSA in the UK according to rank (see TSARs Part 3 Chapter 8 Annex C).  For example, an OF3 would normally be entitled to a small self-contained studio flat or independent suite within a private house that includes a bedroom, sitting room, en-suite bathroom and self-catering facilities.

c.
Accommodation Above Entitlement.    Service personnel may choose to occupy accommodation above their entitlement provided that they pay the difference between the published ORA ceiling and the actual cost of the preferred property.

d. Suitability of Accommodation.    The suitability of a property, for occupation by the Service person and their immediate family, if appropriate, remains at the discretion of the CO, or delegated officer (not below the rank of OF4) who will take into account the guidance offered in JSP 315 and local availability.

CONDITIONS

02.0205.
General.    ORA will only be paid when a CO overseas, or delegated officer, certifies that there is no suitable unoccupied SFA, SLA, SSFA or SSSA available.  Where this applies, evidence will be required that the accommodation for which ORA is sought has been inspected by the CO, or delegated officer, and found to be of a suitable size, specification and standard, taking into account both the rent to be paid and local conditions.  Where ORA is authorised, the refund admissible is limited to the rent actually paid, or by the rental ceiling for that area (which is available from SPVA Pay and Allowances Casework Cell (PACCC)), whichever is the lower.

02.0206.
Payment of ORA in Advance of an Individual’s Arrival at a Duty Station.    In exceptional circumstances (eg securing a property prior to arrival) a CO, or delegated officer may authorise the payment of ORA in advance of a Service person arriving at an overseas duty station.  This period should not normally exceed 61 days.  Under no circumstances is this property to be sub-let during this interim period.  LOA will not be paid until the date the Service person arrives at the duty station.  The Service person will not be liable for accommodation charges at the new duty station until the first day of residence in the property for which they are receiving ORA.

02.0207.
Changes in Rent.    ORA will be adjusted within the rental ceiling following any change in the rent for the private accommodation.  If a Service person moves voluntarily to different private rented accommodation, the continuance of the allowance will be subject to the CO, or delegated officer being satisfied that the move was for valid and necessary reasons and that the new property is suitable.

02.0208.
Mid-Assignment Moves.    A move that is deemed as being for valid reasons, as detailed in Chapter 7 Section 1 would be publicly funded.

02.0209.
Payment of ORA During the Absence of the Service Person, Spouse/Civil Partner and/or Immediate Family from the Overseas Duty Station.    Under the provisions of Chapter 6 Section 1, ORA may continue to be paid during the absence of the Service person and/or their immediate family subject to the CO, or delegated officer being satisfied that the Service person has a need to retain and pay for their accommodation and has not sub-let.  ORA may continue to be paid for up to 61 days from the first day of absence.  Absence of the spouse/civil partner and/or immediate family also includes non-arrival.  This period may exceptionally be extended (eg temporary evacuation) by the CO, or delegated officer (not below the rank of OF4).

02.0210.
Miscellaneous Utilities Expenditure.    Where Service personnel are billed for items such as water and/or sewerage that are already included in their Service accommodation charge or Contribution In Lieu Of Council Tax (CILOCT) reasonable claims for reimbursement, against receipted bills, will be approved.  The level of reimbursement will be assessed locally by unit HR admin staff based on local knowledge and experience.

02.0211.
Cessation of ORA.    When the Service person commences additional adoption leave, additional maternity leave, a career break, parental leave, pre-natal leave, special unpaid leave, or terminal leave, the cessation of ORA will be subject to review by the unit HR admin staff.  ORA is to cease in the following circumstances:

a.
When a Service person occupies SFA, SLA or the substitute equivalent.

b.
On vacation of the private accommodation on assignment of the Service person or permanent departure of the immediate family from the overseas area.


c.
When the Service person is absent without leave (AWOL), in detention or imprisoned.  However, when an entitlement to Family Maintenance Grant (FMG) exists, the immediate family may continue to reside in the ORA property and ORA be paid.
d.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to ORA is appropriate.

02.0212
Cessation of ORA Following Death of the Service Person.    In the event of death of a Service person in receipt of ORA, their spouse/civil partner or dependant child (Personal Status Category (PStat Cat) 2 only) will retain ORA until they vacate the rented property in line with TSARs.

RATES
02.0213.
Rate Calculation.    COs or delegated officers in-country should determine the average rate for rented accommodation by reference to letting agencies, and forward their proposals to SPVA DMS LOA for authorisation and publication of in-country rental ceilings for each rank.  There may be different rental ceilings approved for different areas of a country.  In instances where the published rental ceilings appear insufficient, the Service person is required to produce at least 3 quotes, ideally from different letting agencies, which identify that suitable rentals for that area exceed the published rental ceilings for the rank in that country.  If the CO, or delegated officer, is satisfied that a Service person has actively sought accommodation within the published rental ceilings and has produced documentary evidence to support that none could be found, the CO or delegated officer should forward a case to SPVA PACCC.  This should certify that suitable accommodation could not be found within the published rental ceilings and request a Personal Rental Ceiling.  SPVA PACCC will forward the case to SPVA DMS LOA who will determine and authorise a Personal Rental Ceiling, based on the quotations provided in the case.

02.0214.
Annual Rate Review.    The rental ceilings, including any Personal Rental Ceilings, will be reviewed annually.  Unit HR admin staff will initiate the review as at 1st February each year for implementation with effect 1st April.  They will obtain 3 quotations, again ideally from different letting agencies, for suitable rentals in the areas for which they are responsible and forward these with recommendations for future rental ceilings to SPVA PACCC.  SPVA PACCC after consultation with SPVA DMS LOA, will review, subsequently authorise and publish new rental ceilings with effect 1st April.

02.0215.
Action on Rent Changes.    Service personnel must inform their unit HR admin staff of changes to their rent.  Unit HR admin staff will then ascertain whether the new rent is within the latest rental ceiling for the area and, if it is, authorise the revised ORA amount and update the JPA system.  If the new rent exceeds the latest rental ceiling, but is deemed appropriate by reference to other rents in the local area, they will seek a Personal Rental Ceiling as described in paragraph 02.0213.
METHOD OF CLAIM

02.0216.
Method of Claim.    See Annex A to this Section.

METHOD OF PAYMENT

02.0217.
Method of Payment.    Once approved, the unit HR admin staff will input the approved rate onto the JPA system using the JPA 'Arrivals Process'.  Payment of ORA will be made direct to the Service person’s pay account.  Claims for miscellaneous utilities expenditure, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to their nominated bank account.
Annex:

A.
Instructions for Claiming Overseas Rent Allowance.

INSTRUCTIONS FOR CLAIMING OVERSEAS RENT ALLOWANCE
1.
Applications for ORA are to be made on the form shown at Appendix 1 to this Annex.  The CO, or delegated officer, is to certify that no suitable SFA, SLA, SSFA or SSSA is available.

Initial ClaimS
2.
Initial claims are to be accompanied by a copy of the tenancy agreement.  All initial claims are to be authorised by the claimant’s CO, or delegated officer, who is to examine the lease, where applicable, before the claimant signs, to ensure that a break clause exists to allow it to be terminated without undue penalty.  The MOD will not bear any responsibility for rent deposits, insurance or other conditions attached to a lease.  However, an advance of pay may be admissible for such elements.

Further Claims
3.
Further claims require documentary evidence of rent paid and are to be submitted on the following occasions:

a.
On change of rent or other financial conditions of occupancy.

b.
On change of private accommodation, whether or not there is a change in the ORA entitlement

c.
On promotion or reversion which involves a change of rental ceiling.

d.
On change in immediate family circumstances which involve a variation in accommodation charges.

COMMENCEMENT AND CESSATION OF ORA PAYMENTS

4.
Unit HR admin staff are to manually input commencement of ORA to JPA.  Whilst the start date may be mid month (eg 10 Jan) the payment received by the claimant will be for a full month (eg covering rent from 10 Jan to 9 Feb).  The monthly payments will continue automatically until the month when ORA is ceased by unit HR admin staff input to JPA.  There will be no automatic payment for the month in which a cessation is input.  For example, if the ORA is to cease on 15 Aug the unit HR admin staff will input the cessation with effect from this date and no ORA payment will be made to the claimant in Aug.  This could mean that the claimant may have been required to pay rent for days for which no ORA has been received (eg in this case 10 Aug - 15 Aug).  To ensure that the claimant is not out of pocket, the unit HR admin staff should manually calculate the amount the claimant is out of pocket and input a start ORA for that amount.  They should then stop ORA wef the 1st day of the following month.

5.
Mid Assignment Moves.    Where a claimant is authorised to make a mid-assignment move in accordance with paragraph 02.0208, the unit HR admin staff are to cease the ORA on the JPA system from the date of the vacation of the first property and start the ORA on the JPA system for the 2nd property from the date of occupation.  The new occupation date should not be earlier than the preceding vacation as the new rate will override the old one.  It may be necessary for the unit HR admin staff to undertake a manual calculation for any amount the claimant may be out of pocket in the change over month.  This should be done in the same way as explained in paragraph 4.

6.
Rent Changes.    When unit HR admin staff are notified of a change in the rent they are to take the action outlined at paragraph 02.0215.  Once the higher rate of ORA is authorised they are to input the new ORA rate to the JPA system with effect from the month in which the rent was increased, not the month in which the notification was received.

MISCELLANEOUS UTILITIES EXPENDITURE

7.
Claims for miscellaneous utilities expenditure as detailed at paragraph 02.0210 may be paid through the JPA Expenses Claim system as detailed in the JPA Employee Self Service Desk Manual.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and submitted to unit HR admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to the JPAC for input to JPA.  
Appendix:

1.
Application for Payment of Overseas Rent Allowance.

Application for Payment of Overseas Rent Allowance

Part A - (To be completed by the applicant)
Originating Unit
[image: image2.jpg]MINISTRY OF DEFENCE




	Number
	Rank
	Initials
	Surname (in block letters)

	
	
	
	
	
	
	
	
	
	
	


1.    
Address of Rented Accommodation:

	

	



2.
Date of Occupation:                                                                   


3.
Date of entering into tenancy agreement:


4.
Date of arrival of the immediate family at 

the overseas location:




5.
With effect from:                                                        

I am paying the amount stated below for Monthly Rental (local currency) of the property detailed at paragraph 1.  


Claimant’s Declaration

6. 
I am not the owner of this property, neither is it owned by my spouse/civil partner,  or dependant child in accordance with paragraph 02.0203, and no part of the accommodation for which Overseas Rent Allowance is claimed has been sub-let.

7.
The amount of rent stated at paragraph 5 will be paid on the due date to the landlord or his agent, in accordance with the tenancy agreement, or as indicated in the rent book or certificate provided by the landlord or his bona-fide agent.

8.
The tenancy agreement and other supporting documentation is attached.

9.
I claim refund of rent within the appropriate rental ceiling.  In the event of any change in my circumstances affecting my entitlement to Overseas Rent Allowance I will immediately inform my unit HR admin staff.







                         Signature

Date


Part B - (To be completed by the Commanding Officer (or designated Officer))

10.
The information given above is correct.  The accommodation detailed at paragraph 1 is considered suitable and the rent fair having regard to the applicant’s accommodation entitlement and local conditions.

11.
I certify that no suitable SFA, SLA, SSFA or SSSA is available and that the eligibility conditions of JSP 752 Chapter 2 Section 2 have been met.

12.
Where a Personal Rental Ceiling is authorised the authority is JPAC letter dated

13.
The monthly rate of Overseas Rent Allowance                     is authorised for payment from 

Signature and Rank


Date


Part C - (To be completed by the unit HR admin staff)
14.
Details of the amount and effective date shown at Part B, paragraph 13 have been entered onto JPA.

15.
The appropriate Grade accommodation charges as outlined in paragraph 02.0204 for the equivalent SFA or SLA Type have been commenced.

           Signature and Rank

Date

CHAPTER 2

SECTION 3

OVERSEAS FURNITURE PROVISION SCHEME

GENERAL

02.0301.
Aim.    The aim of the Overseas Furniture Provision Scheme (OFPS) is to provide furniture and furnishings for Service personnel, irrespective of Personal Status Category (PStat Cat), who are necessarily living overseas in unfurnished publicly-rented accommodation or foreign government quarters.  Funds provided under the Scheme allow for the provision of furniture to broadly the quality expected from official sources in appropriate Service Families Accommodation (SFA), Single Living Accommodation (SLA), Substitute Service Families Accommodation (SSFA) or Substitute Service Single Accommodation (SSSA) in GB.

02.0302.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 OFPS is non- taxable.
ELIGIBILITY
02.0303.
Eligible Service Personnel.    Service personnel assigned to an overseas area are eligible for the OFPS only when occupying either a publicly-rented residence or a foreign government quarter that cannot be furnished through official sources or as part of the rental agreement.  Service personnel setting up a new OFPS, or those assuming provision from a predecessor, must apply to the unit HR admin staff for funds for new or supplementary furniture.  Only when it has been confirmed that no furniture is available from official sources may funding be made available.  For the Reserve Forces, only Full Time Reserve Service (FTRS) (Full Commitment) and (Limited Commitment) personnel who meet the entitlement criteria are eligible for OFPS.
DEFINITIONS
02.0304.
OFPS Definitions.    The following definitions apply to this Section:

a.
OFPS Holder.    A Service person to whom OFPS funds and/or an existing inventory of furniture is issued.

b.
Hard Furnishings.    Household furniture, tableware and domestic equipment.

c.
Soft Furnishings.    Carpets, rugs, curtains, stretch seat covers, cushions, mattresses, pillows, towels and linen.

d.
Lifespan of Items.    Items purchased under the OFPS should be assumed to have an average useful lifespan as follows:

All hard furnishings

-   12 years

Carpets 


-   9 years 

Rugs and curtains 

-   6 years

Other soft furnishings  
-   3 years (eg stretch seat covers and cushions).

e.
Residual Value.    Straight-line depreciation will apply, whereby the Residual Value of items will reduce accordingly by the number of years in use.  Thus, the Residual Value is the initial cost less the accumulated annual depreciation.  However, if the unit HR admin staff consider that any of the items are in a satisfactory condition beyond the specified lifespan, they are to remain in use until the unit HR admin staff consider them to be otherwise.  Conversely, should the unit HR admin staff be satisfied that an item needs replacement before the end of its designated lifespan, they may give authority, via the CO, for its early replacement.
CONDITIONS

02.0305.
Basis of Provision.    The basis for the provision of furniture for accompanied (Acc)  Service personnel is the appropriate SFA furnishing scale as stated in JSP 308 (Joint Service Scales of Accommodation Stores).  Furniture provision for single and unaccompanied (UnAcc) Service personnel should be based on the furnishing specification for SSSA in GB, less any white goods already funded within Local Overseas Allowance, or otherwise allowed within this Section.  Where local messing facilities exist, the kitchen items shown in the specification are not to be provided.  The SSSA furnishing specification is contained within Part 3, Chapter 8 of JSP 464 Tri-Service Accommodation Regulations (TSARs).  Where the designs of local properties require it, unit HR admin staff will authorise the purchase of reasonable alternative items to those listed in JSP 308 (Joint Services Scales of Accommodation stores) or TSARs.  Requests for provision of additional items must be submitted to SPVA Pay and Allowances Casework Cell (PACCC) for consideration prior to purchase.  Unit HR admin staff are required to issue the Service person with the appropriate SFA/SSSA inventory when taking over a publicly-rented residence or a foreign government quarter.

02.0306.
Ownership of Stock.    In purchasing items under the OFPS, Service personnel are acting as purchasing agents of the Crown and it is a condition of the Scheme that all items bought/provided are registered and treated as Crown property.
02.0307.
Inadmissible Items.     Except where specified under the special provisions (paragraph 02.0308) the OFPS is not to be used for the purchase of televisions, hi-fi units, microwave ovens, freezers, washing machines or garden furniture.  Both the SFA/SSSA inventory and the list of inadmissible items are subject to change.  In the event of seeking to purchase an item not included on the listed admissible items detailed in JSP 308 or TSARs, advice, and where appropriate approval, should be sought from the unit HR admin staff.  Where a case cannot be resolved at local level, the matter is to be referred to SPVA PACCC.

02.0308.
Special Provisions.    In some overseas areas, special provisions may be added to the inventory to account for local conditions.  Items provided from any of the following supplements are to be treated as OFPS stock and are to be added to the OFPS inventory for the property.  The rules on initial provisioning, accountability and responsibilities for passing items purchased from the supplements on to a successor are the same as those applying to standard OFPS items.  Specific additions and exceptions to these rules are listed below:

a.
White Goods Supplement.    Service personnel qualifying for OFPS in the USA and Canada, may, in addition to furniture provided under the terms of the OFPS, claim a White Goods Supplement.  This element is intended to make provision for the purchase of a washing machine, fridge/freezer and a dryer where these are not provided in the rented property.  Exceptionally, BATUS assigned Service personnel may also claim a separate freezer and a microwave oven.  In areas of Europe, where electricity is expensive and gas is not provided, a supplement for the purchase of a Liquid Propane Gas oven will be provided.

b.
Small Electrical Goods Supplement.    Service personnel qualifying for OFPS, serving in those overseas areas where the local voltage is not compatible with the UK level, (eg USA, Canada and Belize) may, in addition to furniture provided under the terms of the OFPS, claim a Small Electrical Goods Supplement (SEGS).  This is to provide assistance with the in-country purchase of essential small electrical goods such as a food mixer, toaster, kettle, coffee percolator, vacuum cleaner, iron, table fans and hair dryer.

c.
Electrical Lighting Supplement - Denmark.    Service personnel qualifying for OFPS in Denmark may, in addition to furniture provided under the terms of the OFPS, claim an Electrical Lighting Supplement for the provision of fixed wall and ceiling lights.  Table or standard lamps are specifically excluded.  This supplement acknowledges a local standard whereby lighting is rarely provided in rented accommodation.

d.
Kitchens.    Service personnel qualifying for OFPS may, in addition to furniture provided under the terms of OFPS, claim a Kitchen Supplement for the provision of a sink and some kitchen units if none are provided with the property.  The unit HR admin staff will determine a reasonable cost associated with fitting this equipment.

OPERATION OF THE FURNITURE PROVISION SCHEME

02.0309.
Setting up a New Scheme.    Applications to set up a new scheme are to be made in accordance with Annex A to this Section and submitted through the unit HR admin staff to SPVA PACCC for approval.

02.0310.
Issue of Funds.    Public funds are only to be used to provide the necessary OFPS hard and soft furnishings according to the published list of admissible items (see paragraphs 02.0305, 2.0307 and 02.0308) and to an appropriate standard and style representative of items normally supplied in SFA/SSSA.  Whenever possible, flame resistant furnishings must be purchased.  The benchmark for quality and style is Habitat, IKEA or an approximate local alternative.  For a new Scheme, the OFPS holder has 6 months from the date of authorisation to make the purchases necessary to set up home.  In remote areas where there are limited shopping facilities and only with the prior permission of the unit HR admin staff, purchases may be made in advance of the move to the overseas country and the costs charged to the budget of the receiving unit.  However, this option should only be used as a last resort and should not be considered for large items of furniture or for special small electrical goods provision.  OFPS items should not be shipped as part of a Service person’s unaccompanied baggage (UB) unless it is within their allowance.  If Service personnel seek to move OFPS items in addition to their UB allowance, separate shipping arrangements should be made through IPG and costs will fall to the Service person.

02.0311.
Handover of OFPS Inventory Items.    OFPS holders are required under the terms of the Scheme to pass all inventory items to their successor on completion of their assignment.  The outgoing holder does not have the option of selecting items that should change hands and may not normally purchase items provided under the Scheme during their assignment.  Therefore, purchases must not reflect flamboyant or unusual personal or contemporary tastes.  Similarly, it is unacceptable to spend a disproportionate amount of allocated OFPS funds on any one item; to do so creates deficiencies and shortfalls elsewhere on the furniture inventory, which in turn leads to extra cost in making good the deficiencies when a successor takes over the OFPS inventory.
02.0312.
Expenditure Levels.    Unit HR admin staff are to advise on appropriate local levels of expenditure on major items such as sofas, wardrobes, dining furniture and, where not provided in the accommodation, kitchens.  In cases where locally devised funding guidelines on such items are deemed insufficient, evidence must be submitted to the unit HR admin staff of comparative costs from different outlets against the item(s) concerned.

02.0313.
Maintenance of a Residential Inventory.    OFPS holders must account for all items purchased under the Scheme by recording them on an inventory.  This inventory must be maintained from the date of the first purchase.  Copies of all invoices, (which must be dated and receipted), should be retained for the duration of the Scheme holder’s assignment for inspection by the unit HR admin staff.  All initial purchasing must be complete within 6 months of the authorisation of the Scheme.  At this time or, if earlier, at the point at which purchasing is complete, the unit HR admin staff will take the inventory, receipted invoices and all unspent OFPS funds for budgetary reconciliation.  A copy of the inventory, endorsed by the unit HR admin staff will be returned for retention and future amendment as necessary.  The unit HR admin staff may make an interim inspection of receipts and purchases before the 6-month period has elapsed or the purchasing has been completed.  For this reason, records should be kept by the OFPS holder from the first day of expenditure.
02.0314.
Subsequent Purchases.    It may be necessary during the life of an OFPS to purchase additional items of furniture, (eg to replace items worn out through fair wear and tear).  If required, applications for funds should be made to the unit HR admin staff, including a case stating the reason why the furniture or furnishing is required and the cost of the new item(s).  After the initial 6 months, no consideration will be given to cases submitted for reasons of purely enhancing an agreed OFPS inventory.

02.0315.
Final Reconciliation.    Special provisions and additional items for which funding is approved should be added to, and accounted for against, the existing inventory.  Receipts must be submitted immediately to the unit HR admin staff.  Purchases are to be made in accordance with the rules on standards, style and proportional cost at paragraphs 02.0310-02.0312.  On completion of an assignment, a reconciliation of the inventory will be made by the unit HR admin staff in order that the full OFPS inventory, less any damaged or worn items, may be passed to the OFPS successor.

02.0316.
Broken or Damaged Items.    OFPS holders will be liable for any broken or damaged OFPS items in line with standard Service procedures.  The unit HR admin staff will assess whether full charges or a sum equal to the published residual value (see paragraph 02.0304e) should apply for the replacement of any such items.

02.0317.
Taking Over an Existing Scheme.    The new OFPS holder will be required to complete Appendix 1 to Annex A to this Section, and to sign for the items listed on the inventory.  The original signed inventory should be passed to the unit HR admin staff and a copy retained by the holder to be maintained during the assignment for eventual hand over to the successor.
02.0318.
Closing Down a Scheme and Disposal of Stock.    When an OFPS is no longer required (eg when the holder is not to be replaced at the end of an assignment) the OFPS is to be closed down.  Once inventory checks have been completed, the unit HR admin staff are to check whether the items of furniture may be re-allocated to other OFPS holders locally or in a neighbouring unit.  Consideration is to be given to the cost effectiveness of transporting goods.  Unit HR admin staff should also consider the potential to store furniture for future assignments, where a post is merely to be gapped temporarily, or where there would only be a short delay before stock may be re-allocated.
02.0319.
Offers to Other Government Departments.    Personnel in remote posts should consider offering stock to other Government Departments (eg the FCO), in order that the stock may remain in Public hands rather than being written off.  Records must be kept of any such action taken.

02.0320.
Sale of Stock.    Where the options described above are not viable (eg Service personnel filling singleton appointments located in an area remote from an Admin Unit) and a post is to close or is to be gapped for a long period, it is the responsibility of the unit HR admin staff to give the OFPS holder adequate notice of their intentions regarding inventory items.  The usual procedure will be for the OFPS holder to use their best efforts to sell the inventory items locally in order to realise the optimum return.  Monies received from sale of stock must be paid in to the local Public/Imprest account.  Advertisements should be placed in local newspapers to announce ‘yard’ or garage sales.  The cost of such advertisements, authorised by the unit HR admin staff may be reimbursed from public funds.  In remote areas, where the OFPS holder has sold all or the majority of items purchased under the OFPS, the Service person and their accompanying family will, if necessary, be accommodated at public expense in a hotel, under Subsistence Allowance regulations (see Chapter 3), prior to departing the overseas location.  Additionally, in areas where it would be inappropriate to sell the furniture (eg for security reasons) and this precludes the OFPS holder disposing of the OFPS stock, the cost of transportation to an appropriate disposal area will be authorised by the unit HR admin staff at public expense.

02.0321.
Sale to the OFPS Holder.    Once all the options covered above have been explored, and provided that every reasonable effort has been made to sell the OFPS items, consideration will be given to allowing OFPS holders to buy OFPS items.  However, OFPS holders have no right of purchase and such purchase is only to be authorised where no other means of disposal by sale is possible.  Where authority has been delegated to local Admin Units, sale to OFPS holders will be permitted for a sum not less than the prescribed residual value for hard and/or soft furnishings detailed in paragraph 02.0304e.  Any freight cost incurred, over and above the existing baggage entitlements on completion of assignment, must be borne by the Service person.

02.0322.
Local Delegation.    Where delegated authority has not been given to overseas Admin Units, application for purchase of OFPS items by the OFPS holder must be made to SPVA PACCC.  Applications must include full supporting evidence of the effort made to dispose of items through official sources or by sale on the open market.

02.0323.
Write-Off of Stock.    In the event that OFPS items remain once all procedures for disposal and options for sale have been followed, consideration may be given to write-off action.  OFPS holders are to apply for write-off to the relevant Budget Manager and are to include evidence that all procedures contained in this instruction have been followed.  Following approval of write-off, disposal is to be by means of receipted gift to a charitable institution or, if beyond economical repair, by certified disposal for scrap.  Receipts/certificates are to be retained with OFPS records.
RATES
02.0324.
OFPS Financial Ceilings.    SPVA PACCC issue rates for OFPS, which will be agreed in consultation with SPVA DMS LOA.  Where authority to set levels of OFPS has been delegated to unit HR admin staff, relevant rates may be obtained locally.  Where published OFPS ceilings do not exist, a case is to be made to SPVA PACCC.  They will forward the case to SPVA DMS LOA who will set an appropriate ceiling in accordance with the benchmark for quality and style of Habitat, IKEA or an approximate local alternative.  The case must include a list of items required and the cost.  For any item in excess of £200, comparative costs from different outlets must be provided wherever practicable.  Once a ceiling has been assessed, approved and notified, only those items included in the original case, for which authority has been given, may be bought. Any subsequent change to the list of items required, whether an admissible item or not within JSP 308 or TSARs, is to be notified to SPVA PACCC before the purchase is made.

METHOD OF PAYMENT
02.0325.
Method of Payment.    Once authority has been given for a Service person to set up a new Scheme, funds will be paid via Admin Unit Public/Imprest Accounts.  Cost associated with the advertising or sale of stock (see paragraph 02.0320) may also be paid by this method.  Where it is administratively easier, and subject to prior approval by the unit HR admin staff, OFPS holders may purchase approved items at their own expense and be reimbursed against production of receipts.  If a retailer levies a delivery charge, this is also an admissible expense.  The local unit HR admin staff are responsible for the administration and the audit trail of the OFPS.

Annex:

A.
Instructions for Setting Up/Taking Over an Overseas Furniture Provision Scheme.

INSTRUCTIONS FOR SETTING UP/TAKING OVER AN OVERSEAS FURNITURE PROVISION SCHEME
PROCEDURES

1.
Setting up a New OFPS.    Where authority is sought to set up a new OFPS, Service personnel must complete the forms shown at Appendix 1 and Appendix 2 to this Annex, and pass both to unit HR Admin staff for consideration and approval of funds.  Unit HR Admin staff are to follow the requirements indicated at paragraph 02.0324 concerning OFPS rates and financial ceilings prior to giving approval.

2.
Taking over an Existing OFPS.     Where authority to take over an existing OFPS is sought, Service personnel must complete the form shown at Appendix 1 to this Annex.  When authority is required to purchase additional items, requests are to be submitted on Appendix 2 to this Annex.  Completed forms are to be passed to unit HR Admin staff for consideration and where required approval of funds.  Unit HR Admin staff are to follow the requirements indicated at paragraph 02.0324 concerning OFPS rates and financial ceilings prior to giving approval.

3.
Additional Claims.    Service personnel wishing to claim advertising costs for sale of stock (see paragraph 02.0320), should seek prior authority from unit HR admin staff.  Subsequent authorised costs shall then be reclaimed from the unit Public/Imprest account on production of the receipted invoices.

Appendix:

1.
Application to Set Up/Take Over an Overseas Furniture Provision Scheme.

2.
Overseas Furniture Provision Scheme - Application to Purchase Items.

APPLICATION TO SET UP/TAKE OVER AN OVERSEAS

FURNITURE PROVISION SCHEME INVENTORY
	Service Number
	Rank
	Name
	Service

	Tel Number
	Dept
	Unit
	UIN

	Address of Property




1. I request authority to:

a.*
Set up a new Overseas Furniture Provision Scheme (OFPS) inventory.

b.*
Take over the OFPS inventory held by  _________________________

2. I certify that I understand and agree to be bound by the OFPS regulations as published in JSP 752 and JSP 308 regarding the purchasing of furniture, maintenance of records, handing over of the inventory and disposal of stock.  I have been provided with a copy of the Regulations.

3. I wish to apply for funds to purchase furniture and/or furnishings detailed on the completed Appendix 2 to Annex A attached*.

Date




Signed

--------------------------------------------------------------------------------------------------------------

For completion by unit HR admin Staff

*Application to set up a new OFPS inventory

*Application to take over the OFPS inventory held by__________________________

Approved*/ Not Approved*

Date 



Appointment

Rank & Name (Block capitals)

Signed

*Delete as applicable

OVERSEAS FURNITURE PROVISION SCHEME -

APPLICATION TO PURCHASE ITEMS

	Service Number
	Rank
	Name
	Service

	Tel Number
	Dept
	Unit
	UIN

	Address of Property




	Full Description
 of Furniture Item and Intended Location Within the Property
	Cost of Item
	Name and Address of the Outlet From Which Purchased
	Approved

(Yes or No)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The items annotated YES in the above right hand column have been approved for purchase.
Authorised by:


Signature:
Appointment:



Name:




Date:

CHAPTER 2

 SECTION 4

LONG SERVICE ADVANCE OF PAY

GENERAL 
02.0401.
Aim.    The aim of Long Service Advance of Pay (LSAP) is two fold:

a. To assist eligible personnel to enter the UK housing market; and/or
b. To help meet UK housing needs arising from changing personal circumstances during an applicant’s Service career.

02.0402.
Income Tax.     In accordance with ITEPA 2003 Section 180 LSAP will attract an individual liability to tax (because such an advance is classed by HM Revenue and Customs (HMRC) as being a beneficial loan) if the average amount outstanding during the tax-year exceeds £5000.  The amount liable to tax equates to the notional interest that would have been paid by the recipient had they taken the loan from a commercial lender (a rate set by HM Treasury).  Where applicable, tax is normally collected by adjusting the individual’s PAYE tax code.

02.0403.
National Insurance Contributions (NICs).    Employee NICs are not payable.

02.0404.
Scope of LSAP.    LSAP is for Service personnel and is not related to other Government funded schemes, such as the Key Worker Living programme.  LSAP is intended to assist towards the balance of the purchase price (taking into account, for example, legal expenses, surveyor's fees, land registration and estate agent's fees) when buying a property for which a Building Society, Local Authority, recognised Bank or Insurance Company is willing to advance a mortgage.

DEFINITIONS
02.0405. 
Property Owner.    A Service applicant is deemed to be a property owner if, by virtue of purchase, inheritance, gift or other circumstance, their name appears on the deeds of a property.

02.0406. 
Terminal Benefits.    Terminal benefits (according to membership of the Armed Forces Pension Scheme (AFPS)75 or AFPS05 respectively) are defined as any retired pay or pensions, gratuities, resettlement grants, special capital payments, invaliding pensions/gratuities, Early Departure Payments (EDP), Ill-Health pensions, Ill-Health lump sums or other emoluments, which are paid upon exit from the Service.

02.0407. 
Definition of Letting.    For the purpose of this scheme (except under the circumstances described at paragraph 02.0440), an individual will be considered to be letting the property when they receive rent under a formalised rental agreement, as with a Short Term Let, a Short Hold Tenancy Agreement, a Holiday Let, rentals under the ‘Rent a Room Scheme’ or under any other formal tenancy agreement.

02.0408.
Relevant Authorities.    The relevant authority:

a. 
For matters other than the waiver of the recovery of a LSAP is:

Joint Personnel Administration Centre (Long Service Advance of Pay) (JPAC(LSAP))



Service Personnel and Veterans Agency(Centurion) (SPVA(C)),



Centurion Building,



Grange Road,



Gosport,



Hants



PO13 9XA



Tel:
Internal – 94560 3600



External – 0141 224 3600

b.
For matters associated with the waiver of the recovery of any outstanding balance of a LSAP (see paragraph 02.0433) the relevant authority is the SPVA JPAC Pay and Allowances Casework Cell Recoveries and Write-Offs (PACCC R&WO), however, all requests for waivers must be submitted via JPAC(LSAP).

ELIGIBILITY
02.0409. 
Eligible Service Personnel.    Service personnel are eligible for a LSAP provided they meet the following appropriate criteria:
a.
RN/RM Personnel.   They have been accepted onto the trained strength (ie in a complement billet).  For Naval probationary medical/communications technicians this will be on the move from first to second year rates of pay and for officers on completion of the Fleet Board.

b.
Army and RAF Personnel.  They have completed 4 years service from completion of Phase One training.
c.
All Personnel: 

  

(1)
They have not yet drawn any terminal benefits; and
(2)
They have not given notice or applied for early termination unless they have qualified for a terminal grant which is greater than the LSAP, and from which, the loan can be repaid (see paragraph 02.0428); and

(3)
They are not under warning for discharge (RN), 3-month Warning Order (Army) or Formal Warning (RAF); and

(4)
They are considered suitable in all respects by their CO to receive a LSAP; and

(5)
They have more than 6 months remaining before termination from the Services. 

02.0410. 
Financial Restrictions Imposed on a LSAP.    Existing and recent property-owners are not deemed to warrant the same financial assistance as other eligible applicants, and they must utilise all of the capital realised from the sale of the previous property in the purchase of a new property.  Accordingly, certain financial conditions are imposed on a LSAP when the applicant already owns property, or has owned property during the previous 12 months (see sub-paragraph 02.0413e).

02.0411.
An Existing Medical Condition.    The Unit Medical Officer (UMO) will be required to certify that the Service applicant is medically fit (at the time of application) and that any condition causing a restriction on the Service person's current medical category should not, in the UMO's opinion, lead to medical discharge from the Service.  However, irrespective of medical category at the time of application for LSAP, should a Service person have a medical condition prior to application which later leads to invaliding from the Service then recovery of LSAP may not necessarily be waived.  Applicants are required to acknowledge this on the application form.  Personnel serving on a restricted medical category are required to acknowledge (on the application form) that recovery of any outstanding LSAP balance will not necessarily be waived if they are subsequently invalided for the medical problem that necessitated the downgrading (see paragraph 02.0433).

INELIGIBILITY
02.0412. 
Reserve Forces and Military Provost Guard Service (MPGS).    Members of the Reserve Forces and Military Provost Guard Service are not eligible to receive a LSAP.
ENTITLEMENT

02.0413. 
Amount of LSAP.    Applicants who qualify in all respects will be permitted an interest free LSAP recoverable from pay and, if necessary, terminal benefits.  The amount of the LSAP approved will be limited to the lowest of the following calculations:

a.
182 days' gross basic pay including all forms of specialist pay (this excludes allowances); or
b.
£8,500; or

c.
In the case of a redundee, a sum not exceeding 90% of the terminal benefits due to the applicant at the earliest expected date of retirement or discharge; or
d.
The difference between the mortgage obtained and the purchase price of the new property, abated by any capital realised from the sale of the previous property.  The purchase price of the new property may include associated legal, surveyors, land registration and estate agent's fees plus the cost of any repairs, which are an explicit condition of the mortgage obtained.  In the case of flexible mortgages, the “mortgage obtained” will be regarded as the maximum sum that may be borrowed under the flexible mortgage arrangements; or

e.
In the case of an applicant who has owned property within the previous 12 months, the difference between the mortgage obtained and the purchase price of the new property will be abated by any capital realised from the sale of the previous property;

f.
In the case of an applicant buying equity in an already owned property the amount of mortgage obtained on behalf of the applicant in order to purchase a share in the property.  This ‘purchase price’ may include associated legal, surveyors, land registration and estate agent’s fees plus the cost of any repairs which are an explicit condition of the mortgage obtained.  In the case of flexible mortgages, the ‘mortgage obtained’ will be regarded as the maximum sum that may be borrowed under the flexible mortgage arrangements.  On completion of the transaction the applicant must own a portion of the property (see paragraph 02.0405).
CONDITIONS
02.0414.
Points to Note.    Applicants should note that:

a.
A LSAP for home extensions may be obtained only in the circumstances described in paragraph 02.0423.

b.
No part of the LSAP may be used towards the cost of furnishings and fittings.

c.
An applicant must await confirmation that the award of a LSAP has been approved, and payment despatched by the JPAC(LSAP), prior to completion of purchase (see also sub-paragraph 02.0451c and paragraph 3 to Annex A of this Section).
02.0415.
Qualifying Property.    Any property purchased with the assistance of a LSAP must meet all the following criteria:
a.
The property is intended for the applicant's own immediate occupation or that of their immediate family.  In the case of families and single personnel who will be unable to occupy the property during the working week, occupation at weekends and/or during periods of leave is deemed to qualify.

b.
The property will be wholly or partially owned by the applicant.

c.
The property is not a mobile home, houseboat or caravan.

d.
The property will not be a dedicated business premises or residential accommodation with integral business premises (eg post office, shop with flat above, guest/boarding house).  The property may also be one that is purchased for renovation or as a conversion, either as part of a “Brown Field Site” or as an agricultural or commercial property conversion to residential accommodation.  Planning permission for the conversion as well as permission for the change of function must have been obtained before a LSAP can be approved.

e.
The property is situated in the UK or, for those recruited in the Republic of Ireland or of Southern Irish parentage, the Republic of Ireland.

f.
It is a property on which a Building Society, Local Authority, recognised Bank or Insurance Company is willing to advance a mortgage.  This applies even if a mortgage is not required.

g.
The property is one on which the applicant has agreed to sign a Promissory Note (see paragraph 02.0416).
02.0416.
Promissory Note.  A Promissory Note agreeing to repay the LSAP will be forwarded to the applicant’s solicitor once entitlement has been established.  The Solicitor will forward this to the Service applicant prior to the payment of the LSAP.  Failure to sign and return the Promissory Note will result in non-payment of the LSAP.

02.0417.
Self-Build.    Land, with planning permission to build a suitable property, may be purchased under the LSAP scheme for the purpose of housing the applicant and their immediate family.  When built, the property must be for the immediate occupation of the applicant or their immediate family; it must be wholly or partially owned by the applicant; and it must be solely residential accommodation.  The options to facilitate the build are:



a.
A payment to purchase the land, either in full or as part of a mortgage.

b.
Monies for use to pay builders direct on presentation of the invoice(s), or if the applicant carries out the work themselves, payments of LSAP will be limited to the cost of building materials necessary to complete the undertaking and receipted invoices are to accompany the claim.  A mixture of payments direct to a builder and to the applicant is also permissible, within the maximum amount calculated for the LSAP. 

c.
A combination of sub-paragraphs 02.0417a and b.

02.0418.
Second Property.    No LSAP will be given for the purpose of purchasing a second property, regardless of the location, occupancy or usage of the first property.  Mobile homes, houseboats and caravans will not be counted as a first property for the purpose of this scheme.

02.0419.
Joint Purchase.    Two or more Service applicants may not each obtain a LSAP for the joint purchase of the same property.

02.0420.
Personnel Who Have Never Owned a Property.    Eligible applicants who have never owned a property may be granted a LSAP to purchase a qualifying property in accordance with the conditions specified in paragraph 02.0415.  Applicants are reminded that the property must be intended for their own immediate occupation or that of their immediate family (see sub-paragraph 02.0415a).
02.0421.
Current or Former Property Owners.    A current or former property owner may be granted a LSAP to purchase a qualifying property, subject to certain conditions.  If the applicant currently owns a property, or has done so within the 12 months preceding application, the capital realised from the sale of the current/former property will be taken into account in calculating the maximum LSAP that may be granted (see paragraph 02.0413e).  If the applicant already has a LSAP that they have not yet repaid in full, the amount of the new LSAP will be abated by the outstanding balance of the previous LSAP.  This will be shown as a full repayment of the previous LSAP in the applicant's pay/LSAP record, followed by a full credit of the new LSAP amount.

02.0422. 
Qualification.    A LSAP will not be authorised for Service personnel wishing to purchase a property within 50 miles of a property owned or partly owned by them within the previous 12 months or at any time during the current assignment.  However, the applicant is not disqualified where the property from which they are moving is more than 50 miles from their next duty unit.  The application must qualify within one of the categories detailed at sub-paragraphs 02.0422a and b below (unless qualifying under paragraph 02.0423 or sub-paragraph 02.0439b):

a. Purchase of a Residence at Work Address (RWA).
(1)
Where the property is to be occupied as a RWA during a current assignment, the applicant must have an expectation of at least 6 months left to serve in that assignment.

(2)
Where the property is to be occupied as a RWA during the applicant’s next assignment, they must have received official notice of such an assignment and the assignment must be for a minimum period of 6 months.

b.
Purchase of a Selected Place of Residence (SPR).

(1)
The applicant must certify (on the application form) that they wish to purchase a SPR; and

(2)
The applicant should further certify that receipt of a LSAP for purchase of a SPR will disqualify them from any further LSAP.

(3)
However, where the applicant has received official notification of a designated unaccompanied assignment, or notification of a sea assignment of at least 12 months duration, or they have at least 6 months left to serve in such an assignment, they will not be disqualified from receiving further LSAP under the provisions of sub-paragraph 02.0422b(2).
02.0423.
Extenuating Medical/Family Circumstances.    An applicant who would normally be disqualified from receiving a LSAP because they have owned a property within 50 miles of the chosen location, or within 50 miles of a current duty unit or next duty unit (as appropriate) during the 12 months preceding application (or, in the case of current duty unit, at any time during the current assignment) may nonetheless qualify for a LSAP if able to demonstrate extenuating medical/family circumstances.  The applicant may apply for a LSAP either to purchase a new qualifying property, or to extend an existing property.  In addition, the following conditions may apply:

a.
Applicable Circumstances.    One of the following medical/family circumstances must apply:

(1)
Since the purchase of the current property, there is a specific medical requirement (defined as an existing condition which has deteriorated or a new medical condition) for more space than is available in the current property.  Such an application must be supported by a medical certificate.

(2)
In the case of personnel in PStat Cat 1 or 2, there are insufficient bedrooms for each child to have a separate one.  A box room of 50 sq ft (4.75 sq m) or less may be disregarded in considering whether there are sufficient bedrooms in a property; so may any larger box rooms in which it is impossible to fit windows.  For the purpose of this scheme an unborn child(ren) expected to be born within 6 months is to be counted as a member of the immediate family.  The extenuating circumstances are:

(a)
Additional dependant children since the purchase of the current property; or

(b)
Dependant children, at the time the property was purchased, subsequently reaching the age of 11 years and over (only one move every 2½ years within the same area is permitted).
(3)
Since the purchase of the current property, there is a requirement for an additional bedroom or space to accommodate, on a permanent basis, an elderly or disabled member of the close family.  Any application must be supported by a statement signed by the applicant to the effect that they are providing, or about to provide, accommodation for an elderly or disabled member of the close family on a permanent basis.

b.
Purchase of New Qualifying Property.    Where an application is made for the purchase of a new property in extenuating medical/family circumstances, the new property must be in the same immediate area (within 50 miles) as the former property.

c.
Supporting Evidence.    Applications made for the purchase of a new property under sub-paragraphs 02.0423a and b must be supported by documentary evidence.  This can comprise a letter from a solicitor or estate agent to show that the existing or former property no longer satisfies the applicant's needs, but that the new property will do so.

d.
Building Work to an Existing Property.    Where application is made for building work to make a property fully habitable, or an extension to an existing property to meet extenuating medical/family circumstances, the application must be supported with relevant evidence.  For example, a solicitor’s letter, a medical certificate, surveyor’s report and plans of the existing property and proposed building work.  LSAP cannot be used to cosmetically modernise a property.  For example, to update a kitchen or bathroom suite where the existing one is deemed fit for purpose.

e.
Payment for Building Work.    Any LSAP so approved may be paid to the builders direct on presentation of the invoice(s).  If the applicant carries out the work, payments of LSAP are to be limited to the cost of building materials necessary to complete the conversion.  Receipted invoices are to accompany the claim.  The following are examples of items which are not eligible for inclusion:

(1)
Tools (either purchased or hired).

(2)
Fittings and Furnishings.

(3)
Installation of double-glazing (unless part of a new extension).

(4)
Decoration (unless part of a new extension).

f.
Payments.    A mixture of payments direct to a builder and to the applicant is also permissible, within the maximum amount calculated for the LSAP.  Apart from the circumstances described in paragraphs 02.0423d and 02.0423e, LSAP will not be paid retrospectively.

02.0424.
Transfer of a LSAP Balance to a New Qualifying Property.    Eligible Service personnel who have received a LSAP, and who do not qualify for a new LSAP (or do not wish to have a new LSAP) may transfer the outstanding balance to a new qualifying property as defined in paragraph 02.0415, provided that the new property is bought within 6 months of selling the previous property.  In the event that the transfer is not completed within 6 months, the outstanding balance must be repaid in full.  Thereafter, the applicant must re-qualify under the terms of paragraph 02.0422 before a further LSAP may be granted.

02.0425.
LSAP Waiver Premiums.    To permit waivers of recovery in certain circumstances (see paragraph 02.0433), an annual premium will be payable by the LSAP recipient.  This will be paid in equal monthly instalments through their pay account, starting from the month following that in which the LSAP was made and finishing when the whole of the LSAP has been recovered.
02.0426. 
Repayment of the LSAP.    The following circumstances govern repayment of a LSAP:

a.
Personnel with 12 Years or More to Serve.    Repayment will be made at the rate of 10% per annum by recoveries from pay in equal monthly instalments over a period of 10 years, commencing 2 years after the date of payment of the LSAP.

b.
Personnel with More than 10 but Less than 12 Years to Serve.    Repayment will be made at the rate of 10% per annum by recoveries from pay in equal monthly instalments, over the last 10 years of service.

c.
Personnel with Less than 10 Years to Serve.    Repayment will commence immediately, at the rate of 10% per annum by recoveries from pay in equal monthly instalments, the balance being recovered from their final salary/ terminal benefits.

d.
Number of Years Left to Serve Undetermined.    Where an applicant has an Optional Retirement Date available in the future and they have not yet decided whether to waive the option, repayment terms will be based on the Normal Retirement Date.  Any outstanding balance on termination will then be recovered from the Service person’s terminal benefits.

e.
Service Beyond Pension/Early Departure Payment Points.    Where an applicant serves beyond any point when a pension/early departure payment or lump sum could be taken, repayment will continue at the previous monthly rate either until repayment has been completed, the Service person retires or is discharged.

f.
Increase of Repayment.    The rate of repayment may be increased at the request of the applicant over any period, but may not be reduced below the minimum rate of 10% per annum of the original LSAP (regardless of whether the applicant has made part repayment in accordance with paragraph 02.0452).

g.
Bankruptcy.    Any participant who is declared bankrupt or insolvent is to notify JPAC(LSAP) through their parent unit. JPAC(LSAP) will forward the case to SPVA PACCC for recovery or write-off action as appropriate. 
h.
Outstanding LSAP Balance.    The outstanding balance of a LSAP shall constitute a debt owed by the borrower to the MOD, and shall therefore be susceptible to recovery action in accordance with Service regulations.  

02.0427.
Transfer Between Services.    A Service person already in possession of a LSAP who transfers from one Armed Service to another may retain the LSAP (which should be transferred to the new pay account) under the Terms and Conditions of Service in which they were serving when they received the LSAP, provided there has been no break in Service.  However, any subsequent request for a LSAP will be considered under the qualifying criteria for their new Service.

02.0428. 
Application for Early Termination, or Transfer to a Shorter Engagement.    Personnel in receipt of a LSAP will not normally be granted early termination, be allowed to apply for early termination, or transfer to a shorter engagement, unless the LSAP has been repaid in full or they have made acceptable arrangements to repay the LSAP in full.  Applications for early termination must include details of any LSAP balance outstanding, plus the applicant's proposals for its repayment.  A proposal to continue repaying the LSAP after discharge from the Service will not be accepted.  Moreover, a promise of payment at a future date is not considered to be a firm basis for repayment.  Proposals for repayment of a LSAP balance may include:

a.
An immediate lump sum payment.

b.
Commencement of deductions from pay, or increase of deductions from pay, prior to release.

c.
Recovery from any immediate terminal benefits which may be due.

d.
Transfer of the outstanding balance to another Service person (see paragraphs 02.0431 and 02.0432); or

e.
Any combination of the above.

02.0429. 
LSAP during Career Breaks (CB) and Secondment.  No new claims for LSAP will be admissible during the period of any CB or a secondment as defined in para 01.0252.   Any applications submitted, but not paid, prior to the CB or secondment start date will be honoured provided all other criteria for entitlement are fully met.  LSAP repayments may cease for the period of any CB, except when full payment of the LSAP will not be made before a service persons termination date, when sub paragraph 02.0429a is to be applied.  The insurance premium must continue to be paid.  LSAP repayments for periods of Secondment are to continue.  

a.
Career Breaks (CB).  Service personnel in receipt of LSAP prior to a CB must continue to pay the insurance premium levied.  Insurance payments will need to be made through private arrangements agreed with the LSAP section prior to the commencement of the CB.  If, due to the break in repayments caused by the CB, the LSAP will not be repaid in full before the terminal date, then either;

(1)
Arrangements can be made for repayment of the LSAP repayment and insurance premium to continue via private arrangements throughout the CB.

(2)
Upon completion of the CB, higher monthly repayment’s can be paid that will ensure the LSAP is repaid by the terminal date.

(3)
Repayments can continue at the usual rate, with any outstanding LSAP balance recovered from immediate terminal benefits [or the Resettlement Grant]

In all instances approval must be granted in advance by the LSAP Section, and arrangements agreed. 

b.
Secondment.  Service personnel in receipt of LSAP prior to secondment as defined at para  must continue to make their repayments (and premium) throughout the period of secondment.  However, such repayments cannot be made via pay accounts and will need to be made through private arrangements with the LSAP section, either by cheque or Standing Order.  Such arrangements must be agreed in advance.  

The address of the LSAP Section is;

LSAP Section

Centurion Building

Grange Road

Gosport

Hants

PO13 9XA

Tel: 0800 085 3600

Mil:  94560 3600

Fax: 02392 702506

02.0430.
Other Service Debts.    Other Service debts chargeable to the applicant's terminal benefits will be taken into account when considering proposals for repaying the LSAP and, until satisfactory arrangements for repaying the LSAP are approved by the SPVA PACCC, no arrangements will be made for the applicant's release.

02.0431.
Transfer of LSAP to a Second Qualified Service Person – Early Termination or Change of Personal Circumstances.  In the case of early termination or a change of personal circumstances (for example relationship breakdown), of a recipient of LSAP the outstanding balance of the LSAP may be transferred to another eligible member of the Services.  For such a transfer to be made, the Service person to whom the LSAP is to be transferred (‘the transferee’) must qualify in all respects for a LSAP.  In addition, the transferee must own (whether solely or jointly with the original recipient) the property in question on the date of early termination or change of personal circumstances of the original recipient.  Under this arrangement, the transfer may be completed as a paperwork exercise subject to the prior written agreement of the transferee and original recipient and no money need change hands.  The new LSAP will be granted to the transferee on the same terms (including the same date(s) of repayment) as the original LSAP and the transferee will be expected to sign the agreement (JPA Form E024) acknowledging their sole liability to repay the LSAP.

02.0432.
Premature Discharge or Release - Disciplinary or Administrative Grounds (Not at Own Request).    If a LSAP recipient is discharged or released prematurely on disciplinary or administrative grounds (ie not at the Service person's own request), in circumstances where they will receive sufficient terminal benefits to clear the outstanding LSAP balance, the balance will be recovered from those terminal benefits.  When premature discharge or release is being considered on disciplinary or administrative grounds, the fact that a person may receive no terminal benefits, or insufficient terminal benefits to clear any outstanding LSAP balance, is not to affect consideration of the case for that person's discharge.  Nevertheless, as much of the money due to the MOD as possible is to be recovered before the person leaves the Service and the Service person is to be directed to make proposals for repayment of any outstanding LSAP following discharge or release.  Any outstanding LSAP following discharge or release will be converted to a Crown Debt and will attract interest.  A Crown Debt must be repaid in full before a further LSAP can be awarded, should the Service person subsequently be allowed to rejoin the Services.  

02.0433.
Waiver of Recovery of LSAP.    LSAP recipients will be required to refund without delay any balance outstanding at the time of leaving the Service, except:

a. In the case of death of the Service person, recovery will be waived.

b.
In the case of invaliding of the Service person, recovery will be waived, as long as the medical condition causing the invaliding did not exist when the LSAP application was originally approved (see paragraph 02.0411).  Any such waivers will be forwarded by JPAC(LSAP)  for consideration by SPVA PACCC, who will consult the medical authority as necessary.

c.
In the case of premature discharge or release, recovery may be waived as a very exceptional measure, depending on the merits of the case.  Any recommendations for a waiver are to be forwarded to SPVA PACCC.

02.0434.
Breach of Regulations - Impact on Interest Charges.    A LSAP will be interest-free except where otherwise indicated (see paragraphs 02.0407 and 02.0440).  However, if the applicant commits, or causes to be committed, a breach of any of the conditions of the LSAP scheme the outstanding LSAP will be converted to a Crown Debt and the Service person shall be required to pay interest from the date of that breach until the final recovery of all sums outstanding at a rate to be determined by the Secretary of State for Defence (normally at the HMRC Official Rate).  This requirement does not affect any of the applicant’s other liabilities and obligations under the conditions of the LSAP scheme and at law.  Any interest due will be deducted from the applicant's salary and from any terminal benefits to which they may be entitled.

02.0435.
Permission to Let.    Following initial occupation of the property by an applicant and/or immediate family (see sub-paragraph 02.0415a), a LSAP claimant may apply to their CO for permission to let a property purchased or extended with the aid of a LSAP.

02.0436.
Letting and Interest Charges.    If letting is approved, interest charges will be levied at the HMRC Official Rate.  Charges will be calculated monthly by JPAC(LSAP)  and debited on the claimant's pay account.  The interest charge is calculated on the amount of the LSAP outstanding at the end of each month.  Reducing monthly charges therefore occur and will be shown as a monthly charge on the claimant’s pay statement.  It is to the advantage of a claimant to include the amount of such interest paid to MOD in their Income Tax return.  A statement of interest paid will be forwarded to the HMRC by JPAC(LSAP)  on receipt of a written request from the claimant.

02.0437.
Commencement or Termination of Letting.    A letting or cessation of letting must be reported immediately to JPAC(LSAP)  through the claimant's parent unit.  A delay of more than 3 months in reporting should be accompanied by a written explanation from the claimant.  Service personnel should also note that when ceasing a letting a delay of more than 3 months in notifying JPAC(LSAP)  of the cessation will preclude a claimant from receiving a full refund of interest charges.  This is because of the tax ramifications of the letting of property and the declaration of interest to the HMRC.

02.0438.
Sale of LSAP Property.    A participant in the LSAP scheme may sell or otherwise dispose of a property purchased or extended with the aid of LSAP.  If a LSAP remains outstanding at the date of sale or other disposal, the claimant must immediately inform JPAC(LSAP).  The LSAP must be repaid immediately and in full (see paragraph 02.0452), unless the outstanding balance is to be used to offset a new LSAP (see sub-paragraph 02.0421) or is to be transferred immediately to another qualifying property (see paragraph 02.0424).  Failure to report the sale or disposal of the property or, if appropriate, to repay the outstanding balance immediately, will be regarded as a breach of the regulations (see paragraph 02.0434) and will result in interest charges being levied against the outstanding balance from the date on which the sale took place.

02.0439.
Effects of Divorce/Dissolution of Civil Partnership - Sale or Transfer of LSAP Property.    A married Service person or one in a civil partnership who currently owns a property (or who has owned a property within the 12 months preceding sale or transfer) may be obliged to sell the property, or to transfer ownership of the property to the Service person's ex-spouse/civil partner, as part of a settlement on divorce or dissolution of a civil partnership.  In these circumstances, the Service person would cease to be the legal owner of the property.  Regardless of whether the sale/transfer forms part of a voluntary settlement or is by direction of a Court Order, the following regulations apply:

a.
If the property, which is sold or transferred was purchased (or extended) with the aid of a LSAP, and the LSAP has not been repaid in full, the procedures for "Sale of Property" apply; (see paragraph 02.0438).

b.        
If the Service person subsequently wishes to re-enter the housing market with the aid of a LSAP, the Service person may apply for a LSAP in accordance with paragraph 02.0422.  For purposes of assessment, however, it will be considered that the applicant has not owned property within the 50 miles of the chosen location during the previous 12 months (or, if purchasing a RWA for their current assignment, at any time during the current assignment).  The Service person is required to submit a certified true copy (certified by Unit HR) of the Decree Absolute or Decree Nicis with any future LSAP application form.
c.
In circumstances where a Service person is obliged to pay the mortgage on a property as part of a divorce settlement, that person may subsequently qualify for an LSAP under the conditions of sub-paragraph 02.0439b.  However, when applying for any subsequent LSAP, applicants are to make any such financial commitments known to JPAC(LSAP).

02.0440.
Effects of Divorce/Dissolution of Civil Partnership - Continued Ownership.    If, consequent upon divorce or dissolution of a civil partnership, the claimant remains the legal owner of a property purchased or extended with the aid of a LSAP, but allows their ex-spouse/civil partner to continue living there either by mutual agreement or Court Order, the Service person will be liable to interest charges for "Letting".  However, if child(ren) of the marriage/civil partnership reside with the claimant's ex-spouse/civil partner, the claimant will be deemed, for the purposes of LSAP, to be providing a home for the Service person's immediate family and in these circumstances interest charges will not be due.  The fact that a debt is still owed by the Service person who has left the family home will not affect their right to occupy SLA.

02.0441.
Change in Circumstances - Periodic Spot Checks.    Recipients of a LSAP will be asked periodically to confirm that the property has not been let, disposed of, or sold.  JPAC(LSAP) will forward a proforma through the recipient's parent unit for completion and return.  This action in no way absolves Service personnel in receipt of a LSAP from their responsibility to report, without delay, the date of letting, sale or disposal of the property, if and when it occurs.

02.0442.
Refund of Legal Expenses (RLE) for Purchase and Sale of Property.

LSAP claimants may also be eligible for RLEs in accordance with Chapter 7 Section 5.  However, if RLEs are claimed, only those expenses which are not refunded under RLE regulations will be taken into account in calculating the amount of LSAP payable.
02.0443.
Re-Mortgage – Increase in Mortgage Loan.  In circumstances when a recipient of LSAP wishes to re-mortgage in order to raise additional capital, the Service person must notify JPAC(LSAP) prior to taking any further advance of monies against the property as the sum of the mortgage(s) plus LSAP is not to exceed the value of the property.  The Service person is to provide either a copy of the valuation for the re-mortgage or confirmation from the lender that they are willing to lend the additional monies without requiring a formal revaluation.  Should the value of the mortgage, plus the amount secured as a second mortgage, plus the outstanding LSAP exceed the value of the property the LSAP must be repaid in full.    
02.0444.
Second Mortgage.    The LSAP is not to be used as security to obtain a further mortgage.  Inability to repay the outstanding balance upon sale of a property, because of the redemption of a second or subsequent mortgage, will result in interest being charged at the HMRC Official Rate.

02.0445.
Re-Mortgage – Change of Mortgage Provider.  In circumstances when a recipient of LSAP wishes to re-mortgage in order to change their mortgage provider, for example to benefit from a lower interest rate, and does not increase the actual value of the outstanding mortgage loan the circumstances at paragraph 02.0443 above do not apply and a direct transfer of LSAP capital may take place.  

02.0446.
Entitlement to Service Families Accommodation (SFA).    Personnel assigned with their immediate family to an area (within 50 miles) in which they own a property purchased or extended with the aid of a LSAP are required to occupy that property and are disqualified from occupation of SFA or SSFA, at the new place of duty, except for the following reasons:

a.
Their CO is satisfied that the property remains beyond a reasonable daily travelling distance; or

b. They are required to occupy SFA by virtue of their appointment.

c. They are separated from their spouse/civil partner (who continue to live in the property purchased using an LSAP) and they require SFA to facilitate staying in contact with their children.

RATES

02.0447.
LSAP Rate.    The maximum rate of LSAP is set at £8,500 and, when set, was considered to be sufficient assistance towards a house deposit based on the average house price at that time.  It is recognised that this sum will now be insufficient to meet this need, but funding constraints have precluded its uplift.  Within that limit the amount of LSAP approved is limited to 182 days gross basic pay (including Specialist Pay).  It is further limited to the difference between the mortgage obtained and the purchase price of the property (which, for the purposes of LSAP, can include associated legal, surveyor’s, land registration and estate agent’s fees plus the cost of any repairs which are an explicit condition of the mortgage obtained).  This difference is abated by any capital realised by the sale of a previous property.  The amount of the LSAP is reviewed every 5 years by SP Pol P&M (Allces) in conjunction with SP Pol AFW.

02.0448.
Rate of LSAP Waiver Premium.    The premium rate is reviewed annually by SP Pol P&M (Allces) and published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The waiver premium payable by every LSAP recipient is calculated by dividing the total cost of waivers granted in the previous financial year by the total number of LSAP recipients at the time of the review.

02.0449.
Rate of Interest Charges.  The interest rate is reviewed annually by SP Pol P&M (Allces) and published in the annual MOD SP Pol P&M (Allces) Directed Letter ‘Rates of Entitlement for Allowances for Service Personnel’.  The interest rate charge is set in accordance with the HMRC Official Rate for beneficial loans.  The rate is normally reviewed at the beginning of the tax year and announced in the Budget.  This rate is payable by those Service personnel who let a property on which there is an outstanding LSAP.

METHOD OF CLAIM

02.0450.
Method of Claim.    The method of claim is detailed at Annex A.  All applications must be received by the JPAC (LSAP Section) a minimum of 6 weeks before the expected purchase completion date to ensure that payment deadlines are met.
METHOD OF PAYMENT

02.0451. 
Payment of LSAP.    Payment, if approved, will be made by JPAC(LSAP)  direct to the applicant's legal representative, except in the case of certain property extensions (see paragraphs 02.0423d to f).  Applicants should note that:

a.
For purchase of a property in the course of construction, the LSAP will not be paid until purchase of the property is nearing completion.

b.
Payment will be made when (and not before) the deposit is required.  This is on condition that the money will immediately be refunded if there is any change in financial details after payment of the LSAP has been approved (including any apportionment of purchase price to fixtures and fittings).

c.
Approval for payment of LSAP will not be made, or will be revoked if already given, if the applicant’s appropriate legal representative legally completes the property purchase prior to receipt of LSAP.

02.0452.
Full or Part Repayment.     Full or part repayment of the outstanding balance will be allowed at any time.  A sterling cheque or banker’s draft (raised either by the Service person or their legal representative) can be made payable to “JPA UK receipts HMG 3601” and forwarded to JPAC(LSAP).  The Service person’s name, Service number and UIN are to be annotated clearly on the back of the cheque.

02.0453.
Casework Procedure.    Any Service person wishing to dispute a decision regarding eligibility for LSAP, or any other facet of the scheme, may submit casework detailing their circumstances.   Casework should be accompanied by the written support of the applicant’s CO (in accordance with paragraph 01.0108) and be submitted to the SPVA PACCC.

Annex:

A.
LSAP Method of Claim. 

LSAP METHOD OF CLAIM 

1.
Applications.    Completed applications (JPA Form E024) must be forwarded at least 6 weeks before the expected purchase completion date.  Proof of purchase will be sought by JPAC(LSAP) from the appointed legal representative.  In cases where the applicant has owned property within the previous 12 months, a legal representative’s statement of sale (actual or intended) and purchase must accompany the application form.

2.
Entitlement Assessment.    If a potential applicant wishes to seek assessment of their entitlement to receive a LSAP prior to formal application, they may do so by completing the JPA Form E024 for submission to JPAC(LSAP).  The applicant should complete the form as far as possible but need not seek further certification/recommendation by unit authorities at this stage.  The top of the form should be clearly marked in red ink "For Entitlement Only".

3.
Reassessment of Eligibility.    Personnel who are initially assessed as "entitled" prior to formal application are reminded that both eligibility and the maximum amount of the LSAP which may be awarded will be fully reassessed once formal application is submitted (subject to certification/ recommendation by unit authorities).  At this point, if any information supporting the application has changed, it is possible that entitlement may be affected.
4.
Application Procedure.    When an eligible applicant has found a qualifying property they wish to purchase, has arranged as necessary for a mortgage and has obtained the services of a legal representative, they may submit an application to JPAC(LSAP), through their CO (or an officer authorised by the CO), by completing JPA Form E024, in duplicate.

5.
Prior to Application.    Applicants are to satisfy themselves that they have read and understood the provisions of these regulations.  In particular, applicants are reminded that they must await confirmation that award of a LSAP has been approved, and payment received by their appropriate legal representative, prior to completion of property purchase.

6. 
Certification of Application Form.    Applications are to be certified by the Unit Medical Officer and by the CO (or an officer authorised by the CO) of the unit, which parents the applicant for pay and allowances purposes.  The CO is to be satisfied that there are no financial, medical or other reasons why the application should be refused.

7.
Application Form Scrutiny.    In certifying an application, a CO (or an officer authorised by the CO) must take into account an applicant's current financial situation, notably where repayment of a LSAP would increase existing difficulties; if appropriate, the application must be refused at this juncture.  If an applicant is subject to any administrative or disciplinary action, which may result in a significant/material change in circumstances (eg premature termination of Service, assignment, detention, reduction in rank), the application is either to be rejected or held in abeyance until the outcome of the action is known.  Otherwise, the application may be recommended by the CO (or an officer authorised by the CO) and forwarded to JPAC(LSAP).

8.
Short Notice Appointment.    Applicants who are at risk of being assigned to a seagoing ship (or assigned overseas) at short notice, before the purchase of their new property is completed, should discuss with their solicitor the arrangement of a limited Power of Attorney, or similar.  This is to ensure that purchase can be completed in their absence.  It is emphasised, however, that the additional expense of such a course of action is not necessary in normal circumstances.  Any additional expenses incurred in association with the Power of Attorney are the responsibility of the Service person.

CHAPTER 2

SECTION 5
SERVICES HOME SAVINGS SCHEME AND

HOME SAVINGS ALLOWANCE

GENERAL
02.0501.
Aim.    The aim of Service Home Savings Scheme (SHSS) and Home Savings Allowance (HSA) was to encourage Service personnel to save towards the purchase of a property and to promote home ownership through replicating Mortgage Interest Relief at Source (MIRAS) benefits.  

02.0502.
Closure of Schemes.    With the demise of MIRAS on 1 April 2000, both schemes closed to new investors.  Some serving Service personnel are still members.

02.0503.
Background.    The SHSS was introduced on 1 December 1992.  It provided the opportunity for members of the Armed Forces to save regularly into a special savings account with one of 3 selected Financial Institutions: the Bank of Scotland; the Norwich and Peterborough Building Society; and the Skipton Building Society.  However, from 1 January 2003 it was no longer necessary for individuals to retain savings with one of the above Financial Institutions in order to qualify for the Home Savings Allowance (HSA).

02.0504.
Qualification for HSA.    If savings and interest accrued up to 31 March 2000 are used to assist with the purchase of a property or plot of land for self-build, MOD will augment the amount with a HSA.

02.0505.
Income Tax and National Insurance Contributions (NICs).    HSA attracts a liability for both income tax and NICs.  The tax and NICs will be met by MOD and paid by SPVA under PSA.

ELIGIBILITY
02.0506.
SHSS Saver.    Any full-time member of HM Regular Forces including the Royal Irish (Home Service Full Time) who opened a qualifying account before 1 April 2000 and still held this on 1 January 2003 is considered to have retained their eligibility to the HSA, subject to meeting all the other criteria of the Scheme.

02.0507.
Eligible Service Personnel.    SHSS Savers will be eligible to receive HSA provided they:

a. 
Do not own or part own, nor does their spouse/civil partner own or part own, the freehold or leasehold of a residential property in the UK or Republic of Ireland; and
b.
Do not have, nor does their spouse/civil partner have, a mortgage; and

c.
Were not entitled, nor was their spouse/civil partner entitled, to deduct MIRAS in respect of interest on a loan for the purchase of a property, at any time during the savings term; and

d.
Forego, and if they have a Service spouse/civil partner, the spouse/civil partner also foregoes, any claim to Long Service Advance of Pay (LSAP) (see Section 4 of this Chapter) for the same property (Note: LSAP may be claimed, subject to eligibility under the individual scheme rules, for subsequent property purchases).

02.0508.
Service Personnel Married to or in a Civil Partnership with Another Member of the Armed Forces.    In the case of 2 SHSS Savers who are married to each other or in a civil partnership, only one spouse/civil partner will be eligible to claim HSA.

02.0509.
Death of an SHSS Saver.    In the event of the death of a SHSS Saver, if the widow(er)/surviving civil partner wishes to purchase a qualifying property within 12 months, HSA may be claimed.  Following the death of a Saver, SPVA Glasgow will notify the widow(er)/surviving civil partner that HSA may be claimed up to one year from the date of death.

INELIGIBILITY

02.0510.
Reserve Forces.    Members of the Reserve Forces are not eligible to participate in the SHSS.

02.0511.
Joint Applications.    Applicants should note that 2 or more applicants may not each obtain HSA for the joint purchase of the same property.

02.0512.
Marriage to or Civil Partnership with a Homeowner.    If a SHSS Saver marries or registers a civil partnership with an existing homeowner the Saver will not be eligible to receive HSA.
02.0513.
Inherited Property.    A SHSS Saver who inherits a residential property, and decides to keep it, or whose spouse/civil partner inherits a property and decides to keep it, will not be eligible to receive the HSA.  However, if the SHSS Saver or spouse/civil partner inherits a residential property and disposes of it, they will be eligible for HSA so long as no mortgage interest relief has been received in respect of the inherited property while in their possession.

ENTITLEMENT

02.0514.
Rate of Entitlement to HSA.    The rate of HSA is based on the rate of MIRAS which prevailed at the time.  Changes to the rate of HSA are not retrospective and will only apply to savings made and interest credited to the account from the effective date of the change.  They will not affect HSA already accrued; neither are they cumulative.  The rates of HSA throughout the scheme have been:

a.
£1 for every £3 saved (plus interest) up to 31 March 1994.

b.
£1 for every £4 saved (plus interest) from 1 April 1994 to 31 March 1995.

c.
£15 for every £85 saved (plus interest) from 1 April 1995 to 31 March 1998.


d.
£1 for every £9 saved (plus interest) from 1 April 1998 to 31 March 2000.
CONDITIONS
02.0515.
Home Savings Allowance (HSA).    To qualify for the full amount of the HSA accrued up to 31 March 2000, it is necessary for the total value of the HSA, including the value of savings and interest that it generated, to be included in the deposit on any property purchased.  From 1 January 2003 it does not matter which savings vehicle is used in order to qualify for HSA.  This means that, as long as the deposit on the property is at least the same value as the total value of the full HSA and the savings and interest that generated HSA, and all other conditions of the Scheme are met, SHSS savers will qualify for the HSA.

02.0516.
Use of HSA.    It should be noted that the HSA may be used only for the deposit on the property and not for legal expenses, land registration fees, surveyors’ fees, the cost of furnishings and fittings, or any other related expenses.

02.0517.
Qualifying Property.    Any property purchased with HSA must meet all the following criteria:

a.
It is a residential property purchased via a solicitor or Legal Representative or it is a plot of land for self‑build purchased via a solicitor or Legal Representative and will be occupied within 12 months from when the HSA is paid.

b.
It is intended for occupation by the SHSS Saver or their dependant family.

c.
The name of the recipient of HSA must be included on the Deeds of the property.

d.
The property is not a mobile home, houseboat or caravan.

e.
The property will not be a dedicated business premises, or a business premises with integral residential accommodation (eg post office, shop with flat above, guest/boarding house).  However, HSA may be claimed if the ratio of residential to business use of the property is intended to be ⅔ residential, ⅓ business.
f.
The property is situated in the UK or the Republic of Ireland.

g.
It is a property on which a Building Society, Local Authority, recognised Bank or Insurance Company is willing to advance a mortgage.  This applies even if a mortgage is not required.

02.0518.
Retrospective Claims.    HSA cannot be claimed retrospectively.  Applications will not be accepted once the purchase has been completed.

02.0519.
End of Commission or Engagement.    Participants will not normally be eligible to receive HSA after their last day of full-time service and claims should be forwarded to SPVA(C) preferably 8 weeks before the last day of full-time service.  In exceptional circumstances, (eg premature discharge, or a breakdown of the house purchase chain) a case may be forwarded to SPVA Pay and Allowances Casework Cell (PACCC) for authority to claim HSA after discharge.  Those who are medically discharged may apply for the HSA up to 12 months from the last day of service.  In no circumstances will a claim be considered when an applicant has been out of the Services for more than 12 months.  Participants transferring from one Service to another, providing there is no break in service, may remain in the SHSS and claim the HSA provided they continue to satisfy the eligibility criteria in all other respects.

02.0520.
Repayment of HSA.    The Service person’s Legal Representative will be required to return the full amount of HSA to SPVA(C) if the purchase of the property falls through, and the SHSS Saver may be required to refund the full amount if a self-build is not completed and occupied within 12 months (see Paragraph 2d to Annex A of this Section).  No amount of HSA is to be used to offset any legal costs, surveyor or land registration fees.

02.0521.
Uncompleted Self-Build.    If a recipient of HSA is unable to complete and occupy a self-build property for any reason, they are to notify SPVA(C) and SPVA PACCC.  Full details of the circumstances should be provided if SPVA PACCC approval for an extension to the 12-month period is sought.  Otherwise, repayment of the full HSA will be necessary and this may be effected through the appropriate legal channels.
02.0522.
Crown Debts.    Any outstanding HSA that has to be repaid because the participant has become ineligible will be converted to a Crown Debt and interest charges will start to accrue.  Each case will be referred to Debt  Management (Recoveries & Write-offs) for consideration for further recovery action, which if appropriate, may be effected through legal channels.

02.0523.
Sale or Let of Property.    A participant in the scheme may sell, let or otherwise dispose of a property purchased with the aid of HSA.

ADMINISTRATION

02.0524.
HSA Administration.   The HSA is administered, on behalf of all 3 Services, by the following authority:

JPA LSAP Post-Payments

SPVA

Centurion Building

Grange Road

Gosport

Hampshire  

PO13 9XA

Tel: 0141 224 3600

Fax: 023 9270 2506
RATES
02.0525.
HSA Rates.    The rates for HSA are no longer subject to review.  MOD pays a set amount to the Service person depending on how much has been saved by them through the Scheme towards a property purchase.  For those personnel already in the Scheme the rates were set by using the MIRAS that pertained at the time (eg mortgage interest tax relief at 33% is mirrored by a £1 grant for every £3 saved).

METHOD OF CLAIM

02.0526.
Method of Claim.    Applicants can apply for an assessment of the amount of HSA due from SPVA Glasgow, by fax, post, email or telephone.  This can be done prior to formal application, if necessary.

02.0527.
Application Procedure.    Detailed instructions on how to claim the HSA (using MOD Form 1024B) can be found at Annex A to this Section.  To allow sufficient time to process the claim for HSA, claimants should apply 2 months prior to the expected completion date.

02.0528.
Compliance with Rules.    Prior to submission, applicants are to satisfy themselves that they have read and complied with the rules.  Payment of HSA, if approved, will invariably be made by SPVA(C) direct to the applicant’s solicitor or Legal Representative.  An applicant must await confirmation that award of HSA has been approved, and payment received by the applicant's appropriate solicitor or Legal Representative, prior to completion of the property purchase.

02.0529.
Certification.    Applications are to be certified by the Authorising Officer (OR8 and above) of the unit that parents the applicant for pay and allowances purposes.  The Authorising Officer is to be satisfied, as far as possible, that the facts given by the applicant are correct.

02.0530.
Power of Attorney.    Personnel who are at risk of being assigned to a seagoing ship, or assigned overseas at short notice, before the purchase of their new property is completed, are advised to discuss with their solicitor the arrangement of a limited Power of Attorney, or similar, to ensure that purchase can be completed in their absence.  Any additional expenses incurred in association with the Power of Attorney are the responsibility of the individual.

02.0531.
Periodic Checks.    SPVA(C) will monitor applications where the MOD Form 1024B is not returned by the Legal Representative, and SPVA Glasgow will contact the individual's solicitor or Legal Representative or unit for follow up action.
02.0532.
Appeals Procedure.    Any Service person wishing to dispute a decision regarding eligibility for HSA, or any other facet of the Scheme, may appeal to SPVA(C) who will in the first instance review their original decision.  If necessary, they will then forward all the correspondence associated with the individual case to SPVA PACCC.  If the case is novel and/or contentious, SPVA PACCC is to forward the appeal to MOD SP Pol Pay and Manning (Allowances) for a final decision.

Annex:

A.
Instructions for Claiming the House Savings Allowance (HSA).

INSTRUCTIONS FOR CLAIMING THE HOME SAVINGS ALLOWANCE (HSA)

1.
When the property or land to be purchased has been identified, the SHSS Saver should nominate a Legal Representative and then submit a claim for HSA using MOD Form 1024B (available from units).  Completed forms are to be submitted to; JPAC LSAP Team, Centurion Building, Grange Road, Gosport, Hampshire, PO13 9XA.   Claimants should allow 2 months from the date the form is submitted, prior to the anticipated completion date.

2.
The following procedures are to be followed when claiming the HSA:

a.
Claimant/Unit/Ship/Parent Unit: Parts 1 & 4.    The claimant must complete Part 1 and the claimant’s details of Part 4 of the MOD Form 1024B in TRIPLICATE and submit this through the unit HR admin staff.  They are to ensure that all the addresses and claimant’s details in Part 1 have been completed correctly and it is to be endorsed by the Authorising Officer (OR8 or above).  The claimant’s details should also include:

(1)
Address of the Unit/Ship/Parent Unit. 

(2)
Name and address of the legal representative.

(3)
Address of property or plot to be purchased.

(4)
Savings to be used for purchase.

(5)
Anticipated completion date.

(6)
National Insurance Number.

(7)
Unit Identification Number (UIN).

Once the Authorising Officer has endorsed Part 1 of the form a copy should be retained by Unit/Ship/Parent Unit.  The original and a copy should be sent to SPVA(C).

b.
SPVA(C): Part 2.    SPVA(C) will calculate the maximum amount of HSA and complete Part 2 of MOD Form 1024B in duplicate.  The copy will be forwarded to the Legal Representative along with a letter explaining the application process.  The Legal Representative will need to confirm the applicant’s purchase price and mortgage offer.  This will allow SPVA(C) to confirm the actual amount of HSA to be released prior to completion.  The Legal Representative should separate Parts 3 and 4 of the form.  Once the completion date has been agreed, Part 3 should be completed and forwarded to SPVA(C).  This application for payment should be made at least 10 working days prior to completion.  Part 3 certifies that:


(1)
The total funds plus the HSA will be used for the purchase of a property or plot for self build (and lived in within 12 months).


(2)
The claimant or their spouse/civil partner is not currently a property owner.


(3)
Should the sale not take place, the HSA will be returned to SPVA(C) and the savings returned to the client within 90 days.

c.
SPVA(C): Part 3.    Once SPVA(C) are in receipt of a correctly completed Part 3 of the form, payment can be made.  HSA payments can only be made to the Legal Representative via the BACS system.  It is the applicant’s responsibility to forward the balance to the Legal Representative within the required time.

d.
Legal Representative: Part 4.    Upon the completion of the purchase or self-build the Legal Representative should complete Part 4 of the form and send it to SPVA(C).  This should be done within 3 months in the case of house purchase or within 12 months in the case of a self-build.

3.
Action When the Purchase Does Not Proceed.    If the purchase does not proceed, the Legal Representative should complete Part 4 of MOD Form 1024B, and return it and the total amount of HSA to SPVA(C).  No amount of HSA is to be used to offset legal fees.
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CHAPTER 3

SECTION 1

SUBSISTENCE ALLOWANCES

GENERAL
03.0101.
Aim.    The aim of subsistence allowances is to reimburse actual allowable subsistence expenditure within MOD limits.  Subsistence is defined as prepared food, drink, necessary personal expenditure and temporary accommodation expenses incurred when travelling on duty.

03.0102.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Sections 240 to 241 subsistence allowances are normally non-taxable.  However, subsistence claimed as a result of Service sport and medical travel within the UK, all subsistence allowances for family members within the UK and subsistence for Private Arrangements Rate (PAR) will attract a liability for both Income Tax and NICs.  With the exception of PAR, the tax and NICs liability will be met  by MOD and paid by SPVA under PSA.  The Tax and NICs liability for PAR will be an individual liability that is delivered via JPA processing.
03.0103.
Section Contents.    For ease, this Section is divided into 3 parts: Part One covers the types of subsistence allowance, eligibility, conditions and standing entitlements; Part Two covers subsistence entitlements on assignment; Part Three covers payments, advances, rates, method of claim, method of payment and audit arrangements.

PART ONE

03.0104.
Elements.    Subsistence allowances comprise 3 elements:

a.
Night Subsistence (NS) (paragraphs 03.0105 - 03.0109) which normally consists of overnight accommodation and breakfast.
b.
Day Subsistence (DS) (paragraphs 03.0110 - 03.0112).

c. Incidental Expenses (IE) (paragraph 03.0113).

NIGHT SUBSISTENCE

03.0105.
General.    NS is paid for an overnight absence where there is no suitable Service accommodation provision.  Suitability of any available Service accommodation is at the discretion of the hosting unit commander.  The standard of available Service accommodation should be:

a.
No worse than that occupied on a regular basis by those of the same rank permanently assigned at the temporary duty station as the potential NS claimant,

or

b.
Transit accommodation suitable for short term occupation (up to 30 days) by Service personnel on temporary duty.

The unit commander must always be content that the additional cost of NS can be justified.  NS is the re-imbursement of actual expenditure, supported by receipts (See paragraph 01.0123), up to NS limits (see paragraph 03.0108), for costs necessarily incurred for overnight accommodation, food and drink during absence on duty from the permanent or temporary assignment station.

03.0106.
Inadmissible Journeys for NS.    NS is not admissible for a night on which a journey is begun after, or terminated at the home or duty station before, 0300 hours.  Nor is it admissible when Service personnel are required to travel overnight during the routine performance of their duties when there is no requirement for sleeping accommodation, regardless of when the journey starts or terminates.

03.0107.
Documentation.    A claim for NS must be supported (see paragraph 03.0170) by documentary evidence, as follows:

a.
A Non-Availability Certificate (NAC) indicating that suitable Service accommodation and/or messing is not available, or

b.
A letter from the hosting Service unit stating that there is no suitable Service accommodation available for the area of temporary duty (including where appropriate the reason why any available Service accommodation is deemed to be unsuitable), or

c.
Exemption from occupying Service accommodation granted under this Chapter (see paragraph 03.0119).

03.0108.
Types of NS.    The types of NS are:

a.
Defence Hotel Reservation Service (DHRS) Booked Accommodation and Meals.    A MOD appointed contractor operates the DHRS.  The DHRS provides Service personnel with hotel accommodation and some meals in the UK and overseas. Procedures for booking DHRS accommodation and meals are at Section 2 of this Chapter.  The hotel tariff booked via DHRS and the breakdown available on the subsequent hotel bill will determine the subsistence allowances which may be claimed as follows:

(1)
Where a Bed and Breakfast (B&B) booking is made via the DHRS, or when DHRS are unable to provide a suitable hotel (see paragraph 03.0202), the actual costs of the B&B tariff will be reimbursed, irrespective of MOD limits.  Where entitled, DS may be claimed in addition to the NS, up to the set MOD DS limit, for the actual cost of lunch and/or dinner meals.

(2)
DHRS also offer Dinner, Bed and Breakfast (DB&B) tariff in some hotels.  If DB&B tariff is booked via DHRS and the hotel provides an itemised bill for each element, actual dinner expenses may be claimed within the MOD DS limit.  If lunch is also required, reimbursement of dinner and lunch may not exceed the MOD DS limit.

(3)
If the hotel cannot provide an itemised bill for each element, actual inclusive costs will be reimbursed for DB&B as NS and any associated DS claim for lunch will be limited to the abated DS rate (see Chapter 1 Section 6).


b.
Private Arrangements Rate (PAR).    PAR is only payable when no Service accommodation is available and NS would normally be claimed.  Under these circumstances, where convenient, Service personnel have the option of making private arrangements to stay with relatives, (excluding their spouse/civil partner), or friends, as an alternative to using hotel accommodation.  PAR is paid at a flat rate and covers up to a 24-hour period, to compensate for all expenses incurred during that period (ie all meals, accommodation costs (if any), a gift for the hosts etc).  No DS or IE may be claimed for any periods for which PAR is paid.  The rate of PAR is at Chapter 1 Section 6.  Where the claim is for family subsistence, only one PAR claim is permissible per night irrespective of the number of family members who travel together and irrespective of whether or not this includes a Service spouse/civil partner.

c.
Service or Civilian Clubs.    Service personnel who are members of Service or Civilian Clubs may choose to stay in these clubs, which can be booked through the DHRS or direct by the member.  However, the Service person may claim actual expenditure only when the accommodation is booked through the DHRS.  
d.
Ferry Cabin.  When travelling overnight on a ferry, Service personnel may opt to book a ferry cabin in lieu of hotel accommodation.  Reimbursement will be for actual expenditure incurred for a standard class cabin only.  Reimbursement will specifically not cover the overall cost of the ferry ticket or any other element which does not constitute accommodation.  

03.0109.
Maximum Periods of NS in the UK.    Except where specifically stated otherwise within this Section, NS may not be claimed for more than 30 consecutive nights in a single temporary duty location in UK (but for Operational watch keeping duties in MOD London see paragraph 03.0133 and resettlement see paragraph 03.0138).  This limit may only be exceeded in exceptional circumstances (eg unforeseen short duration extensions of temporary duty), and under specific authority from SPVA Pay and Allowances Casework Cell (PACCC) or where prior authority has been granted by MOD SP Pol P&M (Allces)  for specific UK-based operations (eg for operations in connection with Military Aid to the Civil Authority).  Where there is an expectation of a temporary assignment of more than 30 days in one UK location, Service personnel should, on notification of the assignment, immediately apply for Lodging Allowance (LA) (Chapter 2 Section 1) or Substitute Single Service Accommodation (SSSA) and Food and Incidentals Allowance (FIA) (Chapter 3 Section 5) as appropriate.  When personnel in receipt of NS are absent, on duty, from their temporary duty location for more than 10 consecutive nights, their return to the same place of temporary duty will be treated as a fresh visit and NS will again be payable for a maximum period of 30 nights.  When the period of absence is for 10 nights or less the previous period spent at the place of temporary duty will count towards the 30 day maximum period.
DAY SUBSISTENCE

03.0110.
General.    DS is the re-imbursement of actual receipted costs (See paragraph 01.0123) , up to a DS limit (see Chapter 1 Section 6), for expenditure necessarily incurred for food and drink during the day for periods of over 5 hours’ absence from the permanent or temporary assignment station, when neither a Core Meal in a PAYD Unit or an Entitled Casual Meal in a non-PAYD Unit can be purchased.  DS may be claimed in combination with NS as appropriate.  Authority for claims for subsistence within 5 miles of the assignment station, temporary assignment station or home location are normally inappropriate unless the CO, or appropriate delegated officer, is content that the Service person’s duties make it impracticable for them to return to their duty station/home.  DS reimburses breakfast and/or lunch and/or dinner costs, tax and gratuities/service charges, except where NS is also being claimed for the same temporary duty, in which case breakfast costs are contained within NS, and not DS (see paragraph 03.0108a).  Aggregation of DS claims is permitted when Service personnel are away from their permanent duty station for 2 nights or more. This will enable personnel to submit DS claims over the whole period of detached duty, rather than accounting for expenditure against a daily limit. Service personnel who receive light refreshments, breakfast, lunch or dinner in the working environment or any form of Official Entertainment must not claim DS for the food and drink provided under these circumstances at public expense.

03.0111.
Gratuities and Service Charges.    If a gratuity (which is optional) or service charge (which may be discretionary) is included in the bill, it may be reclaimed.  It is recognised that countries have different customs and expected percentages vary.  As a general rule, any gratuity or service charge not included in the bill may be claimed, but should not normally exceed 10% of the value of the bill.  Total reimbursement for food, drinks and gratuities or service charges is restricted to the DS limit.

03.0112.
Maximum Period of Entitlement.    There is no maximum period for which re-imbursement of DS may be claimed.  Officers authorising duty travel are, however, to monitor cases of continuous or prolonged periods of absence from the assignment station, satisfy themselves that the requirement remains justified and that no other more suitable working arrangements can be made.
INCIDENTAL EXPENSES
03.0113.
Incidental Expenses (IE).    IE is a contribution towards personal expenditure,where expenditure has actually been incurred, during temporary duty overnight absences away from the permanent duty station.  IE caters for items such as laundry/dry cleaning, phone calls home, a newspaper, TV access, internetaccess, a shower etc, but this list is not exhaustive.  Receipts for expenditure are not required and reimbursement of IE will be paid at a fixed daily capped rate as shown at Chapter 1 Section 6.  IE forms a constituent part of subsistence allowances but is subject to different qualifying criteria; eligibility for NS and DS does not confer an automatic or enduring eligibility for IE.
a.
Eligibility to Claim IE.  SP are eligible to claim IE for overnight absences under the following circumstances;

(1) When required to occupy Service single accommodation (ie when on 

temporary duty) away from the permanent duty station.

(2)
When required to occupy a hotel while Service single accommodation is not available.    

(3)
When hospitalized on duty in the UK or overseas (the 30 night limit does not apply) 

(4)
When assigned on a temporary basis to a Course where the individual is expected to resume duties at their previous unit on completion.

b.
IE may be paid concurrently with all types of NS with the exception of PAR and daily combinations of NS and DS, but not normally with DS alone.  However, where SP are required to sleep overnight in the cab of a vehicle as part of their core duties (excluding those who sleep in vehicles during exercises / operations), they may, exceptionally, claim DS and IE concurrently with no NS.   

c.
Ineligibility to Claim IE.  IE is not payable in the following circumstances;

(1)
Any period beyond the first 30 calendar days/nights of a temporary duty absence away from the permanent duty station, regardless of the number of different overnight locations used.   Weekends and leave periods also count towards the 30 calendar days/nights, but IE may not be claimed for those nights when the SP is absent from the temporary duty station.

(2)
Any period in which a SP has access to the Deployment Welfare Package (Overseas) as defined in JSP 770.

(3)
Any period in which the SP is living under Field Conditions or is on a designated Exercise, regardless of the type of accommodation used.

(4)
Any period in which the SP is living in shipboard conditions.

(5)
Any period in which the SP is participating in sports or adventurous training activities.

d.
IE Time Limit.   IE is only payable for night absences within the first 30 calendar days/nights of temporary duty away from the permanent duty station.  The clock starts the first night the SP arrives at the temporary duty station, or the first night for which IE is claimed, whichever is the earlier, and ends on the 30th night thereafter.  The 30 calendar day/night clock is only reset when;

(1)
The SP returns to the permanent duty station for 1 night or more;

 AND

(2)
The following temporary duty absence is unrelated to the previous absence and is part of a different task or objective.   

e.
Return to the permanent duty station during weekends or leave periods will not reset the 30 calendar day/night clock.

ELIGIBILITY
03.0114.
Eligible Personnel.    The following personnel, who incur the types of expense met by subsistence allowances when they are authorised to travel on duty at public expense may claim subsistence allowance:

a.
All Regular members of the Armed Forces.


b.
All Reserve members of the Armed Forces, and Sponsored Reserves only when in contract.

c.
Immediate Families of Service personnel (but see Paragraph 03.0158 for IE).
d.
Colonel and Colonel Commandants of Regiments/Corps, TA Honorary Colonels and Honorary Air Commodores (there are at present no RN equivalents).

e.
Potential Recruits, Potential Officers and Competitors for Service Scholarships, Bursaries and Cadetships in the UK (for travel authority, see Chapter 4).

f.
Ex-Service personnel whilst travelling to meet Service requirements (eg outstanding medical appointments) under Service arrangements.

g.
Civilian companions of close Service family members in limited circumstances (as detailed at paragraph 03.0142).

h.
Foreign Exchange Officers, when authorised in the Memorandum of Understanding governing the terms of their exchange and on duties for which a British Service person would have an entitlement to NS, IE and/or DS.

i.
Cadet Force personnel (See Chapter 1 Section 2 - Definitions).

INELIGIBILITY

03.0115.
Ineligible Personnel.    Subsistence is not payable in the following circumstances:

a.
Where Service personnel are undertaking any Home to Duty Travel or any form of Get You Home journey.

b.
When Service personnel are living under Field Conditions, no matter what the type of accommodation, there is no entitlement to claim either subsistence or IE.

c.
For journeys by aircraft, ship or train when food and beverages are provided at public expense, including flights for which packed rations or in-flight meals are supplied.  On civil air flights when the in-flight refreshment is limited to a drink and light snack, a claim for any actual food and drink costs within the DS limit may be made.

d.
When involuntary separated (INVOLSEP) or voluntarily separated (VOLSEP) Service personnel, whilst absent from their assignment station on temporary duty, stay in accommodation that their spouse/civil partner normally occupies.

e.
When Service personnel are accommodated and/or fed under collective arrangements, or who would be, but for the fact that they are proceeding at their own choice under private arrangements (see paragraph 03.0122).  In both cases personnel are ineligible for NS and DS payments but may, however, claim IE.  Also, Service personnel who are provided with food and/or drink for Official Entertainment purposes or who receive light refreshments and/or food and drink in the working environment at public expense are ineligible as they are being fed under collective arrangements.

f.
When attending educational day release or evening classes or residential courses as (detailed in Chapter 4 Section 1) organised by local educational authorities, universities and technical colleges, even when travel at public expense may have been authorised. 

g.
When attending Chatham House courses and Open University summer schools in the UK for which residential fees to cover board and tuition are paid separately from public funds.

h.
When personnel travel in connection with sport, except as follows:

(1)
Service personnel appointed to an established post in which they are required to organise official Service sport, whilst travelling on such duty.

(2)
Members of sports committees summoned to attend a meeting of a single-Service or Combined Services sports association called or authorised by the relevant Sports Board.

(3)    Service representatives attending General Meetings of a sport’s National Governing Body (NGB). If a Service person is elected to a sub-committee within the NGB, subsistence costs are not to be met by public funds.

(4)
Key safety officials in major canoeing and winter sports competitions specifically authorised in each case by the Director of a single-Service Sports Board or the Combined Services Sports Board.  The competitions qualifying are the Command, single-Service and Inter Service championships in those canoeing and winter sports disciplines that are eligible for public funding; they are listed at Annex A to this Section.

i.
When Service personnel participate in any form of Adventurous and/or Expedition Training (with the exception of permanent staff whilst undertaking their primary duties).

j.
At stations in the UK and overseas where personnel are accommodated in specified hotels on a contract basis.  In these circumstances, the hotel bills for food and accommodation are normally paid collectively direct from public funds.  In such cases personnel are ineligible for NS and DS payments, but may claim IE.
k.
When Service personnel are in receipt of Meals Out Allowance (MOA) or Special Messing Allowance (SMA) they are ineligible to claim DS for the same meal(s).

l.
When shift workers undertake their normal duties at their permanent duty station.  They may, however, have an entitlement to Reclaim the Daily Food Charge/Core Meal (see Section 3 of this Chapter) and/or MOA (see Section 4 of this Chapter).

m.
When family members who are not entitled to travel at public expense accompany Service personnel on temporary assignment visits.

n.
When Service personnel attend Garden Parties.

o.
When EUMS staff are engaged on duties directly related to their post.  These Service personnel and their accompanying immediate family do, however, remain entitled to NS but not DS on arrival and departure from their EUMS post within the criteria at Part Two to this Section.

p.    
Army recruits under Phase 2 Training who, due to course structures, cannot be said to have a permanent Duty Station and therefore are not eligible for IE.
CONDITIONS

03.0116.
Prior Authority.    Both line management and budgetary written or verbal authority are required before making subsistence arrangements.
03.0117.
Conditions.    Subsistence expenses re-claimed must be:
a.
Reasonable, not excessive in nature and provide good value for the MOD in respect of accommodation, food, drink and incidental expenses (for DS, see guidance at paragraph 03.0118).

b.
Directly related to the duty concerned.

c.
Expenditure which would not have been incurred but for the duty. 

03.0118.
Guidelines for DS Meals.    DS enables an individual to be reimbursed for actual, receipted costs for subsistence expenditure whilst on duty away from home, ie the costs of eating and drinking incurred, up to the DS capped limit (see Chapter 1 Section 6).  Should an individual choose, out of personal preference, to spend more than the DS limit, then they are required to fund personally this additional expenditure themselves.  A DS claim may include an alcoholic drink.
03.0119.
Exemption from Occupation of Service Accommodation.    Irrespective of the availability of Service accommodation NS may be claimed by the following:

a.
Service police personnel when visiting a station at which they are conducting an investigation.

b.
Service personnel from the MOD or Service HQs, on inspection or similar duties when the nature of the duty makes it inappropriate for them to stay in Service accommodation (eg a Compulsory Drug Test Team required to pre-position the night before a unit test).

c.
Service personnel when serving as a member of a Service Court.

03.0120.
Commencement of Absence.    The period of absence on duty commences from the time of departure from the assignment station or from the Residence at Work Address (RWA).  When, however, a journey begins or ends at a Selected Place of Residence (SPR), the allowance is not to exceed the amount that would have been admissible had the journey begun or ended at the permanent or temporary assignment station.

03.0121.
Temporary Assignment Overseas.    NS may be claimed for up to 4 consecutive months in any single overseas station by Service personnel on temporary assignment from the UK or from their overseas permanent assignment station.  This period may only be extended with the authority of SPVA PACCC (eg unforeseen short duration extensions of temporary duty), when Overseas Rent Allowance (ORA) would be inappropriate (see Chapter 2 Section 2).
03.0122.
Party Travel Collective Arrangements.   Where, the CO or appropriately delegated officer is satisfied that it is more economical, or administratively easier, personnel travelling in parties of 4 or more are to be provided with accommodation and/or food under the following collective arrangements in lieu of each eligible Service person claiming subsistence allowances:

a.
Where accommodation only, or accommodation and food, is involved this should be provided collectively.

b.
Where food in transit, but no accommodation, is provided, a CO may authorise either:

(1)
Meals to be purchased collectively.  The cost of these meals is to be charged to the appropriate Subsistence Resource Accounting Code (RAC) and is to be paid under unit arrangements; or

(2)
Packed meals to be provided by the unit to both living in and living out Service personnel without additional charge.

c.
The total food and accommodation costs, as appropriate, to be met by collective arrangements are to be paid via Public/Imprest Accounts supported by receipted bills, details of those incurring the costs and details of the comparative costs for individual subsistence entitlements.

03.0123.
Service Personnel in Receipt of FIA or LA.    For Service personnel in receipt of FIA (see Section 5) or LA (see Chapter 2 Section 1), the actuals claimed up to the NS and/or DS limits in any 24 hour period, are to be abated by the food element of FIA or LA (see Chapter 1 Section 6 for rates of abatement).  
03.0124.
Concurrent Payment with Local Overseas Allowance.    Where eligible, Subsistence Allowances (NS, DS or IE) may be paid concurrently with LOA (see Chapter 6 Section 1).
03.0125.
Official Entertainment.    A Service person who has travelled on official business and is given hospitality in the form of an overnight stay in the home of an officer (military or Civil Service), who claims official entertainment costs in respect of that visit, is eligible to claim only half rate of PAR.

03.0126.
Travel by Private Motor Vehicle.    When a Service person elects to travel by private motor vehicle in personal preference to unit transport or other official means and Motor Mileage Allowance (MMA) is claimed, entitlement to Subsistence Allowance is limited to the amount which would have been payable if travel had been by unit transport or other official means.

STANDING ENTITLEMENTS

03.0127.
General.    Provided the eligibility and conditions in this Section are met, the standing subsistence entitlements detailed in the following paragraphs apply.

03.0128.
Transport Emergencies.    Service personnel who are unable to travel between their duty station and their RWA during a public transport emergency, and whose duty is designated essential by their CO or senior line manager (OF3 or above) are eligible to claim subsistence expenses when Service transport or accommodation is not available.

03.0129.
Accommodation Near to the Place of Work.    If there is an essential requirement for personnel to sleep near to their place of work for 2 or more consecutive nights, or at least one night a week over a period of weeks, and there is no Service accommodation available, they may be accommodated in a hotel, booked through the DHRS on DB&B or B&B tariffs only.  Lunch meals may not be claimed.  If DHRS are unable to meet a hotel accommodation requirement, private arrangements may exceptionally be made and refunded in line with the NS/DS rates for the appropriate country.  Claims may also be made for IE.

03.0130.
Personnel Detained on Duty in MOD Establishments with no Mess/ Accommodation Facilities.    A Service person whose normal place of duty is a MOD establishment with no facilities for an evening meal or accommodation, and who is necessarily detained on duty to such a late hour that normal public transport services will not enable the Service person to reach home before midnight, can claim reimbursement for actual allowable costs incurred for NS (limited to DB&B and IE).  In these cases, the authorising officer must be content that public accommodation is not available and late duty was necessary (ie the Service person did not choose to work late/stay at their place of duty as a matter of personal convenience).  Where the Service person claims MOA, refunds are limited to NS for B&B and IE.

03.0131.
Night Duty in MOD London.    Service personnel undertaking a night duty at MOD establishments in London may reclaim actual dinner and breakfast costs up to the DS limit, provided they meet all the following conditions:

a.
Undertake a night duty after normal working hours.

b.
Are not provided with free meals, or rations and cooking facilities from Service sources.

c.
Are unable to return home for meals.

d.
Purchase an evening meal and/or breakfast, from a commercial establishment.

e. Are not in receipt of MOA, SMA, LA or FIA.

f. Do not carry out a night duty instead of a day duty.

g. Do not sleep in the office for their own convenience.

h. Are not shift workers or whose normal conditions require them:

(1)
To work at night or at weekends (or to be on call during these times in addition to normal duty) even where the contingency arises infrequently or irregularly.

(2)
To work unsociable hours.

03.0132.
MOD London Watch Keepers During Operations.    Service personnel in MOD London who are watch keepers during operations will be eligible to reclaim the cost of an evening meal necessarily purchased from commercial sources, within the MOD DS limit.  They may also be eligible to Reclaim the Daily Food Charge/Core Meal  for the missed evening meals (see Section 3 of this chapter).  In order to qualify they must be:

a.
Living in single living accommodation.  

b.
Required to work on operational watch keeping duties beyond 1900 hours on a regular basis (at least 9 occasions per month) and as a result miss the evening meal provided at their place of accommodation.

Those eligible to make these claims must not be in receipt of Food and Incidentals Allowance (see Section 5 of this chapter), Special Messing Allowance (see Section 6 of this chapter), Lodging Allowance (see Chapter 2 Section 1), living out supplemented/find own food rates of Local Overseas Allowance (see Chapter 6 Sections 1 and 2) or be provided with packed meals.  

03.0133.
Subsistence Allowance Maximum Payment Periods During Operations.    Where Service personnel are authorised to claim NS as a consequence of duties on a specific named operation (eg an extended fireman’s strike) they may continue to claim NS in the UK beyond the normal 30 day maximum entitlement period (see paragraph 03.0109).     

03.0134.
Personnel who Require Hotel Accommodation Prior to Early Duty Flights.    Where it is necessary for a Service person, and where appropriate their immediate family, to pre-position in order to board an early duty flight, NS may be claimed for a hotel close to the departure airport from which public transport is readily available to meet the early flight.  NS is not to be claimed if Service accommodation is available near the departure airport or the early flight was chosen for personal convenience.

03.0135.
Diversion of Duty Flights.    Service personnel and immediate families on a duty flight that is diverted and forced to land away from their scheduled destination will only be entitled to NS and/or DS for any period that Service provided accommodation and food is not available and personal expense is necessarily incurred.  When assessing availability, Service personnel should consider proceeding to a nearby military unit/station.  All claims for subsistence expenses under these circumstances are to be supported by a detailed statement outlining the circumstances, which is to be retained by the claimant with their supporting receipts.

03.0136.
Investitures.    Subsistence allowances may be claimed by Service personnel when summoned to attend an investiture by, or on behalf of, Her Majesty The Queen, or at a presentation by a Senior Officer for the purpose of receiving an honour or award earned in a Service capacity.  The NS/DS allowances will only be admissible when travel at public expense is authorised in accordance with Chapter 4.  Subsistence allowances are not admissible for family members or other spectators including those individuals who have been authorised to travel at public expense in accordance with para 04.0123.

03.0137.
Relatives of Deceased Service Personnel Attending Investitures or Presentations.    When invited to attend an investiture or presentation by, or on behalf of, Her Majesty The Queen to receive a posthumous award (or an award due to a Service person who died before the investiture or presentation), NS and/or DS may be paid for up to 2 people attending the investiture or presentation.  Entitlement to NS is limited to one night in these circumstances.
03.0138.
Resettlement Courses.    Resettlement training authorised in accordance with JSP 534 (Tri-Service Resettlement Manual), may attract subsistence allowances for the duration of the course, irrespective of the maximum number of days limit at paragraph 03.0109.  For UK or overseas hotel accommodation booked through the DHRS actual receipted costs of B&B or DB&B can be claimed.  If the DHRS cannot provide suitable accommodation and the Service person obtains such accommodation through their own means then the actual costs incurred may be claimed, providing the Service person has proof the DHRS were approached and could not provide suitable accommodation. The proof must be kept for audit purposes.
03.0139.
Post-Discharge Resettlement.    Service personnel specifically authorised and granted exceptional authority by MOD Director Resettlement to attend resettlement courses after being discharged from the Service, are eligible to claim subsistence allowances under the terms of paragraph 03.0138.  Where it is necessary for an ex-Service person who is medically discharged to be accompanied by their spouse/civil partner or carer, that person is also eligible to claim subsistence allowances.

03.0140.
Post-Discharge Service Medicals.    An ex-Service person (and their medical escort if required) who is authorised to travel at public expense to attend a medical examination at the request of MOD, is/are eligible to be paid subsistence allowances.

03.0141.
Repatriation of Deceased Service Personnel.    On those occasions when a Service person’s body is repatriated to the UK, close relatives/associates (known as the family group and normally limited to a maximum of 5 personnel) who have been invited to the airhead at public expense will have their NS and/or DS costs met from public funds.  The Joint Casualty and Compassionate Centre (JCCC) will provide advice and method of claim (see JSP 751 Chapter 11 - Funerals, Burials, Cremations and Headstones). 
03.0142.
Authorised to Travel on Dangerously Ill Forwarding of Relatives (DILFOR) UK.     When close family members of a Service patient hospitalised in UK are authorised to travel to the bedside within the DILFOR UK Scheme, they may claim NS and/or DS costs as detailed in JSP 751 Chapter 7 - Visits by Relatives and Friends to Sick and Injured Personnel in Hospital (incl DILFOR).

03.0143.
Service Personnel Accommodating Relatives Authorised DILFOR (Overseas).    Service personnel may claim an allowance at one‑third of the PAR for each relative of a Very Seriously Ill (VSI) or deceased Service person they accommodate for the authorised duration of their visit when the relatives are authorised to travel overseas at public expense under DILFOR (Overseas) provisions (see JSP 751 Chapter 7 - Visits by Relatives and Friends to Sick and Injured Personnel in Hospital (incl DILFOR)).
03.0144.
A Relative or a Companion, Travelling Overseas in Connection with Illness or Death.    When a relative or a companion is authorised to travel overseas under the terms of Chapter 4 Section 11, accommodation is to be provided by the authority/unit as economically as possible at public expense by providing either:

a.
Public accommodation; or

b.
Accommodation with a Service family; or

c.
Hotel accommodation booked via the DHRS.

If hotel accommodation is arranged, the relative and companion are able to claim NS and/or DS for the length of the authorised period of the visit.  This will not normally exceed 7 days.  If visitors make their own arrangements, PAR is admissible, but the 7 day maximum period still applies.

03.0145.
Attendance by Family Members at Inquests into Deaths Attributable to Service.    The detailed eligibility and entitlements are in Chapter 4 Section 1 of this JSP and JSP 751 Chapter 14 - Boards of Inquiry and Inquests.  There is no entitlement to IE for family attendance at Inquests.
03.0146.
Overnight Accommodation Associated With Compassionate and Sick Leave Flights.    Service personnel, and where appropriate their immediate family, on authorised compassionate, or sick leave, travelling to or returning from their destination, who find it impracticable to complete their journey within 24 hours are eligible to claim subsistence allowances for a maximum 24 hour period, provided suitable Service accommodation (eg Gateway House at RAF Brize Norton) is unavailable (see JSP 751 Chapter 20 - Compassionate Leave Travel at Public Expenses - Service Personnel and their Spouses).

03.0147.
Service Personnel From Overseas Stations Attending UK Hospitals in Support of Service Personnel/Immediate Families Admitted To Hospital or to Outpatients.    Service personnel from overseas stations can claim subsistence allowances if they return to the UK with a serving person/accompanying immediate family member who is being admitted to a UK hospital or is attending a UK hospital as an outpatient.  Where the family member being admitted to or attending a UK hospital is a child, the child may be accompanied by either the Service parent or the Service parent’s spouse/civil partner, and either, but not both, may claim subsistence allowances for the journey.  To be eligible to claim subsistence allowances a competent medical authority must deem that the Service person/immediate family member returning requires to be accompanied and there must be no suitable hospital accommodation or Service accommodation (eg a vacant SFA available at any unit/station within a 50-mile radius of the hospital, or a vacancy in the Cotswold Centre if the hospital is within a radius of 50 miles).

03.0148.
Return to the UK for Confinement of Pregnant Women who are Servicewomen, Wives of Servicemen or Civil Partners of Servicewomen.    If a pregnant woman, who is a Servicewoman, wife of a Serviceman or the civil partner of a Servicewoman, is returned to the UK on the advice of a competent medical authority, subsistence at PAR (see paragraph 03.0108b) may be paid for the pregnant woman up to a period of 6 weeks before, and up to 2 weeks after the birth.  PAR will not be paid during any period of hospitalisation.  If the decision to return to UK for confinement is a personal choice, claims for subsistence allowances are inadmissible.

03.0149.
Travel Between Northern Ireland and Great Britain Whilst on Duty.    Service personnel travelling on duty by ferry from NI to GB, or GB to NI, may claim subsistence allowances (at the appropriate rate) as follows:

a.
If embarking/disembarking a ferry at Liverpool.    There is no entitlement to subsistence allowances.

b.
If embarking/disembarking a ferry at Stranraer or Cairnryan.    When the starting point or final destination for the journey is beyond the following points, Service personnel will be entitled to NS for one night (and related DS and IE):
(1)
North of a line between Montrose and Fort William.

(2)
South of a line between Abergele (Wales), Cannock, York and Whitby.

c.
If embarking/disembarking a ferry at Troon.    When the starting point or final destination for the journey is south of Troon, there is no entitlement to subsistence allowances.  If it is north of a line between Peterhead and Kyle of Lochalsh, however, Service personnel will be entitled to NS for one night (and related DS and IE).

d.
If embarking/disembarking a ferry at Heysham.    When the starting point or final destination for the journey is north of Heysham, there is no entitlement to subsistence allowances.  If it is south of a line between Torquay and Barnstaple, or Southampton and Tilbury, however, Service personnel will be entitled to NS for one night (and related DS and IE).

03.0150.
Scottish Outer Isles.    Subsistence allowances may be paid to Service personnel who are permanently assigned to the Scottish Outer Isles and who are unavoidably detained (eg because of flight or sailing cancellations due to bad weather) when returning to duty from temporary duty elsewhere, or exceptionally from leave, for each night necessarily spent in a hotel or similar accommodation.  Reimbursement is limited to the NS, DS and IE conditions at paragraphs 03.0105-13 for the Service person and accompanying immediate family.

03.0151.
Travel in Parties as Escorts and Service Personnel Under Arrest.    Subsistence allowances can be claimed in the following circumstances:

a.
Where the party is of 3 or less, the Escorting Officer or Non-Commissioned Officer (NCO) in charge of the escort party and the other escorts can claim personal subsistence allowances.  The Escorting Officer or NCO in charge of the escort party is to pay for the prisoner’s food and then claim for themselves and the prisoner(s) actual costs within the MOD limit for the appropriate allowance.

b.
Where the party is of 4 or more, arrangements are, where possible, to be made under the collective conditions as set out at paragraph 03.0122.

03.0152.
Charges for Service Personnel in Civil Custody.    Actual charges for food for Service personnel in civil custody may be paid to the civil authorities and reclaimed by the Escorting Officer or NCO in charge of an escort party.  Actual expenditure, irrespective of MOD limits may be reimbursed.

03.0153.
Travel in the UK for Families of Service Personnel Under Sentence in the Military Corrective Training Centre (MCTC).    Where it is not possible for a visitor to a Service person under sentence in the MCTC to complete the return journey in one day, NS to cover the cost of overnight accommodation for one night will be admissible.  Reimbursement to the visitor is limited to the NS conditions at paragraphs 03.0105-09.  IE may not be paid under these circumstances.

03.0154.
Escorts Fed and Accommodated by Civilian Police.    Where escorts are fed and accommodated under civilian police arrangements actual expenditure on subsistence expenses may be reclaimed, irrespective of MOD limits.

03.0155.
Personnel Temporarily Accommodated in Foreign Messes.    Service personnel required to pay for accommodation and/or meals when temporarily accommodated in foreign messes may be reimbursed the actual cost up to the appropriate subsistence rate for the country where the Mess is located.

03.0156.
Groups Accommodated in Foreign Messes.    Where a large detachment of personnel are staying in foreign Messes one of the following may be applied:

a.
Personnel are reimbursed for actual accommodation and food expenses up to the appropriate NS and DS allowance rates for the country where the Mess is located. Service personnel may also claim IE.
b.
If there is a collective arrangement and the bill is centrally paid for the group, personnel are ineligible for personal NS or DS expenses.  However, Service personnel may claim IE.

03.0157.
Personnel Evacuated from their Permanent Duty Station Overseas.    Service personnel and/or their accompanying immediate families evacuated from overseas under the authority of the Head of Mission, but not as a result of personal choice, are eligible to claim NS, DS and IE for initial accommodation arrangements in the UK, or other country to which they have been evacuated, for each member of the immediate family evacuated.  These are payable for up to 30 days from arrival if no other suitable Service accommodation is available.  Where the evacuated family chooses to stay temporarily with friends and family as an alternative to hotel accommodation NS at PAR may be paid for up to 90 days.

PART TWO
SUBSISTENCE ENTITLEMENTS ON ASSIGNMENT

03.0158.
General.    A Service person, and if applicable, their immediate family, will be eligible to receive subsistence allowances for their journey to their new duty station, when assigned, in writing, to a new permanent duty station, which requires a move of residence for Service reasons.  Where the immediate family are required to travel independently at public expense, they will be entitled to subsistence allowances (but not IE) in their own right.  When Service personnel travel with their immediate family there will be no eligibility to concurrent payment of IE with any NS entitlement.  Where the Service person travels alone, they will be eligible for concurrent NS costs and IE.
03.0159.
Journey to the First Permanent Assignment Station on First Joining the Services and on Termination of Full-Time Service.    Personnel can claim DS for the journey within the UK to their first permanent assignment station and from their releasing unit to the selected place of residence within the UK as a result of their termination of full-time service where the duration of the journey necessitates expenditure on meals.  Where, unusually, overnight accommodation is necessary (eg an early morning reporting time at the first duty station), NS may be admissible in addition to DS.  Journeys to/from countries other than the UK only attract subsistence allowances for the portion of the journey undertaken in the UK.  There is no entitlement to subsistence for those who are already serving overseas who elect to retire overseas.

03.0160.
Change of Permanent Assignment Station Within the UK for Personnel due to be Accommodated in Substitute Service Accommodation - Preliminary Viewing.    Service personnel who are assigned to a new permanent assignment station within the UK and are in receipt of a NAC, are eligible for one night’s NS for themselves and, if they are viewing SSFA, their accompanying immediate family members, to facilitate their preliminary viewing and selection of new SSFA/SSSA accommodation.

03.0161.
Change of Permanent Assignment Station From Overseas to the UK for Personnel due to be Accommodated in Substitute Service Accommodation - Preliminary Viewing.    Service personnel who are assigned to a new permanent assignment station in the UK from overseas, and are in receipt of a NAC, are eligible for subsistence allowances for up to 4 nights for themselves only, to facilitate their preliminary viewing of SSFA/SSSA and selection of new accommodation prior to their relocation to the UK.

03.0162.
Service Families Accommodation Unavailable for Less Than 28 Days in the UK.    Service personnel permanently assigned to a UK duty station where public accommodation has been allocated, but for administrative reasons is temporarily unavailable for occupation for up to 28 days, are entitled to claim subsistence allowances for a period of up to 3 nights for themselves and their immediate accompanying family, or up to 4 nights when a Sunday or Public Holiday is included.  This entitlement to subsistence allowances may be utilised at the old or new UK permanent assignment station.  If SFA cannot be made available after 3 nights (4 if a Sunday or Public Holiday is included), the Service person will be expected to occupy SLA until SFA becomes available.  Subsistence allowances will not be available to the immediate family beyond 3/4 nights.  Where no SLA is available, subsistence allowances may be paid for the Service person only, until SLA or SFA is available, subject to the 28-day maximum.  A certificate is to be obtained from DHE, the relevant housing authority or the unit, to support a subsistence claim.  Service personnel will not be entitled to additional subsistence, above those allowed in this paragraph.  For clarity, these additional subsistence allowances are not payable in the following circumstances:

a.
When purchasing a property for which there is no entitlement to claim a refund of legal expenses for that transaction.

b.
When occupying temporary accommodation which is not within 50 miles or 90 minutes travelling time of the new permanent assignment station.

c.
When searching for accommodation, which is not within 50 miles or 90 minutes travelling time of the new permanent assignment station.

d.
When living with relatives or friends whilst searching for accommodation.  In this instance, PAR for 3 nights, or 4 nights if a Sunday or public holiday is included, is admissible.
03.0163.
Service Families’ Accommodation Unavailable for 28 days or More.    Where married Service personnel or those in a civil partnership are entitled to, and have applied for, SFA at their new permanent assignment station but have been informed that none is available for occupation within 28 days of joining for duty, the receiving unit can grant subsistence allowances for up to a maximum of 11 nights UK (14 nights if overseas) providing it is necessary to stay within 50 miles or 90 minutes travelling time of their new place of duty to look for privately rented accommodation, SSFA or a property to purchase.  These additional nights subsistence allowances are normally to be taken during periods of relocation inter-assignment leave.

03.0164.     Subsistence Allowances on Departure from a Permanent Assignment Station in the UK.    Where Service personnel permanently assigned from the UK to an overseas duty station unavoidably incur hotel expenses (eg they are required to move out of their residence at duty station for Service reasons prior to their departure date) they are entitled to claim subsistence allowances for up to 3 nights for themselves and their immediate accompanying family, or up to 4 nights when a Sunday or Public Holiday is included.  This subsistence allowance entitlement is to be claimed for temporary overnight accommodation in the UK.  There may also be an entitlement to further subsistence allowances  on arrival at the overseas duty station in accordance with paragraph 03.0165.  Where the assignment is within the UK and SFA is unavailable on arrival at the new UK duty station there may be an entitlement to subsistence allowances in accordance with paragraphs 03.0162 or 03.0163.
03.0165.
Subsistence Allowances on Arrival at a Permanent Assignment Station Overseas.    From the official call-forward date, where Service personnel unavoidably incur hotel expenses, for themselves and where applicable their accompanying immediate family, on arrival at an overseas permanent assignment station, (irrespective of the location of the previous assignment station), before moving into either public or overseas rented accommodation, subsistence allowances may be claimed for a period of up to 14 nights on arrival.  The local CO (or delegated officer) has the authority to extend this period to a maximum of 28 nights on arrival if the continued occupation of hotel accommodation is unavoidable.  Occupation of hotel accommodation beyond 28 nights requires authority from SPVA PACCC.  Application for authority should be submitted as early as possible to SPVA PACCC to consider whether subsistence allowances should continue.  The application should give the reason for continued occupation of hotel accommodation and details of the family and anticipated costs involved.

03.0166.
Subsistence Allowances on Departure from a Permanent Assignment Station Overseas.    Where Service personnel unavoidably incur hotel expenses, for themselves and where applicable their accompanying immediate family, on departure from an overseas permanent assignment station following a requirement to move out of either public or overseas rented accommodation, subsistence allowances can be claimed for a period of up to 6 nights.  The local CO (or delegated officer) has the authority to extend this period to a maximum of 14 nights on departure if the continued occupation of hotel accommodation is unavoidable.  Occupation of hotel accommodation beyond 14 nights requires authority from SPVA PACCC.  The application should give the reason for continued occupation of hotel accommodation and details of the immediate family members and the anticipated costs involved.

PART THREE

PAYMENTS & ADVANCES

03.0167.
General Guidance.    Service personnel should note the following points when considering submitting claims for subsistence allowances:

a.
They are responsible for the accuracy of their claims and that, by submitting them, they will be confirming that expenditure was actually and necessarily incurred.

b.
The submission of incorrect claims will normally lead to recovery of claims/sums paid and/or disciplinary action.  It is a serious offence to make, or conspire in the making of, a false claim or to withhold any information relevant to a claim.  Personnel should seek advice at the earliest opportunity from their line manger or unit HR admin staff if they are in doubt or experiencing difficulty in any aspect of completing their subsistence claim.

c.         Compensation accepted in respect of personal hardship caused by disruption of an official journey (eg cancellation or overbooking of an air flight; an excessive delay; or for downgrading of travel or accommodation), such as a meal or overnight accommodation in lieu of this, is to be taken into account in any subsequent expenses claim. Subsistence will normally only be payable to cover any additional expenditure necessarily incurred.
03.0168.
Line Manager Authorisation.    Subsistence claims will not normally require line manager authorisation prior to payment, except for Service personnel in the following categories:

a.
Those undergoing initial training prior to joining the trained strength of a unit.

b.
Service personnel who have previously been found guilty of any act of fraud or dishonesty and whose award is not spent.
c.
Service personnel and groups at the discretion of senior line management where local managerial, geographic or financial conditions merit consideration.

03.0169.
Advances.    The following arrangements apply for the payment of advances:
a.
An advance must not be applied for more than 21 days before the expected commencement of the period of duty
;

b.
Advances must not be for more than 90% of the anticipated cost of the duty; 

c.
Personnel must not have more than 3 advances outstanding at any one time; and

d.
The minimum amount for an advance is £50. 

Advances not cleared by the 31st day after completion of the duty for which the advance was authorised will be deducted direct from the Service person’s pay account. Service personnel in possession of a Government Procurement Card (GPC), and specifically authorised to use it for personal subsistence, should use that to pay bills, rather than seek an advance of subsistence expenses.  GPC cards can be used for the payment of DS and NS bills, but not for the payment of IE bills (in accordance with JSP 332 (Low Value Purchases)).
03.0170.
Re-imbursement Limits and Promulgation.    MOD sets separate limits for Armed Forces personnel for DS and IE for UK and overseas, above which actual expenses may not normally be reimbursed.  Limits for PAR, DS and IE and overseas IE are at Chapter 1 Section 6.  Where expenses above the limits for NS or DS are necessarily or unavoidably incurred as a consequence of the duties, but not personal choice, the service person's line manager and local budget manager must authorise the reimbursement of actual costs in excess of the caps.  This does not apply to refunds of IE.  Under no circumstances should IE caps be exceeded.    
03.0171.
Receipts and Supporting Documentary Evidence.    The payment of actual costs makes it necessary for all NS and DS expenditure, but not IE expenditure to be supported by receipts and supporting documentary authority to undertake the duty.  Receipts are required for all NS and DS expenditure, where these can be reasonably obtained. It is recognised that obtaining some receipts may be impractical.  
Receipts are to be the itemised receipt that is provided to you by the hotel, restaurant or other retailer. A credit/debit card receipt or voucher which contains no details of the items purchased is not an acceptable record. (Where the itemised receipt has been lost a credit/debit card receipt is better than nothing but must be annotated with the specific details of the purchases claimed.) In cases where receipts cannot be obtained, a statement signed by the Service claimant itemising the expenses is to be retained with a copy of the claim.  Service personnel are required to retain a copy of all claims with supporting receipts, authority to travel and, where appropriate, NACs for a period of 24 months after the date of the claim.  It is emphasised that these documents are to be retained by the Service claimant and if requested by any authorised person, they are required to produce them for audit/ inspection.  An ‘authorised person’ may be the CO or a delegated authority at the Service person’s unit or an external Service or civilian inspection/audit team.  HM Revenue and Customs (HMRC) have statutory powers of inspection.  Failure to produce these documents will normally lead to recovery of claims/sums paid and/or disciplinary action.

03.0172.
Collective Arrangement Payments.    Payments for food and/or accommodation under collective arrangements should be made using a GPC or via the unit Public/Imprest Account supported by receipted bills, details of those incurring the costs and details of the comparative costs for individual subsistence entitlements.

RATES

03.0173.
Rate Calculation.    The various subsistence allowance rates are calculated by SP Pol P&M (Allces)  as follows:

a.
DHRS  Bookings.    There is no set rate for NS for bookings made for UK or overseas hotels via DHRS.  B&B or DB&B actual receipted costs may be claimed.

c.
PAR.    PAR is paid on the assumption that those staying overnight with friends or relatives will take a small gift in lieu of a contribution towards their board and lodging.  To enable SP Pol P&M (Allces) to calculate a rate, this gift is based on the cost of 2 medium-priced bottles of wine purchased from a reasonable quality supermarket.

d.
DS - UK.    DS is paid within the UK to reimburse actual expenditure, supported by receipts, up to the daily MOD limit.  The daily MOD limit is calculated based on independent commercial data.
e.
DS - Overseas.     DS is paid overseas to reimburse actual expenditure, supported by receipts, up to the MOD limit as published by SP Pol P&M (Allces).  These rates are calculated on independent commercial data and are published in the relevant overseas currency.  In certain circumstances, for example during an exercise in which personnel will eat at a combination of military on base and commercial off base locations, a revised overseas DS rate can be set.  Requests for specific overseas DS rates are to be made to SP Pol P&M (Allces).
f.
Abated DS Rate.    The abated DS rate (see sub-paragraph 03.0108a(3)) is calculated by SP Pol P&M (Allces).  It is calculated based on independent commercial data.
g.
IE Rates.    Reimbursement of IE is at a fixed daily capped rate as shown at Chapter 1 Section 6 and receipts for expenditure are not required. IE are designed to cover the daily cost of necessary personal incidental expenses for the cost of laundry/dry cleaning, a telephone call of up to 3 minutes duration and a daily newspaper.  The rate for IE for personnel on duty, who are hospitalized, is to include reimbursement for additional admissible expenditure, for example: TV usage, the purchase of books and magazines, stationery and postage. The rates of IE are the maximum allowed tax-free by HMRC for UK and overseas.
METHOD OF CLAIM
03.0174.
Method of Claim.    Subsistence allowances are to be claimed by eligible Service personnel using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and submitted to unit HR admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to the JPAC for input to JPA.  

03.0175.
Cost  Attribution.    The JPA Expenses Claim system has been designed to automatically populate the Unit Identification Number (UIN) field, used for cost attribution, with the parent unit UIN of the claimant.  It is recognised that many Expenses Claims need to be attributed to different UINs (eg Service personnel who work as part of a project team who need to attribute their costs to different project UINs).  Accordingly, personnel are to change UIN field on their I-Expense claim to properly reflect cost attribution.        

METHOD OF PAYMENT

03.0176.
Method of Payment.    All subsistence allowance entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.  Entitlements for spouses/civil partners to claim subsistence allowances for duty journeys independent of their Service spouse/civil partner will be paid locally via the unit Imprest/Public account using a receipted JPA Form F016 to support the account.  This method of payment should not be used for claims submitted by the Service person on behalf of their spouse/civil partner for subsistence entitlements associated with journeys such as assignment journeys.   
AUDIT ARRANGEMENTS

03.0177.
JPA Audit Arrangements.    All travel and subsistence allowance claims processed and paid via JPA, irrespective of whether the claim is made using the JPA on-line system or by submission of a manual claim form via the unit HR Admin Staff, will be subjected to a 5% random audit.   5% of electronically submitted claims will be automatically and randomly selected for audit by the JPA system at the time they are submitted for payment.  5% of manual claims will be selected for audit when the details are input by JPAC for payment on JPA. (see paragraph 01.0123).  

03.0178.
Additional JPA Safeguards.    In addition to the audit requirements, there are a number of additional safeguards built into the JPA Expenses Claim system which require some claims to be authorised prior to payment.  Authorisation will be required when:

a. A Service person exceeds a pre-determined number of claims in any 31 day period.

b.
A claim exceeds a pre-determined amount.

c.
A Service person exceeds a pre-determined total amount claimed in any 31 day period. 

d.
A Service person exceeds a pre-determined amount for any expense type on any line entry on any claim.

e.
The claimant is one of those personnel within the groups identified at paragraph 03.0168.

All automated Expenses Claims that require authorisation will be sent automatically by the JPA system to the unit Expenses Authoriser appropriate to the value of the claim. The Expenses Authoriser will be required to check the claims for accuracy and validity before authorising them for payment via JPA.  Claims requiring authorisation because the amount claimed exceeds the safeguard at paragraph 03.0178d should only be authorised for JPA payment in exceptional circumstances and with budget manager/CO approval.  Automated Expenses Claims which are subsequently authorised for payment may also be identified for audit.  Those claims which are submitted manually to the unit HR Admin staffs will also be checked to ensure that they are accurate and valid claims prior to them being added to the JPA pre-formatted spreadsheet.  Details of the claims on the spreadsheet, including totals, will also be checked by the unit Expenses Authoriser prior to submission to JPAC for input and payment.    

Annex:

A.
Specified Sports Events and the Number of Safety Officials Eligible for Subsistence Allowances. 

SPECIFIED SPORTS EVENTS AND THE NUMBER OF SAFETY OFFICIALS ELIGIBLE FOR SUBSISTENCE ALLOWANCES

1.
The number of sports safety officials authorised to attend the specific levels of events and be eligible for subsistence allowances are listed in the table below.  The limitations stated within the table are not to be exceeded.

	Serial

(a)
	Sport

(b)
	Disciplines

(c)
	Level of Event

(d)
	No of Officials

(e)
	Length of Event (Days)

(f)

	1
	Canoeing
	Slalom
	Inter Service
	2
	4

	
	
	WWR

	Inter Service
	2
	3

	
	
	Surf
	Inter Service
	2
	3

	
	
	S&M

	Inter Service
	2
	3

	
	
	Slalom
	Single Service 
	2
	3

	
	
	WWR
	Single Service 
	2
	2

	
	
	Surf
	Single Service 
	2
	2

	
	
	S & M
	Single Service 
	2
	2

	
	
	Slalom
	Land Command
	2
	4

	
	
	WWR
	Land Command
	2
	2

	
	
	WWR
	Inter Corps
	2
	2

	
	
	Multi-Discipline
	RAF Inter Command
	2
	2

	2
	Winter Sports
	Alpine Skiing
	Inter Service
	2
	7

	
	
	
	Single Service (Army & RAF)
	2
	13

	
	
	
	Single Service (RN)
	2
	7

	
	
	Bobsleigh
	Inter Service
	3
	7

	
	
	
	Single Service 
	3
	7

	
	
	Skeleton Bobsleigh
	Inter Service/ Single Service 
	3
	10

	
	
	Luge
	Inter service/ Single Service
	3
	10

	
	
	Snowboarding
	Inter Service
	2
	7

	
	
	
	Single Service (Army & RAF)
	2
	13

	
	
	
	Single Service (RN)
	2
	7


CHAPTER 3

SECTION 2

DEFENCE HOTEL RESERVATION SERVICE (DHRS) PROCEDURES
03.0201.
DHRS Preferred and Non-Preferred List of Hotels.    The DHRS is provided under contract.  It provides hotel accommodation, in the UK and overseas, for Service personnel travelling on duty when service accommodation is not available or is inappropriate.  The DHRS have compiled a list of preferred hotels, which have been vetted and meet MOD specified standards.  It is from this list that Service personnel are booked into hotels and are given a booking reference.  .

03.0202.
Non- DHRS Arrangements.    There may be occasions when suitable accommodation, either in the UK or overseas, cannot be secured through the use of the mandated DHRS Service.  When this occurs personnel will be reimbursed the full reasonable receipted actual cost of the B&B provided that full justification is provided to Budgetary and Line Management accompanied by proof that the DHRS were approached and were unable to book suitable accommodation.
03.0203.
Booking Accommodation.    All Service personnel requiring overnight accommodation are to follow the procedure at Annex A to this Section.  Booking via telephone is the normal method to secure hotel accommodation.  

03.0204.
Collective Arrangements.    The DHRS facilities can also be used for collective arrangements or conference facilities.  In such cases, it will be for the relevant Budget Manager to decide whether to provide an inclusive service of B&B and other meals, and how payment is made.

03.0205.
Cancellation/No Shows.    Personnel who make a booking through the DHRS, but subsequently find it necessary to cancel the booking, are personally responsible for ensuring that the booking is cancelled (see the instructions at paragraphs 10 to 13 in Annex A to this Section).

03.0206.
DHRS Exemptions.    An exemption has been agreed by DSCOM to permit the following distinct groups to make alternative arrangements when booking hotel accommodation for certain types of activity:
a. Attaches/Advisors (as directed by the Directorate of Defence Diplomacy).

b. Special Forces.

c. Service Personnel on Residential Resettlement Courses.

The process for making a claim through JPA and the Authority Code required to progress a claim by those covered under this exemption will be promulgated through the management chains governing these particular groups.

Annexes:

A. Contacting the Defence Hotel Reservation Service.

B. DHRS - Booking Proforma.

CONTACTING THE DEFENCE HOTEL RESERVATION SERVICE

1.
The DHRS run by the Hogg Robinson Group (HRG) was launched on Thursday 1st November 2007 to replace the Central Hotel Booking Service run by Expotel. The service provides both Service and Civilian MoD Personnel with a comprehensive booking service in both the UK and overseas that gives guaranteed discounted room rates at a wide range of hotels. The Hogg Robinson Group is located at:

HRG UK
Pegasus House
17 Burleys Way
Leicester
LE1 3BH

Fax: 0116 262 0757

Telephone Numbers, Fax and E-mail Bookings

2.
A booking can be made by telephone, fax or email (remember to use Release-Authorised in the subject line).  The call centre is available between 0730 hrs and 2230 hrs from Monday to Friday.  The Travel Agent can be contacted in an emergency outside of these times on +44 (0) 1483 793355.  If the booking is for a first-time traveller, remember to include the profile details in any booking by fax or email.  The contact details are:

	Requirement
	Contact detail

	To book by phone
	0844 848 4422 (rooms/groups/conferences)

	· Phone option 1
	· Hotel reservations

	· Phone sub option 1
	· UK hotel reservations

	· Phone sub-sub option 1
	· For reservations tonight or tomorrow

	· Phone sub-sub option 2
	· For reservations on all other dates

	· Phone sub option 2
	· International hotel reservations

	· Phone sub option 3
	· Group Reservations for 6 or more rooms

	· Phone sub option 4
	· Conferences and events

	· Phone sub option 5
	· Customer Services

	To book a room by email
	dhrs.uk@hrgworldwide.com (use email template on the Defence Intranet)

	To book a room by fax
	0116 262 0757

	To book from outside UK
	+44 (0)203 0089 140

	To book a group by email
	dhrsgrouPACCCom.uk@hrgworldwide.com 

	To book a conference by email
	dhrsconferences.uk@hrgworldwide.com 


NB. For callers from overseas, where the 0844 telephone number may not work, please dial + 44 (0) 0203 0089 140 and choose one of the options above.

Booking Accommodation

3.
All bookers and travellers will require a profile before a booking can be made.  The traveller’s profile will be captured by the agent when the first booking is made and will be saved for subsequent bookings.  The following information will be required for each traveller as a minimum to enable a booking to take place, addition of further details is at the traveller’s discretion. 


a.
Full Name (as on passport).


b.
Staff/Service Number.


c.
Booker’s official address and contact details (external telephone, external fax and external e-mail).


d.
Unit Identification Number (UIN).

e.
Date of arrival.

f.
Number of night’s accommodation required.

g.
Location or area accommodation required.

Overseas Hotel Bookings 

4.
Overseas booking requests can be made through DHRS and normal booking procedures apply. Allow at least 48 hours for booking confirmation. Payment is an individual responsibility on check-out and cancellation and non-arrivals guidance as above applies.

Exception Reports
5.
On making a booking, DHRS will offer a specific hotel at or near to the requested location. Under normal circumstances this should be accepted by the booker. Where the hotel offered by DHRS is considered inappropriate or is unacceptable to the booker they will be required to give a reason for this refusal. If the cost of an alternative hotel is higher local budgetary authority for the extra expense must be obtained.

6.
All such bookings will be recorded separately on an exception report and details of this will be forwarded monthly to TLB's for appropriate follow up action. TLB's should be aware that every exception booking increases the cost of the Department's Travel and Subsistence expenditure and as such should be avoided wherever possible.


Standard of Accommodation

7.
A specific hotel of 3* standard at or near to the requested location will be offered.  Where the hotel offered is considered inappropriate by the booker or the traveller and an alternative is requested, a reason for this refusal will be sought which will be captured as part of the management information.  If the alternative is above the MOD/Travel Agent agreed price then additional authorisation might be required. The hotel should provide the following facilities:

a.
Secure, lockable rooms.

b.
Statutory safety and fire security arrangements.

c.
Front desk/reception security.

d.
En-suite facilities - either bath or shower.

e.
Colour television.

f.
Tea and coffee making facilities.

g.
Adequate working space (including telephone, chair and writing surface).

h.
Suitable restaurant facilities - offering 3-course table d’hôte menu (where this is not provided in the hotel, other restaurants must be available within walking distance).

Where the remoteness of the location makes it impossible to source a hotel providing all of these facilities the first 4 listed above will be provided as a minimum.

8.
A reservation number will be issued for each traveller; this number will be shown as the Travel Agent Booking Reference on the confirmation and should be used when claiming re-imbursement of expenses.  The confirmation will be sent to the booker by email, unless a fax confirmation is requested.  It is important that confirmations are checked for accuracy and any inaccuracies reported to the Travel Agent promptly by telephone.  Should any subsequent amendment be made to the booking a new confirmation will be issued. 

Guaranteeing the booking 

9.
The Travel Agent will guarantee the majority of hotel bookings on the Department’s behalf however, there are particular circumstances when this is not possible.  Some hotels expect full pre-payment, for example Travelodge, while others offer cheaper advance purchase rates most of which are not refundable.  Also, guesthouses may request a deposit, as do some hotels in areas where a special event is occurring.  In these situations you will be asked for credit card details to secure the booking.  The Department advises staff to either decline the hotel or use an appropriate Government Procurement Card.  Individuals who choose to use their own credit cards to make a hotel booking do so at their own risk. 

How to amend or cancel a booking

10.
Where a booking needs to be amended or cancelled it is important that DHRS are informed as soon as possible. When staff amend a booking DHRS will issue an amendment confirmation by either email or fax. Staff who subsequently find that they need to cancel the booking are personally responsible for ensuring that this happens. When cancelling a room you will be advised of a DHRS cancellation reference, followed by email or fax for each room that requires to be cancelled. Travellers or Travel Bookers are to ensure that all Hotel cancellation references are recorded. 

11.
It is essential that the DHRS is contacted if booking amendment or cancellation confirmations are not received.  The individual hotel's cancellation policy will be stated on your booking confirmation. Group bookings and overseas hotels generally have lengthier cancellation terms which will be detailed on the DHRS confirmation. You must abide by the terms stated. 

12.
Only in the most exceptional circumstances, personnel who have to cancel direct with the hotel must ask them to provide a cancellation number, which they are to retain for audit purposes.  Personnel are then required to notify DHRS immediately of their cancellation action, quoting the hotel cancellation number.

Non Arrival


13.
Staff should be aware that should they fail to honour a booking a non-arrival charge will be levied against their UIN. This charge will include the hotel no show cost in addition to HRG charges of a £35 admin fee plus VAT and a 1.78 % merchant fee. There will, of course, be occasion where last minute changes for official reasons (e.g. late cancellation of a meeting) means that this cannot be avoided. However, where the individual simply fails to arrive at the hotel without a valid reason any non-arrival charges will be considered a personal liability and subsequent recovery action will be a matter for TLB direction.
Payment of Hotel Bills

14.
All Departmental personnel are to settle their bill in full direct with the hotel upon departure. 

Conference and Group Booking Facilities


15.
As well as providing a hotel booking facility DHRS offer a dedicated conference and event management service. This service offers venue finding for any size of conference in the UK or overseas. Types of events range from small scale meetings, through to receptions, summer balls and team building activities. Each enquiry that DHRS receive regarding this service is allocated a dedicated conference or events consultant who will be responsible for the agreed service requirement. This will include identifying the client’s requirements, find suitable venues, preparing quotes, taking options on the recommended venue, arranging client visits, confirming bookings, and finally requesting post-event evaluation.
 

Complaints and suggestions

16.
Where a traveller identifies a shortcoming in the standard of accommodation or service provided by the hotel or wishes to acknowledge a positive service experience, they should immediately draw it to the attention of the Manager or Proprietor for resolution.  If the problem is not resolved to the traveller’s satisfaction then it should be brought to the Travel Agent’s attention by email (copied to the DTMO point of contact).  Suggestions for improvements to the service can also be submitted in the same way, the details are:

	Requirement
	Contact detail

	Travel Agent Customer Services
	dhrscustomerservices.uk@hrgworldwide.com  

	DTMO Point of Contact
	gloria.horsnell836@mod.uk 

	Customer Feedback Form
	http://defenceintranet.diiweb.r.mil.uk/NR/rdonlyres/65E97855-C7BD-4F1C-9FAD-509F0847B953/0/DTCustomerfeedback12.doc
Location: Defence Intranet – Admin tab – Arrange travel



Telephone number: 
0844 848 4422

Fax number: 
0116 2620757

E-mail: 
dhrs.uk@hrgworldwide.com
Email or fax confirmation required: 
Email  FORMCHECKBOX 

Fax  FORMCHECKBOX 

Date and time of request: 
     
 Please note that a separate booking form is required for each room or guest booking.  If you wish to book several rooms at the same location for a number of individuals please list other guest names below and every effort will be made to co-locate individuals.
     
HRG will confirm each room individually via your preferred method.

Please indicate:

New hotel booking

 FORMCHECKBOX 

If amending or cancelling, please quote booking reference 

Amendment
 FORMCHECKBOX 

number:       
Cancellation
 FORMCHECKBOX 




Title: Mr  FORMCHECKBOX 
 Mrs  FORMCHECKBOX 
 Miss  FORMCHECKBOX 
 Ms FORMCHECKBOX 

Surname:
     
First Name:
     
External telephone number:
     
Civilian fax number:
     
External e-mail address:
     
UIN:
     
Staff or service number:
     
Purpose of Travel (POT Code):
 FORMDROPDOWN 

Service Code:
 FORMDROPDOWN 


Title: Mr  FORMCHECKBOX 
 Mrs  FORMCHECKBOX 
 Miss  FORMCHECKBOX 
 Ms FORMCHECKBOX 

Surname:
     
First Name:
     
External telephone number:
     
Civilian fax number:
     
External e-mail address:
     
UIN:
     
Staff or service number:
     
Purpose of travel (POT Code):
 FORMDROPDOWN 

Service Code:
 FORMDROPDOWN 


Required hotel location (please specify town if possible):
     
or,

Preferred hotel required:
     
Type of room:
     
Arrival date:
     
Arrival time (if after 1800 hrs):
     
Total number of nights:
     
Special requirements:
     
To book UK budget hotels (eg. Premier Inn, Travelodge, Holiday Inn Express etc.) HRG may require the credit card information; card no & type, expiry date and cardholder name. If you would prefer not to provide this information HRG will seek an alternative hotel close to the requested location. 

Please specify changes that are required (if applicable):

     


Smoking room:
 FORMCHECKBOX 

Non-smoking room:
 FORMCHECKBOX 

Lone Female Traveller Initiative:
 FORMCHECKBOX 

Any other preferences/requirements:
     
Key to Service Codes and POT Codes

	01 b Postings - Arms Plot /Unit Move

	02 b Postings - Individual

	03 b Duty - Detachment from Duty 

	06 a Duty – Meetings / Visits

	07 b School Children’s Visits /Escorts

	08 b Leave - Annual 

	10 b Leave – Compassionate / DILFOR/ Sick

	15 b Temporary Duty - Medical treatment

	16 a Sports travel - Army/Navy 


CHAPTER 3

SECTION 3

RECLAIM THE DAILY FOOD CHARGE/CORE MEAL
GENERAL

03.0301.
Aim.    The aim of Reclaim the Daily Food Charge/Core Meal is to reimburse Service personnel who are paying a Service food charge with the relevant proportion of that charge when, due to Service reasons, they could not reasonably obtain a meal in a Service messing facility.  Additionally Reclaim the Daily Food Charge/Core Meal is also utilised to reimburse the actual costs of the core meal to those personnel who eat in a Pay As You Dine (PAYD) Service dining facility and incur costs for their meal despite being entitled to a free meal.  The generic term for such Service personnel is ‘free feeders’.

03.0302.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 297 Reclaim the Daily Food Charge/Core Meal is non-taxable.

ELIGIBILITY

03.0303.
Eligible Service Personnel.    All Service personnel (including Reserve personnel, and only those Sponsored Reserves in contract), against whom a daily food charge has been raised for the day on which one or more meals are missed, are eligible to Reclaim the Daily Food Charge/Core Meal.  Additionally, several circumstances exist in which Service personnel are entitled to free meals at public expense.  The regulations identifying who is entitled to ‘free feeding’ and therefore entitled to Reclaim the Daily Food Charge/Core Meal when they have paid for a meal (or meals) in a PAYD unit are in JSP 456 Volume 4, Chapter 2. 
INELIGIBILITY

03.0304.
Ineligible Service Personnel.    The following Service personnel are ineligible to Reclaim the Daily Food Charge/Core Meal:

a.
Those on duty when Field Conditions or Field Conditions (Food) have been declared.


b.
Those who choose not to take a meal that is available in a Service messing facility (eg those who elect to work through a meal time).

CONDITIONS

03.0305.
Conditions of Payment.    Payment is subject to all the following conditions being met:

a.
In the time available, the Service person could not reasonably have been required to return to their unit messing facility or obtain a meal in another Service or Government subsidised messing facility.

b.
A packed meal or Service provided meal was not issued.

c.
The claimant is not concurrently in receipt of Lodging Allowance (see Chapter 2 Section 1), Food and Incidentals Allowance (see Section 5 of this Chapter), Special Messing Allowance (see Section 6 of this Chapter), or Living Out Supplemented rates of Local Overseas Allowance (see Chapter 6 Section 2). 

Where Reclaim the Daily Food Charge/Core Meal is claimed by Service personnel entitled to a free meal at a PAYD unit (eg ‘free feeders’) in accordance with JSP 456 Volume 4 Chapter 4, they may choose whatever they wish from the retail menu but may only reclaim the relevant core meal value.   Any costs above the core meal value are the responsibility of the Service person.  The amount claimed in any one day is not to exceed the sum of the core meal values for meals taken in that day.

03.0306.
Concurrent Payment of Reclaim the Daily Food Charge/Core Meal With Other Allowances.    Reclaim the Daily Food Charge/Core Meal may be claimed concurrently with Subsistence Allowance (see Section 1 of this Chapter) or Meals Out Allowance (see Section 4 of this Chapter), but not both.

RATES  

03.0307.
Rate Calculation.       Rates for Reclaim the Daily Food Charge/Core Meal are set annually (as at 1 April) by SP Pol P&M (Allces). The rates equal the cumulative total of Entitled Casual Meal Charges for Service personnel at non-PAYD sites which, in turn, equal the Single Food Charge and the PAYD Core Menu Charge.  Service Food Charges are recommended by the Armed Forces Pay Review Body (AFPRB) and promulgated annually by Service Personnel Policy Pay and Manning (Allowances) SP Pol P&M (Allces)) in a Directed Letter.  The rates of Reclaim the Daily Food Charge/Core Meal are published within the annual MOD SP Pol P&M (Allces)  Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are at Chapter 1 Section 6.



METHOD OF CLAIM

03.0308.  
Method of Claim.    Claims for Reclaim the Daily Food Charge/Core Meal are to be submitted using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the period concerned or the date on which the meal was missed.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

03.0309.
Method of Payment.    All Reclaim the Daily Food Charge/Core Meal entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
CHAPTER 3

SECTION 4

MEALS OUT ALLOWANCE
GENERAL

03.0401.
Aim.    The aim of Meals Out Allowance (MOA) is to contribute towards the additional costs necessarily incurred by Service personnel who are required to eat regularly at commercial retail outlets because either:

a.
Their duties at their assignment station regularly prevent them from eating in a British or Foreign messing facility or government subsidised canteen;

or

b.
There is no British or Foreign messing facility or government subsidised canteen at their assignment station.

03.0402.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 297 MOA is non-taxable.

03.0403.
Definitions.     The following definitions apply:
a.
Meals.    Meals should be interpreted as prepared food, which can range from several courses to a sandwich.  A packet of crisps or a chocolate bar does not constitute a meal.

b. Commercial Retail Outlet.    A commercial retail outlet may range from take away/fast food stores (eg McDonalds) to cafes or restaurants.

ELIGIBILITY

03.0404.
Eligible Service Personnel.    MOA may be claimed by all Service personnel (including Reserve personnel, and only those Sponsored Reserves in contract) who for duty reasons:

a.
Cannot obtain meals in a British or Foreign Service messing facility or a government subsidised canteen at their place of duty;

and

b.
Necessarily incur expense in obtaining meals from commercial retail outlets at a greater cost than would be incurred in a Service messing facility or government subsidised canteen at their place of assignment, provided they meet all of the following conditions:

(1)
Necessarily buy meals in commercial retail outlets on at least 9 occasions for Regular Service personnel and 2 occasions for Reserve Service personnel¹  during  the calendar month for which the allowance is claimed.
(2)
Actually incur the additional expense of purchasing meals at commercial retail outlets.

(3)
Cannot, in the time available for the meals, be reasonably expected to return home or reach a British or Foreign messing facility, or a government subsidised canteen in the UK or overseas.

(4)
Are not in receipt of Lodging Allowance (see Chapter 2 Section 1), Subsistence Allowance (see Section 1 of this Chapter), Food and Incidentals Allowance (see Section 5 of this Chapter), Special Messing Allowance (see Section 6 of this Chapter) or Living Out Supplemented rates of Local Overseas Allowance (see Chapter 6 Section 2).
(5)
Are not issued with a packed meal or a Service provided meal.

INELIGIBILITY

03.0405.
Ineligible Service Personnel.    Service personnel who consume food at home or bring food in from home are ineligible to claim MOA.

CONDITIONS 

03.0406.
Reclaim the Daily Food Charge/Core Meal.    Personnel may also be eligible to Reclaim the Daily Food Charge/Core Meal for the same meal as MOA is paid, under the provisions of Section 3 of this Chapter.

03.0407.
Receipts.    Service personnel are required to retain a copy of all claims with supporting receipts for a period of 24 months from the date of the claim (See paragraph 01.0120).  It is emphasised that these documents are to be retained by the Service person who should be able to produce them for inspection/audit when required.

RATES

03.0408.
Rate Calculation - UK MOA.    The rates of MOA are set annually (as at 1 April) by SP Pol P&M (Allces).  MOA does not represent the full cost of a commercial meal because it is designed to contribute only towards the difference between the cost of a meal in a Service messing facility/government subsidised canteen and a commercial retail outlet.  The daily UK MOA rate is set as a percentage of the daily Service single food charge recommended by the AFPRB.  The current percentages are twice those set within the Daily Messing Rate for each meal (currently breakfast 15%, third meal 35% and main meal 50%) because a Service person eating outside a Service messing facility/government subsidised canteen has to pay commercial rates.  These 
__________________

¹ This includes Royal Naval Reserve (RNR), Royal Marine Reserve (RMR), Royal Auxiliary Air Force (RAuxAF), RAF Reserve (RAFR) and Territorial Army (TA), but does not include all forms of Full Time Reserve Service (FTRS), Sponsored Reserves, Non-Regular Permanent Staff (NRPS), Additional Duties Commitment (ADC) and Mobilised Reserves who will remain at 9 occasions per month.
percentages are subject to periodic review by SP Pol P&M (Allces).  The current percentages used to calculate the UK MOA rates are:

a. Breakfast - 30% of the daily Service single food charge.

b. Third Meal (normally lunch) - 70% of the daily Service single food   charge.

c. Main Meal - 100% of the daily Service single food charge.

The rates of UK MOA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Annual Pay Review - Revised Allowance Rates for the RN/RM, the Army and the RAF”.  The rates are also repeated within the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are at Chapter 1 Section 6.  

03.0409.
Rate Calculation - Overseas MOA.    Overseas MOA rates are calculated as a percentage of the overseas Night Subsistence (NS) rate for the appropriate country as follows:

a.
Breakfast - 3.5% of the appropriate Overseas NS rate.

b.
Third Meal (normally lunch) - 5% of the appropriate Overseas NS rate.

c.
Main Meal - 5% of the appropriate Overseas NS rate.

Where the appropriate overseas NS rate is the actual costs incurred, the Service person is to claim MOA at the UK rates (see Chapter 1 Section 6) or the actual meal costs, whichever is the lesser.

METHOD OF CLAIM

03.0410.
Method of Claim.    Claims for MOA are to be made by eligible Service personnel using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted monthly in arrears and may be aggregated over the whole period of the calendar month for which the allowance is claimed, rather than accounting for expenditure against a daily limit. All claims must be receipted actuals for reimbursement of additional costs necessarily incurred as a result of purchasing meals at commercial retail outlets. For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

03.0411.
Method of Payment.    All MOA entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
CHAPTER 3

SECTION 5

FOOD AND INCIDENTALS ALLOWANCE

GENERAL

03.0501.
Aim.    The aim of Food and Incidentals Allowance (FIA) is to assist eligible single and unaccompanied (UnAcc) Service personnel in the UK to meet the necessary additional costs of food and incidental expenses when they are not in receipt of Lodging Allowance (LA) and are without easy access to Service accommodation/messing facilities, but have self-catering facilities.

03.0502.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 297 FIA is non-taxable.

ELIGIBILITY

03.0503.
Eligible Service Personnel.    Service personnel are eligible to receive FIA in the UK if they are single or UnAcc at their duty station, not in receipt of LA and meet the criteria of one of the following sub‑paragraphs:

a.
They are occupying Substitute Single Service Accommodation (SSSA) administered by the MOD Accommodation Agency and do not take the majority of their meals in a Service messing facility.

b.
They have an entitlement, and are required, to occupy Service Families Accommodation (SFA) by virtue of their appointment in accordance with JSP 464 (Tri-Service Accommodation Regulations (TSARs), Part 1, Chapter 3) irrespective of the proximity of their accommodation to Service messing facilities as it is deemed inappropriate for them to live in a Service Mess/accommodation.  Additionally, they must not take more than 6 of their meals per week in a Service messing facility.  A list of those entitled by this sub-paragraph, by Service, is at Annex A to this Section.

c.
They have an entitlement to occupy SFA by virtue of their appointment in accordance with JSP 464 (TSARs, Part 1, Chapter 3).  A list of those entitled by this sub-paragraph, by Service, is at Annex A to this Section.  Unless otherwise indicated at Annex A, the SFA occupied must be more than 10 minutes walking distance from the nearest Service messing facility that they are able to use.  Additionally, they must not take the majority of their meals in a Service messing facility.

d.
Due to the lack of suitable Single Living Accommodation (SLA), they occupy surplus SFA (containing self-catering facilities) which has been misappropriated as SLA and is more than 10 minutes’ walking distance from the nearest Service messing facility they are able to use.  In addition, they must not take the majority of their meals in a Service messing facility.  Where publicly-funded contract cleaning or supplied incidental items (eg light bulbs, cleaning materials) are provided to the property/occupant, these services are to be withdrawn in order to prevent the double-payment of the ‘incidental’ element of FIA.

e.
They are occupying accommodation, which they own or part‑own
, or privately rent, provided that:

(1)
Suitable SLA is not available (at the time of requirement) up to 45 minutes travelling time by public transport, or up to 10 miles from the permanent duty station when there is no viable public transport (at the discretion of the CO); and

(2)
They would have an entitlement to occupy SSSA, but for owning a property within 45 minutes travelling time by public transport, or up to 10 miles of the permanent duty station when there is no viable public transport (at the discretion of the CO); and

(3)
The accommodation is more than 10 minutes walking distance from the nearest Service messing facility that they are able to use, and they do not take the majority of their meals in a Service messing facility.

f.
They are a qualified doctor or dentist or other medical or dental trade serving on a regular commision, necessarily occupying NHS accommodation whilst attached to a NHS hospital.  Refunds of actual accommodation expenditure (ie rent and utilities, excluding telephone call charges) will also be admissible.
03.0504.
Reserve Forces.    Reserve Forces who are entitled to occupy SSSA are entitled to FIA under the same conditions that apply to members of the Regular Forces.  
INELIGIBILITY
03.0505.
Ineligible Service Personnel.    Service personnel will be ineligible to receive FIA if one of the following applies:

a.
They have an entitlement to occupy SFA by virtue of their appointment in accordance with JSP 464 (TSARs Part 1, Chapter 3) but, for personal reasons, choose to waive that entitlement and instead occupy Mess accommodation.
b.
They are occupying accommodation, which they own or part‑own, or privately rent, that is in excess of 45 minutes travelling time by public transport, or beyond 10 miles of the permanent duty station when there is no viable public transport (at the discretion of the CO).

c.     They are PStat Cat 1 or 2 and living Acc at their duty station with their immediate family in SFA, Substitute SFA (SSFA) or privately owned or rented accommodation.

d.
They meet the criteria at paragraph 03.0503 but take the majority of their meals in a Service messing facility.

e.
There is suitable SLA available, but they are occupying surplus SFA by choice as an eligible occupant (JSP 464 TSARs Part 1, Chapter 10 refers).
CONDITIONS

03.0506.
Periods of Temporary Absence.    Service personnel in receipt of FIA at their permanent assignment station, and who retain their accommodation, are entitled to continued payment of the full rate of FIA for periods up to 10 consecutive days when they are:

a.
Absent on temporary assignment or temporary duty (but see 03.0509e); or

b.
Absent on sick compassionate or other authorised absence (but not relocation, terminal, invaliding or DOMCOL absence) during an assignment (but see 03.0509e).
c.
FIA will continue to be paid throughout absences of annual leave.
03.0507.
Changes in Personal Circumstances.    Service personnel are to report any change in their circumstances to their CO in order that appropriate administrative action may be taken.  Circumstances including, but not limited to, the following are to be reported:


a.
Change in Personal Status Category (PStat Cat).

b.
Change of assignment.

c.
Occupation by the immediate family of a PStat Cat 1, 1s/c or 2 Service person, of property within 50 miles or 90 minutes travelling time (by public transport) from their duty station. 

ENTITLEMENT

03.0508.
Start of Entitlement.    FIA is payable from the date of occupation of the qualifying accommodation or the first day of duty at a new permanent assignment station, whichever is the later.

03.0509.
Cessation of Entitlement.    FIA will cease to be paid from:

a.
The day after the last day of duty at the permanent assignment station, or the day after permanent vacation of the accommodation, whichever is the earlier.

b.
The first day of any temporary visits by a Service person’s immediate family that exceeds 28 days (aggregated or continuous) within a 61-day period.  The Service person must keep records of such visits and report when they become ineligible.
c.
The first day of any period of detention, imprisonment, Absence Without Leave or desertion.

d.
The 11th day for periods of temporary absence (excluding annual leave) from the permanent assignment station that exceed 10 days.  
e.
The first day of terminal leave.  Where a Service person has no option but to continue occupying the accommodation during terminal leave that gave a previous entitlement to FIA, a case may be submitted to SPVA Pay and Allowances Casework Cell (PACCC).  If they are satisfied that no alternative option exists, they will authorise continued payment of FIA during the period of terminal leave.

f.
The first day of admission to hospital, sick quarters or medical rehabilitation unit.
g.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to FIA is appropriate.

03.0510.
Effect on Other Entitlements.    Certain other entitlements will be affected when the claimant is in receipt of FIA.  The following detail is given for guidance only; the authoritative entitlements and conditions are contained in the regulations governing these allowances/payments:

a.
Meals Out Allowance (MOA) and Reclaim the Daily Food Charge/Core Meal.    Neither MOA nor Reclaim the Daily Food Charge/Core Meal are payable concurrently with FIA.

b.
Subsistence Allowance.     When Subsistence Allowance is claimed (excluding the ‘Bed’ element) concurrently with FIA, the Subsistence Allowance rate is to be abated by the food element of FIA.  Service personnel who claim FIA are not required to pay the food charge so there will be no entitlement to Reclaim the Daily Food Charge/Core Meal, even when the Subsistence Allowance rate has been abated by the food element of FIA.

c.
Cash in Lieu of Rations (CILOR).    When CILOR is in issue concurrently with FIA, CILOR is to be abated by the food element of FIA up to a maximum of the value of the CILOR in issue.

d.
Casual Meal Charges.    Service personnel in receipt of FIA are to pay the appropriate Casual Meal Charge for all meals taken in a Service messing facility.  In PAYD units the FIA recipient would pay for the food they consume.

e.
Travel Costs.    Service personnel in receipt of FIA are eligible for Home to Duty (HTD) (Public) travel.

03.0511.
Advances of FIA.    Service personnel entitled to FIA may apply for an advance of up to 30 days FIA to assist with initial expenditure.  The advance will be recovered by instalments direct from the Service person’s salary over a period not exceeding 6 months from the date payment is made.

RATES

03.0512.
Rate Calculation.    The rates of FIA are set annually (as at 1 April) by SP Pol P&M (Allces).  The rates are calculated as 2 separate elements and then combined to make one FIA rate as follows:

a.
 Food Element.    The food element of FIA is the same as the food element of Lodging Allowance.  It is calculated by assuming the number of meals each week taken in lodgings (6 breakfasts, 2 lunches and 7 main meals) and the number taken in canteens at or close to work (1 breakfast and 5 lunches).  It is recognised that some will choose to eat out occasionally in restaurants.  The additional cost incurred by eating out is personal choice and not taken account of within the calculation for FIA.  This principle mirrors that applying to those who eat in Service messing facilities ( ie they are not given money back when they choose to eat out).  The FIA meals are costed using the Local Overseas Allowance (LOA) UK pricing survey data, MOD Main Building Canteen prices and the price of specific ready meals from Tesco and Marks & Spencer to produce a total cost of all meals in a week.  A percentage abatement is then applied to this rate to recognise average absences away from the assignment station each year on duty, on leave, Bank Holidays and weekends.  The rate is then further reduced by the appropriate adjusted daily food charge and then adjusted to produce the food element of FIA for single and UnAcc Service personnel.

b.
Incidental Element.    The incidental element of FIA comprises 3 sub-elements:

(1)
Running Costs.    Running costs are intended to cover necessary expenditure (eg toilet rolls, light bulbs, cleaning materials).  The latest rate for this element is based on the actual cost of a set shopping list of items over a year, divided by 365 to give a daily rate.
(2)
Cleaning.    The cleaning element was based on the employment of a casual cleaner for 1½ hours per week.  The latest rate for this element is based on the average cost of a casual cleaner for 1.5 hours per week in London, Birmingham, Bristol and Glasgow.  The average cost is then expressed as a daily amount.
(3)
Insurance.    The insurance element covers insurance costs for damage to fixtures, fittings and furnishings in the lodgings for which deductions might have to be made.  The latest rate for this element is based on the average cost of annual Home Let Tenants Insurance for £2,500 cover in London, Bristol, Glasgow and Birmingham.  This average cost is then expressed as a daily amount.
This rate review will subsequently take place every 5 years.  In the intervening years the rate will be adjusted, up or down, with reference to relevant RPIs from the Office for National Statistics.

The FIA rates are published within the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are at Chapter 1 Section 6.

METHOD OF CLAIM

03.0513.
Method of Claim.    An initial claim for FIA is to be made, through the Service claimant’s unit HR admin staff, using MOD Form 1154.  Once approved, FIA will be paid continuously until the Service person’s entitlement ceases.  Manual intervention (as described in the JPA Desk Manual) will be required to be taken by the unit HR admin staff to cease the allowance where the circumstances of paragraphs 03.0507b and c, 03.0509b or 03.0509d apply.  COs are to certify and confirm the Service person’s eligibility in accordance with these regulations.  Units are to maintain the necessary records to enable them to report accurately and promptly any changes in an eligible Service person’s entitlement.  Claims for refund of actual accommodation expenditure in accordance with paragraph 03.0503f will be made via the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

03.0514.
Method of Payment.    FIA is paid as a daily amount through the eligible Service person’s salary, monthly in arrears.  Claims in accordance with paragraph 03.0503f, irrespective of whether they have been claimed using the on-line system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

Annex:

A. Single/Unaccompanied FIA Eligibility Table.

SINGLE/UNACCOMPANIED APPOINTMENTS - FIA ELIGIBILITY TABLE

In order to ascertain eligibility for FIA for single/unaccompanied (UnAcc) personnel in the appointments in column (b), it is necessary first to answer the questions in columns (c) & (d), (f) & (g) or (i) & (j) depending on Service.

	Serial
	Category

	Royal Navy
	Army
	Royal Air Force

	
	
	Is it appropriate to live in a Mess?
	Are they excused a 10 minutes walk to a Mess if not living-in?
	Are they therefore eligible for FIA?
	Is it appropriate to live in a Mess?
	Are they excused a 10 minutes walk to a Mess if not living-in?
	Are they therefore eligible for FIA?
	Is it appropriate to live in a Mess?
	Are they excused a 10 minutes walk to a Mess if not living-in?
	Are they therefore eligible for FIA?

	
	
	03.0503b
	03.0503c
	03.0505
	03.0503b
	03.0503c
	03.0505
	03.0503b
	03.0503c
	03.0505

	(a)
	(b)
	(c)
	(d)
	(e)
	(f)
	(g)
	(h)
	(i)
	(j)
	(k)

	1
	Officers of OF3 rank and above serving in appointments designated by the MOD as being In Command
	No
	Yes
	Yes
	No 
	Yes
	Yes
	No
	Yes
	Yes

	2
	RAF OF4 Station Executive appointments
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	Yes
	No
	No

	3
	Regimental Sergeant Majors of major regular Army units or RAF Station Warrant Officers
	N/A
	N/A
	N/A
	No
	Yes
	Yes
	Yes
	No
	No

	4
	Service Chaplains undertaking a pastoral responsibility at Unit level
	No
	No
	Yes
	No
	No
	Yes
	No
	No
	Yes

	5
	Service Welfare Workers
	No
	Yes
	Yes
	No
	Yes
	Yes
	N/A
	N/A
	N/A


CHAPTER 3

SECTION 6

SPECIAL MESSING ALLOWANCE

GENERAL

03.0601.
Aim.    The aim of Special Messing Allowance (SMA) is to contribute towards the extra costs necessarily incurred by Service personnel who, when living in Single Living Accommodation (SLA) or equivalent, have to regularly purchase food and beverages from commercial retail outlets because they have no access to Service messing or self-catering facilities.  SMA does not represent the full cost of a commercial meal.

03.0602.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 297 SMA is non-taxable.

03.0603.
Definitions.    The definitions at paragraph 03.0403 apply equally to this Section.

ELIGIBILITY

03.0604.
Eligible Service Personnel.    SMA is payable to all Regular Service personnel, Full Time Reserve Service (Full Commitment) (FTRS (FC)) and FTRS (Limited Commitment) (LC) on detachment, and all mobilised reserve personnel who meet all of the following conditions:

a.
Are assigned to and are serving at their permanent assignment station.

b.
Are accommodated at public expense.

c.
Are without self-catering facilities.

d.
Cannot be fed in British Service messing facilities.

e.
Incur extra costs by having to regularly purchase most meals at prices that exceed the normal Service food charge.

INELIGIBILITY

03.0605.
Ineligible Service Personnel.    SMA is not payable for days when Service personnel meet one or more of the following criteria:

a.
They are in receipt of food elements of Subsistence Allowance (see Section 1 of this Chapter), Reclaim the Daily Food Charge/Core Meal (see Section 3 of this Chapter), Meals Out Allowance (see Section 4 of this Chapter), Food and Incidental Allowance (see Section 5 of this Chapter) or Lodging Allowance (see Chapter 2 Section 1).

b.
They are in receipt of Living Out Supplemented or Find Own Food rates of Local Overseas Allowance (LOA) (see Chapter 6 Sections 2 and 3).

c.
They visit the messing facilities of a Foreign or Commonwealth Government/Service and claim actual expenses for a meal.

d.
They are away from their duty station on authorised leave for more than 48 hours.

e.
They are held on the ration strength of any establishment, Service unit or HM ship.

f.
They are hospital in-patients.

g.
They are Absent Without Leave.

h.
They are joined by their spouse/civil partner for more than 28 days (aggregated or continuous) in any period of 12 months.  The Service person must keep records of such visits and report when they become ineligible.
i. They are on terminal leave.
J.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to SMA is appropriate.

CONDITIONS

03.0606.
Daily Food Charge.    Single and unaccompanied (UnAcc) Service personnel who are in receipt of SMA will be exempt payment of the Daily Food Charge from their first day of entitlement to SMA.  Where applicable, the appropriate accommodation and CILOCT charges should still be levied (see JSP 754 Tri-Service Regulations for Pay and Charges).

03.0607.
Casual Meal Charges.    When Service personnel claiming SMA take meals in a British Service messing facility, they are to pay the entitled Casual Meal Charge.  If they take a meal in a unit where PAYD is operated, they are required to pay for the food/drink they consume.

03.0608.
SMA for Assignments and Exercises.    SMA may also be claimed when Service personnel are assigned or sent on exercise when the TLB/HLB/BLB/Unit budget holder directs that SMA be paid instead of Subsistence Allowance.

RATES

03.0609.
Application for SMA Rates.    SMA rates are calculated and promulgated by the Defence Food Services (DFS) for each location as required.  Unit HR admin staff of the requesting unit/station are required to send 4 representative menus and prices for breakfast, main meal and third meal, preferably in advance of the requirement, to DFS from restaurants/cafes to which the assigned/exercise personnel have access.  When Service personnel have access to host nation dining facilities (a messing facility or on-base commercial retail outlet), the menus from all such dining facilities must be forwarded.  However, when Service personnel are not (as a result of their duties) able to eat all meals in the on-base facilities, menus from off-base commercial catering outlets are also to be provided.  The requesting unit/station is also to send details of the numbers and ranks of personnel who wish to claim SMA.  Unit HR admin staff are to ensure they submit current menus and prices to DFS by the 1st February each year for rates that are still required. New rates will be issued annually with effect from 1st April.

03.0610.
Calculation of SMA Rates.    DFS will calculate a representative sum for breakfast, main meal and third meal, based on the prices from the menus supplied, and add the 3 sums together to give a daily representative sum.  They will then abate this by the daily food charge.  Where rates of SMA are calculated for a location where LOA is in issue, DFS will then forward the abated rate, with the application, to SP Pol P&M (Allces).  To prevent double payment, SP Pol P&M (Allces) will further abate the DFS rate by the amount included within LOA for a representative restaurant meal for the specific location and then advise the requesting unit/station of the authorised SMA rates.

METHOD OF CLAIM

03.0611.
Method of Claim.    Following occupation of SLA at a location attracting the payment of SMA or, on receipt of authorisation for payment, the unit HR Admin staff will input the approved rate onto the JPA system using the JPA 'Arrivals Process'.  Once approved, SMA will be paid continuously until the claimant’s entitlement ceases.  Manual intervention (as described in the JPA Desk Manual) will be required to be taken by the unit HR admin staff  to cease and/or recommence the allowance where the circumstances of sub-paragraphs 03.0605c, e or h apply.

METHOD OF PAYMENT

03.0612.
Method of Payment.    SMA is paid monthly in arrears at a daily rate via the Service person’s pay account.
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CHAPTER 4

SECTION 1

DUTY TRAVEL

GENERAL
04.0101.
Principles of Duty Travel.    A duty journey is one that is undertaken on official MOD business.  This can take a variety of forms (eg travel to a new unit on change of assignment, travel to official meetings/courses).  These journeys should be undertaken via the recognised direct route and in the most economical manner taking into account the class of travel entitlements.  In taking economy into account, the business needs should also be considered (eg it may be more effective to fly to a location for a meeting and be able to return the same day than to take a train if overnight subsistence is required).  All forms of transport may be used; these include air, rail, coach, Service vehicle, hire car and private vehicle.  Specific rules apply to various types of duty journey, those rules are contained within this Chapter.  All duty journeys will be made at public expense.

04.0102.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Sections 337 to 339 duty travel is non-taxable except where otherwise stated in individual Sections in this Chapter.  Where there is an Income Tax and NICs liability, this will be met by MOD and paid by SPVA under a PSA.

CONDITIONS
Joining, Transferring Between, Leaving and Rejoining the Services

04.0103.
Personnel Living Within the UK who Join the Services.    Personnel who live within the UK and are required to take a test or other examination with a view to acceptance for enlistment, re-enlistment, commissioning or re-commissioning, are entitled to return travel at public expense between their home and the place of examination.  Those accepted into the Services are entitled to return travel, if appropriate, at public expense from their home to their place of attestation.  Those who have returned home after attestation are entitled to travel to their first place of duty at public expense.  Those who are subsequently discharged from initial training will be conveyed at public expense for the return journey to their former home.

04.0104.
Personnel Living Outside the UK who Join the UK Armed Forces.    There is no entitlement to travel at public expense when personnel living overseas travel between their home and any overseas location where they are required to take a test or other examination with a view to acceptance for enlistment, re-enlistment, commissioning or re-commissioning.  Those found suitable for acceptance into the UK Armed Forces are required to pay any subsequent travel costs between their home and place of attestation.  Those who attest overseas are subsequently entitled to travel from their place of residence overseas to their first place of duty at public expense.  Those who were entitled to travel at public expense from overseas to their first place of duty, who are subsequently discharged from initial training will be conveyed at public expense for the return journey to their former home in their country of origin.

04.0105.
Personnel who Transfer Between the UK Armed Forces.    A Service person who is already serving within one of the UK Armed Forces is, on transfer to another, entitled to travel for the necessary journey between the 2 at public expense.

04.0106.
Travel Entitlements on Termination of Service.   If service is terminated at a Service person’s own request, travel at public expense to where they intend to live will not be allowed unless the Service person has completed more than 4 years’ service.  When service is terminated on completion of a normal engagement or for other Service reasons such as discharge due to misconduct, or on administrative grounds, the following entitlements apply to the Service person and their accompanying immediate family:

a.
Service Personnel Attested in the UK and Serving in the UK.    A Service person, on termination of service, is entitled to travel at public expense from their last place of duty to a Selected Place of Residence (SPR) in the UK (or the Republic of Ireland if they were recruited from, or are normally domiciled, there).  Where the Service person chooses to settle overseas, they will be entitled to travel at public expense from their last place of duty to the point of departure from the UK.

b.
Service Personnel Attested in the UK and Serving Overseas.    A Service person, on termination of service while serving overseas, is entitled to travel at public expense from their last place of duty to a Selected Place of Residence (SPR) in the UK (or the Republic of Ireland if they were recruited from, or are normally domiciled, there).  Where the Service person chooses to settle overseas, they will be entitled to travel at public expense from their last place of duty to the overseas location of their choice, up to the notional cost of a move from the overseas duty station to Catterick Garrison.

c.
Service Personnel Attested Overseas and Serving in the UK.    On termination of service, Service personnel who were conveyed at public expense to the UK can return to their home in the country from which they were attested at public expense.  Where the Service person chooses to settle in another country overseas, they will be entitled to travel at public expense from their last place of duty to that overseas location up to the cost of the move from the UK to their home in their country of origin.  Where the Service person chooses to settle in the UK, they will be entitled to travel at public expense from their last place of duty to a SPR in the UK.  If their service is being terminated prematurely by purchase or for misconduct, their application for conveyance to a place of residence overseas is to be referred to SPVA Pay and Allowances Casework Cell (PACCC) for a decision.

d.
Service Personnel Attested Overseas and Serving Overseas.    On termination of service overseas, Service personnel who were conveyed at public expense to the UK can return to their home in the country from which they were attested at public expense.  Where the Service person chooses to settle in another country overseas, they will be entitled to travel at public expense from their last place of duty overseas to that alternative overseas location up to the cost of the move from the overseas country where they are serving to their home in their country of origin.  Where the Service person chooses to settle in the UK, they will be entitled to travel at public expense from their last overseas duty station to a SPR in the UK.  If their service is being terminated prematurely by purchase or for misconduct, their application for conveyance to a place of residence overseas is to be referred to SPVA PACCC for a decision.

04.0107.
Recall From the Reserve.    When an ex-Service person is recalled for further service, or summoned to attend for a medical board or trade test, travelling expenses to and from their home will be refunded.

04.0108.
Voluntary Re-employment.    A Service person who volunteers, and is accepted, for re-employment with the Regular Services may be granted travel at public expense in accordance with paragraph 04.0103.

Change of Permanent Duty Station

04.0109.
Re-assignment in the UK - Preliminary Visit.    When it is necessary to arrange substitute Service accommodation (Substitute Service Families Accommodation (SSFA), Substitute Service Single Accommodation (SSSA), or publicly funded lodgings), a Service person assigned from one station to another, within the UK, can claim duty travel for one return journey to the new duty station, to arrange the accommodation.  When arranging SSFA, a Service person’s accompanying immediate family may travel with them and, if travel is to be by private motor vehicle, the appropriate passenger allowance will be payable.  Service personnel returning from overseas on assignment to the UK will, during the inter-assignment leave, similarly qualify for travel within the UK from either a leave address or SPR.

04.0110.
Return to a Previous Station Within the UK to March Out of SFA.    Where SFA is not immediately available at a new duty station within the UK and as a result the immediate family remains at the previous duty station, a Service person who is required by their CO to return to their previous station to attend a march out, can claim return travel at public expense.  Authority should be granted only where it is considered by the Service person’s CO that the appointment of a proxy may not be in the best interests of the Service.  No passenger allowance will be payable for such journeys.

04.0111.
Travel in the UK on Return from an Overseas Assignment.    On assignment from overseas, internal flights within the UK are permitted for accompanied personnel travelling with children, provided the journey time from the overseas station to the UK is at least 6 hours and that the final destination in the UK is a minimum of 5 hours’ total travelling time by rail from the port or airport of entry into the UK.

Duty Travel with Associated Leave Journeys

04.0112.
Inter-assignment Leave.    When assigned to a new unit either temporarily or permanently the Service person, and where appropriate their accompanying immediate family, will be entitled to travel at public expense.  A Service person granted leave between assignments may, when they have an entitlement, travel using a Get You Home (Early Years) (GYH(EY)), GYH(Islands), GYH(Seagoers) (GYH(S))  or GYH(S) Additional journey from their former duty station to an appropriate qualifying address in the UK or Republic of Ireland (ROI).  Irrespective of the method of travel, the Service person should, in these circumstances, be debited one appropriate journey from their overall entitlement.  The following options are to be considered when establishing entitlements:

a. Rail Travel (see Section 2 of this Chapter).    A warrant/Service arranged ticket is to be provided from the nearest rail station at the current duty station to the nearest rail station to the leave address and another warrant/Service arranged ticket is to be provided from the nearest rail station to the leave address to the nearest rail station to the new duty station.  If the new duty station is not known when proceeding on leave, hence no warrant can be issued, the Service person should pay their own fare and claim a full refund for the cost of the ticket on joining the new unit.  Public transport or taxi fares can be claimed to and from the rail stations (see Section 3 of this Chapter) when no Service transport is available.  HM Forces Railcards are not to be used for duty journeys.

b.
Private Motor Vehicles (see Section 3 of this Chapter).    The direct mileage between the current duty station and the new duty station can be claimed at Motor Mileage Allowance (MMA) at Private Car Rate (PCR).  Additional fees such as bridge and road tolls and congestion charges to achieve the most direct route can be claimed if taken into account when costing the journey.  MMA at Converted Leave Rate (CLR) can also be claimed from the former duty station to the appropriate qualifying address in the UK or ROI and from this address to the new duty station, less the distance between the former and new duty station. 

c.
Hire Cars (see Section 3 of this Chapter).    If requested, some units may authorise and arrange use of a hire car for duty travel direct between the current and new duty stations.  The hire will be arranged and paid for by the unit HR admin staff and the Service person will be reimbursed costs for fuel, bridge, road tolls and congestion charges necessarily incurred.  The total costs will be allowed up to the cost of the refund for the direct mileage from the current to the new duty station at MMA at PCR.  Where a Service person elects to use a hire car for a journey starting at an authorised leave address they are to arrange and settle the hire car costs privately and if a GYH(EY), GYH(Islands), GYH(S) or GYH(S) Additional journey is used they may claim actual costs up to the MMA at PCR for the direct distance between the leave address and the new duty station.  If no journey entitlement exists or is used they may claim actual costs up to MMA at PCR for the direct distance between the current and the new duty station.

d.
Air Travel (see Section 4 of this Chapter).    Whilst not regarded as the preferred method of duty travel, a Service person who elects to travel by air for the main part of their journey from an authorised leave address to the new place of duty is to personally arrange and pay for their flight and the Service person may claim actual costs up to the cost of the refund for the direct mileage from the current to the new duty station at MMA at PCR.  If a GYH(EY), GYH(Islands), GYH(S) or GYH(S) Additional journey is used they may claim actual costs up to the MMA at PCR for the direct distance between the leave address and the new duty station.  If no journey entitlement exists or is used they may claim actual costs up to MMA at PCR for the direct distance between the current and the new duty station.

04.0113.
Inter-Assignment Leave Between 2 Overseas Assignments.    A Service person granted leave in the UK (or the ROI if they have an appropriate qualifying address) between 2 permanent overseas assignments is entitled to be conveyed at public expense to the UK (or ROI) qualifying address.  A Service person who is permitted by their CO to take inter-assignment leave in a country other than the UK may travel at their own expense and reclaim the cost, up to the cost of passage to and from the UK under official arrangements.  Where an Air Trooping (AT) flight is available, this is either to be used or the cost of the overseas leave travel is to be borne by the Service person.  The Service person is responsible for meeting any travel costs which may arise if they subsequently wish, or are required to, proceed to the UK while on inter-assignment leave.

04.0114.
Privately Arranged Passage.    When a Service person has been authorised to travel under private arrangements on assignment to, or return from, an overseas station, the rules at Section 10 to this Chapter apply.

04.0115.
Recall From Leave.    Service personnel may be recalled to duty during a period of leave only for the most compelling reasons which could not have been foreseen before their departure.  Reasonable extra and necessary expenses incurred by Service personnel in complying with orders for recall from a period of leave can be refunded.  Travel to resume the leave may also be at public expense but is subject to the following:

a.
Stationed in the UK.    Duty travel to resume the leave is not permissible to a place beyond that from which the Service person was recalled.  Travel expenses incurred as a result of any travel outside the UK to resume leave are not to be refunded.

b.
Stationed Overseas.    Service personnel stationed overseas who are recalled from local leave may be allowed to travel at public expense to resume leave, provided that the unexpired period of leave exceeds 3 days and cannot reasonably be added to the next period of leave.  Service personnel stationed overseas who are recalled from leave in the UK or beyond their local overseas area may not return to their leave location at public expense for the unexpired leave period.

Where a return to the leave address at public expense is not authorised, a claim for the curtailed holiday may be admissible as Nugatory Holiday Expenditure (see Chapter 10 Section 9).

04.0116.
Compassionate Leave.    A Service person granted compassionate leave is eligible to travel at public expense to and from a leave address in the UK.  This eligibility is in addition to any annual entitlement within GYH(EY) (see Chapter 5 Section 3).  Service personnel granted compassionate leave may be eligible for travel at public expense to and from a country other than the UK, subject to the following provisions:

a.
Service Personnel on Temporary Duty in the UK.    Service personnel on temporary duty in the UK who are granted compassionate leave to visit their immediate family (who have remained at their permanent overseas station), are eligible provided that the immediate family has an entitlement to travel to the UK at public expense.

b.
Service Personnel Registered or Eligible for Domiciled Collective Overseas Leave (DOMCOL).    Service personnel registered for, or eligible for, DOMCOL (see Section 11 of this Chapter) and granted compassionate leave to their normal country of domicile, may travel at public expense on such leave as an anticipated DOMCOL entitlement if they so choose.

c.
Service Personnel Not Eligible for DOMCOL.    Service personnel who have no entitlement to DOMCOL, and who are granted compassionate leave to visit a relative residing in a country other than the UK or the ROI, are normally responsible for their own travel costs.  However, where, as a result of an assignment overseas, the cost of travel to the country in which the relative lives exceeds the cost of a direct civil air journey from the UK to that country, the excess can be met from public funds.

d.
Service Personnel Whose Relatives are Temporarily Residing Outside the UK.    Service personnel granted compassionate leave to visit relatives who are normally resident in the UK, but who are temporarily away from home in another country, are normally responsible for their own travel costs.  However, The Joint Casualty and Compassionate Centre (JCCC) can grant financial assistance from public funds towards such cost up to the equivalent cost of the journey to the relative’s normal place of residence in the UK.

04.0117.
Sick Leave.    When a Medical Officer or Medical Board certifies that it is necessary, on medical grounds, for a Service person to spend a period of sick leave away from a place of duty, they may be allowed a return journey at public expense to the nearest suitable place recommended by the Medical Officer or Medical Board.

Other Entitlements to Duty Travel
04.0118  Service Complaint Interviews .  Where a Service person has been nominated, in accordance with JSP 831 to carry out the functions of either the CO or Investigating Officer (IO) in relation to the investigation of a Service complaint from an ex-Service person, providing that there is no reasonable alternative method of conducting an interview other than face to face, the CO or IO may be entitled  to travel at public expense in order to carry out their duties.  In certain circumstances, when deemed by the designated budgetary authority to represent value for money, the ex-Service complainant may be authorised to travel at public expense to attend an interview with either the CO or IO.  Where authority is granted, travel is to be undertaken in the most economical manner and Day Subsistence claims will be limited to capped actuals on provision of receipts.  IE is not admissible.  Exceptionally, where Service accommodation is not available or appropriate, authority may be granted for 1 night’s hotel accommodation, to be booked though DHRS.

04.0119.
Witnesses at Courts-Martial and Boards of Inquiry.    Travel at public expense is admissible for military witnesses attending courts-martial, including attendance necessary for the taking of a written summary of evidence, or boards of inquiry.

04.0120.
Attendance at Civil Courts as a Witness.    Return travel at public expense is admissible for Service personnel attending as witnesses at a civil court to give evidence on matters relating to their official Service capacity.  When Service personnel are required to attend a civil court as a witness in an unofficial capacity, the matter is to be referred to SPVA PACCC before authority to travel at public expense is given.  Application should not be made until it has been clearly established that the authority requiring the Service person as an essential witness is not prepared to meet the cost, or that the court will not accept an affidavit.

04.0121.
Defendants at Civilian Courts.    Service and ex-Service personnel are entitled to travel at public expense, as for a duty journey, when attending a court as defendants or witnesses in civilian legal proceedings in which the Treasury Solicitor undertakes the defence.

04.0122.
Visits to Defence Lawyers.    Service personnel charged with an offence, and their Unit Defending Officer/Accused’s Friend or equivalent, are entitled to travel at public expense to consult with their legal representative.

04.0123.
Returning to a Unit after Acquittal.    Service personnel returning to their unit after acquittal by a civilian court on a criminal charge are entitled to travel at public expense.

04.0124.
Investitures and Royal Garden Parties.    The cost of travel to attend an investiture or presentation for the purpose of receiving an award not earned in a military capacity, or to attend a garden party, is not to be borne by public funds unless the Service person is ordered to attend as a military duty.  When an award has been earned in a military capacity, however, travel at public expense to attend an investiture or presentation is admissible as follows:

a.
Service Personnel Stationed in the UK.    Duty travel is admissible from the place of residence to the presentation venue.  Surface travel is also admissible for 3 relatives or friends who have received cards of admission permitting them to attend as spectators, or for 3 relatives, or a relative and friend, attending to receive a posthumous award or the award for a Service person who died before the investiture or presentation.  For requests outwith the regulations detailed contact MOD (SP Pol Pay and Manning (Allowances)).
b.
Service Personnel Stationed or Domiciled Overseas.    Where an award is to be presented overseas by an appropriate representative of Her Majesty The Queen, travel within the overseas command at public expense by the Service person and those accompanying relatives who have been invited to the ceremony is admissible.  Where the Service person elects to travel to the UK to receive their award, travel is to be at their own expense, except that travel from the point of entry into the UK to the place where the investiture is to be held may be at public expense under the terms of sub-paragraph 04.0123a.

c.
Ex-Officers (Including Retired Officers) and Ex-Soldiers.    Surface travel is to be admissible from the place of residence under the same conditions as for serving Service personnel under sub-paragraphs 04.0123a and b.

04.0125.
Guards of Honour.    Travel costs in connection with the provision of a Guard of Honour (including a band) and, where appropriate, a travelling escort, are admissible at public expense when the Sovereign, or a member of the Royal Family (who is a Royal Highness) expressly nominated to represent the Sovereign, attends a military ceremony or a civil function at which Service representation is required.

04.0126.
Bands.    When a unit (eg regiment or battalion) is proceeding overseas unaccompanied by its authorised band, the band can travel at public expense to the place of departure, or departure ceremony, in the UK to ‘play it off’.  Travel is also admissible for the band to meet the returning unit at the place of arrival, or arrival ceremony, in the UK.

04.0127.
Assisted Travel to the UK or Germany to Attend Spouse’s/Civil Partner’s Confinement.    A Service person who is serving unaccompanied overseas, or on an emergency assignment in NI, may be granted assisted return travel from their duty unit to the country where their wife/civil partner is residing in order to be present at her confinement.  However, the Service person must:

a.
Be serving INVOLSEP or in circumstances in which the spouse’s/civil partner’s health or advanced state of pregnancy did not permit her to accompany the Service person to the overseas unit; and

b.
Be able to be reunited with their spouse/civil partner within 9 days of the birth taking place; and

c.
Agree to the prepayment of either 20% of the cost of the return journey, or the first £100, whichever is the lesser sum.  This prepayment is to be made by the Service person into their unit Imprest/Public account using a unit originated Debit Voucher, prior to the return journey being arranged.

04.0128.
Medical Boards and Appointments.    Duty travel is admissible for Service personnel attending medical boards or attending hospital appointments, which have been arranged and authorised through the Service medical authorities.  If the Service person is on leave in the UK and is ordered to appear before a medical board, reimbursement is to be between the leave address and the location of the Medical Board. Travel for medical purposes within the UK attracts a liability for both Income Tax and NICs.  The Tax and NICs will be met by the MOD and paid by SPVA under PSA.
04.0129.
Funerals and Memorial Services.    When authorised Service personnel attend military funerals or memorial services under the provisions of Queen’s Regulations, or a Service representative attends a privately arranged funeral for a Service person (at the wish of the Next-of-Kin), the cost of any permitted travel is to be at public expense.  

a.
Where the funeral of a Foreign and Commonwealth Service person is held in the Country of Origin, and the Next of Kin request the attendance of a Service representative, return travel and subsistence for one Service representative is admissible at public expense.

b.
Where the funeral of a Foreign and Commonwealth Service person who was either Killed in Action, Died of Wounds or Died on Operations, is held in the Country of Origin, and the NOK requests the attendance of a military bearer party, return travel and subsistence for up to 10 Service representatives is admissible at public expense. 

04.0130.
Attendance at Inquests.    Service personnel instructed by a Coroner to attend an inquest (or equivalent such as a fatal accident inquiry as in Scotland), should normally receive from the Coroner an allowance which covers reasonable travelling expenses.  If, in exceptional circumstances, the Coroner is unable to pay the travel expenses, reference is to be made to SPVA PACCC for consideration as to whether they may be met from public funds.  When a CO considers it is in the interests of the Services for an Officer to be present at an inquest, other than as a witness, travel expenses are to be met from public funds.

04.0131.
Officiating Chaplains and Civilian Lay Readers.    Officiating chaplains can, in addition to the remuneration granted to them from public funds, be refunded their travelling expenses for journeys which they necessarily make in order to minister to Service personnel.  Civilian Lay Readers who are licensed by the Archbishop of Canterbury, and who give their services without remuneration, can travel at public expense when they undertake journeys in connection with their duties as Lay Readers for the Services.

04.0132.
Educational Courses, Educational Visits and Graduated Resettlement Time (GRT).    Journeys made by Service personnel to attend the following types of educational courses will be regarded as duty journeys:


a.
For approved residential courses including OU Summer Schools.

b.
Up to a maximum of 5 journeys per week, not exceeding 60 miles per return journey, for the purpose of regular attendance at:

(1)
Service-sponsored educational courses organised by Local Authorities or Higher/Further Education Institutions; or

(2)
Voluntary courses held under Service arrangements and having a personal development or Service training value.

Exceptionally, where the distance is more than 30 miles, but not more than 100 miles, in each direction, the CO may authorise travel at public expense.  In no circumstance is authority to be given for distances in excess of 300 miles per week for any one Service person.

c.
For educational visits (eg organised visits to local government meetings, factories and places of historical interest) up to a maximum of one return journey per person per month is authorised for distances of not less than 2 miles and not more than 40 miles, in each direction.  The visit must be designed to supplement a course of study under further education and continuous training schemes.


d.
For attendance at lectures and meetings of professional bodies when:

(1)
The lecture is part of the syllabus of a course that the Service person has been authorised to attend at public expense; and

(2)
The subject matter of the meeting/course has a direct bearing on the Service person’s immediate Service duties (ie beneficial to the assignment being currently filled at the time of attendance at the lectures rather than to an anticipated future Service assignment).

e.
For Graduated Resettlement Time (GRT) Scheme journeys to attend any authorised resettlement activity, briefing, visit, attachment, training or Individual Resettlement Preparation (IRP) as follows:

GRT of 2, 3 or 4 weeks
-
up to a maximum of 4 return journeys

GRT of 5 weeks

-
up to a maximum of 5 return journeys

GRT of 6 weeks

-
up to a maximum of 6 return journeys

GRT of 7 weeks

-
up to a maximum of 7 return journeys 

If a Service leaver is in receipt of GYH Travel (see Chapter 5 Section 2) whilst on their GRT that allowance takes precedence and negates the use of warrants during the course of training or civilian work attachment.  GRT warrants should still be used, as appropriate at the start and finish of the training or civilian work attachment.  If the Service leaver is attending a resettlement activity which is within reasonable daily travelling distance from their residence at work address (RWA) and accommodation at the course location is not mandatory, they should travel daily and claim Home to Duty Travel costs in accordance with Section 13 of this Chapter.  Where GRT is authorised to be taken overseas for a Service leaver stationed in the UK the Service leaver may claim only public travel within the UK from their normal duty station to the point of departure for overseas.  Eligible personnel serving overseas may take training or a civilian work attachment locally.  In these circumstances travel at public expense is permitted for the attachments within the borders of the country where the Service leaver is assignment.  Alternatively, costs to the appropriate border crossing or airhead may be claimed for travel to other countries.  Eligible personnel serving in NW Europe may undertake familiarisation attachments to civilian companies in Germany, Holland and Belgium, including crossing the border between 2 of these countries, on the proviso that existing UK regulations on maximum mileages at paragraph 04.0131b are adhered to.  In such cases, MMA will be payable at the appropriate rate of PCR for the number of miles travelled in each overseas country.  There is no entitlement for journeys at public expense from an overseas duty station to undertake GRT in the UK.  Those Service personnel who do travel to the UK may claim only for the return cost of travel between the point of entry to the UK and the location of the GRT.

04.0133.
Examinations.    A claim for duty travel will be admissible within the UK or within main areas overseas for personnel attending any of the following:


a.
Authorised Service examinations or tests.

b.
Examinations held by professional bodies and institutions for which a Service person would be permitted to claim a Standard or Enhanced Learning Credit, provided a suitable course has been completed.

04.0134.
Colonels and Colonels Commandant of Regiments, Corps and Divisions of Infantry, TA Honorary Colonels and Honorary Air Commodores.    Colonels and Colonels Commandant of Corps, Regiments and Divisions of Infantry, other than Honorary Colonels Commandant, are permitted to travel at public expense for duties in connection with their appointments, as follows:

a.
Colonel Commandant RAC and Colonels Commandant of Divisions of Infantry and the Parachute Regiment:

(1)
One journey per year to each Regiment or Battalion stationed in the UK.

(2) Two journeys to Germany per year by the Colonel Commandant RAC and one journey to Germany a year by Colonels Commandant of Divisions of Infantry and the Parachute Regiment.

(3)
One journey to visit a Regiment or Battalion serving elsewhere overseas during a normal accompanied overseas Arms Plot assignment.

b. Colonels and Colonels Commandant and Representative Colonels Commandant of Regiments and Corps:

(1)
A maximum of 5 journeys per year within the UK, or 4 within the UK and one to Germany.

(2)
Exceptionally, at the discretion of the GOC for the Division/District in which the RHQ is located, an additional 4 journeys, not more than one of which may be to Germany.

(3)
Additionally, a maximum of 2 journeys per year in the UK may be taken to attend meetings convened by Colonels Commandant RAC and Colonels Commandant of Divisions of Infantry.  For Deputy Colonels of large Regiments, these 2 journeys may be used for attending meetings called by the Colonel of the Regiment.

(4)
One journey to visit a Regiment or Battalion serving overseas, other than in Germany, during its normal accompanied overseas Arms Plot assignment.  In the case of Corps units, which are static overseas and to which Service personnel are assigned by rotation, one visit may be made to each theatre in each 3 financial year period (eg 1 Apr 2006 to 31 Mar 2009).

(5)
Where a Corps has a Representative Colonel Commandant, the entitlement to travel in sub-paragraphs 04.0133b (1)-(4) applies to them only.  In the case of the Royal Artillery, Royal Engineers and Royal Corps of Signals, they may share their appointment with the Master Gunner, Chief Royal Engineer, or the Master of Signals.  Other Colonels Commandant in Corps may travel at public expense only when deputed to do so by the Representative Colonel Commandant within their own entitlement.

c. Regimental Lieutenant Colonels of the Guards Division.    A Regimental Lieutenant Colonel of the Guards Division, deputising for the Colonel of their Regiment, who is a member of the Royal Family, may claim the entitlement of a Colonel as set out in sub-paragraphs 04.0133b (1) and (3).

d.
Colonels of Gurkha Regiments:

(1)
Six journeys in the UK in each financial year for conferences connected with regimental matters, for the purpose of interviewing officers wishing to serve with the Gurkhas or for visits by the Colonel to a Gurkha Infantry Unit stationed in the UK.

(2)
Three visits in a period of 6 financial years to the Regiments or Corps stationed overseas.

e.        TA Honorary Colonels.      TA Honorary Colonels are permitted to travel at public expense for duties in connection with their appointments as follows:

           (1)     Up to and including 5 return journeys per financial year within the 

           UK;  or

           (2)     Up to and including 4 journeys per financial year within the UK and   

           one return journey overseas to visit their unit on annual camp.

Exceptionally, financial authority for further visits can be sought, prior to travelling, from Div/Dist HQs or HQ Theatre troops, as appropriate.         

f.
Honorary Air Commodores - Royal Auxiliary Air Force.    Honorary Air Commodores are permitted to travel at public expense for duties in connection with their appointments as follows:

(1)
Up to and including 5 return journeys per financial year within the UK; or

(2)
Up to and including 4 journeys per financial year within the UK and one return journey overseas to visit their unit on annual camp.

Exceptionally, financial authority for further visits can be sought, prior to travelling, from CinC PTC.

04.0135.
Conditions of Travel for Colonels and Colonels Commandant of Regiments, Corps and Divisions of Infantry, TA Honorary Colonels and Honorary Air Commodores.    All journeys made under paragraph 04.0133 are subject to the following conditions and any detailed instructions issued by the MOD:

a. Journeys should be so spaced as to cover the whole period of entitlement.

b.
Travel at public expense is restricted to the distance between the officer’s normal residence in the UK and the place to be visited.  Where the residence is outside the UK such travel is to be to and from the port or airport most suitable for the place to be visited.

c.
For the purpose of travel entitlements, the rank of Major General (or other Service equivalent) is to be assumed, irrespective of the actual rank of the Service person. 
04.0136.
Rifle Meetings.    Travel at public expense to authorised rifle meetings in the UK, organised by unit or higher headquarters or by the Army Rifle Association, may be permitted subject to the following conditions:

a.
Travel is restricted to competitors, officials and organisers of the meetings.

b. Travel to District meetings is restricted to a Service person located within the District.

c.
Travel to Corps meetings is restricted to a Service person serving in the UK and Germany.

d. Travel to Bisley meetings is restricted to Service personnel serving in the UK and Germany except that the total from UKSC(G) is to be limited to 20 officers and 180 non-commissioned personnel.

04.0137.
Laying Up Standards, Guidons and Colours.   Division/District commanders, or equivalent, in the UK can authorise travel at public expense in the UK for a detachment, including a band and/or corps of drums of a Regiment or Corps, limited to a maximum of 60 all ranks, for the laying up of the most recent old Colours.

04.0138.
Granting of “Freedom” of a City or Town.    When a unit is granted the freedom of a city/town or is adopted by a city/town in the UK and a unit visit is appropriate, Top Level Budget (TLB) Holders’ staff can authorise travel at public expense in the UK, for a detachment limited to a maximum of 100 all ranks, when the single journey distance from the detachment’s station does not exceed 50 miles.  If the distance is greater than 50 miles the size of the detachment will be reduced to a maximum of 60 all ranks.

04.0139.        Residual Entitlement for Families Free Travel for Married Accompanied Gurkhas.    The families of all married Gurkha servicemen with 3 years service have been permitted to travel at public expense to their duty station since full Gurkha Married Accompanied (GMAS) was authorised on 1 Apr 06.  This entitlement is to be withdrawn on 1 Apr 07 when new Gurkha TACOS (GTACOS) are introduced.  After 1 Apr 07 those Gurkhas who have, through no fault of their own, been prevented from exercising their entitlement will retain a residual entitlement in the following circumstances:

           a.
Entitled soldiers who have applied for SFA with intended occupation  

           before 1 Apr 07 and have been advised by Defence Estates-Housing 

           Directorate that no SFA of any category or SSFA is available before 1 Apr 07 

           may retain their entitlement until SFA becomes available.

           b.  
Entitled soldiers for whom SFA is available before 1 Apr 07, but who 

           have been warned for operations overseas from their duty station 6 months or 

           less before 1 Apr 07 and who will deploy before 1 Jul 07
, must apply, and 

           intend to move their family, within 1 month of returning from operations.  

04.0140.
Return Passage after GMAS.    Implicit within the entitlement to families free travel is a publicly funded return passage for the family to Nepal at the end of service.  However, GTACOS recommendations allow for Gurkhas to choose whether they are discharged in Nepal or UK.  In the event that a soldier is discharged in UK any entitlement to a public funded passage home for his family is forfeited.

Duty Travel by Claimants of Automated Home to Duty Travel (HDT)

04.0141.
Duty Journeys to Other Locations Starting or Ending at the RWA.    Service personnel in receipt of automated HDT (Public) or (Private) (see Section 13 of this Chapter) who undertake duty journeys to locations other than their permanent duty station, which start or end at their RWA, will be required to abate any MMA claim received by the daily HDT rate.

CHAPTER 4

SECTION 2

RAIL TRAVEL

GENERAL

04.0201.
Application.    The principles of duty travel (see Section 1 of this Chapter) apply to this Section.  As with all duty travel, there can be a variety of reasons for travelling on duty by rail; these are also described in Section 1 to this Chapter.

04.0202.
Definition of Rail.    The term “rail” includes combined rail and ferry routes within the UK and between the UK and the Republic of Ireland (RoI), France, Belgium and Holland.
04.0203.
Rail Travel in the UK.    For guidance on Rail Travel in the UK, refer to JSP 800, Volume 2, (Defence Movements and Transportation Regulations) Part 4, which is the regulations governing all aspects of passenger travel by rail.  This includes entitlement to class of travel, the use of warrants and railcards, underground travel and troop movements (but see paragraph 04.0207 for additional conditions concerning classes of travel).

04.0204.
Eurostar Travel.    Eurostar may be used for duty travel.  For guidance on the booking of Eurostar, see JSP 800, Volume 2, Part 4, Chapter 5.
04.0205.
Time Saving in the Interests of the Service.    Where rail transport is used, the cheapest route is to be undertaken except where the CO (not below OF4), is satisfied that a more expensive route effects a time saving that can be justified on Service grounds.  For travel by combined rail and sea routes the cheapest route is to be used and no exceptions to the rule are to be permitted without specific approval from SPVA Pay and Allowances Casework Cell (PACCC).

04.0206.
Repayment of Rail Fare When a Warrant is Not Issued.    Eligible personnel are normally to be issued with warrants/Service arranged tickets for all authorised journeys by rail.  If a rail journey is undertaken without the use of a rail warrant/Service arranged ticket, the cost incurred will be refunded only when proof of expenditure and a written record of why obtaining a warrant/service arranged ticket was not possible are produced by the claimant.  The proof of expenditure and written record are to be retained for 24 months from the date of claim for audit purposes.  HM Forces Railcards are not to be used for the purchase of tickets for duty journeys.

CONDITIONS

Rail Travel and/or Eurostar in the UK and the RoI.
04.0207.
Class of Travel.    The class of rail and/or ferry travel to be used by Service personnel, immediate family or other entitled personnel is set out below:

a.
Standard Class.    Officers, non-commissioned personnel and immediate families will travel standard class when they are:

(1)
Officers of OF2 rank and below, non-commissioned personnel and all immediate family members travelling in the UK and the RoI, unless allowed first class travel under paragraph 04.0207b.
(2)
Commuting daily between their Residence at Work Address (RWA) and their place of duty.

(3)
Travelling in connection with Service organised sports in which they are taking part or officiating.

(4)
Immediate family members travel unaccompanied (but see paragraph 04.0207b).
(5)
Children of Service personnel on School Children’s Visits (SCVs).

(6)
Utilising Get You Home (Early Years) (see Chapter 5 Section 3), Get You Home (Seagoers) and GYH(S) Additional journeys (see Chapter 5 Section 4).  These are not duty journeys; they are mentioned here for clarity only to avoid misinterpretation.

b.
First Class.    Officers who hold the paid rank of OF3 and above, when travelling on duty, are entitled to travel first class.  Officers below the rank of OF3 and non-commissioned personnel travelling on duty may be authorised first class travel in the following circumstances only:

(1)
When travelling in uniform for Service reasons, the warrant is to be endorsed “Necessarily Travelling in Uniform”.

(2)
When travelling by ferry (eg to NI, the RoI, Isle of Man, Channel Islands) or on cross-channel ferries, and on boat trains run exclusively with the ferries used for journeys to and from the European mainland (first class accommodation for these purposes includes first class sleepers where applicable).

(3)
When travelling in NI and the RoI.

(4)
When provided with a first class sleeper in accordance with paragraph 04.0209, for that part of the journey covered by sleeper warrant.

(5)
At the CO’s discretion in the circumstances listed below at sub-sub-paragraphs (a) to (e).  A warrant/Service arranged ticket issued under this sub-paragraph is to bear reference to the precise sub-sub-paragraph under which it is authorised, as is the counterfoil.  Any associated Service person’s travelling Expenses Claim is also to include an exact reference to the authority approving such travel:
(a)
When, for Service reasons, it is desirable for the Service person to accompany a superior officer who is entitled to travel first class.

(b)
When necessarily travelling on duty in the company of a person whose travelling expenses for the journey are not payable directly from public funds, who is travelling first class and with whom the person is directly associated in the performance of Service duties.

(c)
When the person is carrying documents, classified Secret or above, delicate technical stores or apparatus.

(d)
When travel on duty overnight is essential (and a sleeper is not available).

(e)
On medical recommendation.

Immediate family members are entitled to first class travel by rail and ferry when accompanied by their Service spouse/civil partner when this Service person is entitled to first class travel.  Alternatively, immediate family members are also entitled to first class travel, when travelling unaccompanied by their Service spouse/civil partner, on a ferry (eg to NI, the RoI, the Isle of Man or the Channel Islands) or on cross-channel ferries, and on boat trains run exclusively with the ferries used for journeys to and from the European mainland (first class accommodation for these purposes includes first class sleepers where applicable).

04.0208.
Seat Reservation.    Service personnel proceeding on a duty journey by rail may be refunded any cost of a seat reservation (note a seat reservation is often provided without charge) for either first or standard class travel on production of a receipt for the reservation fee provided that:

a.
The accommodation on the train is restricted (ie all seats have to be reserved in advance); or

b.
Exceptional circumstances authorised by the CO (eg a medical condition), require a seat to be reserved, even where accommodation is not restricted.

04.0209.
Sleeping Berths.    Sleeping accommodation will be provided for a Service person for a duty journey at public expense only when overnight travel is unavoidable and subject to the following:

a.
A Service person is allowed the cheapest sleeping berth accommodation appropriate to the class they are normally entitled to travel in by rail (see paragraph 04.0207).
b.
Exceptionally the CO may authorise first class travel sleeping berths for:

(1)
An officer not entitled to a first class sleeping berth when travelling alone or unable to share a standard class berth with another officer in the same party.

(2)
A senior non-commissioned officer of OR5 or above not entitled to a first class sleeping berth when travelling alone or unable to share a standard class berth with another OR5 or above person in the same party.

(3)
A junior non-commissioned officer of OR4 or below not entitled to a first class sleeper berth when travelling alone or unable to share a standard class berth with another OR4 or below person in the same party.

c.
Sleeping accommodation is not admissible for any journey made by an immediate family member except as authorised in paragraph 04.0207b.

04.0210.
Cancellation of a Sleeping Berth.    Where a Service person has paid to reserve a sleeping berth and for Service reasons is unable to use it, they are to cancel the reservation if possible.  Any financial loss that they incur through receiving only a partial refund of the reservation fee may be claimed from public funds.  If cancellation is not possible the full fee paid may be re-claimed from public funds by the Service person submitting an Expenses Claim (see paragraph 04.0214).  In these circumstances, a record is to be maintained for audit purposes by the claimant explaining why the sleeping berth was cancelled.

04.0211.
Exclusive Use of a Reserved Compartment.    Where it is considered necessary to book a whole coach or compartment, IPG (Manager Business Travel) is to be consulted and, if approval is given, the rail warrant is to be endorsed in red “FOR THE EXCLUSIVE USE OF THE COMPARTMENT OR COACH”.

Rail Travel in Overseas Theatres

04.0212.
General.    Journeys in overseas theatres are to be completed via the cheapest suitable means of transport available.  The general rules explained for the UK in paragraphs 04.0201 - 04.0211 are applicable to overseas, except where they relate to circumstances peculiar to the UK.

04.0213.
Class of Travel.   When standard class is the appropriate form of travel the class of travel to be used overseas is that which equates most closely to standard class travel in the UK.  This does not apply when, because of local conditions, a higher class is approved by an OF4 or above after consultation and agreement with the unit budget staffs.

METHOD OF CLAIM

04.0214.
Method of Claim.    Rail travel will normally be funded using the Defence Travel Lodged GPC or a rail warrant/Service arranged ticket.  Where one cannot be provided eligible Service personnel may exceptionally reclaim their actual rail costs by submitting an Expenses Claim as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

04.0215.
Method of Payment.    All Expenses Claim payments, irrespective of whether they have been claimed using the JPA on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 4

SECTION 3

ROAD TRAVEL
GENERAL

04.0301.
Application.    The principles of duty travel (see Section 1 of this Chapter) apply to this Section.  As with all duty travel, there can be a variety of reasons for travelling on duty by road; these are also described in Section 1 to this Chapter.

ELIGIBILITY

04.0302.
General.    Where no public transport exists and Service owned or hire transport is not available, the cost of privately hired transport, including taxicabs, can be refunded from public funds for journeys of a distance of one mile or more.  When 2 or more Service personnel are proceeding on the same journey they are to utilise the same vehicle.

04.0303.
Travel by Bus/Coach.    For journeys by bus or coach, Service personnel may claim reimbursement of actual expenditure.  The receipted ticket must be retained by the claimant for 24 months for audit purposes.

04.0304.
Taxi.    In addition to those journeys outlined at paragraph 04.0302, refunds of taxicab fares are also admissible for journeys, including those of less than one mile, within the following criteria:

a.
Service personnel are making a duty journey when one of the following conditions is met:

(1)
They are necessarily carrying heavy baggage.  The amount of personal baggage needed for duties of one or 2 nights only is not justifiable in claiming the use of a taxicab at public expense.

(2)
The Service person would not have arrived at their destination at the required time by using public transport.

(3)
For prisoners and escorts when they cannot be conveyed by rail.

b.
For immediate families of all ranks, whether accompanied or unaccompanied by the Service member of the family, when necessarily travelling with heavy baggage, where no suitable public transport is available.

c.
The Service person or their immediate family have a medical certificate signed by a medical officer stating that they are unable to travel by a cheaper mode of transport.  The certificate is to be retained for 24 months by the Service person with a copy of their claim to be produced for audit purposes when requested.

d.
Service personnel carrying classified documents that are too heavy or bulky to be carried on public transport.

e. In exceptional circumstances, not covered by the above, OF4 or above may authorise taxi hire.

Service personnel travelling in or through London, without baggage, for a distance too great to walk are to use public transport, but not taxis.  Service personnel on duty in MOD London at conferences, meetings or interviews, are not to claim taxi fares for journeys that should have been taken by other means of public transport, except as detailed at paragraph 04.0304a(2) or other exceptional circumstances.

04.0305.
Private Vehicles.    The regulations concerning the submission of a claim for duty travel by private vehicle are contained in Section 6 of this Chapter.  For the purpose of this section the term ‘a private vehicle’ means a: 


a.
Motor car (including people carriers, 4x4s, and other types of car).


b.
Motor cycle.


c.
Bicycle.

The vehicle may be regarded as private if it is:

d.
Owned by the Service person or being bought on hire purchase and registered in their name and the insurance requirements are met and specifically cover its use on official business (see Section 6 of this Chapter); or

e.
Privately hired by the Service person and the insurance requirements are met and specifically cover its use on official business (see Section 6 of this Chapter); or

f.
Registered in the name of the Service person’s spouse/civil partner and the insurance requirements are met and specifically cover its use on official business (see Section 6 of this Chapter).

04.0306.
Car Hire.    Hired transport may be used in preference to public transport when the official method of transport is uneconomic, impractical or unsuitable.  In all cases budget holders should be consulted (see JSP 800 Volume 5).

04.0307.
Motorcycles and Bicycles.    Service personnel who regularly use their own motorcycle or bicycle for duty journeys, for which travelling expenses are permissible, may be granted an allowance as shown in Section 6 of this Chapter.

04.0308.
Saving of Time in the Interests of the Service.    Where road transport is used, expenses are allowed for the cheapest or most direct route, except where the CO is satisfied that a more expensive journey effects a saving of time which is advantageous on Service grounds.  The claimant is to keep a record of these reasons for audit purposes.  Where a Service person elects to use an alternative route, that is not the most direct, because it is longer but quicker, they may claim MMA for the actual distance travelled subject to the following conditions:

a.
The alternative route was taken (including motorways) to avoid congested areas, road works or other temporary hazards.

b.
Where the distance is appreciably greater than the direct route (eg more than 10% further) an explanation of the route taken and why is to be retained by the claimant with a copy of the claim.

c.
Assessment of the distance travelled is to be undertaken with reference to a motoring organisation handbook or route planner, normally based on the most direct route.

04.0309.
Additional Fees.    When a Service person performing a duty journey by Service-owned transport, or approved to travel by private motor vehicle, necessarily incurs incidental costs such as those listed below, the actual expenditure may be reclaimed:

a.
Parking fees.

b.
Tolls.

c.
Inland ferry charges.

d.
Parking meter charges.

e.
Garage charges overnight, where the vehicle could not be garaged under Service arrangements.

f.
Daily congestion charges.

Receipts should be obtained and retained for 24 months for all expenditure to support the claim.  Where a receipted bill is not obtainable, a written justification for any expense must be kept with a copy of the claim by the claimant.

04.0310.
Congestion Charges.    For regulations covering reimbursement of Congestion Charges see Section 7 of this Chapter.

OVERSEAS THEATRES
04.0311.
General.    Journeys in overseas theatres are to be performed by the cheapest suitable means of transport available as determined by the Service person or the chain of command.  The rules for the UK in paragraphs 04.0301 to 04.0310 are generally to be applied, except where they relate to circumstances peculiar to the UK.

METHOD OF CLAIM

04.0312.
Method of Claim.    Claims for MMA, actual public transport costs or additional fees will be made via Expense Claims as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

04.0313.
Method of Payment.    All Expenses Claim entitlements, irrespective of whether they have been claimed using the JPA on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 4

SECTION 4

AIR TRAVEL

GENERAL

04.0401.
Application.    The principles of duty travel (see Section 1 of this Chapter) apply to this Section.  As with all duty travel, there can be a variety of reasons for travelling on duty by air; these are also described in Section 1 to this Chapter.

04.0402.
Air Trooping Services/MOD Charter.    The Air Trooping services operated by the RAF or by MOD-chartered civil aircraft are to be used wherever possible for journeys between the UK and stations overseas.  Only officers of the rank of OF7 and above may fly by civil airlines when Air Trooping services are available, though they should consider the use of RAF or charter services if at all practicable.  JSP 800, Volume 2, (Defence Movements and Transportation Regulations) Part 2, Chapter 5 contains details of Air Trooping Flights and the official method of travel for Service personnel and their immediate family.

04.0403.
Class of Travel by Civil Airlines.    The regulations governing class of travel by civil airlines can be found in JSP 800, Volume 2, Part 2, Chapter 1.

04.0404.
Families.    Accompanied immediate family members are to travel in the class of seat to which the Service member of the family is eligible.  When immediate family members travel unaccompanied, they are to travel in economy class.

04.0405.
Travel by Civil Airline.    Movement by civil airline is not to be authorised except in the following circumstances:

a.
Where this method of travel is authorised by MOD instructions, either in relation to specific journeys or categories of journeys.

b.
On the authority of unit budget staff, provided that one or more of the following conditions are fulfilled:

(1)
The cost of conveyance by civil airline is cheaper than travel by other means, taking into account in each case the cost of the terminal land travel involved, the cost of transporting heavy baggage separately and the cost of the subsistence allowances that would be admissible.  For journeys within the UK only, the circumstances must also be such that travel by rail is unsuitable or would result in serious delay or marked inconvenience.

(2)
The need for medical facilities is so urgent that no other means of transport will suffice.

(3)
The use of civil airlines is the only practicable means of carrying out an urgent military duty.

METHOD OF APPLICATION

04.0406.
Method of Application.    Air travel will normally be arranged upon request by the unit HR admin staff/unit travel office or through Defence Travel (either on-line or “classic” and the Service person will be issued with a Service arranged ticket or an e-ticket reference.

CHAPTER 4

SECTION 5

SEA TRAVEL

GENERAL

04.0501.
Application.    The principles of duty travel (see Section 1 of this Chapter) apply to this Section.  As with all duty travel, there can be a variety of reasons for travelling on duty by sea; these are also described in Section 1 to this Chapter.

FERRY JOURNEYS

04.0502.
Class of Sea Travel for Service Personnel.    A Service person is entitled to travel in the same class by sea as they would be for rail travel in the UK (see Section 2 of this Chapter).  However, first class ferry travel is authorised for personnel travelling on duty between the GB mainland and NI, the RoI and elsewhere in the UK.

04.0503.
Class of Travel for Immediate Family Members.    When the Service person is travelling with their immediate family, their immediate family will travel in the same class of accommodation to which the Service member of the family is eligible.  Immediate family members travelling on their own will be allowed to travel first class on ferries between the GB mainland and NI, the RoI and elsewhere in the UK.

04.0504.
Sleeping Accommodation.    Sleeping accommodation will be provided for a Service person for a duty at public expense only when overnight travel is unavoidable.  Sleeping berth accommodation should be at the class of travel that the Service person is normally entitled to travel in (see paragraph 04.0507) but subject to 04.0209b.  For cancellation of a sleeping berth see paragraph 04.0210.  Sleeping accommodation is not admissible for any journey made by a family member, unless authorised for a duty journey to or from NI.  See JSP 800, Volume 2, Part 3, Chapter 5 for information regarding movement by ferry to and from NI or the RoI.
04.0505.
Use of Hovercraft, Hydrofoil or Jetfoil.    The cost of travel on official duty by civil hovercraft, hydrofoil or jetfoil services on routes that are also covered by rail or ferry services may be refunded only where the use of hovercraft, hydrofoil or jetfoil is justified on Service grounds (eg time or cost).  In these instances, the claimant is to retain a written explanation justifying the exceptional use of these forms of sea travel; this is to be kept for audit purposes for 24 months.
SEA TRAVEL (OTHER THAN FERRY JOURNEYS AS DETAILED ABOVE)

04.0506.
General.    An officer of the rank of OF7 or above, or an officer granted local unpaid rank on embarkation or disembarkation for the purposes of taking up an overseas assignment in the rank of OF7 will be allowed a sea passage in a passenger carrying vessel in preference to travel by air.  Where a sea passage is chosen the accompanying immediate family should travel in the same vessel.  All other Service personnel and their immediate family are to travel by sea passage only where other means of travel is impractical, and sea travel has prior approval from the SPVA Pay and Allowances Casework Cell (PACCC). Service personnel will be reimbursed the actual costs of a sea passage up to the cost of an equivalent commercial flight that would have been taken. 
ELIGIBILITY
04.0507.
Class of Travel.    When duty travel by sea is permitted the classes of accommodation set out below are to be regarded as an approximate indication of the standard applicable for each rank.  When different rates are charged for different types of accommodation within a particular class the cheapest accommodation available in the appropriate class is to be allotted:

a.
Officers of OF3 rank and above can travel first class.

b.
Officers of OF2 rank and below, and non-commissioned personnel, travel second class or tourist class.

c.
Immediate family members travel in the class to which the Service member of the family, accompanied or unaccompanied, is entitled but when travelling to or from NI or the RoI unaccompanied by the Service person, immediate family members are entitled to first class travel on the ferry.

METHOD OF APPLICATION

04.0508.
Method of Application.    Sea travel will normally be arranged upon request by the unit HR admin staff/unit travel office and the Service person will be issued with a Service arranged ticket or an e-ticket reference.

CHAPTER 4

SECTION 6

MOTOR MILEAGE ALLOWANCE

GENERAL

04.0601.
Aim.    The aim of Motor Mileage Allowance (MMA) is to assist personnel authorised to undertake duty travel using a private motor vehicle with the cost of those journeys.

04.0602.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Sections 337 to 339 MMA is non-taxable.  In accordance with HM Revenue and Customs regulations, payment of MMA at Official Duty Rate (ODR) can only be made for duty travel up to 10,000 miles in any single tax year.  Any duty mileage claimed over this limit can only be paid at the ODR ‘Over 10,000 miles’ rate regardless of the reasons for using the private motor vehicle.  There is no limit on the number of miles a Service person may claim at MMA at Private Car Rate (PCR) in each tax year.

ELIGIBILITY

04.0603.
Eligible Service Personnel.    All Service personnel (including Reserve personnel, and Sponsored Reserves only during periods when their individual costs are met by the MOD), who have been granted authority to use their private motor vehicle or privately-owned aircraft (see paragraph 04.0619), to undertake journeys as part of their Service duties, are eligible to claim MMA at the appropriate rate.

ENTITLEMENT TO CLAIM MMA

04.0604.
Authorised Duty Journeys.    MMA will be paid at the ODR or the PCR for the authorised duty journeys detailed in Section 1 of this Chapter.

OFFICIAL DUTY RATE

04.0605.
General.    MMA at ODR is only authorised in exceptional circumstances.  It may be authorised when Service personnel use their private motor vehicles on a duty journey when the use of a private motor vehicle is essential and it is clear that there is no cheaper alternative and provided that:

a.
Public transport is not available or is impractical.  This should take account of the likely travelling time, available route, the requirement to carry bulky documents or equipment and personal disabilities; and

b.
Less expensive methods of conveyance could not be used without unacceptable delay or marked inconvenience to the Service.  This should take into account any additional subsistence allowance which may have been paid if travel by public transport or other means had been used.  Any parking charges or tolls should also been taken into consideration; and

c.
A MOD hire car is unavailable; and

d.
There is no spare seat available in a Service or private motor vehicle already scheduled to undertake a journey in the required direction; and

e.
Prior authority for the journey is given by the CO or other officer to whom the authority has been specifically designated.  This is achieved by the Service person  completing and submitting the appropriate single Service transport application form to the unit transport provider who will either provide the requested transport or authorise the Service person to use their private motor vehicle on official duty; and


f.
The vehicle is properly insured as outlined in paragraph 04.0617.

It should be noted that the absence of first class rail facilities is not in itself justification for the use of a private vehicle and claiming MMA at ODR.

04.0606.
Future Use of Vehicle.    When granted authority to claim MMA at ODR for using a private motor vehicle on official duty, Service personnel are to be advised that they will be expected to use the vehicle subsequently, at ODR or PCR as appropriate, when asked by the MOD and to carry official passengers, if so directed, unless there is a change of circumstances which makes further use unreasonable.  They should not, therefore, subsequently be permitted travel by more expensive means (eg hired transport), on official duties for which it is practicable for them to travel in their private motor vehicle.

04.0607.
Medical Officers.    Medical Officers may use their private motor vehicles and claim MMA at ODR for the following journeys:

a.
Between their Residence at Work Address (RWA) and the address of a seriously ill patient when they consider it necessary to visit the patient out of duty hours.

b.
Between their RWA and place of duty when they are called to visit patients in an emergency.

c.
When called out on medical duty and Service transport cannot be provided.

These exceptions do not apply to Medical Officers detailed as Duty Surgeon or Duty Anaesthetist, or for any other routine duty, when they are called from their RWA.  Once the Medical Officer has returned to their place of duty, however, they will be entitled to MMA at ODR for subsequent journeys in accordance with sub-paragraphs 04.0607a to c.

04.0608.
Equipment.    A Military Equipment Supplement may be paid for the carriage of equipment in private motor vehicles on journeys qualifying for MMA at ODR provided that all of the following are met:

a.
The Supplement is authorised by the CO or other officer to whom authority has been specifically delegated, prior to the journey.

b.
The equipment is necessarily carried inside a private motor vehicle and is likely to cause abnormal deterioration to the interior.  The Supplement will not be paid in respect of vehicles designed or adapted to carry goods or equipment when there is room available in the luggage boot or on a luggage rack.


c.
The vehicle is properly insured for the carriage of such equipment.

d.
When Service guard dogs are necessarily carried in private motor vehicles, Service transport is not available and the use of public transport would be inappropriate.

PRIVATE CAR RATE

04.0609.
General.    Provided the private motor vehicle is insured, as outlined in paragraph 04.0617, Service personnel may use their private motor vehicles and claim MMA at PCR in the following circumstances:

a.
For journeys where there is no spare seat available in a Service or private motor vehicle already scheduled to undertake a journey in the required direction and, although public transport could be used without the undue detriment to the interests of the Service, the use of a private motor vehicle is considered reasonable.

b.
When authorised by their CO for specific journeys within the unit boundaries.  This includes any journey to any part of the unit notwithstanding that the public highway might have to be used.


c.
On change of duty station within the UK or within an overseas theatre.

d.
When proceeding on temporary duty, attachment or on a course of instruction to which the Service person is not permanently assigned.

e.
On journeys for the educational purposes outlined at Section 1 of this Chapter.

f.
When proceeding to and from hospitals for medical treatment.

g.
On journeys in connection with official sport (see Section 8 of this Chapter).

04.0610.
Double Journeys.    When the private motor vehicle of a Service person has been authorised for use on a journey, as Service transport is not available or appropriate, but is driven on the outward or return journey by another person because the Service person was not present (eg when the vehicle is used for a journey to or from an airport) or is incapable of driving it (where they are an inpatient in a secondary care medical facilityand due to the nature of their injuries they are unable to drive), MMA at PCR is payable for those parts of the journey when the Service person was not present provided that:

a.
The whole or part of the journey for which the Service person was present qualifies for MMA at ODR or PCR; and


b.
The double journey was in the interests of the Service.

04.0611.
Borrowed or Hired Cars.    MMA at PCR will be paid for journeys made in privately borrowed or hired motor vehicles which are self-driven provided that:

a.
The Service person paid for the hire of the car personally and any outstanding charges incurred; and

b.
The insurance of the vehicle meets the requirements of paragraph 04.0617.
04.0612.
Service Person and Spouse/Civil Partner Owning Separate Cars.    Where a Service person and spouse/civil partner each own a private motor vehicle, MMA at PCR may be paid in respect of both motor vehicles for assignment journeys within the UK and within overseas theatres.  Mileage allowance will not be paid in respect of any private motor vehicle belonging to any other member of the household.

MISCELLANEOUS EXPENSES

04.0613.
Caravans.    When a privately-owned caravan is towed by a Service person, driving their private motor vehicle to a new assignment station or to a store in lieu of conveyance of personal effects at public expense, a caravan towing rate (see Section 6 to Chapter 1) is admissible in addition to MMA at PCR.

04.0614.
Passengers.    Both within the UK and overseas a supplement passenger allowance is payable for each passenger whose travel costs would have been paid from public funds.  Passenger allowance will not be paid for travel in/on any vehicle designed specifically for one person (eg solo motorcycles).

04.0615.
Additional Fees.    Service personnel using their private motor vehicle on journeys qualifying for the payment of MMA at ODR or PCR will also be repaid any of the following reasonable charges necessarily incurred:


a.
Parking fees.


b.
Tolls.


c.
Inland ferry charges.


d.
Parking meter charges.


e.
Garage expenses if necessarily detained overnight.


f.
Daily Congestion Charges.

CONDITIONS

04.0616.
Duty Journeys Starting or Ending at the RWA by Claimants of Automated Home to Duty Travel.    Service personnel in receipt of automated HDT (Public) or (Private) (see Section 13 of this Chapter) who undertake duty journeys to locations other than their permanent duty station, which start or end at their RWA, will be required to abate any MMA claim received by the daily HDT rate.

04.0617.
Insurance Cover.    A Service person who uses their private motor vehicle for authorised duty journeys must ensure that the private motor vehicle is insured for business use, has valid Road Tax and a current MoT.  However, Service personnel using their private motor vehicle for a permanent assignment (or mid-assignment) move are to check with their insurance company that a move to their new accommodation is covered under Social, Domestic and Pleasure usage.

04.0618.
Insurance Checks.    When required, a Service person must furnish proof of insurance, by producing for inspection the policy together with the receipt for the current premium or the Certificate of Motor Insurance.

USE OF PRIVATELY OWNED AIRCRAFT FOR DUTY JOURNEYS

04.0619.
General.    Any Service person who is in possession of a current civil pilot’s licence and who is not permanently or temporarily unfit to fly may be granted permission by their CO to fly privately-owned, hired, or borrowed aircraft on approved duty journeys instead of using other means of transport.  Such permission is not to be given unless all of the following conditions are fulfilled:

a.
The journey would otherwise have been permissible by private motor vehicle or authority has been given for a civil air flight.

b.
The use of the aircraft must be covered by comprehensive insurance against accidents to the assured, against bodily injury to, or death of, third parties including passengers and against damage to the property of third parties including passengers.  The pilot must also ensure that the insurance policy covers the use of the aircraft on official business and that it is not held to be invalidated by the carriage of official passengers in respect of whom an additional allowance is admissible but not paid.  The policy must be suitably endorsed to this effect or an appropriate assurance in writing obtained from the insurers.  Loss of, or damage to, the aircraft is to remain the responsibility of the owner and no claim on that account against the MOD is to be admitted.  The pilot is, therefore, responsible for insuring the aircraft against loss or damage, or for obtaining an indemnity from the insurers of the hired or borrowed aircraft.

c.
An undertaking must be obtained from the insurance company that it will indemnify the Crown in the event of a claim being made against the Crown as the insured’s employer, to the same extent as the pilot has agreed to indemnify the Crown, on the understanding that the insurers are allowed to retain control on the claim.  The policy holder must, therefore, ensure that the insurance company includes a paragraph embodying this additional undertaking in any endorsement placed on the policy to cover risks when using the aircraft on official business.

d.
The aircraft must have a valid Certificate of Airworthiness in the appropriate category issued by the Civil Aviation Authority (CAA) or, for certain types such as Ultralights or Warbirds (former military aircraft), a Permit to Fly issued by a designated body on behalf of the CAA.

04.0620.
Authority to use Privately Owned, Hired or Borrowed Aircraft.    Authority is to be obtained from the CO before each individual flight is undertaken, in the form shown at Appendix 1 to Annex A of this Section from which it is to be noted that MOD Directorate of Safety and Claims (DS&C) are required to approve the insurance policy.  The aircraft’s insurance policy must be submitted for approval by MOD DS&C every 12 months and remain valid at the time of any authorised flight.  The completed document and signed undertaking are to be retained by the CO and a copy of the signed undertaking is to be forwarded to MOD DS&C prior to the flight.

04.0621.
Service Personnel Carried as Duty Passengers.    Permission may be granted by COs, in suitable cases, for Service personnel to be carried as duty passengers.  In such cases, the certificate at Appendix 2 to Annex A to this section is to be completed.  No passengers other than Service personnel travelling on duty are to be carried on duty journeys.  The appropriate passenger allowance may be claimed in respect of each authorised official passenger for each air mile covered by the aircraft, not the notional road distance.

04.0622.
Rate of MMA Permissible.    MMA at ODR is permissible as detailed at paragraph 04.0605 as though the journey had been undertaken using a private motor vehicle.  Where MMA at ODR is not permissible, MMA at PCR is to be claimed in accordance with 04.0609.   The mileage is to be that actually covered by the aircraft and not the notional road distance, although any mileage travelled by private motor vehicle to reach the airfield of choice is permissible provided that the total mileage does not exceed that which would have been permissible if the journey had been completed solely by private motor vehicle by the most direct route.  In overseas areas, where the use of a privately owned, hired or borrowed aircraft is authorised for a duty journey which would normally involve a sea or air passage, the amount refundable is to be restricted to that which would have been admissible had the journey been carried out by the normal method of travel.

04.0623.
Associated Costs.    The use of privately owned, hired or borrowed aircraft does not entitle the pilot to the free use of fuel, oil or other stores, any hire charges relating to the use of the aircraft, or the maintenance of the aircraft at public expense.  There will be no entitlement to reclaim any charges for landing, navigation or parking.

04.0624.
Limitations of the Regulations.    For the purpose of a duty journey the provisions of this regulation are to apply to flights within the UK.  They are not to apply to flights from the UK to an overseas theatre or vice-versa, or across overseas theatre boundaries.

04.0625.
Flights Between the RWA and the Place of Duty.    For the purpose of this regulation, flights by Service personnel between their RWA and their normal place of duty are not to be regarded as duty flights and are not eligible for MMA claims.

04.0626.
Third Party Insurance Risks.    It should be noted that:

a.        The cover for third party risks must be for a minimum of £500,000 in respect of any one accident.  Additionally, each passenger must be covered to the sum of £25,000.

b.
The following exclusions, usually contained in third party insurance policies, may be accepted by MOD DS&C:

(1) Any person in the employment of the insured.



(2)
Any member of the insured’s household.

(3)
Bodily injury to any person whilst on board or whilst entering or leaving the aircraft, whether as a fare paying passenger or otherwise, provided that no passengers other than Service personnel travelling on duty are carried on duty journeys.

(4)
Spectators at the aerodrome or flying ground at public aviation meetings, unless attendance at such meetings in a privately owned, hired or borrowed aircraft is on duty, when this risk must be specially covered.

USE OF BICYCLES FOR DUTY TRAVEL

04.0627.
General.    Service personnel who use a private bicycle for duty journeys will be granted MMA at the published rates for bicycles.  The current rates are at Chapter 1 Section 6.


RATES 

04.0628.
Rate Calculation Methodology.    Fractions of miles are to be mathematically rounded up or down to the nearest whole mile (i.e. <1.4 miles = 1 mile, >1.5 = 2 miles).  The rates of MMA are calculated annually by SP Pol P&M (Allces) (as at 1st April) using the methodology as follows:

a.
UK ODR.    The UK ODR is set at the maximum HM Revenue and Customs (HMRC) limit on the level of mileage allowances that employers can pay tax-free to employees who use their own vehicles for business travel.  These HMRC tax allowances are called Authorised Mileage Rates (AMRs).

b.
UK PCR.    The UK PCR 126cc and above is calculated by adding the in-year running costs per mile (petrol, tyres, servicing, repairs and replacement parts) for a medium sized car (source the Automobile Association (AA)), to the depreciation costs per mile quoted in the “Parker’s Guide”.  UK PCR 125cc and below is adjusted by the same annual percentage increase or loss determined for the 126cc and above rate.
c.
Overseas ODR and PCR.    The Overseas ODR and PCR are produced by DGCP HR Ops, usually annually wef 1 October and include “Duty Free” and “Duty Paid” rates for some countries.  The rate used should depend on whether the claimant used “Duty Free” (eg purchased with petrol coupons) or “Duty Paid” fuel for their duty journey.

d.
CLR.    The CLR is calculated based on the comparable cost of various journeys by rail.  Using the standard return rail fares between various typical predetermined locations (including London, Bristol, Plymouth, Glasgow, Birmingham, Manchester and York), less the MOD discount, divided by the total miles, an average cost per mile is reached.
e.
Military Equipment Supplement.    The Military Equipment Supplement is a nominal rate which makes a token payment towards the cost of any abnormal deterioration to the interior of the vehicle caused by carrying the military equipment or Service police dogs.  The rate is not changed annually but is reviewed every 5 years by SP Pol P&M (Allces) to determine whether it is still valid.

f.
Caravan Towing Rate.    The caravan towing rate is a nominal rate which makes a token payment towards the increased fuel cost resulting from towing a caravan on an authorised journey (see paragraph 04.0613).  The rate is not changed annually but is reviewed every 5 years by SP Pol P&M (Allces) to determine whether it is still valid.

g.
Passenger Allowance Rate.    The passenger allowance rate is a nominal rate which makes a token payment towards the increased fuel cost and wear and tear resulting from carrying a passenger on an authorised journey (see paragraph 04.0614).  The rate is not changed annually but is reviewed every 5 years by SP Pol P&M (Allces) to determine whether it is still valid.  The rate must remain beneath the HMRC Passenger Allowance cap per mile.

h.
Sports Equipment Supplement.    This supplement is set using the same methodology as Military Equipment Supplement (see sub-paragraph 04.0629e).

All the above rates (except the Overseas ODR and PCR) are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are shown in Chapter 1 Section 6.  The Overseas ODR and PCR are published separately by SP Pol P&M (Allces) Directed Letter.

METHOD OF CLAIM
04.0629.
Method of Claim.    Claims for MMA will be processed via the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

04.0630.
Method of Payment.    All MMA entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
Annex:

A.        Form of Undertaking to be Given by a Pilot of a Private Aircraft


FORM OF UNDERTAKING TO BE GIVEN BY A PILOT

OF A PRIVATE AIRCRAFT

From:  Number……………………………….                 Rank…………………………..

Name…………………………………………………………………………………

Unit…………………………………………………………………………………...

To the Secretary of State for Defence; I understand and agree that the following are conditions of me being granted authority to use a privately owned, hired or borrowed aircraft in the course of my employment as a person in the service of the Crown and my being eligible to claim an allowance for such use of a private aircraft:

a.
That in the event of a claim being made (whether by legal proceedings or otherwise) that the Crown is liable to any person for injury (including death), loss or damage sustained directly or indirectly in consequence of such use of a private owned, hired or borrowed aircraft:

(1)
I will indemnify the Crown against all compensation, damages, costs, charges and expense paid or incurred by the Crown in respect of the claim, and

(2)
I will accordingly repay to the Crown any sums the Crown may disburse by reason of the claim, and will pay the Crown all costs and expenses incurred by the Crown in dealing with the claim, including the costs and expenses of legal proceedings.

b.
That my liability by virtue of the foregoing conditions shall be covered by a policy 
or policies of insurance in terms approved by the MOD with insurers approved by the Ministry.

Date…………………………        Signature……………………………………………………

FORM OF AUTHORITY GIVEN BY COMMANDING OFFICER

I hereby give……………………………………………………….permission to fly their privately

owned, hired or borrowed aircraft on a duty journey

on……………………………from……………………..……………..to………………….……..

I hereby certify that this is an approved duty journey the nature of which is as follows:

……………………………………………………………………………………………………..

The MOD DS&C is satisfied that the aircraft is insured and contains the endorsement required by paragraph 04.0617 and that the policy further covers the requirement laid down by paragraph 04.0626.  I have further satisfied myself that the aircraft has been properly maintained and inspected as required by sub-paragraph 04.0619e.

Rank………………………………..….            Name…………………………………………..

Date…………………………………....            Signature………………………………………

Appointment…………………………...           Unit…………………………………………….

FORM OF AUTHORITY GIVEN BY COMMANDING OFFICER TO 

CARRY PASSENGERS

I further give authority for the following Service passengers to be carried on the authorised flight

on………….…………..…from…………………………………..to………………………..

………………………………………………………………………………………………..

the nature of their duty being as follows:

…………………………………………………………………………………………………

Rank……………………………….              
Name…………………………………………….

Appointment………………………..         Unit………………………………………………

Date…………………………………         Signature……………………………….……….
CHAPTER 4

SECTION 7

REIMBURSEMENT OF CONGESTION CHARGES FOR PERSONNEL RESIDING IN CONGESTION CHARGE ZONES

GENERAL

04.0701.
Aim.    The aim of this provision is to reimburse Congestion Charges (CC) incurred by Service personnel occupying publicly funded accommodation within a Congestion Charge Zone (CCZ).

04.0702.
Background.    Transport for London (TfL) operates an arrangement whereby non-exempted vehicles driven within a defined area of Central London (ie the CCZ) incur a charge.  Residents of the London CCZ are eligible for a 90% discount on the normal cost, but the minimum period for which they must pay CC is weekly.  In order to qualify for the discount, residents are required to pay an administrative fee to register their vehicles with TfL on an annual basis.

04.0703.
Income Tax and National Insurance Contributions (NICs).    Reimbursement of CC attracts a liability for both Income Tax and NICs.  The Tax and NICs will be met by the MOD and paid by SPVA via a PSA.

ELIGIBILITY
04.0704.
Eligible Service Personnel.    All Regular Service personnel occupying publicly funded accommodation, as an entitlement, within a CCZ are eligible to receive CC reimbursement.  For Reserve personnel, eligibility to a refund of CC in these circumstances is unlikely to extend beyond Full Time Reserve Service (Full Commitment) (FTRS (FC)) and mobilised personnel.
04.0705.
Duty Travel.    CC costs incurred by Service personnel required to drive for duty reasons within a CCZ, but not claiming within the provisions of this Section, may be reimbursed under duty travel regulations.  Further details may be found in Section 6 of this Chapter.

INELIGIBILITY

04.0706.
Home to Duty Travel.    Personnel accommodated outside the CCZ may not normally claim CC reimbursement in respect of home to duty travel.  Further details may be found in Section 13 of this Chapter.

ENTITLEMENT
04.0707.
Refunds.    Eligible Service personnel may claim the discounted weekly or monthly CC payments they make, as well as the annual registration fee applicable to CCZ residents.  Service personnel who decide to pay an annual CC will only be reimbursed by MOD at the start of each quarter.  Amounts paid to the CC authority for a period not subsequently required must be reclaimed by the Service person from the CC authority.  There is no guarantee that the CC authority will reimburse the full amount paid.
CONDITIONS
04.0708.
Limitations.    Eligible Service personnel may not claim reimbursement in respect of more than one private motor vehicle for the same period.  A Service person who disposes of their private motor vehicle, or is otherwise not able to use the vehicle, may be reimbursed the resident’s registration fee for a replacement private motor vehicle.  Economy should be exercised when paying CC costs.  Service personnel should only pre-pay their CC for periods during which they are confident they will be required to drive within the CCZ as refunds may not be offered by the authority raising the CC.
04.0709.
Death in Service.    If the Service person dies while occupying Service Families’ Accommodation (SFA) or Substitute Service Families’ Accommodation (SSFA) in a CCZ, entitlement to reimbursement of the CC for one private motor vehicle will continue for the widowed spouse, surviving civil partner or dependent child(ren) until they vacate the SFA/SSFA.

RATES

04.0710.
Rates of CC.    Eligible Service personnel are refunded the actual charge incurred.

METHOD OF CLAIM

04.0711.
Method of Claim.    Claims for CC are to be submitted using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  Service personnel who purchase an annual CC will only be reimbursed at the start of each quarter.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

04.0712.
Method of Payment.    All CC entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
CHAPTER 4

SECTION 8

SPORTS TRAVEL

GENERAL

04.0801.
Aim.    Motor Mileage Allowance (MMA) at Private Car Rate (PCR) may be claimed by Service personnel authorised to use their private motor vehicle, or a non-public motor vehicle (eg unit amenity mini-bus) to travel in connection with official sport.
04.0802.
Income Tax and National Insurance Contributions (NICs).    Travel undertaken for sports purposes attracts a liability for both Income Tax and NICs. The Tax and NICs will be met by the MOD and paid by SPVA under PSA.
ELIGIBILITY

04.0803.
Eligible Service Personnel.    Travel at public expense is permitted for all Service personnel (including Reserve personnel) who meet one of the following requirements.  They are:

a.
Participating in sport as part of the unit training programme in periods set aside for organised sport, in which case they may be conveyed under Service arrangements to the appropriate playing field, sports ground or local amenities (eg swimming pool, sports centre) if the CO considers the distance justifies the use of transport.

b.
Selected as a member of a representative unit, regimental, corps, command, Single Service or Combined Services team when taking part in authorised competitions or matches against other Service or civilian teams in any of the sports listed as being eligible for public funding (ie synopsis and recognised sports, as defined by The Combined Sports Control Board, in current Defence Instructions and Notices (DINs)).
c.
Attending such competitions or matches as a certified match official or as a nominated member of the relevant Sports Association committee. 

d. Chosen as an individual to participate in such competitions or matches as defined in paragraph 04.0803b.

e.
Chosen to organise such competitions or matches as defined in paragraph 04.0803b, or any formal post-match meeting (such as disciplinary hearings).

f.
Acting as a member of a Sports Committee summoned to attend a meeting of a Single Service or Combined Services Sports Association called or authorised by a Single Service or Combined Services Sports Board.

g.
Acting as a Service Representative attending General Meetings of a sport’s National Governing Body (NGB).  If a Service person is elected to a sub-committee within the NGB, travel costs are not to be met by public funds.

h. Detailed for duty at a Services’ Rifle Meeting.

CONDITIONS

04.0804.
Competitions.    Service personnel may only be permitted to travel to competitions at public expense provided that:

a.
The initial rounds of Cup competitions are organised on a regional knock-out basis.


b.
No gate money is charged or, when gate money is charged, the Service Sports Association, team or hosting unit does not directly benefit.

c.
No part of the journey involves crossing international frontiers except when:

(1) The Dutch/Belgian, Dutch/German, Belgian/German or 

Gibraltar/Spanish frontier is crossed (within the limitations on distance as detailed in paragraph 04.0808).

(2)
Fixtures in competitions involve teams based in UK and Germany, and are authorised by the appropriate single-Service or Combined Services Sports Board.

(3)
Specific military team competitions are taking place in Europe at the joint discretion of the members of the Combined Services Sports Board.

(4) 
Single-Service and Inter-Service Championships for Winter Sports, which are eligible for public funding, are taking place in Europe and have been specifically authorised by the appropriate single-Service or Combined Services Sports Board.  Except in exceptional circumstances, agreed in advance by the appropriate Sports Board Director, authorisation may only be given for competitors and those essential officials approved by the appropriate Services Sports Board, to claim a maximum per capita sum towards the cost of travel between their unit in the UK, or the Unit of those based in Europe, and the stated venue.  The maximum per capita cost is to be published by DIN annually.  Personnel selected to represent their Service as competitors or officials in Inter-Services Winter Sports Championships, and not returning to the UK between their single Service Championships and the Inter-Services Championship, may claim for travel between the venues of the 2 Championship competitions up to the same maximum per capita cost, as if travelling from UK points of departure (or units of those based in Europe).

(5)
Approved as exceptional cases by the Combined Services Sports Board. 

04.0805.
Principles of Travel.    In addition to the principles of travel laid out in Section 1 of this Chapter the following conditions apply:

a.
Travel for Service personnel by private motor vehicle is not permitted at public expense if, as a result of such travel, seats would be left empty in any officially provided transport.

b.
When rail travel is necessary, rail warrants/Service arranged tickets are to be used. Standard class travel only is permitted, regardless of rank.

c.
Subsistence is not permissible in relation to sports travel, except in the circumstances described in 03.0115.  Local Overseas Allowance is not permissible in relation to any sports travel journey with the exception of staff assigned to that area who are undertaking their primary duties, who retain their eligibility to receive LOA in accordance with Chapter 6.
d.
For bus or other public transport, actual costs may be claimed.

e.
When travel by private motor vehicle is authorised, MMA at PCR may be claimed together with the appropriate rate of passenger allowance for each eligible passenger.  Spectators are not classed as eligible passengers.

f.
Personnel travelling by civil air (but not privately owned aircraft) may be allowed to claim actual expenses up to a maximum of the MMA at PCR for the journey by the most direct route.  Cross-water mileage may be included in the total journey distance.
g. 
When the seating capacity of Service or hired transport is not fully utilised, spare seats may be used for the conveyance of Service personnel who are spectators, provided that a larger vehicle is not used as a consequence of their travelling.

04.0806.
Towed Sports Trailers.   When travel by private motor vehicle is admissible under sub-paragraph 04.0805e and a dinghy, rowing boat, horse box or other sports equipment is towed behind the vehicle for the purpose of being used at the authorised sports fixture, a towing allowance (at the Carriage of Sports Equipment rate) may be paid provided that:

a. The equipment cannot be carried in, or legally on, the private motor vehicle; 

b. Suitable insurance cover is obtained in respect of towing risks; and

c. The refund is limited to the authorised travelling distances within paragraph 04.0808.
04.0807.
Carriage of Sports Equipment.    When travel by private motor vehicle is admissible under sub-paragraph 04.0805e and sports equipment is carried inside the main body of the vehicle for the purpose of being used at an authorised sports fixture, an allowance at the Carriage of Sports Equipment rate may be claimed.

04.0808.
Team Travel.    Team travel may be authorised within the following limitations:

a.
Unit Teams.    Over a sport’s season, COs may authorise an average of one journey per week of up to 50 miles each way for unit representative teams in each of the sports listed in current DINs as eligible for public funding.  This limit does not apply to teams participating in the later rounds of Corps, Command or single-Service Cup Competitions.

b.
Command, Corps, Single-Service and Combined Services Teams.    Single-Service Sports Boards may authorise travel at public expense for travel by Command, Corps or single-Service Teams.  The Combined Services Sports Board may authorise travel by Combined Services team.  There is no mileage limit on such journeys, but journeys are to be limited to an average of one per team per week over the season.
c.
Team and Committee Members Numbers.    Maximum numbers for teams and Association Committee members in each sport who may claim for travel at public expense are laid down by the Combined Services Sports Board in DINs.

d.
Match Officials.    Match officials, as certified by the single-Service Sports Boards, are normally to be found by the units taking part in competitions and their travel is to be undertaken under the same rules as the teams involved.  Where it is appropriate for match officials to be appointed by an independent body (eg a Service Sports Association or a sub-Committee of such an association), they may travel at public expense under the authorisation given for the teams participating in the fixture.  Irrespective of the distances the teams have to travel, the distance authorised for each match official should not normally exceed 100 miles each way.

e.
Training.    Travel to training sessions is not permitted at public expense except when the Combined Services and single-Service Sports Boards specifically authorise their respective Combined Services and single-Service representative teams to travel at public expense to one training session each season.

04.0809.
Individual Service Competitors.    COs may authorise travel at public expense for individual Service personnel selected to participate in authorised competitions or matches.  Services’ Sports Boards may similarly authorise travel at public expense for individuals to represent their Service in authorised competitions or matches.  No distance or frequency limitation shall apply.  Service personnel participating in civilian competitions, but not representing a Service unit or Service Sports organisation, are not to travel at public expense.

04.0810.
Sports Association Meetings.    Meetings authorised under paragraph 04.0803f are to be limited to one Annual General Meeting and up to 3 Executive Committee Meetings each year.  The same scale applies to sub-Committees (eg referees, coaches).

RATES

04.0811.
Rates Calculation Methodology.    For the methodology for the calculation of MMA at PCR see Section 6 of this Chapter.

METHOD OF CLAIM

04.0812.
Method of Claim.    Claims for MMA are to be submitted using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the period concerned or the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

04.0813.
Method of Payment.    All MMA entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the claimant’s nominated bank account.
CHAPTER 4

SECTION 9

NEPAL (GURKHA) TREK ALLOWANCE

GENERAL

04.0901.
Aim.    The aim of Nepal (Gurkha) Trek  Allowance is to cover costs incurred by Service personnel undertaking duty treks
 within Nepal.  In addition, those Gurkha Service personnel, and where applicable their immediate family, who, having chosen to be discharged in Nepal, and have an expectation to travel by trekking within country on terminal leave prior to final date of discharge, may claim this allowance.  

04.0902.
Income Tax and National Insurance Contributions (NICs).    Nepal (Gurkha) Trek Allowance is non-taxable.
04.0903.
Compassionate Leave.     HQ BGN arrange terminal travel in accordance with JSP 751.  Where this involves movement for Compassionate A and B category individuals by means of trekking then this allowance may be paid.

RATES

04.0904.
Calculation of Rates.  Nepal (Gurkha) Trek Allowance is a daily allowance calculated by HQ BGN using average costs of a basket of goods and food that is required and porter rates in both east and west Nepal.  HQ BGN notifies the revised rates to PS10(A) and SP Pol P&M (Allces) promulgate them in their annual Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are at Chapter 1 Section 6.  
METHOD OF CLAIM

04.0905.
Method of Claim.    Claims for Nepal (Gurkha) Trek Allowance are to be submitted to RAO BGN at least one month prior to the requested commencement of the duty.  The unit HR admin staff are to complete an 'Assessment of Payment ' at this time.

METHOD OF PAYMENT

04.0906.
Method of Payment.    Any entitlement to the allowance detailed in this section will be paid in advance by HQ BGN.  

CALCULATION OF ENTITLEMENT

04.0907.  Duration Calculation. Entitlement to the allowance is based on the duration of the trek, or the trek element of any overall duty journey.  Treks of 7 days or less are entitled to 1 payment of the Initial Rate and the relevant number of additional Daily Rates (not including the day for which the Initial Rate is paid).  Where treks are for longer than 7 days duration the Initial Rate may be drawn again for the 8th, 15th, 22nd day etc with the Daily Rate being drawn for all subsequent days. Hence a Service Person undertaking an 18 day duty trek, including 1 preparation and 1 cleaning day, would be entitled to draw 3 Initial Rates and a further 15 Daily Rates for their Guides/Porters.  Service Personnel are not to be included in the calculations for prep and cleaning days although they are entitled to the allowance for all trekking days therefore in this example they would be entitled to claim for 3 Initial Rates and 13 Daily Rates.

04.0908.  Overall Entitlement Calculation.  Once the duration calculation, as described in para 04.0909 above, has been completed the total value is to be multiplied by the number of eligible personnel taking part in the trek.

CHAPTER 4

SECTION 10

PRIVATELY ARRANGED PASSAGE

GENERAL

04.1001.
Aim.    The aim of a Privately Arranged Passage (PAP) is to provide assistance towards the travel and subsistence costs incurred by Service personnel and accompanying immediate family when, for personal reasons, they are authorised to travel on duty by other than the official route 

04.1002.    
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Sections 370 to 371 PAPs are non-taxable.

04.1003.
Application.    The principles of duty travel at Section 1 of this Chapter apply to this Section.

04.1004.
Insurance.    Personnel are advised to take out adequate insurance to meet medical and hospital expenses during the PAP.

ELIGIBILITY
04.1005.
Eligible Personnel.    Regular Service personnel will only be eligible to apply for a PAP if they are undertaking one of the journeys listed in paragraph 04.1006.  A PAP will only be approved if it will not result in seats on Service provided transport either being left vacant or filled by an indulgence passenger.  In practice, this will result in few personnel being eligible for a PAP.  For Reserve personnel, this eligibility is unlikely to extend beyond Full Time Reserve Service (Full Commitment) (FTRS (FC)) (but not those who have been locally recruited).
04.1006.
Eligible Journeys.    A Service person, and where appropriate their immediate family, if they are entitled to be conveyed at public expense, may seek permission to travel by a PAP when they are due to undertake one of the following journeys:


a.
Service personnel and/or immediate families:

(1)
From a UK duty station to an overseas duty station on assignment (permanent or temporary); or

(2)
To a new UK or overseas duty station on completion of an overseas assignment (permanent or temporary); or

(3)
As outlined in sub-paragraphs 04.1006a(1) and a(2) but with an associated leave journey included.

(4)
Moves on retirement or discharge or transfer to the Reserve, to a place of their choice other than in the UK provided, in the case of a Reservist, that they normally live overseas.

b.
Immediate families only:

(1)
When they are necessarily being returned to the UK other than on assignment (eg in the event of sickness or change of PStat Cat).

(2)
When they are moving from overseas to rejoin their Service spouse/civil partner/parent at a new duty station when the immediate family had previously moved overseas at private expense.  In this event, the Service spouse/civil partner/parent would have already moved to the new duty station.

INELIGIBILITY

04.1007.
Travel to/from Germany.    Service personnel and immediate family, travelling to or from a location in Germany served by the trooper, are ineligible for PAP refunds.

04.1008.
Medical Conditions.    When a Service person, or a member of their immediate family, is unable to travel to a new assignment location by the official method of travel because of a medical condition, they need not apply for a PAP in order to move by a suitable method at public expense.  Travel by means of a PAP is not intended to be a replacement for a duty journey in these circumstances.

CONDITIONS 

04.1009.
General Conditions of Travel.    A PAP refund will only be allowed when the journey will be made by a method other than the official method of travel as laid down in JSP 800 Volume 2 Part 1 Chapter 1 for overseas destinations.  The only exception to this will be in circumstances where the official method of travel involves an appreciable journey (ie in excess of 200 miles or 3 hour travelling time) by commercial means to reach the terminal of the RAF trooping service (eg on returning to the UK at the end of an overseas assignment in the USA, a journey on leave by car, rather than Service arranged air, to Washington to connect with the trooper flight to the UK).  In these circumstances a Service person and their immediate family may be authorised to take a “Part PAP” to that RAF terminal.  This concession applies to qualifying journeys both from and to the UK.

04.1010.
‘No Vacancy Certificate’.    A Service person, and where applicable their immediate family, who wish to travel by PAP, and who would normally have travelled by RAF or by MOD chartered civil aircraft, is required to obtain a ‘No Vacancy Certificate’ (NVC) before the PAP can be authorised.  The application for a NVC must be at least 6 weeks in advance of the planned PAP journey.  The ‘NVC’ confirms that, on the date on which the passage would have begun under official arrangements and for one month thereafter, it is confidently expected that all seats on the Service-provided aircraft will be filled by entitled and fare paying passengers; the applicant is therefore eligible for a refund of PAP costs within the authorised limits.  If a ‘NVC’ is not obtained, in advance of the journey, by those who would normally have travelled by RAF or by MOD chartered civil aircraft, no PAP refund is permissible.

04.1011.
PAP Journey Start Points.    PAPs are regarded as starting at the normal point of departure for the official method of travel.  For travel to NW Europe, the normal point of departure is London Heathrow, London Gatwick or Birmingham airport, whichever is the nearest to the UK assignment station.  Travel within the UK to or from the normal point of departure is to be included in the claim but the overall PAP reimbursement will be limited to the cost of the official method of travel by the most direct route.

04.1012.
Use of Official Movement Organisations.    Applicants are to note that if permission is granted for private travel under PAP regulations they are not allowed to make use of the Service movements organisation, any other official movements organisation acting on behalf of the Services, air trooping (other than for a “Part PAP” see paragraph 04.1009) or indulgence flights, or Service-provided vehicles.  Any breach of this rule will affect the consequent refund of expenses.

ENTITLEMENT

04.1013.
Reimbursement of Expenses.    The total actual costs incurred for travel and subsistence (T&S) on an authorised PAP may be claimed up to the overall cost that would have been borne by the public if travel had taken place under official arrangements by the authorised route.  Ferry and/or Euro Tunnel costs, road tolls for a private motor vehicle are refundable under PAP.  Accommodation is to be booked through DHRS in accordance with Chapter 3 Section 2 for a maximum of 2 nights (4 nights for journeys to Turkey) for each authorised traveller and these necessary stops must be in different locations along the PAP journey.  This does not preclude additional stops but the associated cost of those additional stops, or a longer stop in the same location, must be met by those authorised to travel, not by the public.  Food costs may also only be claimed for up to 48 hours (96 hours for journeys to Turkey).  Unit HR admin staff are to submit a written request to the Defence Passenger Reservation Centre (DPRC) for an estimate of the cost of the air travel element of the officially arranged passage.  Unit HR admin staff will be required to estimate the terminal travel at each end of the official journey and any subsistence allowance entitlements associated with the officially arranged passage.  The overall cost for each entitled person to travel by the official method will be the sum of the 2 estimates.  Refunds of PAP expenses may only be met subject to the following: 
a.
When a Service person is accompanied by other immediate family members or other Service personnel travelling on duty in the same motor vehicle, the motor vehicle owner will be reimbursed the travel costs and any relevant subsistence allowance at the appropriate rate(s) up to authorised limits.  The entitled accompanying immediate family members and/or Service personnel will be paid only the relevant subsistence allowance at the appropriate rate(s).

b.
Where travel is by any means other than motor vehicle, the PAP refund will be actual expenditure subject to the total cost for each entitled person to travel by the official method.

c.
Journeys by motor vehicles will be refunded at the Private Car Rate of Motor Mileage Allowance (PCR of MMA) up to the total cost for each entitled person to travel by the official method.

d.
Spouses/civil partners/children opting for a PAP who for Service reasons (which are to be specified in supporting paperwork for any subsequent claim) are unable to travel with their entitled Service spouse/civil partner/parent, will be entitled to claim travel and subsistence in the same way as outlined for the Service spouse/civil partner at sub-paragraph 04.1013a.

04.1014.
Service Attachés, Advisors and Embassy Based Support Staff.    Service Attachés, Advisors and their embassy based supporting staffs may have an entitlement to ship a car to their overseas assignment destination at public expense.  In such cases, an additional refund will be given in respect of the car only.  This will either be limited to actual car ferry costs, should the car be used for the journey, or, if shipped, limited to the Government Freight Rate that would have been paid if shipped by official means.  This should be shown separately, when appropriate, on the claim for refund, with the supporting evidence (quotes etc) held by the claimant for a minimum of 24 months.

04.1015.
Visas and Passports.    Transit or tourist visa requirements for countries en route must be obtained privately and at private expense.  This prohibition of use of official channels does not extend to provision of passports, certificates of status and entry visas specifically required for the country in which the new duty station is located.  Application for passports/visas required for the new duty station should be made in the normal way (see Chapter 10 Section 12).

RATES

04.1016.
Rates.    Admissible actual costs are refunded up to the total cost of the official method of travel for all eligible personnel travelling via PAP as provided by DPRC.  Travel by private motor vehicle is refunded at PCR of MMA.  The rate calculation method for MMA at PCR is at Section 6 of this Chapter.  Subsistence entitlements are calculated in accordance with Chapter 3 Section 1.  Current UK MMA and subsistence allowance rates are shown at Chapter 1 Section 6.  

METHOD OF CLAIM

04.1017.
Application for and Issue of ‘NVC’.    When a NVC is required units/Service personnel are to submit a letter of request to the appropriate issuing authority at least 6 weeks in advance of the planned PAP journey.  ‘NVCs’ are issued by the DPRC within the Integrated Provider Group (IPG) for passages from the UK or by the local Movements Authority concerned for journeys originating from overseas.  The issuing officer must be prepared to justify the certificate if later called on to do so.  Once issued, the NVC is binding on both the applicant and the Service, regardless of any subsequent changes in availability.  The original NVC must be retained by the claimant to support their claim for PAP expenses and produced on request for audit purposes.  Exceptionally (eg when strong compassionate reasons exist or where a specific military advantage exists), the SPVA Pay and Allowances Casework Cell (PACCC) may authorise a PAP to the UK with a refund of PAP costs, within authorised limits.  In these circumstances DPRC comment on official travel method availability and cost is to form part of the case submitted to SPVA PACCC.

04.1018.
Method of Claim.    Service personnel and/or immediate family members who wish to undertake a PAP are also required to complete an ‘Authority and Entitlement Certificate’ (Annex A to this Section for Service personnel or Annex B for immediate family members), which is to be submitted to their CO at least 6 weeks in advance of the month in which the journey is required.  When Service personnel are required to proceed on assignment at short notice and an assignment order has not been received 6 weeks prior to the assignment, the prior approval of the assignment authority must be obtained in addition to the CO’s approval.  Applications by Service Attachés/Advisors and their embassy based supporting staff are to be submitted to MOD Defence Diplomacy SO1 PPS (Preparation & Post Support) in accordance with Instructions to Service Attachés and Advisors (INSAAs).

04.1019.
Completion and Authorisation of the Entitlement Certificate.    The ‘Authority and Entitlement Certificate’ is in 2 Parts.  Part 1 is to be completed by the applicant and Part 2, the authorisation, is for completion by the CO, or an appropriately delegated administrator not below OR-6, once they have confirmed the entitlement and noted receipt of the appropriate NVC, as necessary.  The completed Entitlement Certificate is to be copied and distributed as shown on the Certificate.  When a PAP is authorised, any previous requests for officially arranged passages are to be cancelled by the unit HR admin staff as detailed in JSP 800.

04.1020.
Advances of Pay.    No advance of pay is permissible for the personal T&S costs associated with the PAP.  The full cost of a PAP must be borne initially by the Service person, who must make all their own private travel and/or subsistence arrangements.

METHOD OF PAYMENT

04.1021.
Method of Payment.    All PAP refunds are made via the JPA Expenses Claim system and irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.  Full details of the estimated costs for the official journey, NVC where applicable, and receipts for the actual costs must be retained by the Service person for a minimum of 24 months for audit purposes.

Annexes:

A.
Authority and Entitlement Certificate - Privately Arranged Passage - Service Person.

B.
Authority and Entitlement Certificate - Privately Arranged Passage - Immediate Service Family.

	AUTHORITY AND ENTITLEMENT CERTIFICATE 

PRIVATELY ARRANGED PASSAGE - SERVICE PERSON

Part 1 (To be completed by applicant)

Rank 

Initials 

Surname 

Number 

 

 

 

 

 

 

 

 

 

 

 

Branch/Trade     ______________               Date of Birth       ___________________ 

Present Duty Station ______________________                              

New Duty Station      _____________________       Date due to arrive _______________ 

1.         Date of Channel crossing (if applicable):    ________________________________   

2.         Intended date of departure from present duty station:    ______________________ 

3.         I shall be accompanied by: ____________________________________________ 

________________________________________________________________________

4.         Full details of proposed method of travel and itinerary (with contact addresses, if known): 

 

  

5.         Leave address in the UK (From ______________ To __________________): 

6.         I request authority for a PAP in accordance with JSP 752 Chapter 4 Section 10. 

7.         I understand that it is entirely my own responsibility to make all arrangements for the journey, without recourse to a Service movements organisation, including the provision of a passport (see paragraph 04.1015), and any transit or tourist visa(s) that may be required for travel in countries en route to the new duty station, foreign currency, etc, and that I am to arrive at my new duty station by the date given above. 

8.         I also understand that all expenses incurred in travelling by private arrangements are initially my own responsibility and that the payment of any subsequent reimbursement from public funds will be governed by the terms of current regulations.

 

Date ________________ 

Signature _______________________ 

Part 2 - Authorisation

9.         I certify that:

a.      The Service person has, where applicable, been issued with a NVC.

b.      The Service person is entitled to a passage at public expense from ________________ (Place of departure) to ________________ (Place of destination). 

c.       The arrangements made for the journey are considered to be adequate. 

d.       To the best of my knowledge, the particulars given above are correct.

10.       I authorise the requested PAP.

Authorisation by Commanding Officer:

Signature 

_________________________

Name 

_________________________

Appointment 

_________________________

Date     ________________ 

Rank 

_________________________

This completed certificate is to be retained by the Service person to support any subsequent claim for reimbursement of PAP expenses from public funds.

Distribution:

Original:           Returned to Service applicant.
Duplicate:         Retained for unit records.


Note:     Any official travel already booked for this authorised privately arranged passage is to be cancelled immediately by the unit HR admin staff. 

 

 




	AUTHORITY AND ENTITLEMENT CERTIFICATE 

PRIVATELY ARRANGED PASSAGE - IMMEDIATE SERVICE FAMILY
Part 1 ( To be completed by the applicant) 

Rank 

Initials 

Surname 

Number 

 

 

 

 

 

 

 

 

 

 

 


Branch/Trade 

  


Date of Birth 

  

Present Duty Station 

  

  

New Duty Station _______________________________

Date due to arrive 

Current Assignment expiry date______________________

1.         Immediate family members proposing to travel: 

a.    *Spouse/Civil Partner                                    


(State: "Spouse/Civil Partner", or "Spouse/Civil Partner only" if no children, "Intended Spouse/Civil Partner" or "Widower/Widow/Surviving Civil Partner" as appropriate) 

Name & Initials ____________________________________________ 

b.    Children. (If child is expected stated "Expected" and date. If none, state "None") 

       Sex                  Date of Birth            Name & Initials 

       __________        ____________     _____________________ 

       __________        ____________     _____________________ 

       __________        ____________     _____________________ 

*c.    Dependent relative (state name, sex and relationship):

     

*d.     Others (specify):

     

2.         Present address of the immediate family:

  

   

3.         Details of proposed travelling arrangements:

a. 

Journey: 

 From:  

   

  (Place) 

  

(Date of Dep) 

 To: 

  

  (Destination) 

  

(Date of Arr) 

b.    Method of travel: _________________________________________________ 

c.    Itinerary: (If by land state countries through which the immediate family will travel, and places and dates of overnight stops):

4.        Certificate.    I certify as follows: 

a.    Tickets/confirmation of booking for the journey have/has been obtained from (agent’s name and address):

b.    Arrangements for transport and accommodation for the journey *will be/have been made with (state name and address of motoring/travel organization):

c.    My immediate family is in possession of sufficient funds to meet the cost of the journey. 

d.    My immediate family will be in possession of sufficient funds to maintain themselves throughout the journey, including foreign currency. 

e.    Passports and any necessary transit or tourists visas *have been/will be obtained for each member of my immediate family, to cover travel in countries en route to the new duty station. 

f.    All members of my immediate family are medically fit to reside at their intended destination. 

g.   I have read and fully understand the provisions of JSP 752 Chapter 4 Section 10. 

h.    I understand that I shall be entirely responsible for making all the arrangements for my immediate family’s journey, and that they travel at their own risk and expense throughout; further, that no assistance will be given by the Service Movement Authorities for the provision of accommodation and food en route.  

*i.    I understand that approval of private arrangements for my immediate family’s passage will, where appropriate, also be subject to their call-forward to my overseas station. 

Date ________________ 

Signature ___________________________ 

*Delete inappropriate item. 

Part 2 - Authorisation 

5.         I certify as follows: 

a.     To the best of my knowledge, the particulars given above are correct. 

b.     All members of the applicant’s immediate family are entitled to passage at public expense (*except his/her child(ren) over 18 years of age, *his/her dependant relative, and *his/her children’s nurse) from ________________ (place of departure) to ________________ (Place of destination). 

c.    All members of the immediate family are medically fit to reside at their intended destination. 

d.     The arrangements made for the journey are considered to be adequate. 

e.     *The call-forward of the immediate family has been authorized.

f.     Each immediate family member has a No Vacancy Certificate (see paragraph 04.1017).

*Delete inappropriate item. 

6.        I authorise the immediate family to travel under private arrangements. 

Authorisation by Commanding Officer: 

Signature 

_________________________

Name 

_________________________

Appointment 

_________________________

Date     ________________ 

Rank 

_________________________

This completed certificate is to be retained by the Service applicant to support any subsequent claim for reimbursement of PAP expenses from public funds. 

Distribution:


Original:    Returned to the Service applicant.
Copy 1:     To DPRC together with F/Mov/564.

Copy 2:     Retained for unit records.     




CHAPTER 4

SECTION 11

SERVICE FAMILIES’ TRAVEL

GENERAL

04.1101.
Aim.    The purpose of this Section is to detail travel entitlements for the immediate families of Service personnel when they are required to travel in support of duties carried out by their Service spouse/civil partner, and in other specified circumstances as set out in this Section.

04.1102.
Principles.    The immediate family of a Service person has no entitlement to travel at public expense in their own right.  Such travel, when permitted, derives entirely from the mobility of the Service person concerned and is based on the recognised need for family union or, where the exigencies of Service life do not permit this, for the family to reside in a place of their own choosing.  Immediate family members conveyed at public expense by air or sea are to travel, wherever possible, in the same aircraft or ship as the Service person.  Wherever possible, Service provided transport or established charter flights are to be used.

04.1103.
Income Tax and National Insurance Contributions (NICs).    Families’ Travel attracts a liability for Income Tax and NICs when a family is living in the UK.  The Tax and NICs will be met by MOD and paid by SPVA under PSA.  In accordance with ITEPA 2003 Section 299 Families’ Travel is non-taxable when families are living outside the UK.

DEFINITION

04.1104.
United Kingdom (UK).    For the purpose of this Section, references to UK are to be deemed also to apply to the Republic of Ireland (RoI) for families of Service personnel recruited from, or normally domiciled in, the RoI.

ENTITLEMENTS

04.1105.
First Joining.    An immediate family is not entitled to travel at public expense when joining the Service person at their duty station and setting up home for the first time except as provided for in paragraph 04.1106.
04.1106.
Families of Service Personnel Recruited Overseas.    When an individual has been accepted in an overseas country for service in the UK Armed Forces, and has completed the requisite educational, medical and character tests, they and their immediate family may be conveyed at public expense from the point of departure from that country to their first duty station in the UK.  These personnel will not be eligible for the provisions of Domiciled Collective Overseas Leave (DOMCOL).  If the overseas recruit is subsequently discharged from initial training, the Service person and their accompanying immediate family may be conveyed at public expense for the return journey to their Country of Origin.  
Family Moves Within the UK

04.1107.
Next Move Having First Set Up Home.    When the first setting up of a home in the UK after marriage or registration of a civil partnership was not at the Service person’s duty station (see paragraph 04.1105), the immediate family may be conveyed at public expense from that first home to a Residence at Work Address (RWA) at the next or subsequent place of duty in the UK.  Such a journey is only permitted within the cost of a move from the first place of duty after marriage or registration of a civil partnership to the place of duty at which the immediate family first sets up home with the Service person.  However, if the Service person is assigned overseas on a tour that has been specified as unaccompanied (UnAcc), the immediate family may be conveyed at public expense from the first home to a Selected Place of Residence (SPR) in the UK at the time of the Service spouse’s/civil partner’s move.

04.1108.
Assignment Within the UK - Immediate Family Accompanying the Service Spouse/Civil Partner.    The immediate family of a Service person may be conveyed, at public expense, when accompanying them from a public or private RWA in the UK to another public or private RWA in the UK, or rejoining them subsequently from a previous station, provided that at the time of the immediate family’s move it is expected that the Service person will have at least 183 days to serve at the new duty station.

04.1109. 
Residence for Less than 183 Days.    Where a member of the immediate family, conveyed at public expense under the provision of this Section to a RWA, ceases to live at the residence within 183 days of arrival, the CO is to require the Service person to furnish an explanation in writing.  Should the CO consider that the explanation is unsatisfactory (eg as a result of personal choice), they are to submit a recommendation to the SPVA Pay and Allowances Casework Cell (PACCC) as to whether the Service person should be called upon to refund the cost of conveyance of that member of the immediate family.

04.1110.
Assignment Within the UK - Immediate Family Unable to Accompany the Service Spouse/Civil Partner.    When the immediate family is not permitted, for Service reasons, to proceed to a new UK duty station (ie INVOLSEP assignment) or there is no prospect of the immediate family joining the Service person owing to a lack of accommodation at the new UK duty station, they may be conveyed at public expense from their RWA at the old station, or from a military family hostel, to a SPR in the UK or to a military family hostel.  This entitlement requires the Service person to have an expectation of at least 183 days to serve at the new duty station at the time of the family move.
04.1111.
Subsequent Move of the Immediate Family.    After an unaccompanied move under the provisions of paragraph 04.1110 and subject to the Service person being expected, at the time of the immediate family rejoining, to have at least 183 days to serve at the new duty station, the following journeys are admissible:

a.
When the immediate family has been conveyed under paragraph 04.1110 and accommodation then becomes available for them at the Service person’s new duty station, conveyance at public expense from the SPR or hostel to the new duty station is admissible.

b.
If a member of the immediate family which has been conveyed to a military family hostel under paragraph 04.1110 subsequently moves to a SPR and from there rejoins the Service person in accommodation at the new duty station, conveyance at public expense for the 2 latter journeys is admissible within the distance by the shortest route between the hostel and the new duty station, plus 50 miles.

04.1112.
Preliminary Visit to Arrange Private or Substitute Services Families’ Accommodation (SSFA) at a New Place of Duty in the UK.    A Service person who is required to occupy private accommodation or SSFA at a new place of duty in the UK, because Service Families Accommodation (SFA) is not available, may make one return journey to the new duty station with their spouse/civil partner and children (but not any other member of the immediate family) at public expense in order to arrange private accommodation or SSFA.

04.1113.
Assignment Within the UK Where the Immediate Family Does Not Wish to Accompany the Service Spouse/Civil Partner.   Where an immediate family does not, for reasons within their own control, accompany a Service person from one station to another in the UK, conveyance at public expense to a SPR is capped at the estimated cost of the family travel to the new duty station.  Their entitlement to other allowances, which derive from the assignment, is not affected by the manner and timescale of the associated family movement.

04.1114.
Immediate Family Moves Within the UK for Reasons Other than the Service Spouse’s/Civil Partner’s Assignment.    Conveyance at public expense to a SPR is admissible when the immediate family of a Service person leaves a RWA for one of the following reasons:

a.
The appropriate medical authority certifies that it is in the interests of the health of one or more members of the immediate family that they should leave the current duty station without delay.

b.
Service accommodation currently occupied by the immediate family is required for Service purposes.

c.
The non-Service spouse/civil partner has died, and it is necessary to provide adequate care for the children by sending them to a SPR.

d.
The Service person has died.  To enable the spouse/civil partner to receive the support of their close family following the death, a public expense move to an alternative SFA, closer to the spouse’s/civil partner’s close family, will be allowed.  This public expense move will, when necessary, be in addition to a further final move at public expense to a SPR.

e.
The Service person is, on termination of service, being conveyed at public expense to a SPR.

f.
The Service person has been declared a deserter or has been imprisoned and the CO certifies that the immediate family must necessarily change residence.

g.
The CO certifies that, because of the conduct of the spouse/civil partner of a Service person, it is desirable that they should vacate their current SFA.

In the circumstances described at sub-paragraphs 04.1114a, b and c only the immediate family may be subsequently conveyed at public expense to rejoin the Service person provided at the time the subsequent family move it is expected that the Service person has at least 183 days to serve at the current or a new duty station.

Immediate Family Moves from UK to Overseas

04.1115.
Assignment From the UK to an Overseas Station - Immediate Family Accompanying the Service Spouse/Civil Partner.    An immediate family resident in the UK may, when a Service person is assigned to an overseas station, other than on a tour specified as UnAcc, be conveyed at public expense to the new duty station (including travel from the place of residence to the point of departure in the UK) provided that sub-paragraphs (a) to (e) and all other relevant sub-paragraphs below are met:

a.
It is the intention at the time the immediate family proceeds overseas, subject to the exigencies of the Service, to remain united with the Service person for the remainder of the assignment, or for a continuous period of one year.

b.
The remainder of the assignment is of sufficient length to enable the immediate family to be united at the overseas duty station for at least 183 days.  The immediate family of a CO may be granted authority to travel to the overseas duty station for a shorter period, provided the prior approval of SPVA PACCC is obtained.

c.
The overseas station is approved by the Services as suitable for families.

d.
Suitable accommodation for the immediate family is available at the overseas station.

e.
The appropriate medical authority certifies that there is no objection on grounds of health to the immediate family’s conveyance to the overseas station.  This certificate is not required for NWE or the Scandinavian countries.

f.
Where it is known that the period of family union is to be spent at more than one overseas station, the question of whether family passages at public expense may be allowed is to be referred to SPVA PACCC for a decision.

g.
A Service family resident overseas (other than the family of a Service person commissioned/enlisted or accepted for commissioning/enlistment in a country outside the UK (see sub-paragraph 04.1115h)), or a Service family which has proceeded to a country abroad at private expense may be granted passage at public expense to join the Service person at the overseas duty station, provided the cost is within the cost of an official passage from the UK and also that the conditions of sub-paragraph 04.1115a are satisfied.  The immediate family may either:

(1)
Proceed at private expense to the UK, or to a point on the trooping route between the UK and the Service person’s overseas station, where they can be conveyed by trooping aircraft to the overseas station at public expense, or

(2)
With prior SPVA PACCC approval, travel to the Service person’s overseas station under private arrangements.  In this event, reimbursement is to be under the rules for Privately Arranged Passage journeys in Section 10 to this Chapter.

h.
If resident overseas, the immediate family of a Service person who was commissioned/ enlisted or accepted for commissioning/enlistment in a country outside the UK may be granted a passage at public expense from the point of departure in that country to join the Service person at the overseas station provided that, if the immediate family were resident in the UK, the conditions of sub‑paragraph 04.1115a would be satisfied.

i.
The intended spouse/proposed civil partner of a Service person may be conveyed at public expense to their duty station from either the UK or the country in which they were accepted for commissioning or enlistment provided that:

(1)
The provisions of sub-paragraphs 04.1115a to e are satisfied.
(2)
The SPVA PACCC certifies that they are satisfied that the Service person has made arrangements to marry their intended spouse or register a civil partnership within 3 months of the start of an overseas assignment, and that married accommodation is available. 

(3)
The Service person undertakes to refund the cost of the outward passage and fund any return travel costs if the marriage or civil partnership registration does not take place.  Travel at public expense in the country of embarkation is not admissible.

j.
A passage for which an immediate family or family member would qualify under sub‑paragraphs 04.1115a to h may be deferred on the application of the Service person and at the discretion of SPVA PACCC for a period not exceeding 12 months, provided that the Service person:

(1)
Shows satisfactory cause why deferment should be approved (eg medical reasons, or reasons connected with their child(ren)’s education); 

(2)
Accepts that the conditions of sub-paragraph 04.1115a must be satisfied at the time the immediate family or family member moves; and

(3)
Pays, before the move takes place, any extra expense caused by the deferment (eg expense arising from the cancellation of a passage for which payment has to be made, or from the fact that a child has reached an age for which a higher fare is charged).

Travel at public expense under paragraph 04.1116 is not admissible where deferred passages are approved under this sub-paragraph.

k.
A child who is over 18 years of age, and has been granted a passage at public expense to join the Service person at their overseas duty station, is entitled to a passage on any entitled journey during the remainder of the Service person’s assignment overseas.  Return to the UK after the immediate family’s return is only permissible with prior approval of SPVA PACCC.  Any extra costs are to be met by the Service parent.

04.1116.
Assignment from the UK to an Overseas Station - Immediate Family Not Accompanying the Service Spouse/Civil Partner.    When a Service person is assigned overseas from a station in the UK and their immediate family resident in the UK does not accompany them for the reasons outlined the following entitlements apply:

a.
If the immediate family are not permitted by the Services to proceed to the new overseas duty station, or there is no prospect of them joining them owing to a lack of Service Families Accommodation (SFA) at the new overseas station, they may be conveyed at public expense from a RWA at the former station in the UK, or from a military family hostel, to a SPR in the UK.  Where permission to retain SFA in the UK is given, the immediate family may remain in the SFA or move to a SPR either initially or at a later date.  Entitlement to travel at public expense is subject to the Service person being expected, at the time of the immediate family’s move, to have at least 183 days to serve at the overseas station.

b.
If the immediate family resident in the UK cannot accompany a Service person overseas for one of the reasons in sub-paragraph 04.1116a and they are living in a home first set up after marriage at a place away from a Service person’s duty station in the UK, they may be conveyed at public expense to another SPR in the UK subject to the entitlement conditions of sub-paragraph 04.1116a.

c.
If the immediate family residing with a Service person at a station in the UK or living in a military family hostel, certify that they do not intend to join the spouse/civil partner during an overseas tour, they may be conveyed at public expense to a SPR in the UK subject to the entitlement conditions of sub-paragraph 04.1116a.

When the immediate family is eligible for travel at public expense under the terms of sub-paragraphs 04.1116a, b or c, but proceed to a SPR overseas, conveyance is admissible only to the point of departure in the UK.

Immediate Family Moves Between Overseas Locations

04.1117.
Assignment Between Overseas Stations.    The following will apply to assignments between overseas stations:

a.
When a Service person is assigned from one duty station overseas to another, and the immediate family have been conveyed at public expense to the first station, the immediate family may be conveyed at public expense to the second overseas duty station provided that:

(1)
They can join the Service person at the new overseas duty station for not less than 183 days; or

(2)
The conditions of sub-paragraph 04.1115a are satisfied.

If the conditions at sub-paragraphs 04.1117a(1) or (2) cannot be satisfied the immediate family are eligible for conveyance to the UK at public expense.

b.
When a Service person is assigned from one overseas duty station (at which their immediate family had joined them at private expense) to another overseas duty station, the immediate family may be eligible for conveyance at public expense to the new overseas duty station if they would be eligible under sub-paragraphs 04.1118b or c for conveyance at public expense to the UK, provided that the conditions in sub-paragraph 04.1115a are satisfied.  If the immediate family would not be eligible for conveyance from the first overseas duty station to the UK but would, if they were in the UK, be eligible under sub-paragraph 04.1115a for conveyance to the new duty station, they may be conveyed at public expense from the first to the second overseas duty station.  In this case, however, if the cost exceeds that of the journey from the UK to the second overseas duty station, the difference is to be paid by the Service person concerned.

c.
When the immediate family is eligible for conveyance to a new overseas station under sub‑paragraph 04.1117a or b, but instead proceeds to the UK, the cost of their conveyance is not to be met from public funds unless the immediate family is eligible for conveyance to the UK under paragraph 04.1118.

d.
If the immediate family, which joined a Service person at private expense at an overseas station not officially approved for families, is assigned to another overseas station they are entitled to be conveyed at public expense to the second overseas station provided the conditions of paragraph 04.1115c are met in relation to the second overseas station.

e.
Where a Service person has married or registered a civil partnership locally while serving overseas at a station officially approved for families, and they are assigned to another overseas station, the immediate family may be conveyed at public expense under the provision of sub-paragraph 04.1117a, provided that:

(1)
The spouse/civil partner was a member of the Services or a Service family and entitled in that capacity to passage to the UK at public expense, or

(2)
By the time the Service person was expected to complete the overseas assignment the spouse/civil partner would have been resident in the country in which the Service person was stationed at the time of marriage or registration of a civil partnership for at least 183 days.  Periods of residence before and after marriage or registration of a civil partnership may count towards this requirement.

Immediate Family Moves from Overseas to the UK

04.1118.
Assignment From an Overseas Station to the UK.    The following will apply to assignments from overseas to the UK:

a.
When a Service person returns to the UK at the end of an overseas assignment, or has been ordered by medical authorities to be returned to the UK, the immediate family, which has been conveyed to a unit overseas at public expense, will be conveyed at public expense to the UK.

b.
Where a Service person returns to the UK in the circumstances of sub-paragraph 04.1118a, the immediate family will also be conveyed at public expense to the UK if they initially travelled overseas at private expense but were eligible, at the time, for travel at public expense.

c.
Where a Service person returns to the UK in the circumstances of sub-paragraph 04.1118a and the immediate family had travelled to the overseas unit at private expense (because they were not entitled to a passage at public expense having failed to fulfil the conditions of sub-paragraph 04.1115a), the immediate family will be allowed a return passage to the UK at public expense provided that they have been united with the Service person for not less than the periods specified in sub-paragraph 04.1115a.

d.
Where a Service person serving overseas is permitted to terminate their service prematurely, and is eligible for travel to the UK at public expense under paragraph 04.0108, their immediate family will also be conveyed at public expense to the UK.

e.
Where a Service person has married or registered a civil partnership locally while serving overseas at a station officially approved for families, and is subsequently returned to the UK in the circumstances of sub-paragraph 04.1118a, their immediate family will be conveyed at public expense to the UK if the conditions at sub-paragraphs 04.1117e(1) or (2) are satisfied.

f.
Where a Service person who was enlisted or commissioned overseas has been accompanied (Acc) by their immediate family at an overseas station and they would, on termination of their service, be eligible for passage to the UK under sub-paragraphs 04.1118a to d, they will, if the Service person is eligible under paragraph 04.0106 to be returned to a country other than the UK, also be conveyed at public expense to that country.

04.1119.
Return to the UK for Reasons Other Than Assignment.   The following will apply on return to the UK for reasons other than assignment:

a.
When the immediate family has been conveyed at public expense to a unit overseas, or in the case of a local marriage or registration of a civil partnership, the conditions at sub‑paragraphs 04.1117e(1) or (2) are satisfied, they may be conveyed to the UK (except for Gurkha immediate families who may be returned to Nepal) at public expense:

(1)
If the Service person dies.

(2)
If the Service person has been ordered to proceed on permanent duty to a unit to which the immediate family are not permitted to accompany them, and is unlikely to return to their original overseas unit or be assigned again to an overseas unit at which their immediate family can join them, within 183 days.

(3)
If any member of the immediate family becomes ill and a medical board recommends return to the UK (provided the immediate family is eligible for treatment at public expense).  Where the medical board also recommends that it is in the immediate family member’s interest to be Acc by the Service person, they may both be granted a return journey at public expense to the UK, excluding the cost of their travel within the UK.

(4)
If a member of the immediate family officially accompanying a Service person overseas, returns to the UK at public expense for medical treatment on the recommendation of a Senior Medical Officer (sub-paragraph 04.1119a(3)), including a seriously deaf child returning for specialist treatment (paragraph 04.1129), the patient and, in the case of a child, an accompanying parent, may be paid the following:

(a)
Any necessary travelling expenses (other than taxi fares) incurred between the hospital and temporary accommodation in the UK for the purpose of attending for treatment or for visiting the patient if a child, provided the single journey exceeds 3 miles.

(b)
The appropriate rate of Night Subsistence (NS) to assist with the cost of temporary accommodation in the UK, where no Service accommodation can be provided, or the Privately Arranged Rate (PAR) where accommodation was provided by relatives.  In addition, the appropriate rate of Daily Subsistence (DS) to which the Service person would have been entitled when a dependant parent necessarily accompanies the child who is the patient.  In this case, the child will also be entitled to the appropriate rate.

Payment authorised under 04.1119(4)a or b is subject to certification by a medical board or Senior Medical Officer that medical treatment in the UK is necessary and, in the case of a patient who is a child, that the presence of a parent is essential, and may be made only where the patient and any accompanying parent is entitled to return at public expense to the overseas station under the normal rules.

(5)
On the death of the non-Service spouse/civil partner, the Service person may, at the discretion of SPVA PACCC, be granted a return journey at public expense to the UK with any accompanying child(ren), when it is necessary for them to make arrangements for the child(ren)’s custody in UK.  This additional entitlement will not be applicable when the Service person and the child(ren) have already been returned to the UK or the RoI at public expense to attend the funeral for the non-Service spouse/civil partner in accordance with paragraph 04.1148.

b.
A member of the immediate family who wishes to return to the UK for other reasons before the end of a Service person’s assignment overseas will be allowed to do so at public expense, if they would have been so entitled at the end of their assignment, provided that they have resided with the Service person continuously for at least a year during the current assignment and the Service person pays in advance for any extra expense involved in the anticipated passage.  The period of one year may be waived in the case of the first move of the family after a break up of a marriage or civil partnership that has resulted in a change of PStat Cat and has been formally recorded on JPA.  Should a couple reconcile any travel to reunite the family is at private expense.  For all other circumstances the period may only be waived with the prior authority of SPVA PACCC, if they are satisfied that the reasons necessitating the early return of the immediate family or family member to the UK could not reasonably have been foreseen (eg early return to care for ailing parent), and also that the grant of an anticipated passage is not likely to result later in a request to SPVA PACCC for further family passages at public expense.

When the immediate family has been returned to the UK at public expense under sub‑paragraphs 04.1119a or b or has returned at private expense after conveyance overseas at public expense, they may subsequently return overseas during the Service person’s current tour of duty only if approval is specially given by SPVA PACCC.

04.1120.
 Arrival in the UK from Overseas.    The following will apply on arrival in the UK from overseas:

a.
When the immediate family has been conveyed at public expense from an overseas station to the UK under sub-paragraphs 04.1118a to c or sub-paragraphs 04.1119a(1) to (4) they may also be conveyed at public expense from the point of arrival in the UK to the SFA allocated to them at the Service person’s new duty station or, if no SFA is allocated, to any residence in the UK.  When conveyance to such an alternative residence is authorised, conveyance to the Service person’s duty station is admissible later if they are expected to remain at the new UK duty station for not less than 183 days.

b.
An immediate family granted anticipated passages under sub-paragraph 04.1117b who arrive in the UK less than 3 months in advance of the Service person, is not entitled to travel at public expense to a SPR.  The immediate family however, can be conveyed at public expense to the RWA at the new UK duty station when they subsequently rejoin the Service person.

c.
An immediate family which returns to the UK from an overseas station at private expense, other than when travel has been authorised under Section 10 of this Chapter, is not eligible for travel at public expense from the place of arrival in the UK to a SPR, or from a SPR to the Service person’s new duty station in the UK.

Immediate Family Travel on Termination of Service

04.1121.
Immediate Family Travel Entitlements on Termination of Service.   Immediate Service families accompanying their Service spouse/civil partner will have the same entitlements to travel on termination of their Service spouse/civil partner’s service as the Service member of the family.  The Service spouse/civil partner’s entitlement is detailed in Section 1 of this Chapter.

Immediate Family Travel for Inter-Assignment Leave

04.1122.
Immediate Family Travel for Inter-Assignment Leave.    An immediate family authorised to accompany a Service person on successive overseas assignments may accompany them on inter-assignment leave at public expense in accordance with Section 1 of this Chapter, provided that they would have been entitled to be returned to the UK at public expense at the end of the first overseas assignment.  There is no entitlement to immediate family leave travel on assignment other than in the above circumstances.  Entitlement to conveyance of the immediate family at public expense for assignments within the UK, or from a UK to an overseas assignment, is between the duty station or SPR and the new duty station only.  When an immediate family accompanies a Service person in their private motor vehicle on a privately arranged assignment journey which includes relocation leave travel they may claim passenger allowance for immediate family members.

Authorised Absence

04.1123.
Travel for Authorised Absence in the UK.    The immediate family of a Service person serving in the UK is not entitled to authorised absence travel at public expense except that Service personnel can request that a journey within their own Get You Home (Early Years) travel entitlement may be transferred to immediate family members up to the permitted limit, under the rules set out in Chapter 5 Section 3.

04.1124.
Travel for Authorised Absence Overseas.    The immediate family accompanying a Service person serving overseas may be permitted to travel on authorised absence in the following circumstances:

a.
When a Service person is granted authorised absence to the UK between 2 complete overseas assignments their immediate family may accompany them at public expense to the UK provided that, if the Service person returned to the home establishment the immediate family would have been eligible for passage to the UK under paragraph 04.1118.  The immediate family is eligible for a return passage to the new overseas station after the authorised absence only if the conditions of sub-paragraph 04.1115a are satisfied at the time the journey is made.

b.
When a Service person is serving in certain overseas stations or diplomatic posts, where authorised absence travel for them and their immediate family is specially authorised.

c.
Under the provisions of Get You Home (Overseas) (see Chapter 6 Section 7).

d.
Where travel at public expense to the UK and return is granted under this paragraph, travel within the UK to and from the authorised absence destination is also admissible.

Service Overseas with Foreign and Commonwealth Forces

04.1125.
Loan Service, Secondment  and Exchange Appointments.    The regulations governing movement of immediate families of Service personnel on Loan Service or Secondment  are contained in JSP 468 - Loan and Secondment of Personnel to Commonwealth and Foreign Forces.  For the rules applicable to Service personnel serving in Exchange appointments see pamphlet “Financial Arrangements for Personnel of UK, Colonial, Commonwealth and Foreign Countries on Attachment, Exchange au Pair, Exchange or Loan and for Non‑Entitled Personnel attending Courses at Army Schools and Training Establishments.”

Travel for Accompanying Employees of Service Personnel

04.1126.
General.    Employees of Service personnel (including privately funded nannies, housekeepers, governesses, children’s nurses) will be allowed travel at public expense subject to the conditions of paragraphs 04.1127 and 04.1128.
04.1127.
Privately-Funded Employees.   The Commander British Forces of an overseas command may be granted Air Trooping (AT) passages at public expense for 2 civilian privately-funded employees when they are proceeding on a permanent assignment overseas.  If their employment is terminated prematurely before the end of the officer’s assignment, including where the employee proceeds on a period of mutually agreed absence, their return fare to the UK will not be met at public expense.  In addition, if the employee has spent less than 183 days in the overseas duty location, the officer will be liable to refund the MOD the cost of the outward travel of the employee including their baggage and subsistence costs.

04.1128.
Child(ren)’s Nannies, Nurses or Governesses.   Travel at public expense for children’s nannies, nurses or governesses is limited to COs of major units of over 300 Service personnel.  In all other cases the prior approval of SPVA PACCC is required.  Where there is an entitlement the following will apply:

a.
A child(ren)’s nanny, nurse or governess may be conveyed at public expense when accompanying the immediate family of an officer appointed to serve as CO of a major unit of over 300 Service personnel, when the immediate family includes a child(ren) under the age of 10 years who are also being conveyed at public expense.  The officer must certify that they intend to continue the employment of the nanny, nurse or governess and that they are a bona fide employee who is not a daughter, son, mother, father, sister or brother of either themselves or their spouse/civil partner.

b.
Travel at public expense is not admissible for a child(ren)’s nanny, nurse or governess when accompanying an immediate family proceeding on authorised absence, except where specially authorised by SPVA PACCC.

c.
Where a child(ren)’s nanny, nurse or governess is not entitled to be conveyed at public expense under this paragraph, passages may be provided on prepayment of the cost by the Service person concerned.

d.
A child(ren)’s nanny, nurse or governess who does not travel with the Service family may still travel at public expense provided that they travel within a period of 14 days after the date on which the immediate family travel on the outward journey and within a period of 14 days before, or 14 days after the date on which the immediate family return to the UK.  Any additional accommodation or travel costs arising from the independent travel of the nanny, nurse or governess, such as extra cost due to fares increases or costs in excess of those which would otherwise have been incurred had the nanny, nurse or governess travelled with the immediate family, are not to be met from public funds.

Travel at public expense will normally be limited to one outward and one homeward passage during the officer’s assignment.  If the employment of a nanny, nurse or governess is terminated prematurely before the end of the officer’s assignment, including where the nanny, nurse or governess proceeds on a period of mutually agreed absence, their return fare to the UK will not be met at public expense.  In addition, if the nanny, nurse or governess has spent less than 183 days in the overseas duty location, the officer will be liable to refund the MOD the cost of the outward travel of the nanny, nurse or governess including baggage and subsistence cost.

Travel for Medical Reasons

04.1129.
Medical Treatment.    The following will apply to travel for medical treatment:

a.
Use of Ambulance.    When the use of an ambulance or other similar form of transport to convey a member of the immediate family to hospital or to a medical centre is necessary, it is to be provided free of charge either by the local health authority, or from military sources, if the patient is eligible for treatment at public expense.

b.
Refund of Travelling Expenses in Units Overseas.    SPVA PACCC may authorise payment of travelling expenses incurred when serving overseas when:

(1)
Members of the immediate family necessarily incur such expenditure in travelling for treatment to a hospital that serves the overseas station at which the immediate family reside, or which they have been directed to attend.

(2)
Satisfied, on the advice of the appropriate medical authority, that a member of the immediate family of a Service person urgently needs medical or surgical treatment, which is not available locally, travelling expenses will be authorised for a return journey by land to the nearest overseas centre where treatment is available.  This authority should not be regarded as an alternative to invaliding back to the UK when that would normally be the proper medical recommendation.

(3)
Satisfied, on medical advice, that it is necessary for the child of a Service person to be visited by one of the parents while the child is receiving treatment in hospital, travelling expenses incurred in connection with the visit will be refunded.

04.1130.
Travel of Seriously Deaf Children from Overseas Stations to the UK for Medical Reasons.    A seriously deaf child accompanied by one parent will be allowed to travel to the UK at public expense for the purpose of receiving necessary specialist treatment at the Institute of Audiology or other delegated centre in the UK.  Travel will be by RAF Air transport (AT) or charter flights or by other means as provided for in JSP 800 (Defence Movement and Transportation Manual).  Not more than one return journey at public expense will be permitted for each year of the child’s residence overseas.  There will be no entitlement in any period of 12 months in which a Service person takes mid-assignment or other fare paid authorised absence to the UK.  When this entitlement is used sub-paragraphs 04.1119a(3) and c will not apply.  For entitlement to other allowances, see sub-paragraph 04.1119a(4).
04.1131.
Travel from Overseas to UK for Confinement.    When, on advice from a competent medical authority, a wife/civil partner is returned to the UK for confinement, travel by the appropriate method for a pregnant woman will be at public expense.  If the decision to return to the UK for confinement is made by the wife/civil partner, the official method of travel to the UK is authorised.

04.1132.
Travel from Overseas or Within the UK to SFA for a Visit Prior to Adaptation for Special Needs and/or Disability.   When a Service person has received written advice from the housing provider that an appointment to discuss future adaptations has been made, one return journey by the appropriate method of travel and up to a maximum of 2 night’s subsistence and accommodation may be claimed at public expense.  It is acknowledged that travel plans may need to take into account the disability and, that it may not therefore be feasible to use the cheapest method available.  However, either service flights, or the cheapest possible means of travel must be utilised where possible.   Publicly funded travel and subsistence for immediate family members residing with the Service person and the person for whom the adaptations are required may be paid to visit a proposed SFA to enable them to meet housing officials/and or medical professionals in advance of a move providing they meet the following criteria:

a.
Have applied for an adapted SFA and been allocated an SFA for adaptation.

and

b.
Have registered dependants with additional needs and/or disabilities.

and

c.
Are required by DE/local command housing officials to do so.

UK Interviews for Service Children

04.1133.
Return to the UK for Interview for Children who Officially Accompany Their Parents Overseas.    One passage only at public expense may be granted to children accompanying their Service parent overseas to attend interviews in the UK in connection with entrance to universities or comparable types of academy (such as the Royal College of Music or one of the 3 Service Colleges at Dartmouth, Sandhurst or Cranwell), teachers’ training colleges or other full time courses of further education and all mandatory interviews for employment, apprenticeships and/or training for apprenticeships or professions.  In order to qualify for a passage under the provisions of this paragraph all of the following conditions must be fulfilled:

a.
The child qualified for an outward family passage at public expense to the overseas station concerned.

b
The child is aged 15 or over and is officially accompanying and domiciled with their parent(s) overseas, has left school in the overseas area or is due to leave school at the end of the academic year, or is present due to authorised absence at the end of the current academic year, and has not been employed in continuous or regular employment for a period in excess of 12 months.

c.
There is a serious intention to seek entrance to the relevant university or college, or to obtain employment.  Evidence must be provided that a decision on the applicant will not be taken without an interview (ie a copy of the letter from the college or employer instructing the child to attend for interview).

d.
A certificate is to be obtained from the child’s prospective college or employer stating that they will not reimburse the fare.

e.
Travel is, wherever possible, to be by RAF AT or charter flights.  Where these are not available, economy class air travel at students’ concession rates should be used.

f.
The parents pay for the cost of surface travel in the UK.

Passages under this paragraph are not to be funded at public expense within one month of the end of the Service parents’ tour.  The alternative of granting an anticipated return passage to the UK in accordance with sub-paragraph 04.1119b should be considered in all cases.  The expense of the return journey to the overseas station is to be incurred only where essential.  The need for a child aged 18 or over to return to the overseas station is to be particularly closely examined by the unit CO, whatever the purpose of the interview in the UK.

Travel to Investitures

04.1134.
Travel to Investitures.    Conveyance at public expense by standard class rail or MMA at PCR will be allowed for each guest for whom an investiture ticket has been issued between their place of residence and the place at which the ceremony is being held; no other expenses will be allowed for these journeys.  When 2 people (relatives, civil partner or friends) of a deceased Service person attend an investiture ceremony for a posthumous award, conveyance at public expense by standard class rail or MMA at PCR will be allowed for each between their place of residence and the place at which the ceremony is being held.

Travel in the UK for Immediate Families of Service Personnel Under Sentence in the Military Corrective Training Centre (MCTC)

04.1135.
Visitors.    A Service person serving a sentence, which has been confirmed as exceeding 3 months in MCTC, may be visited at public expense by their spouse/civil partner or a close relative resident in the UK 4 weeks after committal and thereafter at monthly intervals.  When a sentence is confirmed at 3 months or less, one visit only at public expense during the period of the sentence may be permitted.  The conditions, which apply, are:

a.
The spouse/civil partner of the Service person under sentence is in receipt of a Family Maintenance Grant or, although not receiving the Family Maintenance Grant because their own income is adjudged sufficient, has an income approximating to the same level as the Grant; or

b.
The close relative, normally next of kin, is either in receipt of Benefit Agency benefits, or a Family Maintenance Grant, or has an income which, in the opinion of the Commandant MCTC, approximates to such benefits.

04.1136.
Rail Travel.    Where travel is by rail, standard class warrants/Service arranged tickets will be issued.  Where it is not possible for the visitor to complete the journey in one day, NS to cover the cost of overnight accommodation for one night will be admissible (see Chapter 3 Section 1).

04.1137.
Extra Visits.    Extra visits at public expense may be allowed for special reasons (eg serious illness of the Service person or major domestic reasons) on the authority of the Commandant MCTC.

04.1138.
Visiting Children.    Children of a Service person under sentence may accompany the visiting family member at public expense should this be considered desirable by the Commandant MCTC.
Travel for the Spouse/Civil Partner of Service Personnel on Welfare Work

04.1139.
Welfare Visits.    COs will authorise a spouse/civil partner, up to 5 per major unit and 2 per minor unit, to claim MMA at PCR when using their private motor vehicle for travel on welfare visits to Service families.  (A major unit constitutes one with 300 or more Service personnel and a minor unit, one with 299 or fewer personnel).  Private motor vehicles used on such journeys must be insured in accordance with Section 6 of this Chapter.  Claims are to be made monthly in arrears.  Claims made for travel within the UK, within the criteria of this paragraph, attract a liability for both Income Tax and NICs.  The Tax and NICs will be met by the MOD and paid by SPVA under PSA.  
FIGLEAF Travel Scheme

04.1140.
FIGLEAF Travel Scheme.    Service single personnel in their first 3 years of service who have a parent who is also a British Service person or a UK Based Civil Servant resident in Service Families Accommodation in Belgium, Cyprus, Denmark, France, Germany, Gibraltar, Holland, Italy, Luxembourg or Norway, may spend periods of authorised absence with their parents in the overseas country.  These Service single personnel also have a public expense travel entitlement as follows:

a.
Those whose duty station is in the UK are entitled to one leave journey in each of their first 3 years of service at public expense, via the official method of service travel, to visit their parents.  Each journey will be in lieu of one of their Get You Home (Early Years) (GYH(EY) (see Chapter 5 Section 3) journey entitlement.  Service single personnel with no GYH(EY) entitlement will have no entitlement to public expense travel to see their parents within the FIGLEAF Travel Scheme.

b.
Those whose duty station is overseas are entitled to one leave journey at public expense to visit their parents in the country in which they reside. They may travel via UK or direct to the parent’s overseas duty station if it can be shown to be cheaper than travelling via the UK.  Each journey will be in lieu of their GYH(Overseas) (see Chapter 6 Section 7) annual entitlement.

Applications for FIGLEAF Travel Scheme journeys will be made either as applications for GYH(EY) or GYH(Overseas), as appropriate. 

Families Travel for Casualty and Compassionate Reasons

04.1141.
Casualty and Compassionate Travel.    The detailed entitlements for family travel for compassionate reasons can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 20.

04.1142.
Family Travel for Authorised Dangerously-Ill Forwarding of Relatives (DILFOR) UK Visits.    The detailed entitlements for family travel for authorised DILFOR UK visits can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 7.

04.1143.
Family Travel for Authorised Visits to Very Seriously Ill (VSI) Service Personnel Overseas and VSI/Seriously Ill (SI) in NI.    The detailed entitlements for family travel for authorised visits to VSI Service Personnel Overseas and VSI/SI in NI can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 7.

04.1144.
Family Travel for Authorised Visits to VSI Accompanying Non-Service Spouse/Civil Partner Overseas.    The detailed entitlements for family travel for authorised visits to VSI accompanying Non-Service spouse/civil partner overseas can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 7.

04.1145.
Further Visits to VSI or SI Service Personnel in the UK.    When a Service person remains on the VSI or SI list for a prolonged period and cannot be moved, further visits by not more than 2 persons may be permitted at fortnightly intervals.  A further visit may also be permitted if death appears imminent. Travel will be via standard class rail warrant/Service provided ticket or MMA at PCR and passenger allowance where applicable may be claimed.  The detailed entitlements can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 8.

04.1146.
Family Travel following the Death of a Service Person in the UK.    The detailed entitlements for family travel following the death of a Service person in UK can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 11.

04.1147.
Family Travel following the Death of a Service Person at an Overseas Duty Station.    The detailed entitlements for family travel following the death of a Service person at an overseas duty station can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 11.

04.1148.
Family Travel following the Death of a Service Person who Dies whilst on Authorised Absence.    The detailed entitlements for family travel following the death of a Service person who dies whilst on authorised absence can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 9 and 11.

04.1149.
Family Travel following the Death Overseas of a Member of the Women’s Royal Voluntary Service (WRVS), Soldiers, Sailors, Airmen and Families Association (SSAFA) or British Red Cross Society (BRCS).    The detailed entitlements for family travel following the death overseas of a member of the WRVS, SSAFA or BRCS overseas can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 9 and 11.

04.1150.
Family Travel to Attend a Funeral in the UK/Republic of Ireland of an Immediate Family Member Who Dies Overseas.    The detailed entitlements for family travel to attend a funeral in the UK/Republic of Ireland of a member of the immediate family who dies overseas can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 11.

04.1151.
Family Travel to the UK Following the Death of a Child Overseas and Repatriation of the Child’s Body to the UK.    The detailed entitlements for family travel following the death of a child overseas and the repatriation of the child’s body to the UK can be found in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 9 and 11.

04.1152.
Attendance by Family Members at Inquests into Deaths Attributable to Service.    Detailed regulations for entitlement to travel and subsistence for the attendance of family members at inquests (or equivalents such as fatal accident inquiries as in Scotland) into the deaths of Service personnel that have been attributed to their service are detailed in JSP 751 (Joint Casualty and Compassionate Policy and Procedures) Chapter 14.  These travel and subsistence payments are not liable for Income Tax and NICs.

RATES

04.1153.
Rates.    Rail warrants/Service arranged tickets will normally be issued for family travel entitlements. Where there is an entitlement to claim MMA, the rates will have been calculated by SP Pol P&M (Allces) in accordance with the methodology in Section 6 of this Chapter.  All the above rates are published in the annual MOD SP Pol P&M (Allces)  Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are shown in Chapter 1 Section 6. 


METHOD OF CLAIM

04.1154.
Method of Claim.    Claims for MMA will be processed via the JPA Expense Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.  Where there is an entitlement for spouses/civil partners to claim MMA or other actual travel costs (eg bus fares) for duty journeys such as conducting welfare visits they are to complete a manual JPA Form F016.

METHOD OF PAYMENT

04.1155.
Method of Payment.    All MMA entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.  Entitlements for spouses/civil partners to claim MMA or other actual travel costs (eg bus fares) for duty journeys will be paid locally via the unit Imprest/Public account using a receipted JPA Form F016 to support the account.
CHAPTER 4

SECTION 12

SCHOOL CHILDREN’S VISITS

GENERAL

04.1201.
Aim.    The aim of School Children’s Visits (SCVs) is to contribute towards the cost of reuniting children of Service personnel with their parents at their duty station during some school holidays.  It is a principal condition that there will be a parental contribution made towards all SCVs.

04.1202.
Income Tax and National Insurance Contributions (NICs).    SCVs are liable for Income Tax and NICs during a Service person’s UK assignment.  The Tax and NICs will be met by the MOD and paid by SPVA via a PSA.  In accordance with ITEPA 2003 Section 299 SCVs are non-taxable when Service parents are assigned overseas.
04.1203.
Additional Regulations.    These regulations must be read in conjunction with the SCV regulations in JSP 800 (Defence Movement and Transportation Regulations) Volume 2 Part 2 Chapter 9.  For Gurkha SCV entitlements see also Chapter 9 Section 10 to JSP 752.
DEFINITIONS

04.1204.
Definitions.    For the purposes of this Section the following definitions apply:

a.
A School.    A school is any type of full-time educational establishment including a university, teacher training college, technical college and any other educational institution offering vocational training in subjects broadly comparable, and of a similar educational status, to that provided at university or technical colleges.  Paid vocational training programmes, such as nursing and apprenticeships (except Service apprenticeships, see paragraph 04.1207) are excluded from this scheme.

b.
Academic Year.    The academic year shall be a 12 month period beginning 1 September annually.

c.
SCV Journey.    A SCV journey is normally one being undertaken by the child (but see paragraphs 04.1212 to 04.1215 and 04.1227).  Any other journeys a parent chooses to make to collect the child or following the return of the child to school are not funded at public expense.

ELIGIBILITY

04.1205.
Eligible Parent.    To qualify as eligible, a Service parent must be:

a.
Serving on a Regular Commission or Engagement or as Full Time Reserve Service (Full Commitment) (FTRS(FC)).
b.
Of PStat Cat 1 or 2 as defined in Chapter 1 Section 2 and be:

(1)
The prime mover as defined in Chapter 1 Section 2 for the child(ren) for which they wish to claim SCVs.  They will have no entitlement to claim SCVs for a child from a previous marriage/civil partnership for whom they no longer have care and control: and

(2)
Be accompanied by their spouse/civil partner at public expense at the assignment station on the date of the child's visits; or

(3)
PStat Cat 2 with the care and control of a child(ren) who would normally be resident with them other than for attendance at school; or

(4) Serving unaccompanied on an INVOLSEP overseas assignment.  In these circumstances the Service person may claim SCVs from the child’s school to the family home address where the spouse/civil partner is residing.

c.
Of PStat Cat 1 or 2 as defined in Chapter 1 Section 2 and be serving on an overseas assignment or in one of HM Ships, which carries entitlement to a family passage and meet the criteria at paragraph 04.1205a(1) and (2) or (3).

04.1206.
Eligible Child.    To qualify as eligible a child must be:

a.
A member of the immediate family who is unmarried or who has not registered a civil partnership, as defined in Chapter 1 Section 2; and
b.
Under the age of 25 years, on the date of departure at the beginning of a SCV, even if the academic year extends beyond the 25th birthday; and

c.
Undergoing full-time studies at school in the UK (but see paragraph 04.1208 for exemptions).

If they are a child from a previous marriage/civil partnership to qualify as an eligible child their Service parent must be the prime mover in their life (see Chapter 1 Section 2) and have care and control of them, irrespective of whether their Service parent has remarried or registered another civil partnership.  If the child lives with their non-Service parent who retains care and control there is no entitlement to SCVs to visit the Service parent.
04.1207.
Children Who Are Also Serving in the UK Forces or at Welbeck College.    A child who is under 19 years of age, unmarried or has not registered a civil partnership, and who is a Service apprentice, a junior entrant of all categories or a student at Welbeck College is eligible for SCVs under the terms of this Section, provided all the general qualifying conditions are satisfied.  Those who are ineligible for publicly funded SCVs under this scheme are:

a.
Cadets at the Britannia Royal Naval College, Royal Military Academy Sandhurst and RAF College Cranwell.

b.
Serving sons and daughters who are eligible for the FIGLEAF scheme (see Section 11 of this chapter).

04.1208.
Children at School Overseas.    A child at school overseas, in a different country from that in which the Service parent is assigned, will be eligible for SCVs subject to:

a.
The child being entitled to a visit had that child remained in the UK (see paragraph 04.1206).

b.
The cost of the official return journey not exceeding the cost of an official return passage from UK to the Service parent's overseas duty station.

c.
Where the cost of the return journey does exceed the cost of a return passage from UK to the Service parent's overseas duty station, the difference in cost is paid by the parent to the unit Public Fund before a Service-arranged flight is confirmed for the journey.

ENTITLEMENT

04.1209.
Standard Entitlement.    The entitlement is as follows:

a.
Children under the age of 19 years at school (see paragraph 04.1204a) will be eligible to 3 return SCVs at public expense.  Alternatively, the Service parent may choose to claim public expense travel for the eligible child(ren) for 6 single journeys.  If the child is under 16, the half warrant rule does not enhance the entitlement to 6 return journeys.

(1).
Service personnel serving on a nine month (274 days or more, but less than 364 days) operational continuity tour are entitled to an additional 2 SCVs which are to be used during the period of the Service parent’s deployment.

(2).
Service personnel serving on a twelve month (365 days or more) operational continuity tour are entitled to an additional 3 SCVs which are to be used during the period of the Service parent’s deployment.
b.
When an eligible child has reached the age of 19 years, and is still in full-time secondary education, the above entitlement will continue to apply until the end of the academic year in which the child attains 19 years of age.

c.
A child aged from 19 to 25 years of age who is unmarried or who has not registered a civil partnership and is attending other full-time education, as defined in paragraph 04.1204a, will be eligible for one return SCV at public expense during each complete academic year (see paragraph 04.1204b).  The return SCV may be made at any time during the academic year and will count against the academic year in which the SCV journey begins.

(1).
Service personnel serving on a nine month (274 days or more, but less than 364 days) operational continuity tour are entitled to one additional SCV which is to be used during the period of the Service parent’s deployment.

(2).
Service personnel serving on a twelve month (365 days or more) operational continuity tour are entitled to 2 additional SCVs which are to be used during the period of the Service parent’s deployment.

For children at university, the appropriate entitlement applies only to those studying for a first degree.

04.1210.
Method of Travel.    The methods of travel that may be utilised for SCVs are as follows:

a. When the Service parent is stationed in the UK or NI:
(1)
Rail warrant/Service arranged ticket.

(2)
Private motor vehicle and claim MMA at CLR.

(3)
Where the Service parent is stationed in NI or the GB Islands, over water journeys may be undertaken by air and are to be by the most economical means from the nearest airport to the child’s school.  RAF Air Transport (AT) or MOD charter aircraft is to be used unless it is unavailable.  Where civil air travel is used for SCVs it is to be by civil scheduled air services, in economy class, unless specifically authorised for a higher class by Defence Passenger Reservation Centre (DPRC).
(4)
Coach or civil air in circumstances other than sub-paragraph 04.1210a(3).  A Service person who exercises this option is not to receive Service arranged flights.  They are to arrange and pay for the journey by coach or civil air and may claim actual costs for each entitled child up to the cost of MMA at CLR for the full journey.

b. When the Service parent is stationed overseas:
(1) Rail warrant/Service arranged ticket.

(2)
AT or MOD charter aircraft unless it is unavailable.  Where civil air travel is used for SCVs it is to be in economy class unless specifically authorised for a higher class by DPRC.

(3)
Terminal costs to and from the point of arrival/departure within the UK for actual coach, taxi, airfare, school owned or provided transport, private car journeys (at MMA at CLR) and any congestion charges are refundable within the cost of the rebated rail fare for the same journey. 
04.1211.
Carry Forward.    Entitlement to any SCV may not normally be carried over from one academic year to another.  Exceptionally and with the CO’s approval, the entitlement to the final SCV in the academic year may be held over for up to 3 months due to educational requirements or genuine family reasons.  Such an approved delayed SCV must be completed by the return of the child to the UK before the end of the 3-month period.  Approvals to go beyond this 3-month period are not to be granted under any circumstances.

ADDITIONAL ENTITLEMENTS

04.1212.
Initial Entry into Boarding School (Excluding Higher Education).    There is no entitlement for a visit at public expense for either parent to a potential boarding/day school prior to the acceptance of a place at that or any other school.  However, once a place is confirmed, one parent of a child returning to the UK from overseas or to the UK mainland from NI or the GB Islands for initial entry into boarding school can be granted an additional passage at public expense, in addition to the normal SCV entitlement.  This journey is to be undertaken by the official method of travel to the airport or port of entry into the UK and return.  The parent is required to pay the cost of travel between the point of entry to the UK and the school.  This concession is subject to the following conditions:

a.
The Service parent is serving on an accompanied assignment overseas and the immediate family, including the child concerned, proceeded to the overseas station on a normal family passage at public expense.

b.
The additional passage will not be permitted during the first 14 days or the last 14 days of an accompanied overseas tour.

c.
Where 2 or more children of the same immediate family have the same initial entry date for the same school, the additional entitlement will still be for only one parent to accompany them.  Where the initial entry is on the same date, but at 2 different schools then exceptionally, both parents may accompany the children; each parent accompanying one child to their respective school.

04.1213.
Change of UK Boarding School.    When a child in the UK changes boarding school, the Service parent or their spouse/civil partner, may be granted a passage at public expense by the official method of travel to the airport or port of entry into the UK and return, in order to supervise the change of school.  The parent is required to pay the cost of travel between the UK airport and the school.  This concession is subject to the conditions at paragraph 04.1212a and b and the following additional conditions:

a.
The circumstances of the change of school are such as will not disqualify the Service parent from continuing to receive CEA(Board)/CEA(SENA) under the normal rules, if it were in issue.

b.
The change of school involves the child moving to a school at a new location.

c.
Where 2 or more children of the same immediate family move school on the same date from the same boarding school, the additional entitlement will still be for only one parent to accompany them.  Where the school change is on the same date, but involves 2 different boarding schools then exceptionally, both parents may travel to accompany the children, each parent accompanying one child to their new boarding school respectively.

04.1214.
Visits to Children in the UK with Special Educational Needs (SEN).    The entitlement of a child with SEN to visit their parents overseas may be transferred to enable the parents to visit the child in the UK in the following circumstances:

a.
The child in normal circumstances would be eligible for a SCV at public expense to the parents overseas, and

b.
The child is registered with the Children’s Educational Advisory Service (CEAS) under Department of Education and Science arrangements as having special educational needs, or

c.
The child can be certified by a doctor as being incapable of making the journey to the overseas permanent duty station because of a physical or mental handicap.

The visit is to be restricted to the duration of the relevant school holiday.

04.1215.
Entitlement to Reverse SCV for Children with SEN.    The entitlement is as follows in each academic year:

a.
For children under the age of 19, parents may make one joint visit and one individual visit or 3 individual visits in each academic year.  Individual visits may be made by either parent.


b.
For children aged 19 but under 25 years of age, one parent may visit a child with special needs, who is not employed, once a year.


c.
When the equivalent of all individual visits is taken under either sub-paragraphs 04.1215a or b, the entitlement to SCVs of any other children of the immediate family under the age of 19 and living in the UK, is reduced to one SCV in the same academic year to the overseas permanent assignment station.  Those aged 19 or over forfeit all entitlement during that academic year.  However, in cases of exceptional hardship, consideration will be given to restoration of full entitlement to SCVs overseas by any other children of the immediate family.  Any such applications should be forwarded to the SPVA Pay and Allowances Casework Cell (PACCC).

Service personnel travelling under the provisions of this paragraph are required to take annual leave to cover their absence from their units.  Eligibility to Local Overseas Allowances (LOA) will be in accordance with the relevant LOA regulations (see Chapter 6).

04.1216.
Method of Travel for SCVs for Children with SEN.    On routes served by AT or MOD charter aircraft these must be used for travel for SCVs for children with SEN.  In all other cases the normal official Service method of travel will apply (see paragraph 04.1210).

04.1217.
Arrangement of SCV Air Passages for Children with SEN.    Passages to the UK by AT or MOD charter aircraft are to be arranged in accordance with local instructions.  Return passages by this means will be arranged by the relevant Service movements authority in UK to whom the CO of the Service parent's unit or ship is to forward, at least 2 months before the parent is to return to the overseas station, an application for an air passage quoting all the relevant details in respect of the return journey.

04.1218.
SCV Travel by Commercial Means for Children with SEN.    Where a commercial passage is authorised, the parent is to be issued with the relevant travel warrant to cover both the outward and return journeys at economy class.  The arrangements for both the outward and return passages will be the responsibility of the parent.

04.1219.
SCV Terminal Travel for Children with SEN.    Travelling costs will be allowed in UK only between the point of arrival and the place of residence of the child and return.  Railway warrants/Service arranged tickets are to be issued in advance where possible.

04.1220.
Reimbursement of Miscellaneous Expenses.    Miscellaneous expenses such as passport and visa fees, airport duties and airport coach fares paid by the parent in connection with officially arranged SCV journeys, may be claimed.  Claims should be made via the JPA Expenses Claim system quoting the unique SCV reference number produced by the JPA system when the SCV application is submitted.  Receipts are to be retained for 24 months for inspection as required.  A refund of overnight accommodation costs necessitated by the journey, or rail seat reservations when proceeding on a SCV, are not permissible.

04.1221.
Reimbursement of any Costs Charged by Civilian Airlines for the Moving of Unaccompanied Minors (UNMINS).    Where a parent personally incurs charges imposed by a civilian airline for the movement of UNMINS (ie the charges have not already been met from public funds within the negotiated contract and issued airline ticket), the Service parent may reclaim those charges via the JPA Expense Claims system quoting the unique SCV reference number produced by the JPA system.  Receipts are to be retained for 24 months for inspection as required.

GENERAL CONDITIONS

04.1222.
Parental Contribution.    A contribution of 50 miles per single SCV journey is to be met by the Service parent (ie a total of 100 miles per return visit).  The appropriate parental contribution to be charged (eg single or return) will be determined by the unit HR admin staff at the time the SCV request is submitted and will be automatically deducted from the Service person’s salary for each arranged SCV.  The Service person will then be issued with a warrant/Service-arranged ticket for the SCV or claim MMA at CLR for the most direct route distance between the school or place of residence with a Guardian and the RWA if the Service person’s duty station is in the UK, or the point of embarkation from the UK if the Service person’s duty station is overseas.

04.1223.
Children Travelling Together.    If a Service parent assigned within the UK has more than one child at the same school and chooses to convey them by private motor vehicle, they should normally travel together.  Only exceptionally, if circumstances beyond the Service parent’s control do not permit this, may they be conveyed separately; each separate trip being subject to a parental contribution.  When collection is possible at the same time, one entitled SCV journey is to be used for each of the eligible children at the same school but only one parental contribution is to be recovered per return journey.

04.1224.
Duration of Visits.    There is no minimum duration for a SCV assuming that any periods outside the child’s school holidays are authorised by the school.

04.1225.
Reimbursement of the Costs of Medical and Dental Treatment.    The Service parent or sponsor has a responsibility to ensure that a child is medically fit to spend a holiday in the area overseas in which the parents are living.  Parents are to ensure that any dental treatment required by their child is completed before a SCV.  A child will, however, be eligible for urgent medical and dental treatment at public expense during the visit, under current family regulations.  Any costs associated with the medical/dental treatment (eg subscription fee) may be reclaimed by the Service person via Expense Claims (see paragraph 04.1220).

04.1226.
Industrial Action.    When industrial strike action on the day of travel prevents a journey for which a warrant/Service arranged ticket has been issued, alternative travel costs up to the value of the relevant MOD discounted fare may be reclaimed.  The cost of food and accommodation is not refundable without SPVA PACCC authority.  Claims must include a certificate by the claimant stating that the warrants have been returned for cancellation or that unused tickets have been surrendered.

04.1227.
Reverse Visits.    If for reasons of the child’s welfare or for educational purposes it is preferable for a parent to join the child, whether in the UK, or overseas, a visit may be authorised as a concession in lieu of one of the SCVs against each eligible child of the immediate family.  For the journey to/from the UK the parent should travel by AT or MOD charter aircraft where available but, for those not on AT or MOD Charter routes the normal official Service method of travel is to apply.  Applications must be made in accordance with JSP 800 Volume 2 Part 2 Chapter 9.  Service personnel who make reverse travel journeys are to be regarded as being on leave during the whole period of absence from their permanent duty station.  Parents undertaking reverse visits from overseas are advised to establish the effect on their LOA entitlement before committing themselves to the visit (see Chapter 6).

04.1228.
Visits to Areas Other Than the Service Parent's Place of Duty.    Under normal circumstances visits are only allowed to the Service parent’s permanent duty station (but see paragraph 04.1205b(4).  Requests for exceptional circumstances (ie for operational reasons) to visit other areas may be submitted to SPVA PACCC for consideration.
04.1229.
Detention, Imprisonment and Desertion.    Entitlement to SCVs will continue during periods of detention or imprisonment of a Service parent where they remain admissible in all other respects.  If the Service person is to be discharged on completion of a period of detention or imprisonment, the entitlement to SCVs is to cease from the end of the term following the term in which the detention or imprisonment started.  Entitlement to SCVs is to cease during periods of desertion on a date to be notified by SPVA PACCC following the submission and consideration of an appropriate case.  Exceptional cases for Service personnel with children in the 2-year lead up to public examinations are to be submitted to SPVA PACCC for consideration.

04.1230.
Death and Invaliding.    If the Service parent dies or is invalided from the Service, the entitlement to SCVs will continue in line with the entitlement to CEA as detailed in Chapter 9 Section 1.

04.1231.
Redundancy.    If the Service person is made redundant from the Service, the entitlement to SCVs will continue in line with the entitlement to CEA as detailed in Chapter 9 Section 1.
04.1232.
Servicewomen on Maternity Leave.    If a Servicewoman takes maternity leave the entitlement to SCVs will continue in line with the entitlement to the CEA she receives, as detailed in Chapter 9 Section 1.

04.1233. 
Career Breaks.    Service personnel who opt to take a career break cease to be eligible for SCVs from the start of the term immediately after the first day of the career break. SCVs may be restarted from the start of the term following the return of the Service person to Regular Service after the career break, provided the Service person and the child(ren) meet the eligibility criteria.
RATES
04.1234.
Rates.    The number of SCV journeys per academic year is based on one publicly funded return journey per term, less the appropriate parental contribution, for eligible children up under the age of 19.  Whilst this is the basis for the entitlement there is no compulsion to use one journey in each of the 3 terms.  For those who remain eligible between the ages of 19 and 25 the number of publicly funded SCV journeys is reduced to one per academic year on the grounds that by this age the eligible young person has less of a need, or indeed wish, to be reunited with their parents at their assignment station during holidays.

METHOD OF CLAIM

04.1235.
Method of Application/Claim.    Applications for SCV should be made by the Service person using the JPA on-line self-service system prior to the date of the journey.  Those personnel with no access to the JPA on-line system should contact their unit HR who will allocate a unique SCV claim number.  It should be noted that the allocation of this number does not automatically initiate organisation of travel arrangements.  Travel arrangements should be made in the normal way, in accordance with Sections 1 - 6 of this Chapter.  Administration and authorisation of SCV will be completed by unit HR admin staff in accordance with JPA procedures.  Once the SCV claim number has been allocated, the parental contribution will be deducted automatically from the Service person’s salary.  Claims for any eligible non-warrant actual costs of SCV will be made via the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  
METHOD OF PAYMENT

04.1236.
Method of Payment.    All Expenses Claim entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 4

SECTION 13

HOME TO DUTY TRAVEL

GENERAL

04.1301.
Aim.    The aim of Home to Duty Travel (HDT) (Public) and HDT (Private) is to assist Service personnel with the costs of daily travel between their Residence at Work Address (RWA) and their place of duty.

04.1302.
Income Tax and National Insurance Contributions (NICs).    By concession HDT is non-taxable.

04.1303.
Rationale.    HDT is paid because Service personnel are obliged to be mobile.  Service personnel, unlike their civilian counterparts, have limited choice in where they work.  Service personnel often are able to choose between living in public and private accommodation.  To recognise this difference, there are 2 types of support for travel to work: HDT (Public) and HDT (Private).

a.
HDT (Public).    Those living in public accommodation often have little control over where their accommodation is situated.  Thus, the Department provides them with a travel allowance.  It is, however, considered reasonable for Service personnel to walk one mile to work.  As a result, no financial support is given for any first mile travelled to and from work.  This first mile is called the Personal Contribution (PC).  Beyond the first mile, HDT (Public) provides support.  

b.
HDT (Private).    Those who choose to live in private accommodation have more control over where their accommodation is situated.  The payment of HDT (Private), however, recognises that they are still required to be mobile and that they save the Department money by living in their own homes (as opposed to living in public accommodation).  The average commuting distance for the general public in the UK is 9 miles.  Thus, HDT (Private) is not payable for journeys to and from work which are less than 9 miles each way (but see paragraph 04.1305b regarding toll fees).  These first 9 miles are the HDT (Private) PC.  This PC also recognises that subsequent assignments are likely to mean that Service personnel who elect to stay in their current RWA may travel more than 9 miles to work.

ELIGIBILITY - HDT (Public)
04.1304.
Eligible Service Personnel - HDT (Public).    Service personnel, irrespective of their PStat Cat, who travel daily to work from public accommodation are eligible for HDT (Public) provided one of the following applies:

a.
They are Regular Service personnel occupying publicly funded accommodation more than one mile from their place of work.

b
Reserve Personnel living in public accommodation, more than one mile from their place of work as a consequence of a mobility obligation that gives them an entitlement to publicly funded accommodation at their duty station.

c.
They are Reserve personnel who (irrespective of the fact this is likely to be private accommodation) travel from their home or their normal civilian place of work that is more than one mile from their duty unit, to attend training.

d.
They are Cadet Force personnel travelling more than one mile from their home (irrespective of the fact this is likely to be private accommodation) and eligible to claim in accordance with single-Service Cadet Force regulations.

e.
They are Non Regular Permanent Staff (NRPS) serving in central London (or serving elsewhere but with Reserved Rights from before 1 April 2006). For the purpose of HDT (Public) serving in Central London is defined as serving within the area for which RRA(L) is paid, less Hounslow and Woolwich.

f.
FTRS (Limited Commitment) (FTRS(LC)), FTRS (Home 

Commitment) (FTRS(HC)), Sponsored Reserves, and Additional Duties 

Commitment (ADC) personnel may be eligible for HDT (Public) exceptionally, 

when authorised  by the SPVA Pay and Allowances Casework Cell (PACCC).
ELIGIBILITY - HDT (Private)

04.1305.
Eligible Service Personnel - HDT (Private).    Service personnel, irrespective of their PStat Cat, who travel to work daily from either privately owned or privately rented accommodation, either by private or public transport (whether or not a season ticket is issued, see paragraph 04.1309), are eligible for HDT (Private) as long as one of the following applies (for Reserve and Cadet Force personnel see 04.1304d and e):

a.
They are Regular Service personnel occupying private accommodation more than 9 miles from their place of work.

b.
They are Regular Service personnel or FTRS(FC) occupying private accommodation less than 9 miles from their place of work who necessarily incur a toll fee. In these circumstances the toll fee alone may be reclaimed.  No other entitlement to HDT travel exists and no PC is payable.  Claims are to be made in accordance with sub-paragraph 04.1330e. 
c.        They are Territorial Army Non Regular Permanent Staff (TA NRPS) who are serving in Central London.  For the purpose of HDT (Private), serving in Central London is defined as serving within the area for which RRA(L) is paid, less Hounslow and Woolwich.

d.
They are FTRS(FC) personnel.

e.
They are FTRS (Limited Commitment), FTRS (Home Commitment) or Additional Duties Commitment personnel and are serving in Central London (as defined in sub-paragraph 04.1305c).
INELIGIBILITY - HDT (Public)
04.1306.
Ineligible Service Personnel - HDT (Public).    The following Service personnel who travel daily to work from public accommodation are ineligible for HDT (Public):

a.
Service personnel occupying a RWA less than one mile from their place of work.

b.
Service personnel who have the option of using transport provided under Service arrangements for travel to and from work, whether or not they actually use it.  Service transport includes coaches and any other form of service vehicle used for HDT journeys.  They may, however, be eligible for HDT (Public) when the scheduled journeys of such transport do not reasonably correspond with their hours of duty (eg shift workers).

c.
Service personnel who travel more than 5 times per month as passengers in a motor vehicle with a claimant of HDT.  In these circumstances, the driver may claim passenger allowance in accordance with paragraph 04.1317.  Where however, the passenger is a Service person who claims HDT in their own right, but chooses to travel as a passenger less than 5 days per month, they retain their entitlement to HDT and passenger allowance may not be claimed.
d
University, medical or dental cadets and Foundation Year 1&2 Doctors.

INELIGIBILITY - HDT (Private)

04.1307.
Ineligible Service Personnel - HDT (Private).    The following Service personnel who travel daily to work from private accommodation are ineligible for HDT (Private):

a.
Service personnel who occupy a privately owned or rented RWA 9 miles or less from their place of work (but see sub-paragraph 04.1305b).
b.
Service personnel who have the option of using transport provided under Service arrangements for travel to and from work, whether or not they actually use it.  They may, however, be eligible for HDT (Private) when the scheduled journeys of such transport do not reasonably correspond with their hours of duty (eg shift workers).

c.
Service personnel who travel more than 5 times per month as passengers in a motor vehicle with a claimant of HDT.  In these circumstances, the driver may claim passenger allowance in accordance with paragraph 04.1317.  Where however, the passenger is a Service person who claims HDT in their own right, but chooses to travel as a passenger less than 5 days per month, they retain their entitlement to HDT and passenger allowance may not be claimed.

d.
University, medical or dental cadets and Foundation Year 1&2 Doctors.

e.
TA NRPS who are not serving in Central London.  Existing claimants will, however, continue to receive payments up to 31 Dec 2010, provided their eligibility under the previous regulations continues.  For the purpose of HDT (Private), serving in Central London is as defined in paragraph 04.1305c.

f.
Non-mobilised Regular Reserves, Volunteer Reserves, Sponsored Reserves and Cadet Force Adult Volunteers.

ENTITLEMENT

04.1308.
Travel by Private Motor Vehicle.    For journeys by private motor vehicle HDT is based on the actual distance travelled less a PC subject to a maximum distance (and travelling time) that may be claimed (see paragraph 04.1325).  Service personnel serving in Central London should also see paragraph 04.1325a.

04.1309.
Travel by Public Transport.    Service personnel who travel by public transport are entitled to the issue of a season ticket or a refund of their actual fares, within the cost of a Services discounted rate season ticket.  They must pay the appropriate PC (see paragraph 04.1321).  If after a season ticket has been issued, the Service person travels to work using that ticket on average less than 3 times a week, the Service person is to inform their unit HR admin staff and consideration is to be given to returning the season ticket and reclaiming actual fares.  When travel is undertaken using a combination of public and private transport paragraph 04.1310 applies.  Service personnel serving in Central London should also see paragraph 04.1325a.

04.1310.
Toll, Passenger Ferry, Congestion Charges and Parking Fees.    HDT (Public) or (Private) recipients who incur toll fees, passenger ferry costs, Congestion Charge, or parking fees at, or close to, train or coach stations or ferry terminals, as part of their regular journey to and from work, will be eligible to claim actual refund costs provided that their total daily return claim does not exceed the value of the appropriate HDT (Public) or (Private) 50 mile rate.  Service personnel serving in Central London should also see paragraph 04.1325a.

04.1311.
Parking Fees at the Place of Duty.    Personnel who qualify for HDT (Public) or (Private) who incur actual costs for parking at or near to their place of duty, where free parking is not available, and where alternative HDT by public transport is neither possible or reasonable, may be refunded the actual parking fees in addition to their HDT payment (ie parking fees may be reclaimed at actual cost even if that exceeds the value of 50 mile HDT).  These parking fees must be claimed separately on an Expenses Claim (see paragraph 04.1329).

04.1312.
Change of Route.    Those who have the choice between a long journey with no ferry fees, or a shorter journey with ferry fees, are required to select one or other option on arrival at their new duty station.  They are then only allowed to change their option should there be an alteration in their personal circumstances or on the anniversary of their assignment date.  Problems with toll or ferry services will not lead to a change of entitlement although it is recognised that the alternative longer journey may have to be undertaken temporarily.  Service personnel serving in Central London should also see paragraph 04.1325a.
04.1313.
Gosport and Hayling Ferries’ Concession.  This concession is designed to encourage greater use of the Gosport and Hayling foot passenger ferries and is for those Service Personnel who, by choosing to travel to work via the Gosport or Hayling Island foot passenger ferries, would otherwise not be eligible for HDT (ie they live in private accommodation more than 9 miles from their duty station by road but actually travel less than 9 miles as a result of using the foot passenger ferry).  Eligible personnel may claim for a hypothetical journey by private motor vehicle at the appropriate HDT (Private) rate (less the PC) when they travel by private motor vehicle, bus and Gosport ferry for all or part of their actual HDT journey.  The hypothetical journey is calculated by determining the most direct route by motor vehicle from their RWA to their place of duty.  Drivers of motor vehicles carrying a passenger more than 5 times per month may also claim passenger allowance.  Passengers in motor vehicles who incur the cost of the Gosport ferry may reclaim the full ticket cost as an Expenses Claim (see paragraph 04.1329).  To encourage journeys to work that exclude a motor vehicle or bus, those who walk or cycle to/from the ferry may reclaim the full cost of their daily HDT ferry tickets as an Expenses Claim. An example of entitlement is:

a.
Example.    A Service person living in a private residence in Gosport, 17 miles by motor vehicle from their place of work in Portsmouth, who drives 6 miles to the Gosport ferry, incurs daily parking fees in Gosport and the cost of a return ferry passenger ticket, would be refunded the HDT (Private) rate for 17 miles (this rate will reflect the deduction of the 9 mile PC).  An additional claim for the parking costs is not admissible.
04.1314.
Temporary Duty and Courses.    Subject to a maximum limit of the 50 mile rate, Service personnel who are temporarily assigned from their permanent duty station (eg for a course) will be entitled to HDT (Public) or (Private) as follows:

a.
For a Period of 10 Days or More.    Subject to agreement by the CO of the temporary duty establishment, HDT (Public) or (Private) at the rate for the distance between their RWA at their permanent duty station and the temporary duty station.

b.
For a Period of Less than 10 Days.    HDT (Public) or (Private) at the rate for the distance between their RWA at their permanent duty station and either the temporary or permanent duty station, whichever is the greater.

04.1315.
Concurrent Payment of HDT and GYH Travel.    When HDT is claimed for travel during temporary assignments and courses there will be no concurrent GYH Travel entitlement.

04.1316.
Duty Journeys to Other Locations Starting or Ending at the RWA.    Service personnel in receipt of automated HDT (Public) or (Private) who undertake duty journeys to locations other than their permanent duty station, which start or end at their RWA, will be required to abate any MMA claim received by the daily HDT rate.  Manual HDT claimants (see paragraph 04.1331) will not be eligible to claim HDT for that particular day.

04.1317.
Passenger Allowance.    Passenger allowance is admissible subject to the following conditions (see paragraph 04.1330c for method of claim):

a.
The passenger(s) must be entitled to HDT (Public) or (Private) in their own right but forego their own claim whilst travelling as a passenger.

b.
Claims are not admissible for occasional (less than 5 times per month) passengers.

c.
The journey claimed must be the direct route from the driver’s RWA to their place of duty.

04.1318.
Additional Daily Journeys.    Service personnel who are manual HDT claimants (see paragraph 04.1330) who make a second HDT journey on the same day for the reasons outlined below can claim a second journey for those days:

a.
Attendance at official Mess business (eg Mess Meetings) and Mess functions that Service personnel have been ordered to attend.  HDT refunds for extra journeys for such functions are limited to one per month.

b.
Split-shifts/watches.

c.
Recall situations.

d.
Approved flexible working arrangements.

Where a second journey is claimed in a day a second PC must also be paid.

04.1319.
Commencement of Entitlement.    Entitlement to HDT (Public) or HDT (Private) commences on the first day of HDT after arrival at the assigned duty station.  

04.1320.
Cessation of Entitlement.    HDT (Public) or HDT (Private) will cease to be paid on:

a. The first day of any period, other than for annual leave, of 10 days or more, during which the Service person does not travel to work at their normal duty station.

b. The first day on which pay ceases to be in issue (eg AWOL or detention).

c. The day after the last day of duty at an assigned duty station.
d.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to HDT is appropriate.

CONDITIONS

04.1321.
Personal Contribution (PC).    The conditions relating to the payment of a PC are as follows:

a.
Service personnel travelling from a RWA (public or private) one mile or less from their place of duty are not eligible to claim HDT and are not required to pay a PC.

b.
Service personnel travelling from a RWA (public only) more than one mile from their place of duty are eligible to claim HDT(Public) using a publicly funded season ticket but only where the issue of the season ticket for travel by public transport is the most economical and practical means of completing the journey.  In these circumstances a fixed PC will always be payable.  This will be deducted from the Service person’s monthly salary.  It is up to each Service person to calculate whether it is more advantageous for them to obtain a publicly funded season ticket and pay the PC or to make and pay for their own travel arrangements.

c.
Service personnel travelling in/on their own vehicle from a RWA (public) more than one mile from their place of duty are eligible to claim HDT (Public).  In these circumstances the Service person will be responsible for the first mile (each way) as the PC (but see paragraph 04.1321f on travel by Service transport).

d.
Service personnel travelling from a privately owned or rented RWA more than 9 miles from their place of duty are eligible to claim HDT (Private) by using a publicly funded season ticket but only where the issue of the season ticket for travel by public transport is the most economical and practical means of completing the journey.  In these circumstances a fixed PC will always be payable.  It is up to each Service person to calculate whether it is more advantageous for them to obtain a publicly funded season ticket and pay the PC or to make and pay for their own travel arrangements.

e.
Service personnel travelling in/on their own vehicle from a privately owned or rented RWA more than 9 miles from their place of duty are eligible to claim HDT (Private).  In these circumstances the Service person will be responsible for the first 9 miles (each way) as the PC (but see paragraph 04.1321f on travel by Service transport).

f.
Service Provided Transport (Including Staff Cars).    Service personnel travelling from a RWA (public) in Service provided transport (including staff cars, minibuses and coaches), are not entitled to claim HDT and are not required to pay a PC.

g.
Staff Cars from Private Accommodation.    Service personnel travelling from a RWA (Private) to their place of duty in Service provided staff cars are not entitled to claim HDT (Private).  They are, however, required to pay the HDT (Private) PC.

04.1322.
Collection of the PC.    When payable, the appropriate PC will either be collected as a standard deduction from salary or as a daily PC amount against Expenses Claims.  The PC is to be collected as detailed below.  Care is to be taken to ensure that Service personnel do not incur both automated and manual PC deductions for the same period:

a.
Period/Season Tickets.    The appropriate daily PC will be deducted automatically at a standard rate from the Service person’s salary for the duration of the Period/Season ticket.  The PC will start from the first day on which the season ticket is valid and cease on cancellation or the last day of validity of the ticket.

b. 
Combination of Period/Season Tickets and Travel by Private Vehicle.   The appropriate daily PC will be deducted automatically at a standard rate from the Service person’s salary for the duration of the Period/Season ticket.  The mileage for the travel by private vehicle element of the journey will be paid in full. 

c.
Manual HDT Claimants and Associated Refunds of Actual Expenses.    The appropriate daily PC will be deducted during the calculation of the amount due to the claimant for each entitled HDT journey.

d.
Automated HDT Payments.    The pay statement will show separately the amount paid and the PC deduction.

04.1323.
Method of Travel.    Service personnel eligible for HDT (Public) or HDT (Private) may choose the means by which they travel to work but are expected to travel by the most cost efficient route (but see paragraph 04.1314 regarding use of the Gosport or Hayling ferries). Having made that choice, they must immediately notify their unit HR admin staff of any requirement for a permanent change and seek agreement to a revised route or method of travel.  This does not apply to Service personnel who change their method of travel for 5 days or less per month.

04.1324.
Assessment of Mileage.    HDT mileage is normally assessed using the most direct route.  Where, however, an alternative route is shown to achieve a significant reduction in journey time (eg by using a bypass or motorway), the alternative route may be used.  Where the route has to go round an airfield or station perimeter for safety reasons the increased mileage may be paid.

04.1325.
Maximum Distance.    All HDT (Public) and HDT (Private) claimants will be restricted to a maximum of 50 miles per single journey, including the distance of any PC, except for the following:

a.
Personnel in Central London assignments will be issued with a season ticket or paid unlimited HDT for their full public transport travel costs, recognising that the majority will travel by public transport, normally rail.

b.
Individual cases may be submitted in exceptional circumstances (ie medical or compassionate) for SPVA Pay and Allowances Casework Cell (PACCC) authority to claim HDT (Public) or HDT (Private) for single journeys up to 70 miles.

c.
COs may authorise Service personnel to travel in excess of 50 miles or 90 minutes, but the HDT entitlement will remain at the 50 mile maximum.  COs must be content that the Service person’s performance of their duties will not be adversely affected by the long journey.

d.
Reservists and some Cadet Force personnel may be eligible for travel in excess of 50 miles (eg due to the location of alternative Specialist Units).  Permission to travel over 50 miles is to be sought from their CO, who in turn should seek the appropriate financial authority through their chain of command if they do not hold the delegated authority.  If approved, the full mileage minus the PC may be reclaimed. 

04.1326.
Refunds.    Where a standard monthly PC has been deducted automatically from a Service person’s salary for a full month but a period ticket or season ticket is not valid or no longer required part way through that month, a proportionate refund may be claimed (eg a ticket for travel from public accommodation ceased on the 11th of the month would attract a refund of 19/30 x standard monthly PC rate for HDT (Public)).  The refund will be calculated by unit HR admin staff and paid via the unit Imprest/Public Account.

04.1327.
Change of Residence other than on Assignment.    If a Service person changes residence other than on assignment, the distance is to be reassessed and the HDT entitlement amended accordingly.  Personnel assigned to Central London should refer to paragraph 04.1325a.

RATES

04.1328.
Calculation of HDT Rates.    Rates of HDT (Public) and HDT (Private) and the PC applicable in the UK are based on the Private Car Rate (PCR) of Motor Mileage Allowance (MMA) (see Section 6 of this Chapter) and are published in the annual SP Pol Pay and Manning (Allowances) Directed letter “Rates of Entitlement for Allowances for Service Personnel”.  Overseas manual claimants will be paid at the appropriate overseas MMA at PCR for travel by private motor vehicles or on actual costs for other forms of transport.  Overseas PC rates will be one or 9 times the local MMA at PCR mileage rate depending on whether they reside in public or private accommodation.  Automated UK and overseas HDT daily rates assume 18 days per month, on average, are travelled to work and the daily rate is thus calculated for HDT (Public) and the first 27 miles of HDT(Private) as follows:

PCR MMA rate per mile x single mileage travelled x 2 (for return journey) x 18 (days) x 12 (months) ÷ 365 (days) = Daily Rate.

For 28 miles and beyond for HDT (Private) the daily rates are reduced for affordability reasons.  They are calculated using the same formula as above but the resulting increase per mile is reduced by 2/3rds.  The appropriate resulting daily rates are paid each day throughout the entitlement period.  Fractions of miles are to be mathematically rounded up or down to the nearest whole mile (i.e. ,1.4 miles = 1 Mile, > 1.5 = 2 miles).
METHOD OF CLAIM

04.1329.
Method of Claim.    Automated claims are commenced by the unit HR admin staff as a part of the ‘Arrivals Process’ and will be paid monthly in arrears via salary.  Manual claimants will be informed by unit HR Admin of the amount claimable for each journey made and should submit their claims monthly in arrears via the JPA Expenses Claim system, as detailed in the JPA Employee Self-Service Desk Manual. Expenses Claims should be submitted by the end of the following month for payment unless there are extenuating circumstances precluding their submission.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA.
04.1330.
Manual Claimants.    When automated payment of HDT (Public) or HDT (Private) is not practical, Service personnel may become manual claimants who are to submit their claims monthly in arrears.  The following Service personnel must also claim manually via Expenses Claims:

a.
Those who due to the nature of their work, or for reasons other than leave, regularly undertake, over the length of the assignment, less than 15 journeys a month to their place of work.  This is intended to cover personnel who may undertake, for example, home working.

b.
Those who travel by a combination of public and private transport (eg a journey by car to a railway station and a rail journey for which a season ticket is issued).

c.
Those assigned to seagoing ships or units.

d.
Those claiming passenger allowance in addition to the automated daily payment of HDT.

e.
Those claiming actual refunds for tolls, ferry, Congestion Charge or parking fees.

04.1331.
Documentation.    Unit HR are to secure proof of residence for the property from which entitlement to HDT(Private) derives.
METHOD OF PAYMENT

04.1332.
Automated Payment.    HDT (Public) and HDT (Private) will normally be paid through a Service person’s pay account monthly in arrears.  It will continue to be paid during annual leave and during any periods of less than 10 days when the Service person does not travel to work.

04.1333.
Manual Payments.    All HDT manual claimants, irrespective of whether they have submitted their claims using the on-line Expenses Claim system or the manual alternative, will have their claims paid to their nominated bank account.

CHAPTER 4

SECTION 14

TRAVEL FOR OPERATIONAL STAND DOWN

GENERAL

04.1401.
Aim.    The aim of Travel for Operational Stand Down (TOSD) is to provide Service personnel with publicly funded transport to their permanent duty station, Base Port or exceptionally to their normal UK leave address, when formally stood down during temporary deployments on UK-based operations assisting the UK civil authorities.  These visits are to enable Service personnel to spend time with their friends and family and to give them respite before returning to the operation.

04.1402.
Income Tax and National Insurance Contributions (NICs).    TOSD is non-taxable.

04.1403.
Associated Regulations.    The detailed policy regulating the provision of TOSD is contained within JSP 770 – Tri Service Operational And Non Operational Welfare Policy, Part 2, Chapter 2. 
ELIGIBILITY

04.1404.
Eligible Service Personnel.    All Service personnel (including Reserve personnel deployed on the operations but not Sponsored Reserves and Cadet Force Adult Volunteers) are eligible for TOSD.  If the Standing Joint Commander (UK) (SJC(UK)) declares an OSD, Service personnel who are deployed away from their permanent assignment station on UK-based operations assisting the UK civil authorities may be returned to their permanent duty station (including those based in Germany) or their Base Port, at public expense.  There is no limit on the number of TOSD journeys that may be authorised.  The SJC(UK) will determine who, for how long and how often personnel can be stood down.  Only those personnel who are expected to return to the operation will be eligible for TOSD.

CONDITIONS

04.1405.
Genuine Break.    COs are expected to use judgement to ensure that TOSD allows the Service personnel under their command to enjoy a genuine break from duty.  Those who would spend most of the OSD travelling should be retained in the operational location for the OSD.  Publicly funded TOSD to any local facility in lieu of travel to the permanent duty station, Base Port or exceptionally to their normal UK leave address is not permissible but may be funded from any welfare/unit non-public funds provided to support those on the operation.

04.1406.
Method of Travel.    Travel should be by the most cost-effective means possible for any given set of circumstances.  Cost-effectiveness is to be regarded as a balance between ‘Cost’ and ‘Operational Effectiveness’; hence it is a CO’s decision  and not one made by the local Army Divisional Movements staff
.  When deciding on means of travel, COs should consider the following options in order of priority:

a. Group Travel through normal means (eg coach or trooping flights);

b. Charter travel;

c. Individual travel.

Units are to consult, in all circumstances, with local Army Divisional Movements staff in order that the best deals can be reached for the TOSD.

04.1407.
Alternative Travel.    Travel to a Selected Place of Residence or to a qualifying address for GYH(EY) (see Chapter 5 Section 3) in the UK is authorised as an alternative to returning to the permanent duty station, provided it is cost neutral compared with the negotiated Group Travel costs.  If the costs for travel to the alternative address are greater than the negotiated Group Travel costs back to the permanent duty station, Service personnel may claim MMA at CLR for the return journey distance, up to the negotiated Group Travel costs (per person).

04.1408.
Transfer of TOSD.    Service personnel may not transfer their TOSD entitlement.

OTHER ALLOWANCES

04.1409.
Concurrent Payment of Other Allowances.    If Longer Separation Allowance (LSA) is in issue to the Service person during the temporary operational detachment, this will cease for the duration of the OSD period when publicly funded TOSD is taken.  If the Service person is offered TOSD but declines it, or the OSD is taken at the operational location the LSA entitlement will continue provided the Service person is not joined by their family at the operational location.  Service personnel who claim LSA during the temporary operational detachment will have no entitlement to claim GYH Travel as the 2 allowances are mutually exclusive.  Service personnel who were in receipt of GYH Travel immediately prior to the temporary operational detachment may choose to continue to receive either GYH Travel or claim LSA for the duration of the temporary operational detachment.

RATES

04.1410.
Rate Payable.    The normal method of travel will be by Service provided transport or by rail using a rail warrant/Service arranged ticket.  Where a Service person is exceptionally authorised to travel within the conditions at paragraph 04.1407 and claim MMA at CLR the rate of payment will be calculated in accordance with Section 6 of this Chapter.  The full MMA at CLR entitlement will be capped at the negotiated Group Travel costs (per person).  The current rate of MMA at CLR is at Chapter 1 Section 6. 



METHOD OF CLAIM

04.1411.
Method of Claim.    Claims for MMA at CLR will be processed via the JPA Expense Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  
METHOD OF PAYMENT

04.1412.
Method of Payment.    TOSD should normally be arranged through the unit within the guidance at paragraphs 04.1406 and 04.1407, using the most cost effective method.  If individual TOSD is authorised travel should normally be by standard class rail for which rail warrants/Service provided tickets are to be issued.  Any MMA at CLR entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
CHAPTER 4

SECTION 15

CONCESSIONARY TRAVEL FOR IMMEDIATE FAMILIES
04.1501.
Aim.  The aim of Concessionary Travel for Families (CTF) is to enable the immediate families of Service personnel to have the benefit of the support of the Service person’s close family during extended periods of deployment by their Service spouse/civil partner.

04.1502.
Principles.  The family of a Service person has no entitlement to travel at public expense in their own right.  Such travel, when permitted, derives entirely from the mobility of the Service person concerned and is based on the recognised need for family union, where the exigencies of Service life do not permit this, for the family to reside in a place of their own choosing.  Wherever possible, Service provided transport or established charter flights are to be used.

04.1503.
Income Tax and National Insurance Contributions (NICs).  Families’ Travel attracts a liability for Income Tax and NICs when a family is living in the UK.  The Tax and NICs will be met by MOD and paid by SPVA under PSA.  In accordance with ITEPA 2003 Section 299 Families’ travel is non-taxable when families are living outside the UK.

DEFINITION
04.1504.
United Kingdom (UK).  For the purpose of this Section references to the UK are to be deemed to also apply to the Republic of Ireland (RoI) for families of Service personnel recruited from, or normally domiciled in, the RoI.

ENTITLEMENT

04.1505.
Travel for Immediate Families.    Concessionary Travel for Families (CTF) is provided to enable the immediate family (see paragraph 01.0230) of Service personnel to have the benefit of the support of the Service person’s close family (see paragraph 01.0212), during extended periods of deployment by their Service spouse/civil partner.  Eligibility for CTF is created when an Acc (or INVOLSEP) Service person is deployed from the UK or from an overseas station to an operational location, exercise or deployment that attracts the Deployment Welfare Package (Overseas) (DWP(O)).  This excludes those in Seagoing Longer Separation Allowance Qualifying Units who are entitled to use transferred Get You Home (Seagoers) warrants (see Chapter 5 Section 4).    All Service personnel are eligible for CTF; for Reserve personnel however, this is unlikely to extend beyond Full Time Reserve Service (Full Commitment) and mobilised personnel, except in DILFOR and compassionate circumstances.   The assessment of CTF entitlement from the permanent duty station in UK or overseas is to be made at unit level at the start of the deployment.  

04.1506.
Assessment of Entitlement.  The assessment is to be based on the Service person’s expected duration of deployment.  This will be known as the “projected entitlement”.  When informed of the projected entitlement the Service person and the accompanying Service spouse/civil partner should be notified that any change in the duration of the Service person’s deployment could lead to an entitlement change.  

04.1507.
Service Personnel Permanently Assigned in the UK.    The immediate family of Acc (or INVOLSEP) Service personnel, who are stationed in the UK, but deployed for 119 days or more, are entitled to 2 return journeys (by rail warrant/Service arranged ticket or MMA at CLR) to enable them to visit the Service person’s close family within the UK.   
04.1508.
Service Personnel Permanently Assigned Overseas.    The immediate family of Acc (or INVOLSEP) Service personnel stationed overseas but deployed on operations elsewhere overseas for 119 days or more, will be eligible to the following number of return journeys to the UK at public expense to enable them to visit the Service person’s close family provided the immediate family remain at the overseas duty station other than when taking these CTF journeys:

a.
Less Than Six Month Deployment.    A projected deployment of 119 days or more (but less than 181 days) will attract one return CTF journey.

b.
Six Month Deployment.    A projected 6 month deployment (182 days or more, but less than 273 days) will attract 2 return CTF journeys.

c.
PJHQ Designated Theatre Reserve Battalion (TRB).    On occasions when PJHQ designates a TRB, held at readiness in order to provide a UK reserve force for ongoing Operations, TRB personnel will be eligible for CTF subject to the following criteria;

(1)
The TRB personnel must be under PJHQ command and be deployed on designated operations that are entitled to Reserve funding (currently Op HERRICK and TELIC).

(2)
Repeated operational deployments, regardless of duration, may be accumulated towards CTF qualifying time.

(3)
When the TRB is tasked, and is specifically projected to carry out a future operational deployment, the projected days of deployment may also be counted towards CTF qualifying time, and CTF awarded in anticipation subject to:

(a)
Once an individual’s aggregated total of deployed days (actual and projected) reaches 119 days or more, (but less than 181) they will attract one return CTF journey.

(b)
Once an individuals aggregated total of deployed days (actual and projected) reaches 6 months (182 days or more but less than 273) they will attract a second return CTF journey.

04. 1509.
Extended Tour Lengths.    The immediate family of Acc (or INVOLSEP) Service personnel, who are stationed in the UK or overseas, but deployed for 9 months or more, will be eligible to the following number of return journeys within or to the UK at public expense to enable them to visit the Service person’s close family.  When personnel are deployed from overseas, the Service person’s  immediate family are to remain at the overseas duty station other than when taking a CTF journey:

a.
Nine Month Deployment.    A projected 9 month deployment (274 days or more, but less than 364 days) will attract 4 return CTF journeys.

b.
Twelve Month Deployment.    A projected 12 month deployment (365 days or more) will attract 6 return CTF journeys.

04.1510.
Transfer of GYH(EY) to Spouse/Civil Partner.    Personnel deployed for 182 days or more are also entitled to transfer the balance of their GYH(EY) entitlement to their spouse/civil partner (see Chapter 5 Section 3).

04.1511.
Shortened Operational Deployments.    When a projected deployment is shortened by the early return of the Service person to their permanent duty station, the “actual entitlement” may be less than the “projected entitlement”.  In these circumstances:

a.
Any uncompleted CTF journey within the “actual entitlement” may continue but must be completed before the return of the Service person to the duty station.

b.
Any completed CTF journey within the “projected entitlement”, but over the “actual entitlement”, will be allowed and no recovery action will be taken.

c.
Any uncompleted CTF journey within the “projected entitlement”, but over the “actual entitlement”, booked in good faith prior to the announcement of the early return of the Service person will not be funded at public expense.  The immediate family (close family when transferred) may choose to continue with the journey at private expense.  If the journey is cancelled, any cancellation costs will be met at public expense.

d.
Any CTF journey within the “projected entitlement”, but over the “actual entitlement”, booked after the announcement of the early return of the Service person is to be at personal expense and no costs will be met from public funds.

04.1512.
Death in Service.    If the Service person dies while on operational deployment, the entitlement to CTF ceases from the day following the death.  This may result in journeys that are either booked or which have been taken, which are in excess of the actual entitlement.  In this instance, the same criteria apply as for a shortened operational deployment (see paragraph 04.1511 above).

04.1513.
Transfer of Entitlement.    Any, or all, of the entitled CTF journeys may be transferred to allow up to 2 close family members to take Reverse CTF from their UK residence to the UK or overseas duty station where the Service family are residing.  When Reverse CTF is undertaken, the same travel allowances may be claimed by the Service person, on behalf of the visiting close family members, as allowed for under normal CTF.  Unit HR admin staffs are to maintain full details of all Reverse CTF travel on the form at Annex A to this Section. 

04.1514.
Travel to the Airhead.    Return travel at public expense (warrant/Service arranged ticket, MMA at CLR, bus and/or taxi fares) from the overseas station to the overseas airhead is authorised for all overseas CTF journeys.  Associated subsistence allowance or sleeper costs for these journeys are not authorised. 

04.1515.
Use of Eurostar, Eurotunnel and Sea Ferry Services.    Immediate family based in Europe
 are authorised to use the methods outlined in sub-paragraphs 04.1515a and 04.1515b as an alternative to reliance on the AT flights.  The following principles are to apply:

a.
Travel from the overseas base in Europe to Eurostar and Eurotunnel rail stations or sea ports is at public expense (warrant/Service arranged tickets, MMA at CLR, bus and/or taxi fares).

b. Eurostar, Eurotunnel or ferry travel is to be in standard class. Reimbursement of fares is to be on an actual basis.  The imposition of any criteria relating to time of travel (thus the price of the ticket) may, through Front Line Command authorities, be delegated to unit level.

c. Travel between the point of entry in to the UK or the channel ports and the final destination in the UK is authorised at public expense (warrant/Service arranged tickets, MMA at CLR, congestion charges, bus and/or taxi fares).

d. The notional cost of a CTF flight cannot be claimed in conjunction with reimbursement of Eurostar, Eurotunnel or ferry costs.

e.
Night Subsistence (NS) may be claimed, within the overall cap, for necessary overnight stops during the CTF journey back to the UK and the return to the overseas station in Europe.  NS will not however be paid for any more than one night in the same location on the homeward or return leg of the CTF journey.  This does not preclude a longer stop at any one location but the costs of extended overnight stops must be met by the travelling family members, and may not be claimed from public funds.
04.1516.
Use of Civil Air Travel.    The use of civil air as an alternative to AT is authorised either where no AT flights are provided from/to the overseas theatre in which the immediate family is based, or where it can be proven that civil air would be demonstrably cheaper for the return journey, when the whole journey is taken into account.  In assessing the comparative costs of each journey by civil air against the notional AT journeys, the CTF rates published in the annual MOD SP Pol P&M (Allces)  Directed Letter "Rates of Entitlement for Allowances for Service Personnel" should be used.  The current CTF rates are also at Chapter 1 Section 6.  The cost comparison is to be made as follows:

a.
From the duty overseas base to the overseas civilian airport (cost of warrant/Service arranged ticket or MMA at CLR), plus the CTF rate (based on the GYH(O) rates), plus the cost of travel from the civilian airport of arrival in the UK to the final destination in the UK (cost of warrant/Service arranged ticket or MMA at CLR) and return.

against,

b.
From the duty overseas base to the overseas AT departure airport (cost of warrant/Service arranged ticket or MMA at CLR), plus the notional cost of the AT flight from that overseas theatre, plus the cost of travel from London to the final destination in the UK (cost of warrant/Service arranged ticket or MMA at CLR) and the return.

Where the total return journey cost at paragraph 04.1516a is less than those at paragraph 04.1516b the use of civil air may be authorised and the full costs of a standard economy air fare refunded.  Where the total return journey cost at paragraph 04.1516a is greater than at paragraph 04. 1516b, the use of civil air may be authorised but the total refund entitlement will be capped at the figure at paragraph 04.1516b.

04.1517.
Travel within the UK.    Return travel at public expense (warrant/Service arranged ticket, MMA at CLR, CC, bus and/or taxi fares) between the point of entry to the UK (for those arriving from overseas) or the UK duty station (for those based in the UK) and the final destination in the UK is authorised for all CTF journeys.  Associated subsistence allowance or sleeper costs for these journeys may not be claimed.

04.1518.       Split Family CTF Journeys.    Where the eligible family members wish to travel back to the UK from overseas separately, rather than as a family less the serving spouse/civil partner, they may do so within the same family CTF journey (ie, if the children travel back to UK to visit relatives and are joined later by their non-Service parent, this will still only count as one family CTF journey).  Where this incurs additional terminal travel costs, above those that would have been incurred had the family members travelled together, only one refund of terminal travel costs will be paid.  However, cross water travel costs will be paid for each eligible family member, since these costs are assumed to be the same, irrespective of whether the family members travel separately or together. 
04.1519.
CTF for Non-British Passport Holders.  The immediate family of a Service person who holds a non-British passport have the same entitlement to CTF as other British Service immediate families.  However, where the eligible non-British passport holding Service person is permanently assigned overseas eligible members of the immediate family may use their CTF travel entitlement (up to the capped limit for the journey to the UK) for standard class travel to the country of domicile rather than to the UK.

RATES
04.1520.
Rates.  Rail warrants/Service arranged tickets will normally be issued for family travel entitlements.  Where there is an entitlement to claim MMA, the rates will have been calculated by SP Pol P&M (Allces)  in accordance with the methodology in Section 6 of this Chapter.  The rates for CTF flights are published in the annual MOD SP Pol P&M (Allces) Directed Letter ‘Rates of Entitlement for Service Personnel’.  The current rates are shown in Chapter 1 Section 6.
METHOD OF CLAIM

04.1521.
Method of Claim.  Claims for CTF including MMA will be processed via the JPA Expense Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  

METHOD OF PAYMENT

04.1522.  
Method of Payment.  All CTF entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

Annex:

A.
Record of Reverse Concessionary Travel for Families (CTF) Journeys.

RECORD OF REVERSE CONCESSIONARY TRAVEL FOR FAMILIES (CTF)

From: ____________________________ (Unit)   UIN: ___________

Period From: ________________ To: _________________________
	SERVICE NUMBER

 (a)
	RANK 

(b)
	SURNAME OF 

SERVICE PERSON

(c)
	OPERATION/

EXERCISE

NAME

(d)
	NAME OF CLOSE FAMILY MEMBER WHO TRAVELLED 

(e)
	RELATIONSHIP TO SERVICE PERSON

(e)

	
	
	
	
	
	


(Use continuation sheets as necessary)

I certify that the above Reverse CTF journeys have been undertaken by close family members of Service personnel within the stated period and in accordance with the regulations in JSP 752 Chapter 4 Section 15.

SIGNED: __________________________
APPOINTMENT: _________________
NAME: ____________________________
UNIT: __________________________
RANK: ____________________________
DATE: _________________________
RECORD OF REVERSE CONCESSIONARY TRAVEL FOR FAMILIES (CTF) JOURNEYS FROM THE UK TO THE OVERSEAS DUTY STATION

- Continuation Sheet

	SERVICE NUMBER

 (a)
	RANK 

(b)
	SURNAME OF 

SERVICE PERSON

(c)
	OPERATION/

EXERCISE

NAME

(d)
	NAME OF CLOSE FAMILY MEMBER WHO TRAVELLED 

(e)
	RELATIONSHIP TO SERVICE PERSON

(e)
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CHAPTER 5

SECTION 1

LONGER SEPARATION ALLOWANCE

GENERAL

05.0101.
Aim.    The aim of Longer Separation Allowance (LSA) is to support and improve retention by compensating those personnel experiencing separation over and above that compensated for by the X-Factor element within basic pay.  As a general principle, it is paid at increasing amounts in order to target those who experience the most separation throughout their service.  Payment of the allowance recognises the disadvantages of separation caused when return to the duty station at weekends/stand-down is precluded by either the nature or location of the duty.  It also provides some support for those who are voluntarily separated from their immediate family.

05.0102.
Income Tax and National Insurance Contributions (NICs).    LSA attracts a personal liability for Income Tax and NICs.  These are deducted automatically from the Service person’s salary.

DEFINITIONS

05.0103.
LSA Specific Definitions.    For the purposes of this allowance:

a.
Involuntary and Voluntary Separation.    The definitions of Involuntary Separation (INVOLSEP) and Voluntary Separation (VOLSEP) are in Chapter 1 Section 2 Annex B.

b.
Family Home.    The definition of family home is in Chapter 1 Section 2.
c.
Permanent Residence.    The definition of permanent residence (for a single Service person) is in Chapter 1 Section 2.
d.
Duty Station.    The definition of duty station is in Chapter 1 Section 2.


e.
Qualifying Separation (QS).    Qualifying Separation (QS) is defined as 7 consecutive days or more INVOLSEP that is taken at a location that precludes return to the duty station, family home or permanent residence during normal stand down periods (eg weekends).  For eligibility for personnel on board sea-going qualifying vessels see sub-paragraph 05.0103e(2), for personnel serving under Field Conditions see sub-paragraph 050103e(3) and for eligibility for those in OTR posts see paragraph 05.0114.  QS does not start to accrue for new entrant officers until completion of initial officer training at the appropriate single Service officer training college BRNC, RMAS or RAF College Cranwell (but see paragraph 05.0124 for those Service personnel commissioned from the ranks). For new entrant non-commissioned ranks, LSA starts to accrue after 26 weeks of Service (on the move from new entrant rate of pay to basic pay level one or higher) or on completion of Phase 2 training, whichever is the earlier.  A Service person will be deemed to be undertaking QS if they are:


 (1)
On temporary duty for a period of 7 consecutive days or more and are unable to spend a minimum period of 24 hours at their duty station, family home or permanent residence within a weekend (or period of time off in lieu) due to the nature or location of the temporary duty.


(2)
Permanently or temporarily assigned to a Seagoing LSA Qualifying Unit (SLQU) (see definition at Chapter 1 Section 2) where the requirement to complete 7 consecutive days or more separation is waived and LSA is payable from the 1st day of qualifying separation, but only for periods whilst the Service person is:

(a) At sea.

(b)
Alongside in ports outside the UK Theatre.

(c)
At anchor or a buoy in UK waters.

(d)
Alongside in UK ports other than a ship’s Base Port for periods not exceeding 14 days.

(e)
A member of a submarine nuclear propulsion watch when nuclear safety regulations require the maintenance of sea watches alongside, including in Base Port.

In all of these circumstances entitlement to LSA will cease during periods that a Service person returns to the family home or permanent residence.  Where ships visits, programmed to complete within 14 days, are extended, entitlement to LSA will cease immediately.  LSA will not be paid when alongside in Base Port.  It will also not be paid during visits to other UK ports for periods of 15 days or more, as seagoers are likely to become eligible for GYH (Travel) at this point (see Section 2 of this Chapter).


(3)
Serving on a period of temporary duty of 24 hours or more away from a permanent duty station where Field Conditions for both Food and Single Living Accommodation have been declared in accordance with the regulations contained within JSP 754.  In these circumstances the requirement to complete 7 consecutive days or more separation is waived and LSA is payable from the 1st day of qualifying separation.

(4)
Serving on an exchange assignment in a ship which corresponds to the definition of an SLQU (see Chapter 1 Section 2).  They will be allocated an appropriate overseas Base Port which will equate to a UK Base Port.  Entitlement to LSA and other separation allowances are as detailed in paragraph 05.0103e(2).
(5)
Admitted as an in-patient to hospital or Rehabilitation Centre for a period of 7 consecutive days or more where the nature of the treatment precludes travel to the permanent duty station, family home or permanent residence during normal standown periods (eg weekends), unless they are in receipt of LSA on the day that they are admitted, in which case QS continues without a break.

(6)
Permanently assigned to a designated LSA payment area (see paragraph 05.0111).
(7)
Permanently assigned to a designated OTR post and temporarily absent on duty for 4 or more, but less than 7 days (see paragraphs 05.0113 to 05.0116).

(8)
Already qualified for LSA and then opting to serve unaccompanied for the duration of a permanent assignment to a different Theatre from the family home (see paragraphs 05.0117 to 05.0122 for further clarification).

f.
Initial Qualifying Period.    With effect from 1 April 2007 the 100 day Initial Qualifying Period will be abolished.
ELIGIBILITY

05.0104.
Eligible Service Personnel.    Service personnel (irrespective of PStat Cat) will be eligible for payment of LSA if they satisfy the specific eligibility criteria for any one of the following 3 types of separation:

a.
Involuntary Separation (INVOLSEP) (see paragraphs 05.0108 to 05.0112).

b. Separation in On The Road (OTR) posts (see paragraphs 05.0113 to 05.0116).


c.
Voluntary Separation (VOLSEP) (see paragraphs 05.0117 to 05.0122).

05.0105.
Reserve Forces Personnel.    Members of the Reserve Forces, and Cadet Force Adult Volunteers, will be eligible for LSA in line with their Regular counterparts (but see paragraph 05.0107g).

05.0106. Reserved.

INELIGIBILITY

05.0107.
Ineligible Service Personnel.    Service personnel will be ineligible to receive LSA when:

a.
In receipt of Get You Home (GYH) Travel allowance for the same period of separation.  However, entitlement to GYH (Early Years) (GYH(EY)) and the accumulation of GYH (Seagoers) (GYH(S))/GYH(S) Additional Journeys is unaffected by payment of LSA.  LSA ceases for the period a GYH(EY), GYH(S) or GYH(S) Additional Journey is undertaken.

b.
Serving UnAcc on a tour of duty in MOD London, or in a post designated as UnAcc within Permanent Joint Headquarters (PJHQ) Northwood, classified as INVOLSEP.  These Service personnel will, however, be eligible if, during their assignment, they go on temporary duty away from MOD London or PJHQ and meet all other LSA entitlement criteria.  Those serving UnAcc on a tour of duty in MOD London or in a post designated as UnAcc within PJHQ Northwood, whose immediate family reside in an overseas theatre, will receive LSA Level 1 for VOLSEP if they meet the eligibility criteria (see paragraph 05.0117).   

c.
Assigned on temporary duty to participate in sponsored or organised recreational activities, sport, expedition or adventurous training.  However, those personnel assigned to posts that involve instructing as part of their primary duties (eg PTIs) may claim LSA, subject to them meeting the QS criteria.

d.
On VOLSEP the Service person and spouse/civil partner are in adjoining Theatres and the family home is within 50 miles of the permanent duty station.


e.
The Service person occupies the family home at the permanent duty station and the spouse/civil partner and/or dependant children are absent from the family home.

f.
The Service person is in detention, imprisoned, absent without leave or temporarily reassigned for administrative reasons.  If, however, a Service person or their spouse/civil partner is held in custody pending investigation or disposal of a charge, the Service person remains entitled to receive LSA provided all other criteria continue to be met.


g.
They are Volunteer Reserves undertaking periods of training under the     
 
terms of Sections 22 or 27 of RFA 96. 
h.   They are Medical, Dental or University cadets, Defence Bursars and Foundation Year 1&2 Doctors.

i.   
Army recruits under Phase 2 Training who, due to course structures, cannot be said to have a permanent Duty Station.

INVOLUNTARY SEPARATION (INVOLSEP) 

05.0108.
Eligibility.    Service personnel involuntarily separated (irrespective of PStat Cat) will be eligible for payment of LSA. Payment of LSA will start from the first day of QS.
05.0109.
LSA Levels.    Service personnel will be paid LSA Level 1 for their first 340 days of QS. Qualification for the next LSA levels will require further multiples of 240 days of QS, up to and including the highest level of LSA available.

05.0110.
Service Couples.    Where partners of a Service marriage or civil partnership, including marriage to a member of the Civil Service, are not collocated and are required to serve on permanent assignments in different Theatres, the partner nominated as serving away from the family home (PStat Cat 5s/c) will be deemed to be INVOLSEP and therefore eligible to claim LSA at whatever level their personal accumulated QS dictates.  The Service spouse/civil partner deemed to be occupying the family home will not be entitled to LSA for the period of separation.  If both partners are absent for Service reasons from the family home then both are eligible for LSA, at whatever level their personal accumulated QS dictates, even if they are collocated or in the same Theatre.

05.0111.
Designated LSA Areas.    Single personnel and those serving UnAcc who are assigned on a permanent basis (ie for more than 6 months) to one of the designated LSA areas detailed below, will be entitled to claim LSA from Day 1 of the permanent assignment.
a.
Ascension Island.

b.
Belize.

c.
Diego Garcia.

d.
The Falkland Islands.

e.
Assignments in certain other areas in support of UN or national operations (eligibility is to be confirmed by SP Pol P&M (Allces) on a case-by-case basis).

05.0112.
Cessation of Entitlement.    Personnel in receipt of LSA on INVOLSEP service terms will cease to be entitled to the allowance from:

a.
The 1st day they cease to meet the eligibility criteria.

b.
The 1st day of any period taken as part of the Service person’s Individual Leave Allowance (ILA) including, the Annual Leave Allowance (ALA) (currently 30 days per year), seagoers’ leave, bank holidays and absence during normal stand down periods (eg weekends), during the period of separated service, where they are able to return to the duty station, family home or permanent residence.

c.
The 1st day away from an Operational area where there is an entitlement to the Deployment Welfare Package (Overseas) and any Rest and Recuperation (R&R) is spent at their  permanent duty station, family home or permanent residence.  If, however, the R&R is taken locally in the temporary assignment or overseas Theatre and they are not joined by their immediate family, entitlement to LSA will not be affected.

d.
The 1st day of any absence from the location for which LSA is being paid, in which case their circumstances and entitlement to LSA will be reassessed by the unit HR admin staff.

e.
The 1st day of any period that pay is not in issue and for periods for which pay is subsequently forfeited.

f.
The 1st day of terminal leave.

g.
The end of the last day of duty at the separated service location.

h.
The end of the last day of official duty at a temporary duty station which gave an entitlement to LSA, when the move to the next duty station is delayed for personal reasons.

i.
When assigned to a SLQU, LSA will cease on arrival in the Base Port, or other UK port when visiting for periods of 15 days or more.  GYH Travel will normally be paid from the date of arrival in UK ports other than the Base Port.  The last payment of LSA will be made on the day before arrival.  LSA will re-start on the day the SLQU sails from the port.

j.
When a SLQU visits a port, other than its Base Port, and this is coincidentally where the Service person’s family home is located, LSA will cease on any day that the Service person goes home.
k.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to LSA is appropriate.

ON THE ROAD (OTR) POSTS

05.0113.
General.    An OTR post for LSA purposes is one which has an established and continuing requirement for frequent, regular and repeated absence in consecutive periods of at least 4 days (defined as 96 hours) but less than 7 days, totalling at least 55 days in a 6-month period.  The list of current OTR posts, which is reviewed annually in June by the single-Services, is held by the JPAC.  Applications for LSA OTR are to be submitted in accordance with Annex A to this Section.

05.0114.
Eligibility.    Service personnel serving in an OTR post (irrespective of PStat Cat) will be eligible for payment of LSA for periods of separation from the permanent duty station at least 4 days (defined as 96 hours), but less than 7 days, totalling at least 55 days in a 6-month period. Payment for these periods will be at LSA Level 1 for the duration of the assignment, irrespective of any previously accumulated QS. OTR separation periods of between 4 and 7 days absence are not to be added to the LSA accumulated QS total.

05.0115.
Temporary Assignment Away from the OTR Post.    Service personnel in OTR posts who are assigned on a temporary basis for more than 7 days on INVOLSEP terms (eg to an Out of Area detachment) will be eligible to claim LSA at the higher levels, dependent on the level of QS accumulated prior to the commencement of the OTR assignment.  For example, a Service person who had previously qualified for LSA Level 3 would revert to Level 1 for any separation arising from the OTR duties.  On temporary assignment to an INVOLSEP area, payment of LSA would revert to Level 3 and may reach higher levels dependent on the accumulation of further QS beyond the LSA threshold levels.  The exception to this is admission to hospital, whereupon the Service person reverts to the relevant level of LSA from Day 1.  On return to the OTR assignment, the LSA payments revert to Level 1.

05.0116.
Assigned to an OTR Post in the Same Theatre as their Spouse/Civil Partner.    Service personnel assigned to an OTR post who decide to serve UnAcc in the same Theatre as their spouse/civil partner must elect, at the beginning of the OTR assignment, whether to claim LSA Level 1 for any periods of separation associated with the OTR post or GYH Travel for the duration of the assignment.  Concurrent payment of LSA and GYH Travel is not permitted.  Once the decision is made, it may only be changed if there is a significant change in circumstances (eg a change of PStat Cat).  In such circumstances, unit HR admin staff should send a case to the SPVA Pay and Allowances Casework Cell (SPVA PACCC) for consideration.

VOLUNTARY SEPARATION (VOLSEP)

05.0117.
Eligibility.    Subject to the conditions in paragraph 05.0118 Service personnel (irrespective of PStat Cat) who undertake a permanent voluntarily UnAcc assignment in a different Theatre to the family home, will be eligible for LSA Level 1 from the 1st day of the assignment.  LSA will be paid at Level 1 for the duration of the assignment, reflecting the voluntary nature of the UnAcc service.  VOLSEP does not count towards the accumulation of separated service to progress through the LSA level thresholds.  

05.0118.
Conditions for Payment of LSA Level 1 for VOLSEP Service.    Service personnel claiming LSA Level 1 on the grounds of voluntary UnAcc service must be one of the following:

a.
Already married or in a civil partnership on assignment to a new permanent duty station in a different Theatre to their spouse/civil partner, who elect to serve UnAcc for the duration of the assignment.

b.
Marry or register a civil partnership during a permanent assignment and elect to serve UnAcc for the remaining duration of the assignment in a different Theatre from their spouse/civil partner.

c.
Have served accompanied (Acc) at the permanent duty station but elect, during a permanent assignment, to relocate their spouse/civil partner to a family home in a different Theatre for the remainder of that assignment.

05.0119.
VOLSEP When Occupying Private Accommodation.    In order to be considered voluntarily separated, a Service person occupying private accommodation at the permanent duty station will be required to satisfy their CO that the private accommodation is not the family home and that their spouse/civil partner is maintaining a family home within a different Theatre to which the Service person will return on a regular basis.

05.0120.
Temporary Duty to the Same Theatre as the Family Home.    If, during the UnAcc assignment for which LSA Level 1 is being paid, the Service person is sent on temporary duty to the same Theatre as the family home for a period of 10 consecutive days or more, entitlement to LSA Level 1 will cease from day one and entitlement to GYH Travel may commence, subject to the Service person meeting the criteria for GYH Travel (see Chapter 5 Section 2).  Alternatively, there may be an entitlement to LSA, as described at paragraph 05.0121.

05.0121.
Travel to the Family Home Precluded During Temporary Duty.    If during the temporary duty described at paragraph 05.0120, return to the family home is precluded due to the nature or location of the temporary assignment/duty (including admission to hospital), or if the temporary assignment/duty is to a different Theatre to the family home, GYH Travel is not payable and entitlement to LSA will continue.  However, at this point, any previous accumulated QS would determine the Level of LSA payable.  For example, a Service person who had previously accumulated sufficient QS to claim LSA Level 4 would be eligible for LSA Level 1 for the period of VOLSEP.  If that Service person was then temporarily assigned or sent on temporary duty on further INVOLSEP, payment of LSA would be at Level 4 and could be increased if the thresholds for the next higher levels were crossed during that temporary assignment/duty.  On return to the permanent duty station, payment of LSA would revert to Level 1.  Any QS accumulated would count towards future LSA entitlement undertaken under INVOLSEP terms.

05.0122.
Cessation of LSA Level 1 for VOLSEP Service.    Service personnel in receipt of LSA Level 1 during a voluntary UnAcc assignment will cease to be entitled in the following circumstances:

a.
Any visit by the spouse/civil partner to the Service person’s permanent duty station that exceeds 28 days in any 61 day period, in which case the Service person’s status as UnAcc is to be reassessed by the unit HR admin staff.  At the first opportunity, Service personnel must notify their unit HR admin staff of any changes, whether temporary or permanent which could affect their entitlement to LSA.  Such changes will include, but not be limited to, notification of the arrival and departure of the spouse, civil partner, child or immediate family at the assignment station.  Failure to do so will result in the Service person becoming liable for the recovery of any overpayments of LSA.

b.
Any period of sick leave spent either at the family home or in the same Theatre as the family home (in the latter circumstances GYH Travel may be payable).

c.
Any period that pay is not in issue, including periods for which pay is subsequently forfeited.

d.
On the 1st day of annual leave taken during the period of VOLSEP, unless for Service reasons they are unable to return to their family home.

e.
Any period of INVOLSEP away from the permanent duty station in excess of 7 consecutive days or more (or, in the case of an in patient in line with sub paragraph 05.0103, from the 1st day), at which point entitlement to LSA will be re-evaluated to determine the appropriate level of payment (see paragraph 05.0121).

e. On the 1st day of assignment to a new permanent duty station which does not entitle the claimant to LSA.
g.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to LSA is appropriate.

CONDITIONS

05.0123.
Re-entering the Services After a Break not Exceeding 4 Years.    Service personnel re-entering the Services after a break not exceeding 4 years may count former QS for the purpose of LSA eligibility.  QS accrued under former separation terms (Longer Separated Service Allowance/ Longer Service at Sea Bonus (LSSA/LSSB)) may also be counted at the rate of one LSA day for each LSSA day and 219 days LSA for every 365 days LSSB.  Any LSA earned by Reserve personnel whilst on regular engagements should count towards their entitlement as a Reserve Service person and vice versa, provided that there has not been a break in Service in excess of 4 years.

05. 0124.
Extended Tour Lengths.    From 10 July 2008 personnel deployed on extended tours of 9 months or more became eligible  for an uplift (or supplement)  to their qualifying service.   Relevant adjustments to accumulated LSA totals are made on reaching the following specified points:

a.
Nine Month Deployment.    The provision of an additional 100 days qualifying separation to the Service person’s accumulated total on reaching the end of the 9 month period.

b.
Twelve Month Deployment.    The provision of a further additional 100 days qualifying separation to the Service person’s accumulated total on reaching the end of the 12 month period.

When a Service person completes a 9 Month Operational Tour, or reaches the 9 Month point of a 12 Month Operational Tour, or completes a 12 Month Operational tour,  form JPA F005 is to be raised by Unit HR.  Completed forms are to be forwarded to the JPAC staff who will apply the required adjustment to accumulated LSA totals.

05.0125.
Commissioning from the Ranks.    All QS earned whilst serving in the ranks will be carried forward on commissioning.
05.0126.
Effect on Other Allowances.    Annex A to Section 4 of Chapter 5 details the entitlement of seagoing personnel to LSA, GYH Travel, GYH (S)/GYH(S) Additional Journeys, GYH(Islands) and Unpleasant Living Allowance (ULA).

RATES

05.0127.
Rates of LSA.    The Secretary of State for Defence confirms the rates of LSA.  The SofS bases those rates on recommendations made by the Armed Forces Pay Review Body (AFPRB).  The AFPRB make their recommendations on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  The rates are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates of LSA are also at Chapter 1 Section 6.


METHOD OF CLAIM

05.0128.
Method of Claim.    Entitlements for LSA will be processed by the unit HR admin staff using the JPA ‘Arrivals Process’.
METHOD OF PAYMENT

05.0129.
Method of Payment.    Payment will be at the appropriate daily rate of LSA, monthly in arrears, via the Service person’s salary.

Annex:

A.
Application for LSA OTR.

APPLICATION FOR LONGER SEPARATION ALLOWANCE ON THE ROAD

(LSA OTR)

GENERAL GUIDANCE

1.
A Service person who occupies an established post which has a continuing requirement for frequent, regular and repeated absence may be entitled to receive LSA OTR in accordance with paragraphs 05.0113 to 05.0116.  In an effort to provide efficient administration for new OTR posts, and the review of existing posts, the following procedure is to be adopted:

a.
 At Appendix 1 is a proforma, which is to be used by unit HR admin staff when assessing a Service person’s initial and continuing entitlement to LSA OTR.  The aim of this proforma is to ensure that all periods being used in assessing the eligibility for the payment of LSA OTR, are valid and relevant.

b.
 In assessing this eligibility, unit HR admin staff must count only full 24 hour periods of separation in excess of 4 days but less than 7 days spent away from the station, without the ability to return (eg 1000 hours 25 Jan 05 to 1200 hours 29 Jan 05 should not be interpreted as being eligible for a payment of 5 days LSA OTR, as it only equates to 98 hours and therefore may only be counted as 4 days). 

c.
Absence should be forecast 6 months in advance and applications for OTR status approval should be submitted in advance.  The Service person must complete a minimum of 55 days absence on duty in each successive 6-month period throughout their tour of duty.  Retrospective applications for OTR status may be submitted for consideration to SPVA PACCC.

d.
LSA periods where absence from the permanent duty station is for 7 days or more bring entitlement to LSA in its own right and cannot therefore be counted towards LSA OTR (see paragraph 05.0115).

e.
A copy of the relevant Job Description should be included with each application, detailing the requirement for regular travel away from the duty station in order to perform the duty, thereby supporting the OTR application.  The Establishment number and the Service person’s Line Serial Number (LSN) on that establishment are to be included.

2.
Submissions are to be made to the SPVA PACCC.
Appendix:

1.
Application for Payment of LSA OTR.

APPLICATION FOR PAYMENT OF LONGER SEPARATION

ALLOWANCE ON THE ROAD (LSA OTR)

	Service Number


	Rank
	Surname
	Duty Station

	Unit Establishment Number


	Post Line Serial Number
	Unit Identification Number
	Telephone Number



	Dates of Absence
	Location
	Reason for Absence
	Running Total of LSA OTR Days

	From DTG
	To DTG
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(Use continuation sheet if necessary)

	Service Person’s Signature:
	Date:



TO BE COMPLETED BY THE UNIT HR ADMIN STAFF

	Authorised by (Name):

Appointment:
	Rank:

	Signature:


	Date:



CONTINUATION SHEET - LSA OTR

	Service Number

	Rank
	Surname
	Duty Station

	Dates of Absence
	Location
	Reason for Absence
	Running Total of LSA OTR Days

	From DTG
	To DTG
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


CHAPTER 5

SECTION 2

GET YOU HOME TRAVEL

GENERAL

05.0201.
Aim.    The aim of Get You Home Travel (GYH (T)) is to reduce the impact of separation on Service personnel (SP) in order to improve retention whilst also supporting the mobile nature of the Services.  It achieves this by contributing towards the cost of travel from the Duty Station to a Qualifying Residence (QRes) when both are within the same country, and the SP has the opportunity to carry out such travel.  
05.0202.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 GYH (T) is non-taxable.

DEFINITIONS

05.0203.
Theatre Boundaries.    Theatre boundaries are defined in Chapter 1 Section 2.  For the purposes of GYH (T), eligibility within the UK is limited to the UK mainland and GB Islands.  In addition, approval has also been given to extend GYH (T) to those serving on the UK mainland and GB Islands whose authorised QRes is in Northern Ireland or the Republic of Ireland.

05.0204.
Qualifying Residence.  The QRes must be in the same country as the Duty Station (UK is defined as the UK mainland and GB Islands).  It is the main residence where the Service person would live, but for the exigencies of the Service, and to which they return (and are capable of returning) during weekends, stand-down periods and periods of leave on a regular basis and therefore incur the travelling expenses which GYH (T) is designed to contribute towards.  The QRes for the purpose of GYH (T) must be one of the following:

 a.
The Family Home. (Where the family home is in a different country to the   Duty Station, PACCC casework should be submitted.  The family home must be within a bordering country, must be an address that has previously been used as an overseas RWA or GYH(T) QRes and be subject to the usual QRes definitions.  Family homes in the UK do not qualify as GYH(T) QRes when the Duty Station is overseas.) 
 b.
Privately Maintained Property.

 c.
Residence at Work Address (RWA), including SLA at the permenant Duty Station.
d.
Single personnel permanently assigned to GB Islands and who are otherwise without a QRes as outlined at 05.0204a and b above, may use their nominated NOK address as their GYH(T) QRes, provided their nominated NOK address is within the UK. 
Definitions of Family Home, Privately Maintained Property and Residence at Work Address are given in Chapter 1 Section 2.  Further restrictions on the use of a Privately Maintained Proporty are given at article 05.0208.
ELIGIBILITY

05.0205.
General.     All Service personnel (but not, Sponsored Reserves and Cadet Force Adult Volunteers) will be eligible to claim GYH (T), subject to meeting the following general criteria:

a.
The QRes is more than 50 miles from the Service person’s Duty Station.  However, where the Service person has a family home or privately maintained property within 50 miles of their Duty Station, but their duties or the travel to work time preclude them from travelling daily from that property, authority to claim GYH (T) may be exceptionally granted by the PACCC.

b.
The nature of their duties permits them to travel to their QRes at weekends and normal stand down periods.

c.
Those claiming GYH (T) (PMP) must additionally provide the documentary evidence described at 05.0208.

05.0206.
Permanent Assignments.    Service personnel will be eligible to be paid GYH (T) from their permanent assignment unit to their QRes, providing they continue to meet the eligibility at paragraph 05.0205.

05.0207.
Mid-Assignment Change of QRes.    If a Service person’s immediate family moves from one family home to another, or the Service person sells and purchases another privately maintained property during the assignment, the change is to be reported and entitlement to GYH (T) is to be reassessed by unit HR admin staff.  This also applies to those assigned to GB Islands whose QRes is their NOK address.
05.0208.
Privately Maintained Property (PMP).    Where the QRes is a PMP, it must be a home within the same country as the Duty Station which the SP provides and maintains for their own occupancy (in accordance with paragraph 01.0240) and for which they have an enduring financial responsibility.  The PMP must not be let and must be available for their occupation.  Sub-tenancies held as part of the Rent a Room scheme do not qualify under this definition, neither do rental agreements for a sub-division of a property unless the sub-division is a fully self contained property in its own right with its own utilities, council tax etc.  SP who occupy a RWA and maintain a PMP will be eligible to claim GYH (T) from their Duty Station or RWA to their PMP, provided that they continue to meet the criteria at paragraph 05.0205.  However, they will be ineligible for concurrent payment of Home to Duty (Private) (HDT (Private)) while in receipt of GYH (T).
a.
To prove entitlement for GYH(T)(PMP) the SP is to provide originals of the documents listed below.  A Council tax bill is mandatory in the UK as are two of the documents listed in Group Two.  For overseas properties, any three documents from Groups One or Two are required.
Group One (mandatory for UK)

-  Council Tax bill for the current year (or overseas equivalent)

Group Two (either one, mandatory)

-  Mortgage documents, or Land Registry documents, or Ground Rent.

-  Tenancy Agreement, including full details of the property.

-  Utility bill (gas, electric, water, telephone but not mobile phone) (to be dated within the last 4 months)

-  Buildings and/or contents insurance (for the current year)

-  Direct Debit or Giro bank evidence of payment of any of the Group Two documents above (to be dated within the last 4 months)

-  Evidence of inclusion on the current Electoral Register or overseas equivalent.

b.
The documents above are to be shown in the name of the SP and are to clearly show the address of the PMP.  The documents are to be provided on initial claim and where there is a change in personal circumstances which may affect entitlement.  Where the evidence produced does not meet the requirement outlined above, casework is to be submitted to the PACCC in accordance with Para 01.0108.

c.
Where the documents listed above are produced but are not shown in the name of the SP (with the exception of a Council Tax bill which must be in the SP’s name), but the Commanding Officer can confirm that the name on the documents is that of a person with whom the SP has maintained a long standing relationship, and that the SP contributes financially towards the costs of running that property as the residence where they would live, but for the exigencies of the Service, and to which they return (and are capable of returning) during weekends, stand-down periods and periods of leave on a regular basis, GYH(T) may be paid, subject to all other criteria being met.

05.0209.
Service Couples (PStat Cat 1s / 5s).    Both members of a Service couple must nominate the same property to be their QRes.

a.
Where both members of a Service couple occupy Service accommodation at their respective Duty Stations, the accommodation occupied by the Cat 1s partner may be designated the Service couple’s family home and qualify as the QRes.

b.
However, in circumstances where the Service couple own or maintain a family home elsewhere, in which they would normally reside except when unable to do so for Service reasons, the family home elsewhere may then be regarded as the QRes for both, and both may claim GYH (T) from their respective Duty Stations, provided all other criteria are met.

c.
Where the Service couple are collocated at the same Duty Station and maintain a family home elsewhere, in which they would normally reside except when unable to do so for Service reasons, only the Cat 1s partner is eligible to claim GYH (T), provided all other criteria are met.

05.0210.
Seagoers’ Residence at Work Address (RWA).    For Service personnel assigned to a seagoing unit the RWA for GYH (T) purposes will be an address at the Seagoing LSA Qualifying Unit’s Base Port.  It will not be at the port where the unit is berthed at the time of the entitlement.
05.0211.
Temporary Duty.    Service personnel who are detached on temporary duty for 10 days or more (including Service personnel admitted to hospital who are fit to travel to a QRes for at least 24 hours (eg for a weekend) and choose to do so) are eligible to claim GYH (T), provided they meet the eligibility criteria at paragraph 05.0205 and subject to the following conditions:

a.
The temporary duty location is within the same country as the QRes.

b.
They are not in receipt of LSA.  (Hospitalised personnel who are not medically fit to travel and cannot therefore claim GYH (T) may be entitled to claim LSA (see Section 1 of this Chapter)).
c.
They may only claim to one QRes.  A Service person on temporary duty may elect to travel from the temporary Duty Station back to the permanent Duty Station or the their usual QRes for the purposes of GYH (T), whichever is more beneficial to the Service person.

d.
For RN ships visiting UK ports, other than the Base Port, the ship’s visit must be of 15 days or more duration and the ship’s company must be able to travel to their QRes at weekends or during normal stand down periods.  LSA is not payable in these circumstances for the duration of the ship’s visit (see paragraph 05.0112i).

e.
Where they are serving unaccompanied (UnAcc) overseas and return to the UK on temporary duty for 10 days or more they may be eligible to claim GYH (T) from the temporary Duty Station to the QRes in the UK, where travel at weekends and stand down periods is permissible.  In such circumstances, entitlement to any LSA will cease.

f.
Where they are serving UnAcc overseas and are in receipt of LSA at the permanent overseas duty station, but are detached on a temporary duty of 10 days or more within the same country as their Duty Station, they will be eligible to claim GYH (T) from their temporary duty location to their overseas permanent duty location, if the nature of their duties permits travel between the two at weekends or stand down periods.  In these circumstances LSA is to cease for the period of the temporary duty.  Where travel back to the permanent Duty Station is not possible at weekends or normal stand down periods, the Service person will not be entitled to GYH (T) and the appropriate rate of LSA will continue to be paid, if previously in issue.

INELIGIBILITY

05.0212.
Ineligible Service Personnel.    Service personnel are ineligible for payment of GYH (T) when:

a.
Travelling daily from a nominated GYH(T) QRes to their permanently assigned or detached duty station.

b.
The permanent or temporary duty location is within 50 miles of their QRes and they may travel daily (but see paragraph 05.0205a).

c.
The nature or location of the duty precludes travel at weekends (in these instances LSA would normally apply (see Section 1 of this Chapter)).

d.
In receipt of LSA , GYH(Islands) or HTD(Private).

e.
They are in designated LSA On The Road(OTR) posts where they have elected to claim LSA (see Section 1 of this Chapter).

f.
Alongside, in UK ports, other than the ship’s Base Port, for periods of less than 15 days.  In these circumstances LSA will normally continue to be paid.

g.
Authorised to use Service Transport, including a contract hire vehicle, regularly to return to their QRes.

h.
Sent on temporary duty to participate in sponsored or organised recreational activities, sport, expeditions or adventurous training, although where instructing on an activity forms part of the Service person’s primary duties (eg PTI) payment will be authorised.  Similarly, where an individual undertakes recreational activities as part of their Individual Resettlement Preparation element of Graduated Resettlement Time, payment will be authorised.

i.
University, medical or dental cadets and Foundation Year 1&2 Doctors.

j.
They are Reservists attending annual camp or courses in lieu of camp as 

part of their mandatory training under Sections 22 and 27 RFA 96 in order to qualify for bounty.

ENTITLEMENT

05.0213.
General.    Entitlement to GYH (T) commences on the 1st day of an assignment or period of temporary duty of 10 days or more.  

a.
If the Service person elects to travel to a permanent or temporary duty location earlier than is required by the Service, entitlement will be reckoned from the day on which they would have been required to report.  

b.
For eligible personnel in SLQUs (see definition Chapter 1 Section 2) in Base Port, where the qualifying address meets the criteria at sub-paragraphs 05.0204a and b, GYH (T) commences on the 1st day of arrival in the Base Port.  When visiting other UK ports where the expected visit is of 15 days or more and the qualifying address meets the criteria at sub-paragraphs 05.0204a, b or c, GYH (T) commences on the 1st day of arrival in port.
05.0214.
Continuation of Entitlement.    Once an entitlement is established, GYH (T) will continue to be paid during:

a.
Any period of sick leave spent at the permanent or temporary duty station.

b.
Any period not exceeding 6 days spent as an in-patient in hospital or rehabilitation centre where the treatment precludes travel back to the permanent duty station, family home or permanent residence during normal standown periods (eg weekends).  In cases where the period in hospital or rehabilitation centre attracts the payment of LSA, eligibility to claim GYH(T) ceases immediately.
c.
Any period of sick leave not exceeding 9 days spent at an individual’s QRes in the same country.

d.
Any period of temporary duty not exceeding 9 days spent away from the permanent Duty Station.  Where the period of temporary duty attracts the payment of LSA, eligibility to claim GYH(T) ceases immediately.
05.0215.
Cessation of Entitlement.    GYH (T) will cease to be paid during:

a.
Any period of sick leave of 10 days or more, at any location away from the permanent duty station.  The cessation will be retrospective from the 1st day of the period of sick leave.

b.
Any period that pay is not in issue, or is subsequently recovered retrospectively.
c.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to GYH(T) is appropriate.

05.0216.
Journeys Involving a Sea Passage.    For GYH (T) journeys to or from the GB mainland involving a sea passage (eg to the Islands surrounding the GB mainland, NI, Republic of Ireland and Channel Islands) the sea mileage between the normal ports of embarkation and disembarkation, an assumed ‘over the water mileage’ for each Island location detailed at Annex A of this Section, is to be included in the total distance for which GYH (T) may be claimed.

05.0217.
Inland Ferry, Toll Charges or Congestion Charges.    GYH (T) recipients who incur inland ferry, toll, parking or congestion charges as part of their GYH (T) journey between their duty station and their QRes are not entitled to claim a refund of those charges in addition to their GYH (T) daily mileage rate.  

05.0218.
Temporary Duty in More than One Location.    If a Service person is sent, within the same period of temporary duty, to more than one location, mileage is to be calculated from the location at which the Service person commences a weekend stand-down (or other period in lieu).  If the Service person has more than one stand-down during the period, and each stand-down commences from a different location, an average mileage is to be calculated.

CONDITIONS

05.0219.
Effect on Other Allowances - Seagoers.    Annex A to Section 4 of this Chapter details the entitlement of seagoing personnel to LSA, GYH (T), GYH(S)/GYH(S) Additional journeys, GYH (Islands) and Unpleasant Living Allowance (ULA).

05.0220.
Effect on Other Allowances - All Service Personnel.    GYH (T) may not be paid concurrently with LSA, GYH(Islands) or HTD(Private)(see Chapter 4 Section 13). GYH (T) claimants may still use GYH(EY) journeys whilst in receipt of GYH (T) and Service personnel who are eligible for GYH(S)/GYH(S) Additional journeys may continue to accumulate those journeys whilst in receipt of GYH (T).

RATES
05.0221
Rate Calculation.    GYH (T) rates are calculated annually and are promulgated in the annual MOD DCDS PERS P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates of GYH (T) are also at Chapter 1 Section 6.   Rates recognise that, per mile, shorter journeys cost more than longer journeys.  
METHOD OF CLAIM
05.0222.
Method of Claim.    GYH (T) entitlements will be processed by the unit HR admin staff using the JPA ‘Arrivals Process’.   Mileage is to be mathematically rounded up or down to the nearest ten miles (i.e. 20 to 24 miles = 20 miles, 25 to 30 miles = 30 miles).  
METHOD OF PAYMENT

05.0223.
Method of Payment.    GYH (T) will be paid as a daily rate for the appropriate mileage through the Service person’s pay account.

Annex:

A.
Journeys Involving a Sea Passage: GYH (T) Journey Assumed ‘Over the Water’ Distances from the GB Mainland to the Island Locations.

JOURNEYS INVOLVING A SEA PASSAGE: GYH (T) JOURNEY ASSUMED ‘OVER THE WATER’ DISTANCES FROM THE GB MAINLAND TO THE ISLAND LOCATIONS

	GB MAINLAND LOCATION
	ISLAND LOCATION
	SINGLE JOURNEY OVER WATER DISTANCES (MILES)

	Aberdeen


	Lerwick, Shetland Islands
	217

	
	Kirkwall, Orkney Islands
	154

	
	
	

	Cairnryan
	Larne, NI
	37

	
	
	

	Heysham
	Douglas, Isle of Man
	66

	
	
	

	Holyhead
	Dublin, RoI
	69

	
	
	

	Liverpool


	Belfast, NI
	146

	
	Dublin, RoI
	137

	
	Douglas, Isle of Man
	80

	
	
	

	Lymington
	Yarmouth, Isle of Wight
	4

	
	
	

	Oban


	Isle of Colonsay
	37

	
	Lochboisdale, South Uist
	89

	
	Castlebay, South Uist
	89

	
	
	

	Penzance
	St Mary’s, Isles of Scilly
	43

	
	
	

	Poole


	St Peter’s Port, Guernsey
	91

	
	St Helier, Jersey
	106

	
	
	

	Portsmouth


	St Peter’s Port, Guernsey
	113

	
	St Helier, Jersey
	119

	
	Fishbourne, Isle of Wight
	6

	
	Ryde pier head, Isle of Wight
	6

	
	
	

	Scrabster
	Stromness, Orkney Islands
	29

	
	
	

	Southampton
	East Cowes, Isle of Wight
	12

	
	
	

	Stranraer


	Belfast, NI
	41

	
	Larne, NI
	34

	
	
	

	Ullapool
	Stornaway, Isle of Lewis
	52

	
	
	

	Weymouth


	St Peter’s Port, Guernsey
	79

	
	St Helier, Jersey
	99


CHAPTER 5

SECTION 3

GET YOU HOME (EARLY YEARS)

GENERAL

05.0301.
Aim.    The aim of Get You Home (Early Years) (GYH(EY)) is to enable junior members of the Services in the UK to maintain links with their close family/friends and home area while they adjust to Service life.  The allowance is for journeys between the Service person’s duty station or Residence at Work Address (RWA) in the UK and a qualifying address in the UK or the Republic of Ireland.  The allowance is normally warrant based.

05.0302.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 GYH(EY) is non-taxable.

DEFINITIONS

05.0303.
Qualifying Service.    Qualifying service, for the purposes of GYH(EY) is defined as the first 3 years of full-time service on a regular commission or engagement or Reserve personnel in FTRS(FC) or mobilised service.  Previous service in the Regular Armed Forces is to be counted when assessing eligibility for GYH(EY).

05.0304.
Qualifying Addresses.    Qualifying addresses are to be restricted to the addresses of the following:

a.
A registered Next-of-Kin/Emergency Contact.

b.
A parent/guardian or close blood relative.

c.
A parent/guardian or close blood relative of the Service person’s spouse/civil partner.

d.
A fiancé(e), intended civil partner or long-standing friend.

e.
A residence where the Service person has established a home.

f.
A Boarding School where the Service person has a child(ren) being educated.

g.
An address in an area in which the Service person intends to settle after discharge.  This is applicable only to those who have a firm discharge date within 6 months of the date of the GYH(EY) journey.  Any address is eligible, including a hotel, boarding house, or the home of a friend or relative in the chosen area, but Subsistence Allowance may not be claimed.

05.0305.
Entitlement Year.    An entitlement year is a period of 12 months.  The first entitlement year commences from the first day of recruit or initial officer training.  The subsequent 2 entitlement years commence from the anniversary of that date.

ELIGIBILITY

05.0306.
Eligible Service Personnel.    All Regular Service personnel and beyond Full Time Reserve Service (Full Commitment) (FTRS (FC)) and mobilised personnel will be eligible for GYH(EY), irrespective of PStat Cat, if they are on a full-time regular commission or engagement, are within their first 3 years of service and assigned in the UK. Eligibility to GYH(EY) will continue when Service personnel are in receipt of GYH Travel or LSA.
INELIGIBILITY

05.0307.
Ineligible Service Personnel.    Service personnel are ineligible if:

a.
They have completed 3 years or more full-time service on a regular commission or engagement or on Full-Time Reserve Service or mobilised, including previous service in another branch, trade or Service.

b.
They are assigned overseas.

c.
They are assigned to a Seagoing Longer Separation Allowance Qualifying Unit (SLQU) (see Chapter 1 Section 2).

ENTITLEMENT

05.0308.
General.    Eligible Service personnel are entitled to 4 return journeys per year, for each of their first 3 years of paid service, to a qualifying address as defined at paragraph 05.0304.  Where a Service person leaves the Services within their first 3 years of service and then rejoins, their entitlement to GYH(EY) on rejoining will be one GYH(EY) journey for each complete 3 month period for the balance of their first 3 years of service (eg a Service person does 17 months service, leaves and then rejoins.  Irrespective of how many GYH(EY) journeys the Service person had taken prior to leaving the Services, the new balance of entitlement would be 6 GYH(EY) journeys).   
05.0309.
Calculation of Travel Entitlement.    The following rules are to be applied to Service personnel who:

a.
Undertake Single GYH(EY) Travel Journeys.    Where Service personnel use only a single GYH(EY) travel warrant for a GYH(EY) journey, this will count as a half journey against their annual entitlement.  The remaining half can be used at any other time during the current entitlement year or can be carried forward to the next year in accordance with paragraph 05.0317.

b.
Are Leaving the Service or who Become or Cease to be Eligible for GYH(EY).    Service personnel who are leaving the Service or become or cease to be eligible for GYH(EY) mid-entitlement year are to be assessed on the number of complete months they will serve during the entitlement year, including any period of terminal leave for which they may be eligible.  They will be eligible for one GYH(EY) warrant for each 3 months of qualifying service within the current entitlement year.  Part warrants are to be rounded to the nearest whole warrant, a half being rounded upwards.
CONDITIONS

05.0310.
Methods of Travel.    Service personnel may choose to travel on their GYH(EY) journeys by rail, any other public transport or by motor vehicle, and claim or be reimbursed, as follows:
a.
Rail and Ferry Travel.    For journeys by rail, and associated sea passages where applicable, standard class rail warrants are to be issued for the recognised direct and/or cheapest route.  Service personnel who wish to travel by a more expensive means such as First Class or sleeper accommodation may, at their own expense, exchange the standard class warrant and pay the excess costs.  Where the period of the return journey extends beyond the validity of a return ticket, 2 single warrants may be issued and will count as one return journey against GYH(EY) entitlements.

b.
Bus/Coach.    Where journeys are undertaken wholly by bus or coach actual fares may be reimbursed up to the cost of Motor Mileage Allowance (MMA) at Converted Leave Rate (CLR) for the journey.  The Service person must retain the ticket for the journey concerned to support their claim.


c.
Civil Air.    Where the journeys are undertaken by civil air, the actual costs will be refunded up to the MMA at CLR equivalent cost of the same journey, had the entire distance been travelled by road.  Terminal travel costs to/from the airport by any mode of transport may be reimbursed within this overall limit.  The claim must be supported by actual flight receipts, retained by the claimant.

d.
Motor Vehicle.    When Service personnel travel by motor vehicle they may claim MMA at CLR for the mileage from the place of duty, or RWA, to the nominated qualifying address and return.  Mileage is to be calculated by the most direct route which takes account of motorways, bypasses and any other relevant factors:
(1)
Claims for Car Travel.    The MMA will be admissible for one entitled person per vehicle, who does not necessarily have to be the driver or the owner.  Personnel may claim in respect of their own car or a borrowed car or where they have contributed towards the cost of a journey in someone else’s car, recognising that mileage allowance is payable for only one entitled person per vehicle.  Passenger allowance is not admissible to avoid disadvantaging entitled passengers because the sum of money payable is insufficient to offset the loss of a GYH(EY) journey.



(2)
Private Hire Vehicles.    Where Service personnel travelling to their appropriate qualifying address hire a vehicle for the journey, those entitled may claim the following:



(a)
The driver may claim MMA at CLR for each full return journey. 



(b)
Any entitled passengers may claim 75% of MMA at CLR for the mileage they complete in the privately hired vehicle for each return journey they undertake.  Any other travel costs incurred by passengers for the remaining part of their journey will not be refunded.  The amount payable is set at 75% of MMA at CLR to enable passengers to make a contribution to the cost of hiring the vehicle and other associated costs.



Each claimant will be debited with one journey against their entitlement for each claim they make.  It will be the responsibility of Service personnel travelling in the privately hired vehicle to arrange an appropriate split of the actual costs incurred for the hire and running costs of the privately hired vehicle.


e.
Taxi.    Where no form of public transport operates to within one mile of the authorised departure or destination address, or public transport was not operating at the time of travel, reasonable expenses necessarily incurred in providing the cheapest alternative means of transport (eg taxi) may be refunded.  On-base journey distances are not to be used in calculating eligibility to use taxis to the appropriate rail or coach station.

f.
Inland Ferry, Toll Charges or Congestion Charges.    Costs incurred for inland ferry, toll, parking or congestion charges are not admissible, but the whole distance travelled may be used to calculate the MMA entitlement.  MMA is not admissible for any longer distance necessary to detour round the crossing.

05.0311.
Journeys on Change of Assignment Broken by Leave.    Where on change of assignment Service personnel proceed on leave within the UK, prior to reporting to their new duty station, a claim may be made for the UK leave portion of the journey provided that a journey is used from the Service person’s GYH(EY) entitlement.

05.0312.
Refunds.    Claims for refunds in respect of leave travel by rail or by ferry are not admissible.  However, due to the security implications of trying to use warrants in NI and the Republic of Ireland and the fact that warrants are not valid in the Republic of Ireland, Service personnel travelling in those countries must book their travel through the nominated Travel offices and may then exceptionally claim refunds of rail or ferry travel costs.

05.0313.
Bonus Points and Customer Incentives.    Bonus points or customer incentives may be used to defray the cost of travel but will not be considered in the assessment of re-imbursement due.

05.0314.
Travel to the GB Islands, Northern Ireland (NI) and the Republic of Ireland.    Travel from the UK mainland assignment station to the GB Islands, NI or the Republic of Ireland will be admissible if one of the following conditions is fulfilled:

a.
The Service person was domiciled there up to the time of joining the Services.

b.
The Service person’s spouse/civil partner would normally be domiciled there but for the exigencies of the Service.

c.
The Service person has a parent (or, if their parents have died, a brother or sister) domiciled there.

05.0315.
Journeys Involving Travel to/from the GB Islands.    Those who meet the eligibility criteria at paragraph 05.0306, and where appropriate paragraph 05.0314, will receive one of the following travel entitlements:

a.
GB Island Locations Where Flight Travel Options are Limited.    Where Island to/from UK mainland travel is limited to one flight route, the eligible Service person will receive 4 return flights per year to/from the Island airport to the sole UK mainland airport plus MMA at CLR for the return terminal travel at each end of the flight.
b.
GB Island Locations Where Various Flight Travel Options are Available.    Where various Island to/from UK mainland flight travel options are available, the eligible Service person will receive 4 return flights per year from the Island airport to the UK mainland airport closest to the UK mainland qualifying address, or vice versa.  In addition, they may receive MMA at CLR for the return terminal travel for the total distance from the assignment station to the UK mainland airport and from the Island airport to the Island qualifying address, or vice versa.
c.
Eligible Service Personnel who Opt to Travel by Means Other Than Air.    Where eligible Service personnel opt to travel by car and ferry as an alternative to air travel, either to or from the Islands, the actual travel costs for the eligible Service person and the vehicle will be refunded up to the cost of the appropriate return airfare plus MMA at CLR for the return distance from the duty station to the port of embarkation.

05.0316.
Overseas Qualifying Address.    Where Service personnel nominate a qualifying address overseas, travel at public expense will be from the place of duty or RWA to the place of embarkation in the UK and return.  For the purpose of reunion, Service personnel may invite their close family/friends (see paragraph 05.0304) to visit their UK place of duty or RWA.  A claim for the reimbursement of the cost of the return journey actually undertaken by the Service person in a private car in order to convey the close family/friend from or to the point of  disembarkation/embarkation in the UK, is admissible against the Service person’s GYH(EY) entitlement.  One journey is to be deducted from the Service person’s annual GYH(EY) entitlement for each return journey claimed.

05.0317.
Untaken GYH(EY) Journeys.    No more than one journey from a Service person’s annual GYH(EY) entitlement may be automatically carried forward from entitlement years one to 2, and 2 to 3.  When SPVA Pay and Allowances Casework Cell (SPVA PACCC) are satisfied exceptional circumstances exist (eg operational commitments) they will authorise the carry forward of one GYH(EY) journey into Year 4.

05.0318.
Transfer of GYH(EY) Journeys.    Eligible Service personnel may, if they wish, transfer any of their entitlement to GYH(EY) journeys to their spouse/civil partner, a registered Next of Kin/Emergency Contact, or a parent/guardian or close blood relative, for travel between their residence and the Service person’s duty station.  When this takes place each transferred journey will count as one journey against the Service person’s entitlement.  A return rail warrant transferred to an adult will count as one journey but a return rail warrant transferred to a child under 16 will count as a half journey against the Service person’s entitlement.  Where the journey is transferred and claimed as MMA at CLR in lieu the transferred claim will count as 1 journey against the Service person’s entitlement irrespective of how many close family/friends are in the vehicle.

05.0319.
Hospital In-Patients.    Service personnel undergoing approved In-patient treatment in a Service or civil medical establishment in the UK for at least 2 months, or admitted to hospital immediately on arrival in the UK after medical evacuation from overseas, who are unable to make use of one or more of their GYH(EY) entitlement are entitled to transfer GYH(EY) journeys to their spouse/civil partner, a registered Next of Kin/Emergency Contact, or a parent/guardian or close blood relative, for the purpose of visiting them in hospital.  These transferred entitlements may not to be used for any other journey.

RATES

05.0320.
Rates.    GYH(EY) is normally a warrant based allowance for standard class rail travel or the actual mileage travelled is refunded at the CLR of MMA.  When MMA at CLR is paid the MMA rate will have been calculated by SP Pol P&M (Allces) in accordance with the methodology at Chapter 4 Section 6.  Current rates of MMA at CLR are also at Chapter 1 Section 6.
METHOD OF CLAIM

05.0321.
Method of Claim.    GYH(EY) will be delivered by warrants/Service arranged tickets where appropriate, for journeys by rail, air or ferry.  Applications for GYH(EY) journeys should be made by the Service person using the JPA on-line self-service system.  For journeys undertaken by private motor vehicle, or other means of public transport, eligible personnel will be entitled to submit their retrospective claims for the applicable fares (less any Bonus Points/Customer Incentives) and/or MMA at CLR for the return journey using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted by the Service person within one month of the period concerned or the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  
METHOD OF PAYMENT

05.0322.
Method of Payment.    All Expenses Claim entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 5

SECTION 4

GET YOU HOME (SEAGOERS)

GENERAL

05.0401.
Aim.    The aim of Get You Home (Seagoers) (GYH(S)) is to support and improve retention by reducing the impact of separation on seagoing personnel.  It achieves this by assisting Service personnel, who have the opportunity to return to their qualifying address from a UK port, with the costs of their travel within the UK.

05.0402.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 GYH(S) is non-taxable.

DEFINITIONS

05.0403.
GYH(S) Definitions.   The following definitions are used for the purpose of these regulations:



a.
Seagoing LSA Qualifying Units (SLQU).    SLQUs are those seagoing vessels exempt from the Longer Separation Allowances (LSA) 10 day qualification period.  A list of qualifying vessels is held by the JPAC.  SLQU is further defined at Chapter 1 Section 2.

b.
Qualifying Addresses.    Qualifying addresses are to be restricted to the addresses of one of the following:

(1)
A registered Next-of-Kin/Emergency Contact.



(2)
A parent/guardian or close blood relative.

(3)
A parent/guardian or close blood relative of the Service person’s spouse/civil partner.



(4)
A fiancé(e), intended civil partner or long standing friend.

(5)  A residence where the Service person has established a home.

The nominated address may only be changed at the CO’s discretion, following normal official request procedures.  Where a Service person seeks to change a qualifying address on a regular basis (ie more than twice in any one assignment year), authority is to be sought from Fleet Personnel Division (for the attention of SO1 N1 SCOP), accompanied by a report detailing the circumstances.

ELIGIBILITY

05.0404.
Eligible Service Personnel.    All Regular Service personnel in receipt of Regular Service rates of pay and Reserve Service personnel (but not Sponsored Reserves and Cadet Force Adult Volunteers) who commence a permanent assignment in a SLQU, or who serve on a temporary assignment for a period of 30 consecutive days or more in such a Unit, are eligible to accumulate GYH(S) journeys.

ENTITLEMENT

05.0405.
Annual Entitlement.    Qualifying personnel are entitled to a maximum of 12 GYH(S) journeys per leave year.  These journeys may be taken at any time during the leave year, provided there is a reasonable expectation of a continuing entitlement (based on assignment end date).  GYH(S)/GYH(S) Additional journey (see paragraph 05.0410) entitlements remain unaffected when a Service person is in receipt of the GYH Travel allowance; however, there can be no question of double payment for the same journey.  When in receipt of a GYH Travel allowance, in any 15 day period one GYH Travel journey must be undertaken before a GYH(S) or GYH(S) Additional journey can be utilised.

05.0406.
Travel to Qualifying Address.    GYH(S) travel is restricted to a single authorised qualifying address as defined in paragraph 05.0403b.  Travel to a qualifying address overseas will be restricted to travel between the UK port from which the journey starts to the nearest practicable UK point of embarkation/disembarkation for the overseas location, as determined by the unit HR admin staff.

05.0407.
Time Qualification Criteria.    Service personnel serving in a SLQU, who are assigned in or out of the Unit during a leave entitlement year, will be granted one GYH(S) journey for each anticipated period of 30 consecutive days in the SLQU.  For Service personnel joining a TOPMAST Squad ashore, the 30 day period will start from the date of the Managed Move to the SLQU.  These journeys may be taken at any time during the leave year; provided there is a reasonable expectation of continuing entitlement (eg estimated assignment end date).  The journeys will be for travel from the ship’s port location in the UK, or from a temporary place of duty on the UK mainland and the islands surrounding the UK mainland (see Chapter 1 Section 2), to the Service person’s Base Port or qualifying address.  Those who serve for periods of temporary duty between 10 and 30 days do not have an entitlement to GYH(S) but may claim either GYH Travel or LSA, subject to meeting the appropriate eligibility criteria.  If a period of temporary duty exceeds 30 days for unplanned reasons GYH(S) is effective from the 31st day.

05.0408.
Seagoing Personnel Temporarily Landed Ashore.    Service personnel serving in SLQUs who have a planned move ashore on temporary duty or for other reasons (eg sickness, disciplinary or TOPMAST Managed Move ashore) for continuous periods of less than 30 days will continue to receive their GYH(S) entitlement.  For periods of 30 days or more the GYH(S) entitlement will cease from the first day away from the SLQU and personnel may have an entitlement to claim a GYH Travel allowance provided they meet the eligibility criteria.  If a period of temporary duty exceeds 30 days for unplanned reasons, entitlement to GYH(S) will cease from the 31st day when GYH Travel will become effective if applicable.  Service personnel are permitted to use their accrued GYH(S) journeys whilst serving away from the SLQU, for travel between the temporary duty station in the UK and their qualifying address.  The GYH(S) entitlement should be reduced proportionately with the period spent in receipt of GYH Travel at the rate of one journey per 30 days.  Embarked personnel will cease accruing GYH(S) journeys from the date of leaving the SLQU.
05.0409.
SLQUs Alongside in UK Ports.    Units alongside in Base Port, or other UK ports for periods of 15 days or more, will remain eligible to accrue GYH(S) journeys provided the Unit is programmed to sail from this port within 12 months of arrival.  Where the period is programmed to complete within 12 months, but is subsequently extended beyond this period, personnel will cease accruing GYH(S) journeys from the date the change in circumstances is notified.  GYH(S) journeys accrued during the leave year prior to this date, may continue to be used up to the end of the leave year.  Where the Unit is programmed to remain in port for more than 12 months, any GYH(S) journeys which have been accrued within the leave year, leading up to the Unit’s change of status, may continue to be used up to the end of the leave year.  Where entitlement to GYH(S) has ceased, and for ships in build, accrual of further journeys will re-commence on the day the Unit sails from the port in which it has been berthed.

05.0410.
GYH(S) Additional Journeys for Displacement of Ships from Base Port. GYH(S) Additional Journeys may be issued to compensate for the exceptional displacement of ships from their Base Port.  Should a Unit have its Base Port formally changed to the displaced port, GYH(S) Additional Journeys will cease from the effective date of the Base Port change.  The relevant criteria for GYH(S) Additional Journeys are:
a.
When a ship is displaced from her UK Base Port to another port in the UK, members of the ship’s company will be eligible for one additional return GYH(S) travel journey for each period of 30 consecutive days, in addition to any GYH Travel entitlement and GYH(S) entitlement.

b.
One GYH(S) Additional Journey may be claimed by Service personnel for each complete period of 30 consecutive days spent at the displaced port; periods of less than 30 days may not be aggregated or carried forward for this purpose.  A Journey may be authorised at any time during a 30 day period where Service personnel are expected by their CO to be retained at the displaced port for that length of time.

c.
Periods of detached duty or annual leave away from the displaced port for 15 days or more will not count towards the qualifying period for the issue of GYH(S) Additional Journeys.

d.
Journeys authorised under these regulations may be accumulated and used within the period of displacement, but any GYH(S) Additional Journeys unused at the end of the displaced period are forfeited.

e.
GYH(S) Additional Journeys may be used for return journeys between the displaced port and the Base Port.  Where the cost of travel to a qualifying address destination is within the cost of travel to the Base Port, a GYH(S) Additional Journey may be used to that address in lieu.  The cost of travel will be covered either by Service arranged ticket/warrant and/or Motor Mileage Allowance (MMA) at Converted Leave Rate (CLR) as appropriate.

f.
Where the Service person travels by private motor vehicle and the distance from the displaced port to the qualifying address exceeds the distance of travel to the Base Port, a claimant may be reimbursed actual travel costs or MMA at CLR up to a maximum of the distance between the displaced port and Base Port.

g.
GYH(S) Additional Journeys authorised under these regulations are transferable to a spouse/civil partner to travel from the qualifying address to the ship’s displaced location.

h.
If a married Service person or Service person in a civil partnership is accompanied (Acc) by their immediate family at the displaced port other than for casual visits (a visit not exceeding 28 days in any period of 61 days) the time spent living out with the immediate family at the displaced port will not count towards the qualifying period for the issue of GYH(S) Additional Journeys under these regulations.

i.
A member of the ship’s company who, whilst at the displaced port and entitled to receive GYH(S) Additional Journeys under these conditions, is assigned to a shore post will cease to be eligible with effect from the date of leaving the ship.

05.0411.
Visits to Other UK Ports.    GYH(S) journeys will remain unaffected when individuals are in receipt of LSA, during visits to UK ports other than the Base Port, where the visit does not exceed 14 days.
05.0412.
GYH(S) and GYH(S) Additional Travel to the GB Islands, Northern Ireland (NI) and the Republic of Ireland.    Travel to the UK Islands, NI or the Republic of Ireland from a UK mainland port will only be admissible for Service personnel who fulfil one of the following conditions:

a.
The Service person was domiciled there up to the time of joining the Services.

b.
The Service person’s spouse/civil partner would normally, but for the exigencies of the Service, be domiciled there.

c.
The Service person has a parent (or, if their parents have died, a brother or sister) domiciled there.

When a GYH(S) journey is made to a UK Island, personnel in their first 3 years of Service may have a publicly funded return flight between the sole UK mainland airport and the Island airport, or if cheaper to the Crown than the equivalent rail journey to the sole UK mainland airport, personnel may travel from airports closer to their place of duty (see Chapter 5 Section 3, paragraph 05.0315b).  Beyond 3 years service, Service personnel will be refunded MMA at CLR for the total journey including the sea distance between the normal ports of embarkation and disembarkation for travel to/from the UK Island.

05.0413.
Ceasing Entitlement to Accrue GYH(S) Journeys.    Accrual of GYH(S) entitlements will cease on the following occasions:



a.
On the commencement of any leave in advance of assignment (including periods between GYH(S) qualifying Units), or on the date of leaving a SLQU on re-assignment.  However, GYH(S) journeys accrued, but not used during the leave year for each period of 30 days in the SLQU prior to leaving it, may continue to be used in the next Unit throughout the remainder of the leave year.

b.
On the date of arrival in the displaced port for periods in excess of 12 months. 

c.
Where a Service person has retained LSA during a period of temporary absence from a SLQU:



(1)
For planned periods of 30 days or more, on the first day of temporary duty.



(2)
When a period of temporary duty exceeds 30 days for unplanned reasons, on 31st day.

d. From the first day of any period that pay is not in issue, including periods for which pay is subsequently forfeited.

e.  On the start of loan service.

CONDITIONS

05.0414.
Effect on Other Allowances.    Annex A to this Section details the entitlement of seagoing personnel to LSA, GYH Travel, GYH(S)/GYH(S) Additional Journeys, GYH(Islands) and Unpleasant Living Allowance (ULA).

05.0415.
GYH(S) and GYH(S) Additional Journeys - Single Warrants.    When the SLQU sails during a period of leave, and return travel to a different location is required, 2 single warrants may be issued and each accounted for as a half journey against the individual’s GYH(S) or GYH(S) Additional entitlement.  Any half journeys remaining on re-assignment will be forfeited.

05.0416.
Issue of Multiple Travel Warrants for GYH(S) or GYH(S) Additional Journeys.    A GYH(S)/GYH(S) Additional Journey warrant will only be granted to a qualifying address in the UK (see paragraph 05.0403b).  If the journey requires the issue of more than one warrant for separate parts of the same journey (eg because it covers travel by mainland rail services and the Isle of Man Railway), it will count as one journey.

05.0417.
Methods of Travel.    Service personnel may choose to travel on their GYH(S) journeys by rail, any other public transport or by motor vehicle, and claim or be reimbursed, as detailed in paragraph 05.0310, but for GYH(EY) read GYH(Seagoers).
05.0418.
Refunds.    Claims for refunds in respect of leave travel by rail or by ferry are not admissible for GYH(S) Journeys.  However, due to the security implications of trying to use warrants in NI and the Republic of Ireland and the fact that warrants are not valid in the Republic of Ireland, Service personnel travelling in those countries must book their travel through the nominated Travel offices and may then exceptionally claim refunds of rail or ferry travel costs.

05.0419.
Bonus Points or Customer Incentives.    Bonus points or customer incentives may be used to defray the cost of travel but will not be considered in the assessment of re-imbursement due.

05.0420.
Travel to and from a Rail/Bus/Coach Station.    Where the nearest railway, bus or coach station, or place of embarkation or disembarkation is more than one mile from the duty location or qualifying address, travelling expenses incurred for that element of the journey carried out in public transport in the form of bus, boat or ferry on normal routes may be met by public funds.
05.0421.
Combination Travel Using Warrants.     The use of a combination of methods of travel for GYH(S) travel journeys is admissible, provided the principles given in the Duty Travel Section of this JSP (Chapter 4 Section 1) are observed.  A warrant for one or more legs of the journey may be issued; however, refund of costs for the return journeys is to be restricted to the notional cost of MMA at CLR by the most direct route. Combination travel will count as one GYH(S) journey for record purposes.
05.0422.
Carry Forward of GYH(S) Journeys.    Carrying forward of GYH(S) journeys from one leave year to another will not be permitted unless exceptional operational reasons exist which prevented the seagoer from using the Journeys.  Even where exceptional operational reasons have prevented Service personnel from using their GYH(S) entitlements, no more than one Journey may be carried forward into the following leave year.  The CO’s authority is required for this carry forward.

05.0423.
Transfer of Journeys.    Service personnel may transfer GYH(S) and GYH(S) Additional journeys to their immediate family (see Chapter 1 Section 2), in accordance with the instructions below:

a.
Up to 6 GYH(S) and GYH(S) Additional Journeys may be transferred to the immediate family at any time for travel between their place of residence and the Service person’s place of duty.

b.
Whilst the ship is deployed away from its Base Port, up to a maximum of 6 journeys in any leave year may be transferred to the immediate family, provided the purpose of travel is to visit either the spouse’s/civil partner’s or Service person’s parents; travel is therefore restricted to between the immediate family’s place of residence and the address of the parents.

c.  
 Service personnel who would normally be eligible under the GYH(EY) (See Chapter 5 Section 3) provision if they were assigned to a non-seagoing unit may, if they wish, transfer a maximum of 4 of their 6 transferable GYH(S) journeys (see paragraph 05.0423b) to a member of their Close Family, for travel between their residence and the Service person’s duty station.

When this takes place each transferred journey will count as one journey against the Service person’s entitlement.  A return rail warrant transferred to an adult will count as one journey but a return rail warrant transferred to a child under 16 will count as a half journey against the Service person’s entitlement.  Where the journey is transferred and claimed as MMA at CLR in lieu the transferred claim will count as 1 journey against the Service person’s entitlement irrespective of how many close family/friends are in the vehicle.

05.0424.
Children Under 16 Years of Age.    When GYH(S)/GYH(S) Additional Journeys are transferred to children under 16 years of age, where a half fare or less is chargeable, they are to be accounted for as a half journey.  The remaining half journey may only be issued in the same leave year.

05.0425.        Seagoing Longer Separation Allowance Qualifying Unit.    Those personnel assigned to SLQUs who meet the eligibility and entitlement criteria at Chapter 5 Section 5 will be entitled to one GYH(EY)(OA) journey per year for the first 3 years of Service in return for surrendering 4 GYH(S) warrants in a given entitlement year.  Conditions, Rates and method of claiming is detailed in Chapter 5 Section 5.   

RATES

05.0426.        Rates.    GYH(S)/GYH(S) Additional Journeys are normally a warrant based entitlement for standard class rail travel or the actual mileage travelled is refunded at the CLR of MMA.  When MMA at CLR is paid the MMA rate will have been calculated by SP Pol P&M (Allces) in accordance with the methodology at Section 6 of Chapter 4.
METHOD OF APPLICATION/CLAIM

05.0427.
Method of Application/Claim.    GYH(S)/GYH(S) Additional Journeys will be delivered by warrants/Service arranged tickets where appropriate, for journeys by rail, air or ferry.  Applications for GYH(S) journeys should be made by the Service person using the JPA on-line self-service system.  For journeys undertaken by private motor vehicle, or other means of public transport, eligible personnel will be entitled to submit their retrospective claims for the applicable fares (less any Bonus Points/Customer Incentives) and/or MMA at CLR for the return journey using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted by the Service person within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  
METHOD OF PAYMENT

05.0428.
Method of Payment.    GYH(S) and GYH(S) Additional Journeys will be delivered by warrant where appropriate.  All expense claim entitlements, irrespective of whether they have been claimed using the on-line self-service Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
Annex:

A.
Seagoers’ Entitlement to Separation, Get You Home and Unpleasant Living Allowances.

SEAGOERS ENTITLEMENT TO SEPARATION, GET YOU HOME AND UNPLEASANT LIVING ALLOWANCES

	LSA QUALIFYING UNIT SCENARIO
	LSA

	GYH(S)

	GYH(S)

ADDITIONAL JOURNEYS

	GYH TRAVEL

	GYH

(Islands)
	ULA


	ALONGSIDE IN BASE PORT
	N
	Y

	N
	Y
	N
	Y

	ALONGSIDE IN UK OUT OF BASE PORT >15 DAYS
	N
	Y

	Y

	Y
	N
	Y

	ALONGSIDE IN UK OUT OF BASE PORT < 15 DAYS
	Y
	Y
	N
	N
	N
	N

	ALL OTHER CIRCUMSTANCES 
 
	Y
	Y
	N
	N
	N
	N


CHAPTER 5

SECTION 5

GET YOU HOME (EARLY YEARS)(OVERSEAS ASSISTANCE)

GENERAL

05.0501.
Aim.    The aim of Get You Home (Early Years) (Overseas Assistance) (GYH(EY)(OA)) is to enable members of the UK Armed Forces in their first 3 years of service to maintain links with their close family overseas while they adjust to Service life.  

05.0502.
Income Tax and National Insurance Contributions (NICs).  GYH(EY)(OA) is non-taxable.

DEFINITIONS

05.0503.
Qualifying Service.    Qualifying service, for the purposes of GYH(EY)(OA) is defined as the first 3 years of full-time service on a regular commission or engagement.  Previous service in the UK Regular Armed Forces is to be counted when assessing eligibility for GYH(EY)(OA). 

05.0504.
Qualifying Addresses.    For GYH(EY)(OA) the qualifying address is defined as the home/residence outside of the UK and the Republic of Ireland and could be the home of any of the following:

a.
A registered Next-of-Kin/Emergency Contact;

b.
A parent/guardian or close blood relative;

c.
A parent/guardian or close blood relative of the Service person’s spouse/civil partner;

d.
A fiancé(e), intended civil partner or long-standing friend;

e.
A residence where the Service person has established a home;

f.
A Boarding School where the Service person has a child(ren) being educated; or,

g.
An address in an area in which the Service person intends to settle after discharge.  This is applicable only to those who have a firm discharge date within 6 months of the date of the GYH(EY)(OA) journey.  Any address is eligible, including a hotel, boarding house, or the home of a friend or relative in the chosen area, but Subsistence Allowance may not be claimed.

05.0505.
Entitlement Year.    An entitlement year is a period of 12 months.  The first entitlement year commences from the first day of recruit or initial officer training.  The subsequent 2 entitlement years commence from the anniversary of that date. 

ELIGIBILITY

05.0506.
Eligible Service Personnel.    Service personnel will be eligible for GYH(EY)(OA), regardless of P Stat Cat, if they satisfy all of the following criteria:

a.
Are serving on a full-time regular commission or engagement; 

b.
Are within their first 3 years of service;  

c.
Have a qualifying address on joining the Services which is outside the UK and the Republic of Ireland or their appropriate relative/friend moves to a qualifying address in the first 3 years of Service.  

Each eligible member of a Service couple has an individual entitlement to GYH(EY)(OA).

INELIGIBILITY

05.0507.
Ineligible Service Personnel.     The following personnel will be ineligible for GYH(EY)(OA), regardless of P Stat Cat, if they meet any of the following criteria:


a.
They are outside of their first 3 years of full-time service on a regular commission or engagement.

b.
They are claiming Get You Home (Early Years) journeys (see Section 3  of this Chapter).


c. They are registered for the Domiciled Collective Leave (DOMCOL) Scheme.    

d.
They are assigned overseas.

ENTITLEMENT

05.0508.
General.    GYH(EY)(OA) provides capped actuals, or a contribution towards, one return journey a year for the first 3 years of Service between the Service person’s duty station or Residence at Work Address (RWA) and a qualifying address outside the UK or the Republic of Ireland.         

05.0509.
Journey Start Point/End Point.    Actual travel costs up to an MOD determined cap are refundable for the return journey, including terminal travel at each end of an overseas journey, starting at the Residence at Work Address (RWA) or the duty station and ending at the qualifying address overseas.  

05.0510.
Calculation of Travel Entitlement.  The following rules are to be applied to Service personnel who:


a. 
Undertake single GYH(EY)(OA) journeys.    Claims can be made for the actual costs incurred, up to the MOD cap, for one journey a year, whether it is a single journey or a return journey.

b.     Are leaving the Service or who cease to be eligible for GYH(EY)(OA).   Service personnel who are leaving the Service or who cease to be eligible mid-entitlement year are to be assessed on the number of complete months they will serve during the entitlement year, including any period of terminal leave for which they may be eligible.  Where they have 6 or more months to serve in the entitlement year, they may claim a refund of travel costs for any GYH(EY)(OA) journey undertaken up to the MOD determined cap.  There will be no requirement to refund the costs claimed for any previous GYH(EY)(OA) in the current entitlement year if a Service person ceases to be eligible for GYH(EY)(OA) mid entitlement year.      

05.0511.
Change of Qualifying Residence.    Where there is a change of qualifying residence, possibly to a different country but not to the UK or the Republic of Ireland, the future entitlement to GYH(EY)(OA) will be calculated on the actual return costs of travel to/from the new qualifying residence up to the MOD cap.

CONDITIONS 

05.0512.
Cessation of GYH(EY)(OA).    Where there ceases to be a qualifying residence outside the UK or the Republic of Ireland then the eligibility to further GYH(EY)(OA) journeys will cease. There will be no requirement to refund the costs of any previous GYH(EY)(OA).
05.0513.
Transfer from GYH(EY) or DOMCOL to GYH(EY)(OA).   Service personnel who have elected to take GYH(EY) entitlements or registered for DOMCOL who are otherwise eligible for GYH(EY)(OA) may transfer to GYH(EY)(OA) at any point during their first 3 years of Service, subject to the following conditions:

a.
Transfer from GYH(EY).  Entitlement to a GYH(EY)(OA) journey on transfer from GYH(EY) requires Service personnel to have 4 GYH(EY) warrants remaining for that entitlement year.  

b.
Transfer from DOMCOL.  Any DOMCOL qualifying service prior to transfer to GYH(EY)(OA) will be forfeited on transfer.  Personnel who subsequently rejoin the DOMCOL scheme after a period of up to 3 years initial regular service will be required to serve for a further 5 years before qualifying for a publicly funded DOMCOL journey (eg 3 years GYH(EY)(OA) plus 5 years DOMCOL = end of their 8th year of service). 

05.0514.
Methods of Travel.    Service personnel may choose to travel on their GYH(EY)(OA) journeys by any means taking into account the following:
a.
All GYH(EY)(OA) claims must be supported by actual flight, rail, ferry or other travel receipts.  Rail travel within the UK is to be undertaken using standard class rail warrants. The cost of the warrant is to be deducted from the MOD cap when submitting the claim (eg where total travel costs are £1450, the MOD cap is £400 and a rail warrant was issued costing £70 the maximum claim submitted should be £400 - £70 = £330). 

b.
 When Service personnel travel by motor vehicle for part of the journey 

they may claim Motor Mileage Allowance (MMA) at Converted Leave Rate (CLR) for the mileage of that portion of the GYH(EY)(OA) journey as part of their overall costs. The mileage is to be for the most direct route. This MMA entitlement is not to be claimed in addition to the MOD cap, it is part of the overall costs.

 
c.
When claimed, the MMA will be admissible for one entitled person per vehicle, who does not necessarily have to be the driver or the owner.  Personnel may claim in respect of their own car or a borrowed car or where they have contributed towards the cost of a journey in someone else’s car, recognising that mileage allowance is payable for only one entitled person per vehicle.  It is anticipated that when more than one entitled Service person travel together on GYH(EY)(OA) journeys they will share the costs and this arrangement will be sorted out separately. 

d.
Costs incurred for inland ferry, toll charges, parking or congestion charges are not admissible, but the whole distance travelled may be used to calculate the MMA entitlement.  MMA is not admissible for any longer distance necessary to detour round the crossing.



e.
Where no form of public transport operates to within one mile of the authorised departure or destination address, or public transport was not operating at the time of travel, reasonable expenses necessarily incurred in providing the cheapest alternative means of transport (eg taxi) may be refunded as part of the overall capped travel costs.  On-base journey distances are not to be used in calculating eligibility to use taxis to the appropriate rail or coach station.

05.0515.
Untaken GYH(EY)(OA) Journeys.  In general, an untaken GYH(EY)(OA) journey cannot be carried forward to the next year.  If the Service person was unable to take the journey due to exceptional circumstances or Service reasons, an application to carry forward a GYH(EY)(OA) entitlement to the following year should be forwarded to the SPVA PACCC for consideration.  

05.0516.
Transfer of GYH(EY)(OA) Journeys.    Eligible Service personnel may, if they wish, transfer any of their entitlement to GYH(EY)(OA) journeys to their spouse/civil partner, a registered Next of Kin/Emergency Contact, or a parent/guardian or close blood relative, for travel between their overseas residence and the Service person’s duty station.  When this takes place a transferred journey will count as the one journey per year that the Service person is entitled to.  Where the journey is transferred and claimed as MMA at CLR in lieu the transferred claim will count as 1 journey against the Service person’s entitlement irrespective of how many close family/friends are in the vehicle.

05.0517.
Effect on Other Allowances.    Eligibility to GYH(EY)(OA) will continue when Service personnel are in receipt of Longer Separation Allowance (LSA) (see Section 1 of this Chapter) or GYH Travel (see Section 2 of this Chapter).  GYH(EY)(OA) may not be claimed concurrently with GYH(EY) (See Section 3 of this Chapter) or GYH(Overseas) (See Chapter 6 Section 7).     

05.0518.
Those Assigned to a Seagoing Longer Separation Allowance Qualifying Unit (SLQU).    Service personnel who are assigned to a SLQU in their first 3 years of service will only be entitled to receive GYH(EY)(OA) journeys if they 

surrender 4 GYH(S) journeys in a given entitlement year for each GYH(EY)(OA) 

journey they take.  All other GYH(EY)(OA) eligibility and entitlement criteria must still be met.

05.0519.
Bonus Points or Customer Incentives.    The re-imbursement for the GYH(EY)(OA) journey will be based on the actual costs incurred after the benefits of any bonus points or customer incentives have been deducted.

RATES

05.0520.
Rate Calculation.    The MOD cap for GYH(EY)(OA) is based on the notional cost of 4 assumed GYH(EY) journeys within the UK.  This is a trade off of the GYH(EY) annual entitlement.  Subsequent annual rates will be adjusted by the annual percentage change (increase or decrease) in the CLR of MMA.  The GYH(EY)(OA) rate is promulgated in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate of GYH(EY)(OA) is also at Chapter 1 Section 6.  

05.0521.
Rates.    GYH(EY)(OA) is refunded as capped actuals up to the MOD GYH(EY)(OA) cap detailed at Chapter 1 Section 6.  When a motor vehicle is used for part of the total journey (see sub-paragraph 05.0514b) MMA at CLR is used to calculate the motoring costs for that part of the journey. MMA at CLR is calculated in accordance with the methodology at Chapter 4 Section 6.  The current MMA at CLR is also at Chapter 1 Section 6. 

METHOD OF CLAIM

05.0522.
Method of Claim.     GYH(EY)(OA) will be delivered or partly-delivered by warrants/Service arranged tickets where appropriate, for journeys by rail, air or ferry.  Where the cost of a rail, air or ferry warrant would exceed the current MOD GYH(EY)(OA) cap, no warrant should be issued; the individual should arrange their own travel tickets and claim the cost up to the cap in accordance with the remainder of this paragraph.  Refunds of actual costs associated with GYH(EY)(OA), up to the MOD cap, will be claimed retrospectively using the JPA Expenses Claim system detailed in the JPA Employee Self-Service Desk Manual.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Claims are to be submitted within one month of the date of completion of the journey whenever possible.    

METHOD OF PAYMENT

05.0523.
Method of Payment.    All expenses claim entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.  

05.0524.
Advances of GYH(EY)(OA) Journey Costs.    Eligible Service personnel who have had a GYH(EY)(OA) journey authorised will be allowed to claim an advance of GYH(EY)(OA) costs, up to the MOD cap, via the JPA Expenses Claim system if they wish to do so.  
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CHAPTER 6
SECTION 1

LOCAL OVERSEAS ALLOWANCE (LOA)

GENERAL

06.0101.
Aim.    The aim of Local Overseas Allowance (LOA) is to contribute towards the necessary additional local cost of day-to-day living, when Service personnel are required to serve overseas.

06.0102.
Rationale.    LOA recognises the amount by which average essential expenditure on day-to-day living in a particular overseas location differs from that in the UK, taking into account the differences in the local lifestyle.

06.0103.
Chapter Contents.    This Section covers LOA for Main Stations; it also includes Temporary Assignment LOA and Exercise Field Conditions LOA.  Living Out Supplemented Rates of LOA (LOSLOA), Small Stations LOA (SSLOA) and Seagoing LOA (SLOA) are dealt with in Sections 2, 3 and 4 of this Chapter.

06.0104.
Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 LOA is non-taxable.

DEFINITIONS
06.0105.
Immediate Family.    For the purpose of LOA, the term immediate family means the spouse/civil partner of a Service person and/or one or more children as defined in the General Definitions in Chapter 1 Section 2.

06.0106.
Rate Terminology.   JPA is not yet programmed to produce data using the term Accompanied (Acc) or Unaccompanied (UnAcc).  Rates will read Married Accompanied (MA) until JPA is re-programmed for Service personnel who are either single or, married or in a civil partnership and serving accompanied.  Rates will read Single/Married Unaccompanied (S/MU) until JPA is re-programmed for Service personnel who are either married or in a civil partnership and serving unaccompanied.  To avoid confusion, the terms MA and S/MU will be used in this Section for LOA rate purposes.

06.0107.
LOA Area.    An LOA area may be part of a country, a whole country or more than one country as indicated when rates are published.  The LOA area that applies to each Service person overseas is normally determined by their duty location, but for those working close to an international border, it may depend on their place of residence.

06.0108.
Main Stations.    Main Stations for LOA purposes are overseas locations where 20 or more Service persons are permanently assigned.  If the strength of a location varies above or below the 20 limit, or when other factors apply (eg regular ship visits or major exercises), SP Pol P&M (Allces) will determine whether Main Station status should apply.  For locations where there are less than 20 Service personnel permanently assigned, SSLOA is normally payable (see Section 3 to this Chapter).  LOA at Main Stations is paid at different rates depending upon rank, Personal Status Category (PStat Cat) and numbers of accompanying dependent children.  Rates payable at LOA Main Stations are as follows:

a.
Full Rate of LOA.    The Full Rate of LOA is paid to Service personnel on permanent assignment overseas.

b.
Temporary Assignment Rate of LOA.    The Temporary Assignment Rate of LOA is paid when Service personnel are temporarily on duty overseas; they need not have a Temporary Assignment Order (see paragraph 06.0122).  The Temporary Assignment Rate of LOA is 75% of the S/MU Full Rate of LOA payable.  It is not expected that married personnel or those in a civil partnership would normally take their immediate family with them on Temporary Duty.  In the event that this does occur for Service reasons, a case is to be made to SPVA Pay and Allowances Casework Cell (PACCC) for payment of an appropriate rate of LOA.

c. 
Exercise or Field Conditions Rate of LOA.    The Exercise or Field Conditions Rate of LOA is paid when Service personnel proceed from the UK, or from an LOA area, to an LOA area on exercise or where Field Conditions of any type are declared.  The Exercise or Field Conditions Rate of LOA is 50% of the S/MU Full Rate of LOA payable (see paragraph 06.0125).

d.
Residual Rate of LOA.    The Residual Rate of LOA is paid to Service personnel temporarily absent from their normal LOA area, other than when the absence is due to leave, and is paid in recognition of continuing financial commitments in the permanent LOA area.  For S/UnAcc personnel the Residual Rate of LOA is 81% of the S/MU Full Rate of LOA payable and the Full Rate of LOA ceases to be paid.  For Acc personnel, the Residual Rate is 100% of the appropriate MA Full Rate when either the Service person or spouse/civil partner is temporarily absent from their normal LOA area.  When both the Service person and their spouse/civil partner are temporarily absent from their normal LOA area, the absence deduction (see below) is applied to their appropriate MA Full Rate of LOA.

e.
Absence Deduction.    An Absence Deduction is made to reflect the reduced expenditure when both the Service person and their spouse/civil partner are absent from the LOA area.  It is applied by reducing the appropriate MA Full Rate of LOA.  The absence deduction is 35% of the MA + 1 child rate for the couple’s normal LOA area.

f.
Service Married Couples/Civil Partnerships Rate.    The Service Married Couples/Civil Partnerships Rate is paid at 85% of the S/MU Rate of LOA to the PStat Cat 5s partner when 2 Service personnel are married to each other or in a civil partnership and occupy the same families’ accommodation.  The same applies when the PStat Cat 5c is married or in a civil partnership with a Civil Servant and occupying the same families’ accommodation.  Any Residual Rates of LOA will be abated by 15% in these circumstances.

g.
Supplementary Rates.    In addition to the above rates, supplementary allowances or abatements may become due from time to time as published by SPVA DMS LOA.

ELIGIBILITY

06.0109.
General.    Subject to the conditions set out in this Section, Service personnel are eligible for LOA provided they are:

a. In receipt of Service pay and liable to pay UK income tax; and

b.
Assigned, and entitled to be conveyed at public expense, to the LOA area at the time of travelling.

06.0110.
Gurkhas.    The eligibility and entitlement requirements for Gurkhas to receive LOA are the same as that required of British Service personnel
INELIGIBILITY

06.0111.
Ineligible Personnel.    Service personnel and/or their immediate family are ineligible to receive LOA under the following circumstances:
a.
During assignment on operations or exercises for which the Deployment Welfare Package (Overseas) (DWP(O)) is in effect.  In exceptional circumstances where elements of DWP(O) cannot be made available, LOA may be payable at a reduced rate.  It should be noted however that the absence of any elements of DWP(O) that could be compensated by the payment of LOA will not necessarily entitle Service personnel to receive LOA.  Under such exceptional circumstances, casework is to be submitted through PJHQ J1 to DCDS(Pers) Pay and for consideration.  Residual Rates applicable for permanent assignment locations remain admissible when Service personnel are assigned or detached to operations or exercises where DWP(O) is in effect.
b.
On a visit to an LOA area to carry out an expedition or adventurous training, with the exception of staff assigned to that area who are undertaking their primary duties, who retain their eligibility to receive LOA.

c.         Personnel journeying to an LOA area for participation in official sports with the exception of staff assigned to that LOA area who are undertaking their primary duty,  who retain their eligibility. 
d.
During private visits, including those made by indulgence passage, to an LOA area.  A private visit is defined as: ‘where a Service person, and/or their immediate family, visit an LOA area and is not entitled to travel at public expense’.

e.
When they are locally enlisted Service personnel, including FTRS (Limited Commitment) (FTRS(LC)) and FTRS (Home Commitment) (FTRS(HC)) who have special terms and conditions of service and rates of pay except when specifically authorised by SPVA PACCC (eg FTRS (HC) who are deployed overseas).

f.
When they are personnel in receipt of the United Nations Mission Subsistence Allowance (MSA) except when specifically authorised by SP Pol P&M (Allces) via SPVA PACCC (eg if MSA has been abated to cover only accommodation).

g.
When they are Army Cadet Force Officers, Combined Cadet Force Officers, Adult Instructors or School Staff Instructors.

h.        When they are Attachés, Advisers or embassy-based Service support staff overseas.

i.        When they elect to remain in an LOA area during a period of Additional Maternity Leave, or Additional Adoption Leave.

ENTITLEMENTS

06.0112.
Notification Requirements.    As soon as reasonably practicable, Service personnel must notify their unit HR admin staff of any changes, whether temporary or permanent, which might affect their entitlement to all forms of LOA within this Chapter.  Such changes will include, but not be limited to, notification of the arrival and departure of the spouse/civil partner and/or child(ren) at the assignment station.  Failure to do so may result in the Service person becoming liable for recovery of overpayments of LOA.
06.0113.
S/MU Rates.    The appropriate published S/MU Full Rate of LOA will be issued to Service personnel while in an LOA area provided all the following conditions are met:

a.
They have been permanently assigned to the LOA area and at the time of travelling to the LOA area they are entitled to be conveyed at public expense.

b.
They are not in receipt of full MA Rates.  The Residual MA Rates of LOA for the LOA area where their immediate family reside may, however, be issued concurrently with the S/MU Rate in accordance with paragraphs 06.0114 and 06.0116.
06.0114.
MA Rates.    Full MA Rates of LOA are payable to Service personnel provided all the conditions at sub-paragraphs 06.0114 a, b and c, and either 06.0114 d, e or f are fulfilled:

a.
The Service person is PStat Cat 1 or 2 (see paragraph 06.0131 reference PStat Cat 2 personnel); and

b.
Subject to the provisions of paragraph 06.0128 the immediate family is residing with the Service person at the overseas assignment station, Base Port or at a place from which the Service person normally travels daily to their overseas assignment station; and 

c.
They are not in receipt of the S/MU Rate (see paragraph 06.0113); and either

d.
The immediate family was eligible at the time they travelled to the overseas station for conveyance to that station at public expense, whether or not they were in fact so conveyed.  In this case the MA Rate of LOA is payable from the date of arrival of the Service person and their immediate family in the area in which the permanent assignment station is situated, or from the date, if later, of arrival of the immediate family in the area for the purpose of taking up residence with the Service person.  Approval for a child or children to travel at public expense does not, however, automatically determine entitlement to the child element of LOA (see paragraph 06.0117);

or

e.
The immediate family moves to the overseas station under its own arrangements when not entitled to travel at public expense in one of the following circumstances:


(1)
When not entitled to conveyance at public expense because they were not expected to spend sufficient time with the Service person or because the Service person's assignment overseas was not of sufficient duration, and the disqualification is subsequently removed by the extension of the Service person's service overseas.  In this case the MA Rate is payable from either the date on which the extension is authorised or the date of the arrival of the immediate family, whichever is the later.

(2)
In any other circumstances in which the immediate family would have subsequently become entitled to conveyance at public expense if they had not already joined the Service person.  In this case the MA Rate is payable from either the date on which the disqualification is removed or the date of the arrival of the immediate family, whichever is the later;

or

f. The Service person marries or registers a civil partnership while serving in an LOA area: payment of MA rates of LOA will begin from the date of marriage/civil partnership registration or when the Service person’s spouse/civil partner first joins them at the assignment station overseas, whichever is the latter.

06.0115.
Children.    MA Rates of LOA vary according to the number of eligible children normally resident with the immediate family in the overseas area in accordance with the conditions and circumstances shown below:

a.
A child is as defined in Chapter 1 Section 2.

b.
A child must be unemployed and entitled to conveyance to the LOA area at public expense.

c.
A child attending a boarding or day school in the same, or a neighbouring, LOA area to the Service person’s permanent assignment LOA area, will be regarded as an eligible child for LOA provided they were entitled to travel to the LOA area at public expense and the school provides normal educational facilities, similar to those provided to children at the Service person’s permanent assignment station.

d.
LOA is only payable in respect of children for whom Service Education Allowances are in issue when eligible children, who are not normally resident with the Service person in the overseas area, are entitled to travel to that area under the School Children’s Visits (SCVs) (see Chapter 4, Section 12) scheme, or would have been so entitled had they been attending a school in the UK rather than overseas.  It does not matter whether the eligible children travel to be with the Service person under public or private arrangements; eligibility is determined by the entitlement to travel at public expense 3 times during an academic year.  In other words, if the 3 publicly funded return journeys have been taken but LOA has only been paid once or twice, further periods of LOA may still be paid up to the maximum of 3 times within the academic year.  If the Service person exercises the option to convert the entitlement under the SCV arrangements of 3 return journeys per year to 6 single journeys, LOA is still only admissible for 3 of those visits in any academic year (1 September - 31 August).  The choice of which visits will attract payment of LOA rests with the Service person and it does not have to be for the 3 main holiday periods.  The MA Rate in issue will be increased for the duration of the visit to reflect the increased number of eligible children.
e.
When any of the children resident with the Service person leave the LOA area (other than when the whole immediate family departs temporarily from the area, in which case the provisions of paragraph 06.0128 apply).

f.
Children who are patients in a hospital in a neighbouring LOA area, recognised as providing the normal facilities for personnel in the area of the parent's assignment station, are to be treated for LOA purposes as if they are resident in the assignment area.

06.0116.
Separation from the Immediate Family in the Same LOA Area.    When Service personnel in receipt of a MA Rate are separated from their immediate family, for Service reasons within the same LOA area, the MA Rate will continue to be paid.

06.0117.
Separation from the Immediate Family Not in the Same LOA Area.    Entitlements to LOA when Service personnel are separated from their immediate family for Service reasons and their immediate family is not in the same LOA area, are as follows:

a.
Where the Service person is permanently assigned to another overseas area or the UK and their immediate family has to remain at the former station because of the lack of transport facilities or because the competent medical authority has certified that a member of their immediate family is unfit to travel, the appropriate former station MA Rate will remain payable from the date of the Service person's departure until the earliest date they can be rejoined by their immediate family, or until their immediate family leave the LOA area, whichever is the sooner.

b.
If their immediate family is not allowed to join a Service person at their new assignment station, or does not intend to do so, or is not entitled to conveyance there at public expense, the former station MA Rate will continue to be admissible up to the earliest date on which their immediate family could have left the area for the UK.  Identification of this date will be the responsibility of the losing unit.  If the Service person is expected to rejoin their immediate family at the old station within 6 months of the Service person’s original departure, the MA Rate will continue for the whole period the Service person is absent.

c.
Where their immediate family is moved in advance of the Service person to a new location for Service reasons, the Residual MA Rate of LOA appropriate to the new location will be payable from the date of arrival of their immediate family.  The Service person will be paid the S/MU Rate of LOA at their duty station.

d.
Where the Service person is permanently assigned to another LOA area but cannot be accompanied by their immediate family because suitable accommodation at the new assignment station is not immediately available, the Service person will be paid the S/MU Rate of LOA for the new assignment station.  The Residual MA Rate of LOA appropriate to the old assignment station will remain in issue until their immediate family leaves the area for the purpose of joining the Service person, provided that:

(1)
Suitable accommodation is going to become available for their immediate family.

(2)
Their immediate family is entitled to conveyance to the new assignment station at public expense.

(3)
There is no objection to their immediate family continuing to live in the former assignment area UnAcc by the Service person.

e.
Where the Service person is temporarily absent from the LOA area, the Residual MA Rate of LOA remains payable (see paragraphs 06.0122-06.0124).

f.
Where the spouse is temporarily absent (see paragraph 06.0128) from the LOA area the Residual MA Rate of LOA remains payable.

When sub-paragraphs 06.0117e and f apply, the appropriate MA Rate of LOA will depend upon the number of children of their immediate family remaining in the LOA area.
06.0118.
Commencement and Cessation of Entitlement.    Unless otherwise stated in this Section, LOA is payable from (and including) the date of arrival in an LOA area up to and including the day before the date of departure from the area.  These dates may be up to 6 days before or after taking up post if necessitated by timings of the approved Service method of travel.  However, when the Service person arrives in the LOA area prior to their immediate family, and it is fully intended that their immediate family will join the Service person at the place of assignment, entitlement until the arrival of their immediate family will be as follows:

a.
If the Service person is initially accommodated in single public accommodation, the entitlement will be the S/MU Rate.

b.
If the Service person is accommodated in appropriate Service Families Accommodation, or equivalent, the entitlement will be the MA (no children) Rate of LOA (But note the absence provisions at paragraph 06.0128 if the immediate family arrival is delayed).

06.0119.
Leave Between Assignments.    LOA is not payable during periods of leave taken overseas either before the commencement of the overseas assignment or after its completion.

06.0120.
Staging Through a LOA Area.    Service personnel (including mobilised personnel) staging through an LOA Area on deployment to or from an Operational Area are only entitled to Temporary Assignment Rates of LOA during the period they remain in the LOA Area.
06.0121.
Annual Leave Whilst in Receipt of LOA.     The Full Rate of LOA will remain in issue for periods of annual leave (see the absence matrix in Chapter 1 Section 5).

TEMPORARY ASSIGNMENTS

06.0122.
Temporary Assignment Rates of LOA.    The Temporary Assignment Rate of LOA is paid to Service personnel who proceed temporarily overseas on duty for a period of 182 days or less; they need not have a Temporary Assignment Order.  On receipt of written official notification that an assignment overseas will extend beyond 182 days in length, the full rate of LOA will become payable from the date of such notification.  Personnel visiting an LOA  Area to carry out expeditions and adventurous training, with the exception of staff assigned to that area who are undertaking their primary duties (see paragraph 06.0111b), are not entitled to Temporary Assignment Rates of LOA. Personnel journeying to an LOA area for participation in official sports are not entitled to Temp duty rates of LOA with the exception of staff assigned to that area who are undertaking their primary duty. (See paragraph 06.0111c). Personnel deployed on operations or exercises where the DWP(O) is in effect are not entitled to Temporary Assignment Rates of LOA.  LOA will be paid as outlined in one of the following scenarios:

a.
LOA Area to LOA Area/Series of LOA Areas.    Service personnel who proceed from a permanent assignment LOA area to another LOA area, or to a series of LOA areas during one period of temporary assignment will receive the respective Temporary Assignment Rate for the LOA area(s) visited, plus concurrent payment of the Residual Rate of LOA in respect of the permanent assignment station.

b.
UK to LOA Area or Series of LOA Areas.    Service personnel who proceed from UK to an LOA area, or series of LOA areas, during one period of temporary assignment without return to the UK, will receive the respective Temporary Assignment Rate of LOA for the time spent in the area(s) visited.

c.
LOA Area to UK or Non-LOA Area.    Service personnel who proceed from an LOA area to UK or to a non-LOA area on temporary assignment, will receive the Residual Rate of LOA for their permanent assignment area from their first day in the UK or non-LOA area..
06.0123.
Early Payment to Seagoing Personnel.    Service personnel who proceed early for Service reasons to an overseas port to join a seagoing ship are to be paid the appropriate Temporary Assignment Rate of LOA from the date of early arrival at the overseas port until the date of joining the ship.  Personnel landed (ie those who are moved to shore-based accommodation) from a ship for reasons other than medical are to be paid the appropriate Temporary Assignment Rate of LOA.

EXERCISE FIELD CONDITIONS RATES OF LOA

06.0124.
Exercise or Field Conditions Rates of LOA.    Exercise or Field Conditions Rates of LOA are payable in the following circumstances:

a.
UK to LOA Area.    Service personnel who proceed from UK to an LOA area on exercise or where Field Conditions are declared, will receive the Exercise or Field Conditions Rate for the LOA area visited from their first day of duty in the LOA area.

b.
LOA Area to LOA Area.    Service personnel who proceed from one LOA area to another LOA area on exercise or where Field Conditions are declared will receive the Exercise or Field Conditions Rate for the LOA area visited plus concurrent payment of the Residual Rate of LOA for their permanent assignment station.

c.
LOA Area to Exercise Within the UK or Other Non-LOA Area.    Service personnel who proceed from an LOA area to the UK, or to a non-LOA area on exercise or where Field Conditions are declared, will receive the Residual Rate of LOA for their permanent assignment station from their first day in the UK or non-LOA area.

CONDITIONS

06.0125.
Concurrent Payment with Subsistence Allowance.    Where eligible, Subsistence Allowances (Night Subsistence, Day Subsistence or Incidental Expenses) may be paid concurrently with LOA (see Section 1 of Chapter 3).
06.0126.
Leave Taken When in Receipt of Temporary Assignment or Exercise Field Conditions Rates of LOA.    Whenever leave is authorised whilst in receipt of Temporary Assignment or Exercise Field Conditions Rates of LOA, any Temporary, Exercise Field Conditions or Residual Rates of LOA will remain in issue for the period of leave (see paragraphs 06.0122 to 06.0124).
06.0127.
Absence of the Immediate Family.    Where the immediate family's temporary absence from the permanent assignment station exceeds 61 continuous days, or where temporary absences exceed an aggregated total of 90 days in any 12 month period, the Service person's entitlement to MA Rates of LOA will be reviewed by the unit HR admin staff, and:

a.
If the immediate family does not intend to remain with the Service person at the permanent assignment station, the MA Rate will cease from the first day of absence;

or

b.
If the Service person’s CO is satisfied that the immediate family intends to return to the residence at the assignment station, the details should be submitted to the SPVA PACCC to consider whether the appropriate MA Rate of LOA may remain in issue.

06.0128.
Continuance on Admission to Hospital - Those Permanently Assigned to a LOA Area.    If a Service person becomes an in-patient in a hospital or sick quarters within their permanent assignment LOA area, or in a hospital outside that assigned LOA area which is recognised as providing normal medical facilities for Service personnel of the patient's assignment station, Full Rates of LOA will cease from the first day of admission and Residual Rates of LOA for their permanent assignment area will be payable.

06.0129.
Continuance on Admission to Hospital - Those Temporarily Assigned to a LOA Area.    If a land-based Service person becomes an in-patient in a hospital or sick quarters within their temporary assignment LOA area, or in a hospital outside that assigned LOA area which is recognised as providing normal medical facilities for Service personnel of the patient's assignment station, any Temporary Assignment or Exercise Field Conditions Rates of LOA will cease from the first day.  Any Residual Rates of LOA payable for their permanent assignment area will continue.  The rules governing sea-going personnel admitted to hospital are contained in Section 4 of this Chapter.

06.0130.
Death of a Service Person, Spouse/Civil Partner or Eligible Child.    In the event of the death of a Service person in receipt of a MA Rate of LOA, or their spouse/civil partner, or an eligible child at the overseas station, the impact on the MA Rate will be as follows:

a.
Death of a Service Person.    The appropriate MA Rate is to continue to be paid to their immediate family until they vacate the overseas families’ accommodation.

b.
Death of the Spouse/Civil Partner.    The appropriate MA Rate is to continue in issue until the date on which the Service person is required to vacate the overseas families’ accommodation.  If the Service person remains in the area as PStat Cat 2, paragraph 06.0131 applies.

c.
Death of an Eligible Child.    The appropriate revised MA Rate becomes payable from the date of the death of a child.

06.0131.
PStat Cat 2 Service Person.    A Service person of PStat Cat 2, whose child(ren) reside with them in the LOA area, including those residing only during the school holidays under the official SCV Scheme, will be entitled to rates of LOA as follows:

a.
Living in Families’ Accommodation Permanently.    If the Service person lives in families’ accommodation (or substitute) permanently the following rates will apply:

(1)
The MA (no children) Rate when not accompanied by any children. 

(2)
The MA Rate applicable to the appropriate number of eligible children when accompanied by their children or for the period of the childrens visit within the limits of paragraph 06.0115d.

b.
Living in Single Living Accommodation (SLA) when not Accompanied by Children and in Families’ Accommodation when Accompanied.    If a Service person lives in SLA when the children are not in the LOA area and in families’ accommodation when joined by the children the following rates will apply:

(1)
The S/MU Rate while occupying SLA.

(2)
The MA Rate applicable to the appropriate number of eligible children will be paid for the duration of their visit when they arrive in country within the limits of paragraph 06.0115d.

06.0132.
Entitlement on Cessation of Pay.    When a Service person ceases to be entitled to Service pay (except in the circumstances in paragraph 06.0130a), eligibility to LOA will also cease.  However, where the MA Rate of LOA is in issue, it will remain payable until the earliest date their immediate family could have left the area for the UK.  Where a Service person is undergoing detention or imprisonment and is expected to return to the same assignment area after the expiration of the sentence, MA Rates of LOA remain admissible for as long as their family remain in the LOA area.

06.0133.
Married to or in a Civil Partnership With Another Member of the Armed Forces or to a UK Based Civil Servant, or Civilian Welfare Workers.    Married Service couples and those in a civil partnership are to be treated as shown below:

a.
Occupying the Same Families’ Accommodation.    When both partners are serving in the same or different LOA areas and occupy the same families’ accommodation (or substitute) at one assignment station:

(1)
The PStat Cat 1s/c will receive the MA Rate of LOA appropriate to their assignment area.

(2)
The PStat Cat 5s/c will receive 85% of the Single Rate of LOA appropriate to their assignment area.

b.
Living Separately at Two Locations and Maintaining Families’ Accommodation.    When the partners are serving in different locations (including the same LOA area) and the PStat Cat 1s/c lives in families’ accommodation at their assignment station, and the PStat Cat 5s/c lives in SLA:

(1)
The PStat Cat 1s/c will receive the appropriate MA Rate of LOA appropriate to their assignment area.

(2)
The PStat Cat 5s/c will receive the S/MU Rate of LOA appropriate to their assignment area.

(3)
Immediate Family Reunited.    When the PStat Cat 5s/c joins the PStat Cat 1s/c at the home of the immediate family for a temporary period (excluding leave/weekend visits) the PStat Cat 1s/c will continue to receive the appropriate MA Full Rate of LOA for the area in which they are serving.  The PStat Cat 5s/c will receive the Temporary Assignment Rate of LOA in accordance with paragraph 06.0108b.

c.
Not Maintaining Families’ Accommodation.    When the partners decide not to maintain families’ accommodation and both live in SLA at their respective assignment stations, both partners will receive the S/MU Rate of LOA appropriate to their assignment station.

d.
Temporary Absence of the PStat Cat 1s/c Partner.    When the conditions of sub-paragraph 06.0134a apply and the PStat Cat 1s/c partner is temporarily absent:

(1)
The PStat Cat 1s/c partner will receive LOA in accordance with paragraphs 06.0122 to 06.0124 covering leave, temporary assignment and Exercise Field Conditions.

(2)
The PStat Cat 5s/c will remain in receipt of 85% of the Single Rate of LOA appropriate to their assignment area.

e.
Temporary Absence of the PStat Cat 5s/c Partner.    When the conditions of sub-paragraph 06.0133a apply and the PStat Cat 5s/c partner is temporarily absent:

(1)
The PStat Cat 1s/c partner will receive the appropriate Residual MA Rate for their assignment area.

(2)
The PStat Cat 5s/c partner will receive LOA in accordance with paragraphs 06.0122 to 06.0124 covering leave, temporary assignment and Exercise Field Conditions, except that any entitlement to permanent assignment station rates will be at 85% of the Full or Residual Rate.

In cases where either partner has an entitlement to Overseas Rent Allowance, advice is to be sought from SPVA PACCC or, for Civil Servants, from DGCP HR Ops before any rates are issued.
RATES

06.0134.
Full Rate LOA Calculation.    SP Pol P&M (Allces), in conjunction with single-Service Pay Colonels’ staff, determine the range of necessary goods and services that LOA will support.  Defence Analytical Services Agency conduct a survey periodically to identify the average amount spent on these goods and services by UK-based Service personnel.  The rates of LOA are then calculated by comparing these UK costs with the cost of the same or similar goods and services in the overseas area.  Both UK and overseas costs are periodically updated.  To recognise the different conditions that may apply overseas, LOA also takes account of different levels of consumption of goods and services (eg in a hot and humid climate more sun cream may be used than within the UK and LOA contributes towards this increased consumption).  Also in some countries there are different legal requirements to the UK (eg a requirement to carry a first-aid kit in a car) which are funded by LOA.

06.0135.
Reduced Rates of LOA Calculation.    In recognition that necessary expenditure is less when a Service person is in a LOA area temporarily (eg on temporary assignment) only a percentage of the Full Rate is payable (see paragraph 06.0108b and c).  Equally, necessary expenditure is less when a Service person or their accompanying immediate family are temporarily absent from a LOA area; thus in these circumstances a reduced LOA percentage may be set (see paragraph 06.0108d and e).  In circumstances where 2 Service persons are married to each other or in a civil partnership and occupy the same families’ accommodation, necessary expenditure will be less than if each Service person lived separately.  For this reason, a reduced LOA percentage is once more applied (see paragraph 06.0108f).
06.0136.
Changes to Rates.    The rates of LOA are regularly updated and may change for one of the following reasons:


a.
An adjustment of the basic standards following a formal LOA Review.

b.
A change in the comparative prices at home and overseas notified at the time of a LOA Update.

c. A change in the Forces Fixed Rate of Exchange (FFR) at the overseas station.  The FFR is altered to reflect changes in the relative value of the local currency and Sterling as required.

06.0137.
Publication of LOA Rates.    SPVA DMS LOA will periodically publish LOA rates by Directed Letter.

METHOD OF CLAIM

06.0138.
Method of Claim.    Entitlements to LOA will be processed by the unit HR admin staff using the 'Arrivals Process'.

METHOD OF PAYMENT

06.0139.
Method of Payment.    LOA entitlements will be paid monthly in arrears through the Service person’s salary.

06.0140.
Method of Payment in the Event of the Death of a Service Person.    In the event of the death of a Service person in receipt of a MA Rate of LOA, their unit HR admin staff are to arrange for continued payment of the appropriate rate of LOA in accordance with paragraph 06.0130 via the unit Imprest/Public account.

CHAPTER 6
SECTION 2

 LIVING OUT SUPPLEMENTED RATES OF LOCAL 

OVERSEAS ALLOWANCE

GENERAL

 06.0201.
Aim.    The aim of Living Out Supplemented Rates of Local Overseas Allowance (LOSLOA) is to provide Single/Unaccompanied (S/UnAcc) Service personnel assigned overseas who are unable to occupy public Single Living Accommodation (SLA) and who cannot be fed under publicly-funded arrangements, with financial assistance towards the cost of purchasing their food and other authorised incidentals.

06.0202.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Sections 337 to 339 LOSLOA is a non- taxable allowance when paid to a Service person for a period not exceeding 24 months.  In all other cases the allowance is non taxable under Section 299.
DEFINITIONS

06.0203.
Immediate family.    For the purpose of LOSLOA, the term immediate family means the spouse/civil partner of a Service person and/or one or more children as defined in the General Definitions in Chapter 1 Section 2.

06.0204.
Rate Terminology.    JPA is not yet programmed to produce data using the term Accompanied (Acc) or Unaccompanied (UnAcc).  Rates will read Married Accompanied (MA) until JPA is re-programmed for Service personnel who are either married or in a civil partnership and serving accompanied.  Rates will read Single/Married Unaccompanied (S/MU) until JPA is re-programmed for Service personnel who are either single or, married or in a civil partnership and serving unaccompanied.  To avoid confusion, the terms MA and S/MU will be used in this Section for LOA rate purposes.  

ELIGIBILITY

06.0205.
Eligible Service Personnel.    A Service person is eligible for LOSLOA at their overseas assignment station provided all the following conditions are met:

a.
They are S/UnAcc.

b.
The CO has determined that there is no suitable SLA at their duty station and the Service person therefore necessarily occupies or shares one of the following types of accommodation with cooking facilities:

(1)
Publicly rented private accommodation.

(2)
Misappropriated Services Families’ Accommodation (SFA) or hiring by virtue of their rank or nature of their appointment.

(3)
Misappropriated SFA or hiring to facilitate the renovation or rebuilding of SLA.

INELIGIBILITY

06.0206.
Ineligible Service Personnel.    In addition to those circumstances listed at paragraph 06.0111, Attachés, Advisers and embassy-based Service support staff overseas are ineligible to receive LOSLOA.

CONDITIONS
06.0207.
General.    Except where specifically stated otherwise in this Section, the general LOA conditions contained within Chapter 6 Section 1, apply equally to LOSLOA.
06.0208.
Messing.    Service personnel are to provide their own meals from the local economy and not from Service sources.  Prior to the roll-out of PAYD, the following charges are to be applied:

a.
Casual Meals.    Where an occasional meal is taken in a Service messing facility or obtained from a Service source the Service person in receipt of LOSLOA is to pay the Casual Meal Rate.

b.
Food Charges.    The appropriate Single or Married UnAcc Food Charge (see JSP 754 paragraph 09.1004)  is to be raised when LOSLOA is in issue.

c.
Other Allowances.    A recipient of LOSLOA may not claim Reclaim the Daily Food Charge/Core Meal (see Chapter 3 Section 3), Meals Out  Allowance  (see Chapter 3 Section 4) or Special Messing Allowance (see Chapter 3 Section 6) concurrently. They may however, claim Day Subsistence (see Chapter 3 Section 1) abated by the Food/Meals DS Abatement for their location, published by SP Pol Pay and Manning (Allowances).
06.0209.
Pay As You Dine (PAYD).    On commencement of PAYD, Service Personnel will become liable to pay for any occasional meals they eat in a PAYD Service messing facility.

06.0210.
Accommodation Charges and Contributions In Lieu of Council Tax (CILOCT).    The appropriate single accommodation charge and CILOCT are to be paid when LOSLOA is in issue.

06.0211.
Household Assistance.    Wherever possible, cleaners are to be supplied by the unit.  In some locations other assistance is needed.  The level of any necessary assistance will be determined at the time of each SPVA DMS LOA LOA Review.  Where it is not feasible or practicable for the unit to provide the assistance, additional provision may be included by SPVA DMS LOA within the LOSLOA calculation.

06.0212.
Domestic Assistance for S/UnAcc Personnel in Command Appointments.    Wherever possible, Domestic Assistance (see Annex A to Section 11 of Chapter 10) for S/UnAcc personnel in Command appointments is to be provided by the unit.  Where it is not feasible or practicable for the unit to provide this assistance, additional provision may be included by SPVA DMS LOA within the LOSLOA calculation.  The amount of Domestic Assistance is calculated in accordance with Annex A to Section 11 of Chapter 10.

06.0213.
Periods of Temporary Absence.    A Service person, who is temporarily absent from their permanent assignment area where they are in receipt of LOSLOA, will revert to the Residual Rate of the S/UnAcc Rate of LOA for that same area on the first day of absence until they return to the permanent assignment station.

RATES 
06.0214.
Rate Calculation Methodology.    SPVA DMS LOA are responsible for calculating rates of LOSLOA.  The Living Out Supplement (LOS) consists of elements for food, household cleaning materials and laundry.  The food element is designed to cover both food bought for home preparation and consumption and meals bought in commercial establishments.  Where not provided, LOSLOA will also include additional elements to cover such items as telephone equipment and where LOA in a specific area provides domestic assistance, this will also be funded in LOSLOA.  All these costs are drawn from data gathered during the LOA Review/

Update.  LOS is added to the appropriate rate of LOA to produce LOSLOA.

06.0215.
Publication of Rates.    SPVA DMS LOA will publish a list of rates of LOSLOA with the results of each LOA Review/Update in a Directed Letter.
METHOD OF CLAIM

06.0216.
Method of Claim.    When approval is sought for payment of LOSLOA, applicants must complete Part A of Annex A to this Section.  The CO, or delegated officer, is to sign Part B to certify that no unit single public accommodation is available.  Where SPVA DMS LOA has delegated approval authority, entitlement to LOSLOA may be assessed and approved locally (Parts C & D).  In areas where SPVA DMS LOA has not delegated approval authority, unit HR admin staff are to submit the form (Parts A, B and C completed in duplicate, and in accordance with the procedure at chapter 1 section 1 paragraph 01.0108 ) for approval to SPVA Pay and Allowances Casework Cell (PACCC).

METHOD OF PAYMENT

06.0217.
Method of Payment.    LOSLOA entitlements will be paid through the Service person’s salary.

Annex:

A.
Application for Payment of Living Out Supplemented Local Overseas Allowance.

	APPLICATION FOR PAYMENT OF LIVING OUT SUPPLEMENTED RATES

OF LOCAL OVERSEAS ALLOWANCE

Part A - (To be completed by the applicant)
Originating Unit ______________________________________________ 

Details of Applicant and Claim

Number

Rank

Initials

Surname (in block letters)

 

 

 

  

Address of Accommodation to be occupied:

Type of Accommodation 

(Misappropriated SFA/Private)

Date of Occupation

Expected Period of Occupation   

Reason for non-occupation of Single Living Accommodation (SLA) / Substitute Service Single Accommodation (SSSA):

Is the accommodation to be occupied by more than one Service person? *YES/NO 

If YES give details of the Service person sharing: 

Number   

Rank

Name

Unit

Number   

Rank

Name

Unit

Number   

Rank

Name

Unit

Distance from nearest messing facility ________________________ *kms/miles 

Number of casual meals taken in a Service messing facility per week  
_________________

Details of domestic assistance employed:            
Hours per week  
      ______________

                                                                    

Amount paid per week    _____________

*Delete as appropriate


Claimant’s Declaration

I claim payment of Living Out Supplemented rates of LOA (LOSLOA).  In the event of any change in my circumstances affecting my entitlement to LOSLOA or any amount of domestic assistance supplement I will immediately inform my unit HR admin staff.



                         Signature and Rank

Date


Part B - (To be completed by the Commanding Officer/Designated Officer)
I am satisfied that there is no suitable single public accommodation available to be occupied by the Service person for the reasons stated above and that the applicant will be re-located when accommodation becomes available. 

	Date
	
	Signature and Rank


Part C - (To be completed by the unit HR admin staff)
Has delegated authority to locally approve LOSLOA applications been granted? *Yes/No

If No, please forward this application to the SPVA PACCC for further assessment.

	Date
	
	Signature and Rank



 Appointment  


Part D - (For unit HR admin staff/SPVA PACCC use)
Date of Application Assessment      ________________________________________

Application Approved                       *Yes / No

If Yes, date applicant informed and appropriate rate to be paid  _____________ (Date)









              _____________ (Rate)

	Date
	
	Signature and Rank



Appointment  


CHAPTER 6
SECTION 3

 SMALL STATION LOCAL OVERSEAS ALLOWANCE

GENERAL

06.0301.
Aim.    The aim of Small Station Local Overseas Allowance (SSLOA) is to contribute towards the necessary additional local cost of day-to-day living, when Service personnel are required to serve in a Small Station overseas.

06.0302.
Rationale.    SSLOA is a measure of the amount by which average essential expenditure on day-to-day living in a particular overseas station differs from that in the UK, taking into account the differences in the local lifestyle.

06.0303.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 SSLOA is non- taxable.

DEFINITIONS
06.0304.
 Immediate Family.    For the purpose of SSLOA, the term immediate family means the spouse/civil partner of a Service person and/or one or more children as defined in the General Definitions in Chapter 1 Section 2.

06.0305.
Rate Terminology.    JPA is not yet programmed to produce data using the term Accompanied (Acc) or Unaccompanied (UnAcc).  Rates will read Married Accompanied (MA) until JPA is re-programmed for Service personnel who are either married or in a civil partnership and serving accompanied.  Rates will read Single/Married Unaccompanied (S/MU) until JPA is re-programmed for Service personnel who are either single or, married or in a civil partnership and serving unaccompanied.  To avoid confusion, the terms MA and S/MU will be used in this Section for LOA rate purposes.

06.0306.
Children.    A child element of MA Rate of SSLOA, is paid for each eligible child (see Chapter 1 Section 2) that has an entitlement to be conveyed at public expense to the SSLOA area.  The level of child element of SSLOA received depends upon whether or not the child(ren) resides with the Service person in the Small Station area.  This is known as being ‘At Post’.

06.0307.
Small Stations.    For the purpose of SSLOA, the term ‘Small Stations’ normally means a country where fewer than 20 Service personnel are permanently assigned.  If the strength of an overseas location varies above or below the 20 limit, or when other factors apply (eg regular ship visits or major exercises), SP Pol P&M (Allces) will determine whether Small Station status should continue to apply.  For locations where there are 20 or more Service personnel permanently assigned, Main Station LOA is normally payable (see Section 1 to this Chapter).  SSLOA is paid at different rates depending upon rank, Personal Status Category (PStat Cat) and numbers of dependent children.

06.0308.
Items included in Small Stations LOA Rate Calculations.    The following items may be included in the calculation of the Rates of SSLOA:

a.
Overseas Food Element.    The Overseas Food Element of SSLOA is the food element of Food and Incidentals Allowance (FIA) adjusted by the percentage specified in the Cost of Living Allowance (COLA) index published by Employment Conditions Abroad for each SSLOA area.

b.
Domestic Help.    COLA includes a specified number of hours for Domestic Help.  This varies between SSLOA areas.

c.
Social and Climatic Conditions Supplement.    The Social and Climatic Conditions Supplement is the Foreign and Commonwealth Office (FCO) Diplomatic Service Compensation Allowance (DSCA).  The FCO pay this to recognise that personnel in difficult posts incur extra costs to maintain their quality of life.  In countries where this element of FCO COLA applies, it is included within the SSLOA calculations.  However, as it relates to aspects of longer term residence in the location concerned, it is not appropriate for it to flow through to temporary assignment rates of SSLOA

06.0309.
SSLOA Area.    An SSLOA area may be part of a country, a whole country or more than one country; this is shown when rates are published.  The SSLOA area applicable is normally determined by the duty location of the Service person, but for those working close to an international border, it may depend on the place of residence.  Rates payable at Small Stations are as follows:

a.
Fed and Accommodated SSLOA.    The Fed and Accommodated Rates of SSLOA are payable to Single/UnAcc (S/UnAcc) Service personnel on assignment to a Small Station LOA area who are fed and accommodated from Service sources.  The 4 categories of Fed and Accommodated Rates are as follows:

(1)
Full Rate of SSLOA.    The Full Rate of SSLOA is used as the base rate from which other rates (eg Temporary Assignment Rate) are calculated following a percentage abatement.  The actual rate payable to Service personnel on permanent assignment in a Small Station will be provided by the SPVA Pay and Allowances Casework Cell (PACCC) on application from the unit HR admin staff.

(2)
Temporary Assignment Rate of SSLOA.    The Temporary Assignment Rate of SSLOA is paid when Service personnel are temporarily on duty in a Small Station; they need not have a Temporary Assignment Order.  The Temporary Assignment Rate of SSLOA is 75% of the Full Rate of SSLOA.  It is not expected that Service personnel who are married or in a civil partnership would take their immediate family with them on Temporary Duty.  In the event that this does occur for Service reasons, a case may be made to SPVA PACCC for payment of an appropriate rate of SSLOA.

(3)
Exercise Field Conditions Rate of SSLOA.    The Exercise Field Conditions Rate of SSLOA is paid when Service personnel proceed from the UK, or from an overseas area, to an SSLOA area on exercise where Field Conditions of any type have been declared.  The Exercise Field Conditions Rate of SSLOA is 50% of the Full Rate of SSLOA.

(4)
Residual Rate of SSLOA.    The Residual Rate of SSLOA is paid to Service personnel temporarily absent from their normal SSLOA area, other than when the absence is due to leave, and is paid in recognition of continuing financial commitments in the permanent SSLOA area.  For S/UnAcc personnel, the Residual Rate of SSLOA is 81% of the S/MU Full Rate of SSLOA and the Full Rate of LOA ceases to be paid. For Acc personnel see paragraph 06.0309c.

b.
Find Own Food Rates of SSLOA.    The Find Own Food SSLOA Rate (FOFLOA) is payable to S/UnAcc personnel who cannot be fed and accommodated from Service sources, and is the SSLOA equivalent of the Living Out Supplemented Rate of LOA (LOSLOA) payable in a Main Station LOA Area.  The rules pertaining to LOSLOA apply, except that no UK food charges are to be recovered from either S/UnAcc personnel (see paragraph 06.0320b).  The 3 categories of FOFLOA Rates are as follows:

(1)
Full Rate of FOFLOA.    The Full Rate of FOFLOA is paid to eligible Service personnel on permanent assignment to a Small Station LOA area.

(2)
Temporary Assignment Rate of FOFLOA.    The Temporary Assignment Rate of FOFLOA is paid when eligible Service personnel are temporarily on duty in a Small Station; they need not have a temporary assignment order.  The Temporary Assignment Rate of FOFLOA is the Temporary Assignment Rate of SSLOA plus the Overseas Food Element and Domestic Help.  It is not expected that Service personnel who are married or in a civil partnership would normally take their immediate family with them on Temporary Duty.  In the event that this does occur for Service reasons, a case may be made to SPVA PACCC for payment of an appropriate rate of SSLOA.
(3)
Residual Rate of FOFLOA.    The Residual Rate of FOFLOA is paid to eligible Service personnel temporarily absent from their normal SSLOA area, other than when the absence is due to leave, and is paid in recognition of continuing financial commitments in the permanent SSLOA area.  The Residual Rate of FOFLOA is the Residual Rate of SSLOA plus Domestic Help. The Full Rate of FOFLOA ceases to be paid.
c.
MA Rates of SSLOA.    MA Rates of SSLOA are paid to eligible Service personnel on permanent assignment in Small Stations.  The 4 categories of MA Rates of SSLOA are as follows:

(1)
Residual Rate of MA SSLOA.    The Residual Rate of MA SSLOA is paid to Service personnel temporarily absent from their normal SSLOA area, other than when the absence is due to leave, and is paid in recognition of continuing financial commitments in the permanent SSLOA area.  The Residual Rate is 100% of the appropriate MA Full Rate of SSLOA when either the Service person or spouse/civil partner is temporarily absent from their normal SSLOA area.  When both the Service person and their spouse/civil partner are temporarily absent from their normal SSLOA area, the absence deduction (see below) is applied to their appropriate MA Full Rate of SSLOA.

(2)
‘At Post’ Rate of SSLOA.    The ‘At Post’ Rate of SSLOA is paid per child for each child residing permanently with the Service person at the Small Station.

(3)
‘In UK’ Rate of SSLOA.    The ‘In UK’ Rate of SSLOA is paid per child for each child residing in any country, including the UK, outside the SSLOA area (but see paragraphs 06.0313 and 06.0314).

(4)
Absence Deduction.    The Absence Deduction is made to reflect the reduced expenditure when both the Service person and their spouse/civil partner are absent from the SSLOA area.  It is applied by reducing the appropriate MA Full Rate of SSLOA.  The absence deduction is 35% of the MA + 1 child ‘At Post’ Rate for their normal SSLOA area.

d.
Supplementary Rates.    In addition to the above rates, supplementary allowances or abatements may become due from time to time as published by SP Pol P&M (Allces).

ELIGIBILITY

06.0310.
General.    Except where specifically stated otherwise in this Section, the LOA eligibility criteria contained within Chapter 6 Section 1, apply equally to SSLOA.
INELIGIBILITY
06.0311.
General.    Except where specifically stated otherwise in this Section, the LOA ineligibility criteria contained within Chapter 6 Section 1, apply equally to SSLOA.
CONDITIONS
06.0312.
General.    Except where specifically stated otherwise in this Section, the LOA conditions contained within Chapter 6 Section 1, apply equally to SSLOA.
06.0313.
Visits to the Small Station by Children.    The child element of MA Rate of SSLOA does not change when eligible children who are not normally resident with the Service person in the Small Station area (ie they are not ‘At Post’) visit the Service person in the Small Station area.  Whether travel is at public expense (ie under the SCV scheme) or not, they remain on the ‘In UK’ rate.

06.0314.
Children Attending School in a Neighbouring LOA Area.    Eligible children attending a boarding or day school in a neighbouring LOA area to the Service person’s permanent assignment SSLOA area, will be regarded as a child ‘At Post’ for SSLOA provided they were entitled to travel at public expense to the SSLOA area and the school provides normal educational facilities, similar to those provided to children at the Service person’s permanent assignment station.  There is no entitlement to be paid the LOA rate relevant to the location of the school.

06.0315.
Admittance of Children to Hospital in a Neighbouring LOA Area.    Children who are patients in a hospital in a neighbouring LOA area, recognised as providing the normal medical facilities for personnel in the area of the Service parent's assignment station, are to be treated as if they are resident in the assignment area.  There is no entitlement to be paid the LOA rate relevant to the location of the hospital.

06.0316.
Temporary Absence of Children.    Irrespective of the duration of any temporary absence of the child(ren) away from the Small Station, there is no change to the child element payable unless the immediate family is also temporarily absent. (see paragraph 06.0116 and 06.0128).

06.0317.
Permanent Moves of Children away from the SSLOA Area.    When a dependant child resident with the Service person permanently leaves the SSLOA area, the MA Rate of SSLOA in issue will be adjusted by the unit HR admin staff from the date of departure to reflect the reduced number of eligible children ‘At Post’ (except full boarders at a school in a neighbouring LOA area (see paragraph 06.0314).

06.0318.
Permanent Moves of Children to the SSLOA Area.    When a child travels to the SSLOA area to become permanently resident with the immediate family, the following will apply:

a. If there is an entitlement for the child to be conveyed at public expense using a remaining School Children’s Visit (SCV) journey to the Small Station, the rate of SSLOA will be adjusted from the ‘In UK’ Rate to the ‘At Post’ Rate from the date of their arrival.

b. Where there is no remaining SCV journey, they will remain at the ‘In UK’ Rate.

06.0319.
PStat Cat 2 Service Personnel.    A Service person of PStat Cat 2 will be entitled to the following SSLOA rates:

a.
Living in Service Families Accommodation (SFA), or Substitute.    If the Service person lives in SFA, or substitute, they will receive MA Rate of SSLOA as outlined in paragraphs 06.0309 to 06.0314.

b.
Living in Single Living Accommodation (SLA) when not Accompanied by their Child(ren) and in SFA, or Substitute, when Accompanied.    If the Service person lives in SLA, or substitute when the child(ren) is/are in UK, and in SFA, or substitute when the child(ren) temporarily join the Service person in the SSLOA area, the following applies:

(1)
The appropriate S/MU Rate of SSLOA is payable while occupying SLA, as determined by SPVA PACCC.

(2)
The MA Rate of SSLOA with the ‘In UK’ child element is payable when living in SFA and joined by children in the SSLOA area.

06.0320.
Special Conditions.    The following special conditions apply to Service personnel in SSLOA areas:

a.
Accommodation Charges.    Service personnel in receipt of SSLOA are exempt UK Service accommodation charges. This is because the FCO COLA, on which SSLOA is based, is part of an overseas package which includes accommodation and utilities for which no charge is levied.  In the event of the Service person being charged Host Nation accommodation charges, the charges may be reclaimed via the JPA Expenses Claim system. 

b.
Food Charges.    Service personnel in receipt of SSLOA are exempt UK Service food charges.  This is because the FCO COLA, on which SSLOA is based, is part of an overseas package which does not require payment of a food charge.  SSLOA includes provision for food, whether purchased privately or through a Service messing facility in the SSLOA area.  Service personnel living in Host Nation Service accommodation will be responsible for payment of any charges for food.

c.  
Utility Charges.    Utilities charges for normal domestic use will be met from public funds on production of receipted bills.  These will be paid via unit Public/Imprest Accounts.

d.
Leave Travel.    There is an entitlement to Get You Home (Overseas) (GYH(O)) if the SSLOA area assignment is for 12 months or more. (see Section 7 of this Chapter).

e.
Shipment of Private Vehicle.    For assignments of not less than 12 months, Service personnel are entitled to the conveyance at public expense of one car from and to the UK at the start and end of their assignment.  The car will be moved to and from the Small Station by IPG.  Details of how this is done and the application forms may be obtained via the Defence Intranet or from the UB section in IPG, DE&S Andover.
06.0321.
Death of a Service Person, Spouse/Civil Partner or Eligible Child.    In the event of the death of a Service person in receipt of a MA Rate of SSLOA, or their spouse/civil partner, or an eligible child at the overseas station, the impact on the MA Rate will be as follows:

a.
Death of a Service Person.    The appropriate MA Rate is to continue to be paid to the immediate family until they vacate the overseas families’ accommodation.

b.
Death of the Spouse/Civil Partner.    The appropriate MA Rate is to continue in issue until the date on which the Service person is required to vacate the overseas families’ accommodation.  If the Service person remains in the area as PStat Cat 2, paragraph 06.0132 applies.

c.
Death of an Eligible Child.    The appropriate revised MA Rate becomes payable from the date of the death of a child.

RATES

06.0322.
Calculation of Rates.    SPVA DMS LOA are responsible for calculating rates of SSLOA.  SPVA DMS LOA sets the rates of SSLOA using the latest FCO COLA rates.  These rates stem from cost of living surveys conducted by a civilian company.  These rates are then enhanced by additional sums for telephone calls, childcare/baby-sitting, recreation and domestic help.  FCO COLA rates are assessed for 4 groups: single, married/in a civil partnership with no children, married/in a civil partnership with one child, married/in a civil partnership with 2 children.  These groups are then further divided into 7 salary bands.  For SSLOA purposes, Service ranks are assigned the appropriate COLA band according to salary.  Separate rates of SSLOA are calculated for S/UnAcc personnel under ‘Find Own Food’ and ‘Fed & Accommodated’ conditions by adjustments to the COLA rates for food and domestic help as appropriate.  The FCO COLA rates also include an element for hardship in some countries; this is also included within SSLOA.
06.0323.
Publication of Rates.    A standard area list of SSLOA rates will be published periodically by Directed Letter.  For SSLOA areas not published on the standard area list, an application for a rate should be made via the SPVA PACCC to SPVA DMS LOA.

06.0324.
Changes to Rates.    The rates of SSLOA are normally revised biannually in March and September. 
06.0325.
Accounting Rates.    For SSLOA areas, pay and allowances will be calculated at commercial rates of exchange, except where a General Accounting Rate of Exchange (GAR) is in operation; pay and allowances will be converted at GAR rather than at a commercial rate.  In SSLOA areas where a Forces Fixed Rate of Exchange (FFR) is available for the currency used, pay and allowances will be converted at FFR rather than GAR. This would apply, for example, to SSLOA areas within ‘Eurozone’.

METHOD OF CLAIM

06.0326.
Method of Claim.    Entitlements to SSLOA will be processed by the unit HR admin staff using the 'Arrivals Process'.

METHOD OF PAYMENT

06.0327.
Method of Payment.    SSLOA entitlements will be paid monthly in arrears through the Service person’s salary.

06.0328.
Method of Payment in the Event of the Death of a Service Person.    In the event of the death of a Service person in receipt of a MA Rate of SSLOA, their unit HR admin staff are to arrange for continued payment of the appropriate rate of SSLOA in accordance with paragraph 06.0321 via the unit Imprest/Public account.

CHAPTER 6

SECTION 4

SEAGOING LOCAL OVERSEAS ALLOWANCE

GENERAL
06.0401.
Aim.    The aim of Seagoing Local Overseas Allowance (SLOA) is to contribute towards the necessary additional cost of day-to-day living overseas encountered by Service personnel serving on board HM Ships and those of the Royal Fleet Auxiliary (RFA), deployed outside UK waters, when granted shore leave overseas.

06.0402.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 SLOA is non- taxable.
DEFINITIONS

06.0403.
Immediate Family.    For the purpose of SLOA, the term immediate family means the spouse/civil partner of a Service person and/or one or more children as defined in the General Definitions in Chapter 1 Section 2.

06.0404.
Rate Terminology.    JPA is not yet programmed to produce data using the term Accompanied (Acc) or Unaccompanied (UnAcc).  Rates will read Married Accompanied (MA) until JPA is re-programmed for Service personnel who are either married or in a civil partnership and serving accompanied.  Rates will read Single/Married Unaccompanied (S/MU) until JPA is re-programmed for Service personnel who are either single or, married or in a civil partnership and serving unaccompanied.  To avoid confusion, the terms MA and S/MU will be used in this Section for LOA rate purposes.

ELIGIBILITY

06.0405.
Eligible Service Personnel.    Subject to the conditions set out in this Section, the following Service personnel are eligible for SLOA:

a.
Service personnel serving on board HM Ships and RFAs deployed outside UK waters.

b. Service personnel serving overseas on board foreign warships.

c.
Service personnel serving in designated Seagoing Exchange Personnel posts (see paragraph 06.0408).

d.
JS Sailing Centre yacht skippers and other permanent staff who are crew members on official instructional duties overseas.

INELIGIBILITY

06.0406.
Ineligible Service Personnel.    Service personnel are ineligible to receive SLOA in the following circumstances:

a.
When shore leave is not granted or during passage between overseas ports.

b.
On the first day a Service person leaves the ship to return to the UK on leave.

c. On the first day a Service person is assigned from their current seagoing ship.

d.
When they fall within the categories of personnel listed at paragraph 06.0111.

ENTITLEMENT

06.0407.
Commencement of Entitlement.    Entitlement to SLOA will commence:

a.
In each overseas port visited, from the first day that shore leave is granted up to and including the last day that shore leave is granted.

b.
For Service personnel joining a seagoing ship deployed overseas, from shore, from the date of joining the ship if SLOA had already been granted for the rest of the ship’s company.  It will then be paid in accordance with paragraph 06.0407a.

06.0408.
Seagoing Exchange Personnel.    UK Service personnel serving in designated Seagoing Exchange Personnel posts are entitled to Local Overseas Allowance (LOA) subject to the conditions detailed in Chapter 6 Sections 1 to 3.  The following also applies:

a.
Single or UnAcc (S/UnAcc) Service personnel who normally live ashore in substitute single accommodation due to the non-availability of Service accommodation are entitled to:

(1)
Living Out Supplemented Rates of LOA, or Find Own Food Rate of Small Station LOA (SSLOA), as appropriate, when alongside in any Host Nation port; or

(2)
The appropriate Residual Rate of LOA (see paragraph 06.0408a(1)) from the first day at sea; and

(3)
SLOA when the ship is alongside and shore leave (or equivalent) has been granted in an overseas port other than any Host Nation port.

b.
S/UnAcc personnel who normally live in Single Living Accommodation (SLA) provided by the Host Nation will be entitled to:

(1)
The S/MU Full Rate of LOA, or SSLOA, as appropriate when alongside in any Host Nation port; or

(2)
The appropriate Residual Rate of LOA (see paragraph 06.0408b(1)) from the first day when at sea; and

(3)
SLOA when the ship is alongside and shore leave (or equivalent) has been granted in an overseas port other than any Host Nation port. 

c.
Accompanied (Acc) personnel entitlements are:

(1) The MA Full Rate of LOA when alongside in any host nation port; 
or

(2)
The MA Residual Rate of LOA from the first day when at sea; and 

(3)
SLOA when the ship is alongside and shore leave (or equivalent) has been granted in an overseas port other than any host nation port.

06.0409.
LOA Entitlement During Land-Based Medical Treatment.    Seagoing personnel landed for medical treatment or taken sick on-shore will be paid the SLOA appropriate to the overseas port in which they are located for the necessary duration of their stay.

06.0410.
Embarkation and Landing of Seagoing Personnel.    SLOA is to be paid to those who:

a.
Are sent or held ashore in connection with investigations or trials.


b.
Miss the ship on sailing.


c.
Are waiting to join the ship after imprisonment or detention.

d.
Are awaiting passage to another ship, rejoining a ship, or awaiting passage to the UK.

Service personnel who proceed early for Service reasons to a port overseas to join a seagoing ship are to be paid the appropriate Temporary Assignment Rate of LOA (see Section 1 of this Chapter) from the date of early arrival at the overseas port until the date of joining the ship.  Personnel landed (ie those who are moved to shore-based accommodation) from a ship for reasons other than medical are to be paid the appropriate Temporary Assignment Rate of LOA.

06.0411.
Ships Refitting or Immobilised in a Foreign Port.    When a ship refits or is immobilised in a foreign port other than the Base Port, Service personnel who are landed should be paid according to paragraph 06.0410.  Personnel who continue to live onboard are eligible for SLOA, if shore leave is declared.

RATES

06.0412.
Calculation of Rates.    SPVA DMS LOA are responsible for determining the rates of SLOA.  SLOA is payable at 75% of the S/MU Full Rate of LOA for the overseas duty area.  This percentage reflects that seagoing personnel do not face the full range of higher costs experienced by those serving continuously on shore.
06.0413.
Publication of Rates.    SPVA DMS LOA will publish a list of rates of SLOA with the results of each LOA review/update in a Directed Letter.  Requests for SLOA rates not routinely published should be made via the SPVA PACCC to SPVA DMS LOA.
METHOD OF CLAIM
06.0414.
Method of Claim.    Entitlements to SLOA will be processed by the unit HR admin staff using the 'Arrivals Process'.

METHOD OF PAYMENT

06.0415.
Method of Payment.    SLOA entitlements will be paid monthly in arrears through the Service person’s salary.

CHAPTER 6

SECTION 5

ALLOWANCES FOR ATTACHÉS, ADVISERS

AND EMBASSY BASED SERVICE SUPPORT STAFF OVERSEAS

GENERAL

06.0501.
Aim.    The aim of the bespoke allowances for attachés, advisers and embassy/high commission-based Service support staff (hereafter referred to as embassy-based) overseas is to provide recompense, within clearly defined limits, for the necessary expenditure they incur in conducting their duties in the country or countries to which they are assigned.  For some countries, it also includes an element of hardship recompense.

06.0502.
Income Tax and National Insurance Contributions (NICs).   In accordance with ITEPA 2003 Section 299 Attachés Allowances are non-taxable.

06.0503.
The Hornby Package and Instructions to Service Attachés and Advisers (INSAA).    Allowances for attachés, advisers and embassy-based Service support staff overseas are derived from the Diplomatic Service Compensation Allowance, known as the Hornby package.  The principle difference lies in the travel package and this is explained in INSAA.  This Section describes the Hornby Package as it applies to Service personnel.  MOD Directorate of International Policy & Planning - Overseas (IPP - OS) staff are responsible for allowances paid to attachés, advisers and embassy-based Service support staff overseas and for the coordination of in-post administration.  They maintain the MOD INSAA.  A copy of these instructions will be given by MOD IPP – OS directly to individuals prior to taking up an attaché, adviser or embassy-based Service support staff overseas assignment.
ELIGIBILITY
06.0504.
Eligible Service Personnel.    Only Service personnel who are assigned as attachés, advisers or embassy-based Service support staff overseas are eligible to the allowances described in this Section.

INELIGIBILITY

06.0505.
Ineligible Service Personnel.    Service personnel who are serving on an overseas assignment, or who are on temporary assignment, exchange, secondment, or on Loan Service are not entitled to claim these allowances.

ENTITLEMENT

06.0506.
General.    In addition to UK Service pay, attachés, advisers and embassy-based Service support staff overseas may receive up to 4 tax-free allowances, these are:

a. Cost of Living Addition (COLA).    COLA aims to compensate for the additional cost of maintaining the same lifestyle as that in the UK.  It contains provision for:

(1) Food.

(2) Utilities (except where arrangements exist for the costs to be borne by public funds).

(3) Maintenance of household items.

(4) Domestic assistance (other instructions in connection with the funding of domestic assistance are contained in INSAAs).

(5) Other essential living costs, which vary from location to location.

b.    Representational Attachment Allowance (RAA). RAA reimburses attachés and advisers for the initial cost of setting up their official residence and wardrobe to representational standard. Receipts for purchases should be retained for 24 months. This allowance will not be paid to embassy-based Service support staff overseas. RAA will not be paid to attachés or advisers on a second or subsequent assignment except where the start of that assignment is 5 years or more from the end of the previous representational assignment for which RAA was paid. RAA ceased to be paid to all new attachés and advisers going to post on or after 1 Apr 08.
c.
Representational Supplement (Rep Supp).    Rep Supp is paid to attachés and advisers to meet the cost of maintaining clothing and household goods.  Rep Supp will not be paid to embassy-based Service support staff overseas.  As the MOD provides each Service attaché with an official vehicle for duty travel they are paid Rep Supp less the transport element.  In a small number of locations, where an official vehicle is not provided for duty journeys and private vehicles are used for official duties, a transport element is added to the Rep Supp to compensate for wear and tear on a private family vehicle.

d.
Hardship Allowance.    Hardship Allowance is paid to attachés, advisers and their embassy-based Service support staff overseas only at designated posts, as determined by IPP - OS staff, who adopt the Foreign and Commonwealth Office (FCO) list to determine entitlement for Service personnel.  It is paid to compensate staff for the additional costs of maintaining quality of life at identified posts.  Climate, isolation, security, language, and culture are all factors considered by the FCO when they consider Hardship Allowance entitlement.  The posts eligible for Hardship Allowance and the rates are reviewed annually as at 1 January by the FCO.

06.0507.
Accompanied Personnel.    For these allowances Service personnel are considered to be accompanied (Acc) if their spouse/civil partner spends at least 6 months of each assignment year at the overseas station (or an accumulated 50% of any part of each year in appointment).  Acc Service personnel will receive any entitlement to the allowances in this Section at the Acc rate.  

06.0508.
Unaccompanied Personnel.    Unaccompanied (UnAcc) Service personnel will receive any entitlement to the allowances in this Section at the unaccompanied rate.

06.0509.
Child Addition.    An additional element of COLA is available for each eligible child living permanently at the overseas station.

06.0510.
Climatic Clothing Addition.    Climatic Clothing Addition is paid in certain locations (listed in INSAA) where the climate is particularly cold.  Defence Section staff are not eligible for the Climatic Clothing (Hot Posts) Allowance (see Chapter 8 Section 4).

06.0511.
Travel To and From Duty Station.    Travel to and from the place of assignment will be in accordance with the normal tri-Service regulations (see Chapter 4).

06.0512.
Travel Allowances.    Travel allowances are admissible at the appropriate local overseas rates in the following circumstances:

a.
Home to Duty Travel.    Home to Duty (Public) may be claimed by Defence Section staff (see Chapter 4 Section 13) unless an official vehicle is provided.

b.
Other Duty Journeys.    When a Service person uses a private motor vehicle for an official journey they may claim Motor Mileage Allowance in accordance with Chapter 4 Sections 3 and 6.

06.0513.
Local Overseas Allowances (LOA).    Attachés, advisers and embassy-based Service support staff overseas are ineligible for all forms of LOA as they are eligible for COLA.

06.0514.
Temporary Rent Allowance/Subsistence Allowance.    Where Defence Section staff necessarily occupies temporary accommodation immediately on arrival at the assignment station, or immediately prior to their permanent departure from post, they may claim a hotel allowance funded by the FCO for up to 6 nights/7 days.  Exceptionally, handovers at the behest of IPP-OS over and above the 6 nights/7days are to be specifically approved by the Director IPP - OS as the additional accommodation/subsistence costs fall to that budget.  Should the handover be extended by the FCO, the FCO will meet the additional accommodation costs.

06.0515.
Free Car Shipment.    In accordance with INSAA, one car may be shipped at public expense from the current assignment station to the overseas assignment station, and on completion of the assignment shipped to the next assignment station, either in the UK or overseas.

06.0516.
Local School Fees.    Where there is a requirement to pay for schooling and associated travel costs for eligible accompanying children, costs may be claimed (see Chapter 9 Sections 8 and 9).

06.0517.
Death in Service.    If the Service person dies, entitlement to the following allowances for attachés, advisers and embassy/high commission Service support staff will continue for the widowed spouse, surviving civil partner and/or dependent child(ren) until the date that they permanently leave the overseas area for which the allowances were paid: 

a. Cost of Living Addition.

b. Representational Supplement.

c. Hardship Allowance.

RATES

06.0518.
Calculation of Rates.    IPP - OS PPS staff are responsible for the calculation of allowances paid to attachés, advisers and embassy-based Service support staff overseas.  The method of calculation for the 4 allowances specifically available to this group of staff is as follows:  

a.
Cost of Living Addition (COLA).    COLA is paid to attachés, advisers and embassy-based Service support staff.  The rates stem from cost of living surveys conducted by a civilian company.  These rates are then enhanced by additional sums for telephone calls, childcare/baby-sitting, recreation and domestic help.  FCO COLA rates are assessed for 4 groups: single, married/in a civil partnership with no children, married/in a civil partnership with one child, married/in a civil partnership with 2 children.  These groups are then further divided into 7 salary bands.  Service ranks are assigned the appropriate COLA band according to salary.  Revised rates of COLA are issued every 6 months.

b.
Representational Attachment Allowance (RAA).    RAA is paid at half the rate of the FCO’s Diplomatic Service Compensation Allowance (Mobility) (DSCA(Mob)) according to rank.  DSCA(Mob) compensates for added and unforeseen expenditure resulting from a change of job, location or environment. DSCA(Mob) is calculated on a points basis.  Each point has a monetary value, which is subject to annual review (a points value for an UnAcc officer is half that of an Acc officer).  There are seven bands of DSCA (Mob), with attachés and advisers being placed in one of three bands according to their rank.  The UnAcc rate of RAA is half that of the Acc rate.  RAA ceased to be paid to all new attachés and advisers going to post on or after 1 Apr 08.
c.
Representational Supplement (Rep Supp).    Rep Supp, is derived from the FCO’s Diplomatic Service Compensation Allowance (Representation) (DSCA(Rep)) rate.  This allowance is paid to all FCO representational officers and covers such indirect costs as depreciation on clothing, household goods and transport.  There are six bands of DSCA(Rep) and each band has an Acc and an UnAcc rate.  DSCA(Rep) is made-up of three elements; transport, clothing and household goods.  Points are awarded to each of these three elements.  Each point has a monetary value, which is subject to annual review (a points value for an UnAcc officer is half that of an Acc officer).  Attachés and advisers are allocated to the appropriate DSCA(Rep) band and a paid according to the total value of points awarded.

d.
Hardship Allowance.    The locations and rates for the payment of Hardship Allowance are directly taken from the FCO Hardship Allowance list. A civilian company awards a hardship score to each FCO location.  The FCO considers that more emphasis should be placed on health and security than under the private company scheme and less on culture and  accommodation.  The FCO, therefore, weights the civilian company scorings to arrive at a hardship scoring of its own; each location is given a points score.  Hardship Allowance is calculated on a points basis.  Each point has a monetary value, which is subject to annual review.  The UnAcc rate of Hardship Allowance is half the Acc rate.

06.0519.
Rates of Allowances.    Where the rates in this Section are the same as those available to all eligible UK Service personnel, the rate is calculated as explained in the appropriate Section of this JSP.

06.0520.
Publication of Rates.    IPP - OS staff hold lists of rates, in the first instance however, individuals should apply to JPAC for a specific rate.

METHOD OF CLAIM 

06.0521.
Commencement, Change and Cessation of Eligibility.    An Arrival Report is completed by the embassy administrative staff and sent to HR Admin staff for input by JPAC, copied to IPP - OS, in respect of all attaché, advisers and embassy-based Service support staff overseas.  The Arrival Report is used by JPAC to authorise payment of the appropriate allowances until either the assignment has been completed, or a change of circumstances or rates is notified.  The impact on Allowances for Attaches, Advisers and Embassy Based Service Support Staff Overseas  payments as a result of other forms of absence can be found at Chapter 1 Section 5.

METHOD OF PAYMENT
06.0522.
Advances of Pay and Allowances.    Attachés, advisers and embassy-based Service support staff overseas may be authorised interest-free advances of up to 61 days pay to assist with their setting-up expenses.  These will be paid no earlier than 90 days before proceeding to their appointment.  The advances will be recovered direct from salary in equal monthly instalments over the first 12 months of the assignment in accordance with JSP 754 Paragraph 020505c (The Regulations for Service Pay and Charges).

06.0523.
Method of Payment.    Allowances for attachés, advisors and embassy-based Service support staff overseas will be made monthly in arrears through the Service person’s salary.
CHAPTER 6

SECTION 6

EUROPEAN UNION (EU) DAILY SUBSISTENCE

 ALLOWANCE (DSA)

GENERAL

06.0601.
Aim.    The aim of European Union Daily Subsistence Allowance (EUDSA) is to compensate United Kingdom (UK) Seconded National Experts (SNEs) (Military) personnel who are assigned to specified EU organisations for the absence of the benefits of diplomatic status (eg loss of some tax free concessions usually allowed for personnel serving overseas) and to assist with the additional costs of living in Brussels.  Articles 12, 14, 15 and 16 of Council of the EU Decision 2001/496/CFSP dated 25 June 2001, as amended by 2004/677/EC dated 24 September 2004, refer.

06.0602.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 EUDSA is non-taxable.

DEFINITIONS

06.0603.
Seconded National Experts (Military) European Union (SNE(M)EU).    For the purpose of this regulation, SNE(M)EU are UK Service personnel assigned by the UK MOD authorities to one of the EU organisations listed at paragraph 06.0605.  It should be noted that this specifically excludes personnel who are employed on Agency contracts, during which time they may be either on a sabbatical or a period of unpaid leave from the UK Armed Forces.  SNE(M)EU personnel should not be confused with personnel who are employed under terms and conditions authorised by JSP 468 (The Joint Service Manual for the Loan and Secondment of Personnel to Commonwealth and Foreign Forces).

06.0604.
Place of Recruitment.    For the purpose of this allowance, the place of recruitment for all UK Service personnel is the UK.

ELIGIBILITY
06.0605.
Eligible Service Personnel.    SNE(M)EU are eligible personnel when assigned to the following EU organisations:

a. The General Secretariat of the European Council (also known as EUMS personnel).

b. The European Commission.

c. The European Defence Agency.

06.0606.
Duration of Eligibility.    SNE(M)EU will normally be posted to an EU organisation for 3 years.  Exceptionally this may be extended by one year with the approval of the EU Council.

INELIGIBILITY

06.0607.
Ineligible Service Personnel.    Service personnel who are employed under Foreign and Commonwealth Office (FCO) Defence/Military Attaché or NATO Status of Forces Agreement (SOFA) arrangements, or those on Loan Service Terms, are not eligible for EUDSA.

ENTITLEMENTS AND NON-ENTITLEMENTS

06.0608.
Concurrent Payment of UK Service Allowances.    Unless stated to the contrary, SNE(M)EU remain eligible for UK Service allowances and entitlements in accordance with current UK Service regulations as detailed in this JSP.

06.0609.
Subsistence and Cost of Living.    SNE(M)EU personnel will receive the EUDSA established under Article 12 of Council Decision 2001/496/CFSP but not the Additional Flat-Rate Allowance established under Article 13.  SNE(M)EU personnel are ineligible for payment of the following UK Service allowances in respect of themselves and their immediate family members:

a.
All forms of Local Overseas Allowance (LOA), including LOA in respect of dependant children visiting their parents under the UK School Children's Visits arrangements.

b.
Subsistence Allowance, except in the circumstances described at paragraph 06.0612 below, and to cover the hotel accommodation costs (but not the food element) on arrival and departure from post.

c.
Home to Duty Travel (HDT) Allowances.

06.0610.
Relocation.    SNE(M)EU personnel are to avail themselves of the Removal Expenses provisions established under Article 15 of Council Decision 2001/496/CFSP.  This will have the following effect on UK relocation provisions:

a.
UK Disturbance Allowance (DA).    SNE(M)EU personnel will not be eligible for DA at either the beginning or the end of their EU assignment.

b.
Storage in UK.    Storage of furniture and other belongings in the UK at public expense will not be allowed during the EU assignment.

c.
Removals and Unaccompanied Baggage.    SNE(M)EU personnel will not usually be entitled to move their furniture and belongings to or from Brussels at public expense.  SNE(M)EU personnel are to utilise EU provisions at the start and end of their EU assignment.

06.0611.
Leave Travel.     SNE(M)EU personnel are eligible for the travel expense provisions established under Article 14 of Council Decision 2001/496/CFSP.  They are not entitled to the UK Service Get You Home (Overseas) (GYH(O)) Package (as described in Section 7 of this Chapter).

06.0612.
Official Travel and Related Expenses.    SNE(M)EU personnel are entitled to the arrangements established under Article 16 of Council Decision 2001/496/CFSP when undertaking duty travel for SNE(M)EU purposes and are not entitled to claim UK Service subsistence or travel expenses for such activities.  UK Service personnel and eligible immediate family will be entitled to normal subsistence and travel expenses for any duty travel undertaken solely in connection with UK national tasks, and medical and dental cover in accordance with existing Service regulations.  Costs associated with travel at the start and end of the EU appointment will be reimbursed under the provisions established at Article 14 of the Council Decision 2001/496/CFSP.

06.0613.
Tax Free Privileges.    There is no entitlement to the tax-free elements that are provided for NATO and other staff (eg petrol, cigarettes/cigars/tobacco, alcohol, and NAAFI facilities) for SNE(M)EU personnel.

06.0614.
NATO or FCO Allowance Package.    SNE(M)EU personnel are not eligible for the NATO or FCO allowance package.

CONDITIONS

06.0615.
Requirements.    This package is subject to the requirements that EUDSA recipients shall:
a.
Not receive any duty free privileges from the host Government.

b.
Pay UK Service accommodation charges and Contributions in Lieu of Council Tax (CILOCT) at the Grade/Type applicable to the property occupied.

c.
Pay the Daily Food Charge.

d.
Retain their normal conditions of service as a member of the UK Armed Forces but modified as set out in the paragraphs above.

06.0616.
Periods of Payment.    A Service person will receive the EUDSA throughout the period of the EU assignment only. Any pre/post assignment leave is not considered an integral part of the assignment period for allowance purposes.  Payment will not be made during periods of authorised breaks in secondment.  EUDSA will be paid during periods of annual leave and EU special leave and public holidays granted by the EU authorities.

RATES

06.0617.
Rate of EUDSA.    The EUDSA rate is set by the Council of Europe and published in the Council of Europe European Union Rules applicable to Seconded National Experts.  The current rate is also published by SP Pol P&M (Allces) in their annual Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also at Chapter 1 Section 6.


METHOD OF CLAIM

06.0618.
Documentation.    Service personnel are to present themselves to the appropriate EU Administration and Protocol office on the first day of their assignment to complete the relevant administrative formalities.  In principle, duty is taken up on the first day of the relevant month.

06.0619.
Advances.    Service personnel entitled to the EUDSA allowances may apply for an advance of up to 60 days pay to assist with initial expenditure.  Advances of pay are claimed via the unit HR admin staff at the unit prior to assignment to the EU. They will authorise the advance of pay on the JPA system. 

06.0620.
Recovery of Advances.    Advances of pay will be recovered automatically in instalments over a period not exceeding 6 months from the month in which the advance was received.

METHOD OF PAYMENT

06.0621.
Method of Payment.    The EU pays the EUDSA directly to the entitled Service person, in Euros, into a local bank account.

CHAPTER 6

SECTION 7

GET YOU HOME (OVERSEAS)

GENERAL

06.0701.
Aim.    The aim of Get You Home (Overseas) (GYH(O)) is to reduce the separation of eligible personnel from close family, friends and UK lifestyle that results from an overseas assignment for periods of 12 months or more.  This is achieved by assisting towards the costs of one return journey to the UK per assignment-year per eligible person.

06.0702.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 GYH(O) is non-taxable.

DEFINITION

06.0703.
Qualifying GYH(O) Leave Addresses.    GYH(O) journeys are restricted to the UK address of any of the following:

a. A registered Next-of-Kin/Emergency Contact.

b.
A parent/guardian or close blood relative.

c.
A parent/guardian or close blood relative of the Service person’s spouse/civil partner.

d.
A fiancé(e), intended civil partner or long standing friend.

e.
A residence where the Service person has established a home.

ELIGIBILITY

06.0704.
Eligible Service Personnel.    All Service personnel who are permanently assigned to an overseas station and who have an expectation of serving for at least 12 months in that country are eligible for GYH(O).  For Reserve personnel, this eligibility is unlikely to extend beyond Full Time Reserve Service (Full Commitment) (FTRS (FC)), FTRS (Limited Commitment) (LC) and Mobilised Personnel.  In addition, any spouse/civil partner and/or dependant child(ren) accompanying the Service person on the overseas assignment will also be entitled to GYH(O) when travelling with the Service spouse/civil partner (but see paragraph 06.0705a).

INELIGIBILITY

06.0705.
Ineligible Service Personnel.    The following personnel are ineligible for GYH(O):


a.
Service personnel who are in receipt of School Children’s Visits to the overseas country for a child, will not be eligible to claim a GYH(O) journey for that child.

b. Service personnel serving overseas who have a separate entitlement to a return journey to UK for themselves and their families as part of their terms and conditions (eg Loan Service and EUMS personnel).

c.
Reserve Forces personnel who are locally recruited overseas for Service in the overseas Theatre (eg FTRS(LC) or (HC)), whose established home is in the overseas Theatre.

ENTITLEMENT

06.0706.
Annual Entitlement.    The entitlement is one return journey for each eligible Service person and each eligible member of their immediate family travelling with them (but see paragraph 06.0715) from the overseas duty station or Residence at Work Address (RWA), to the UK qualifying GYH(O) leave address for each 12 months overseas (ie one assignment year).  Periods of less than 12 months will not qualify for GYH(O).

06.0707.
Commencement of Entitlement.    Entitlement to GYH(O) commences from the date the Service person reports for duty in the overseas country.  Entitlement to GYH(O) will not commence during any period of leave taken in the overseas country prior to the assignment reporting date.

06.0708. 
Cessation of Entitlement.    The entitlement to GYH(O) for the Service person will cease on the last day of duty in the overseas country.  The immediate family entitlement will cease from the date the immediate family departs the overseas assignment location, or the date of the Service person's last day of duty overseas, whichever is the earlier.

06.0709.
Consecutive Overseas Tours.    In the event of consecutive qualifying assignments to the same or different overseas countries, entitlement to GYH(O) for the first one will cease on the Service person's last day of duty and commence for the second from the reporting date of the new assignment.  Each overseas consecutive assignment is to be treated entirely separately for the purposes of this allowance.

06.0710.
Personnel Short Toured.    If the Service person is unexpectedly short-toured for Service reasons, including medical or compassionate circumstances, and consequently does not complete the full assignment year, the cost of any GYH(O) journeys already undertaken will not be recovered.  In the event that a journey has been booked, but not undertaken, this journey may still take place and costs can be reclaimed as allowed for in this Section.  However, if the Service person has received an Assignment Order giving formal, advance notification of the premature end of the overseas assignment (or voluntarily prematurely ends the assignment) and the assignment year will not be completed by the time they leave the country, no GYH(O) travel will be permitted for the remainder of that assignment.

06.0711.
PVR.    If a Service person submits an application to PVR, entitlement to GYH(O) will only be permitted where the approved discharge date falls beyond the end of the assignment year.  Personnel seeking PVR, who are granted a discharge date within the assignment year, will forfeit any further entitlement to GYH(O) travel.

06.0712.
Terminal Leave.    GYH(O) journeys will not be permitted during any period of a Service person’s Terminal Leave.

06.0713.
Service Couples.    Service personnel married to, or in a registered civil partnership with, another Service person and where both are assigned overseas (not necessarily at the same location), will each be entitled to GYH(O) in their own right from their country of assignment to the UK.  Entitlement is therefore limited to one GYH(O) journey to the UK per assignment year per eligible Service person.  Eligible children of Service couples are only entitled to one GYH(O) journey per assignment year.

06.0714.
Death in Service.    If the Service person dies whilst assigned overseas, entitlement to GYH(O) for any surviving previously eligible immediate family members will cease immediately.  Alternative provision is made for repatriation in such circumstances (see JSP 751 - Joint Casualty and Compassionate Policy and Procedures - Chapter 11).
06.0715.
GYH(O) Travel by the Immediate Family Without the Service Person.    There may be occasions when the Service person is unable to accompany eligible immediate family members to the UK for family or Service reasons.  In such circumstances, GYH(O) entitlement may be split over 2 journeys provided the travel is to the same qualifying leave address. However, where this incurs additional terminal travel costs, above those that would have been incurred had the family members travelled together, only one refund of terminal travel costs will be paid.
CONDITIONS 
06.0716.
Leave.    A leave application is to be submitted to cover the full period of the GYH(O) journey.

06.0717.
Carry Forward of GYH(O) Entitlement.    In normal circumstances there will be no scope for the carry forward of GYH(O) from one assignment year to the next.  Where it is considered that there are exceptional circumstances (eg consecutive operational deployments) a case should be submitted by the affected Service person to their unit CO for his/her personal authorisation.  A copy of the CO’s personal authorisation should be copied to the unit HR admin staff to authorise them to adjust the Service person’s GYH(O) journey balance on the JPA system.   
06.0718.
Non-British Passport Holders.    Service personnel who hold non-British passports and are assigned overseas may use their GYH(O) entitlement to contribute towards the cost of a standard economy return flight to their country of domicile up to a maximum of the GYH(O) allowance for the country in which they are stationed.  A Service person’s entitled immediate family will also be able to use their GYH(O) allowance in this way.  Service personnel may not use GYH(O) in the same 12 monthly period as DOMCOL (JSP 760 – Tri-Service Regulations for Leave and Other Types of Absence refers).
06.0719.
Reverse Travel.    Service personnel based overseas may not transfer their GYH(O) entitlement to allow visits to the overseas duty station as this is inconsistent with the aim of this allowance (see paragraph 06.0701).
METHOD OF TRAVEL 

06.0720.
Travel Arrangements.    Personnel are responsible for their own travel arrangements.  Service flights (other than as in paragraph 06.0721b) are not normally to be used for GYH(O) travel.  Where however an Air Trooping (AT) flight is available, and the Service person and their accompanying immediate family wish to use the AT flight, they may do so. In these circumstances no refunds will be made for the air travel but terminal travel refunds in accordance with paragraph 06.0722 may still be claimed. Rail warrants are not to be issued for GYH(O) journeys.  Depending on the methods of travel used for the GYH(O) journey, refunds of actual expenses are permitted within the financial reimbursement limits explained at paragraph 06.0721.

REIMBURSEMENT LIMITS

06.0721.
Reimbursement Limits - Flights.    Eligible Service personnel will be reimbursed as follows:

a.
Civil Air Flights.    Service personnel will be reimbursed the actual costs for the civil air fares for a standard economy return flight to the UK, up to the published MOD Flight Allowance for the embarkation country multiplied by the number of eligible immediate family members travelling.

b.
Service Flights.    Where Service flights are provided because there is no reasonable alternative (eg Falkland Islands and the Ascension Islands) or where the Service person and their accompanying immediate family choose to take an available AT flight (see paragraph 06.0720), there will be no cost to the Service person for the flight and hence no refund for this element of the GYH(O) journey.  A specific additional MOD Flight Allowance will be published for Diego Garcia to cover the cost of the US Air Force Charter aircraft to Singapore when used for GYH(O) travel.

c.
Indulgence Flights.    Service personnel who arrange indulgence passage flights for GYH(O) travel will be paid the actual costs of their Service indulgence flights.  Where the lack of seat availability means a full civil airfare is required to complete the journey, the actual cost of the journey, up to the published MOD Flight Allowance for the embarkation country multiplied by the number of eligible immediate family members travelling, will be refunded.

06.0722.
Reimbursement Limits - Terminal Travel.   Reimbursement for terminal travel may be made as follows:

a.   Where the terminal travel is made by rail, hire vehicle, civil air, bus coach or taxi, or a combination of any of these forms of transport, the refund of actual terminal travel costs in both the country of embarkation and in the UK will be made within the following reimbursement limited.  Reimbursement will be limited to the value of the notional return road journeys between the duty station and the local international airport of embarkation, and between the UK arrival airport and the qualifying address, at the Motor Mileage Allowance (MMA) UK Converted Leave Rate (CLR) multiplied by the number of eligible immediate family members travelling.  For example, where the Service person and 3 eligible immediate family members travel, the terminal travel entitlement will be capped at 4 times the MMA at UK CLR for the notional road return terminal travel at each end of the GYH(O) journey.

b.   Where the terminal travel is made by private car (but see paragraph 06.0723 below) reimbursement will be 1 x MMA at CLR (regardless of number of family members travelling) for the actual return journey(s) between the duty station and the local international airport of embarkation, and/or between the UK arrival airport and the qualifying address.

06.0723.
GYH(O) Journeys Undertaken by Road, with a Ferry/Eurotunnel or Eurostar Crossing, in lieu of Air.    For those serving in mainland Europe, GYH(O) journeys may be undertaken by motor vehicle and ferry/Eurotunnel or Eurostar.  For those wishing to undertake GYH(O) travel in this manner, the costs to be refunded are the lesser of the following:

a. MMA at UK CLR rates for the return journey between the duty station and the UK leave address plus the actual costs for the ferry/Eurotunnel or Eurostar element of the journey; or,

b. The published MOD Flight Allowance for the embarkation country multiplied by the number of eligible personnel travelling plus the MMA at UK CLR rates for the notional return road journey between the duty station and the nearest international airport of embarkation and the notional return journey between the UK arrival airport and the qualifying leave address.  For this method of travel the terminal travel element is not to be multiplied by the number of eligible immediate family members travelling as it is assumed they will all be in the same vehicle.

For example, where the Service person and 3 eligible immediate family members travel by car and Eurotunnel they will be entitled to actual costs for the car and Eurotunnel fare(s) plus fuel costs up to the total of 4 times the MOD Flight allowance, plus terminal travel for the notional return journey between the duty station and the nearest international airport of embarkation and the notional return journey between the UK arrival airport and the qualifying leave address at MMA at UK CLR rates.  Costs incurred for congestion charges or parking during such journeys are not admissible.  Additional MMA is not admissible for any longer distance necessary to detour round the congestion charge zone.
ADVANCES OF GYH(O) EXPENSES

06.0724.
Advances.    Service personnel eligible to claim GYH(O) may claim an advance of up to 100% of the anticipated GYH(O) entitlement for themselves and their accompanying eligible immediate family members.  The advance must be cleared by claiming for the GYH(O) journey travel costs on an Expenses Claim within 30 days of the anticipated return from the period of leave for which the GYH(O) advance was paid.  If not cleared by the Service person within those 30 days the advance will be recovered from the Service person’s salary.

RATES

06.0725.
MOD Flight Allowance Rates.    The MOD Flight Allowances are calculated by SP Pol P&M (Allces) based upon an average of economy class airfares obtained from Expedia three times per year – Summer, Christmas and Easter. The flight route used is from the overseas location to the UK and prices are sourced from the internet one month prior to the date selected as the date of travel.  Where there are a number of international airports within a specific country, the average of the rates for return travel from those airports to the UK is the rate for that country.  SP Pol P&M (Allces) publish the MOD Flight Allowances for each country in their annual Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current MOD Flight Allowances are also at Chapter 1 Section 6
METHOD OF APPLICATION/CLAIM

06.0726.
Method of Application/Claim.    Applications for GYH(O) journeys should be made by the Service person using the JPA on-line self-service system.  Claims for refunds of GYH(O) entitlement travel costs will be paid retrospectively following the submission of a claim using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.    Claims are normally to be submitted within 14 days of completion of the GYH(O) journey in order to ensure that costs are attributed to the correct assignment year.  Service personnel are required to retain evidence of their travel expenditure for their own and their immediate family’s GYH(O) journey to substantiate their claims.  Such evidence, which may be travel tickets or similar documentation, is to be retained for a minimum of 24 months from the date of submission of the claim and produced for audit as required.  Where an advance has been issued, a claim will clear the advance, up to the value of the claim.

METHOD OF PAYMENT

06.0727.
Method of Payment.    All Expenses Claim entitlements for GYH(O), irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 6

SECTION 8

GET YOU HOME (ISLANDS)

GENERAL

06.0801.
Aim.    The aim of Get You Home (Islands) (GYH(Islands)) is to assist those Service personnel permanently assigned to the Islands, with the cost of returning frequently to their Family Home or Privately Maintained Property in the UK.  The support provided also enables those eligible to receive respite from the Islands.

06.0802.
Composition of GYH(Islands).    GYH(Islands) comprises 2 elements:

a.
A Service-arranged ticket/warrant for the cross-water journey; and

b.
A daily allowance based on GYH Travel rates for the Island and UK mainland elements of the journey. 

06.0803.
Income Tax and National Insurance Contributions (NICs).   In accordance with ITEPA 2003 Section 296  GYH(Islands) is non-taxable.  

DEFINITIONS

06.0804.
Islands.    For the purpose of GYH(Islands), the Islands are defined as those within the UK Theatre and include the Scottish Outer Isles, the Channel Islands, the Isle of Man, the Isle of Wight, and all other British Islands within UK mainland waters, but excluding NI.

06.0805.
Qualifying Residence.    The Qualifying Residence must be in the UK and is either a Family Home or a Privately Maintained Property, as defined at Chapter 1 Section 2.
ELIGIBILITY

06.0806.
Eligibility for those Permanently Assigned to the Islands.    All Service personnel permanently assigned to the Islands will be eligible to claim GYH(Islands) provided that individuals were already in post in a qualifying location on 2 August 2010 and:
a.
They have a Qualifying Residence more than 50 miles or 90 minutes travelling time from their Island duty station; and  

b.
The nature of their duties permits them to travel to their Qualifying Residence at weekends or during normal stand down periods and periods of leave.

For Reserve personnel, this eligibility does not extend beyond Full Time Reserve Service (Full Commitment) (FTRS (FC)), FTRS (Limited Commitment) (LC), Non-Regular Permanent Staff (NRPS), Additional Duties Commitment (ADC) and Mobilised Personnel.  Where a Service person considers that their duties, the travel to work time, the cost of daily travel or other local circumstances preclude them from occupying a Qualifying Residence which is within 50 miles or 90 minutes travelling time of the duty location, they may seek exceptional authority to claim GYH(Islands) from the SPVA Pay and Allowances Casework Cell (PACCC).  The SPVA PACCC will consider each case on its merits.

06.0807.
Mid-Assignment Change of Qualifying Residence.    If a Service person’s Qualifying Residence changes during a permanent assignment to the Islands, the Service person must notify their unit HR admin staff of the change and they will then reassess the GYH(Islands) entitlement.

06.0808.
Temporary Assignments Elsewhere within the UK.    Service personnel sent temporarily on duty from the Islands for less than 10 days will retain GYH(Islands).  Those temporarily absent from the Islands on duty for more than 10 days to elsewhere within the UK will cease to be entitled to both elements of GYH(Islands) but will normally become entitled to GYH Travel (see Chapter 5 Section 2) from the temporary assignment location elsewhere in the UK to a Qualifying Residence.  They will not be eligible for concurrent payment of Longer Separation Allowance (LSA) (see Chapter 5 Section 1).

06.0809.
Temporary Assignments to Overseas Locations.    Service personnel temporarily assigned overseas for periods of less than 10 days will retain GYH(Islands) and have no entitlement to LSA.  Those temporarily assigned from the Islands to overseas stations for periods exceeding 10 days will be eligible for LSA from Day 1 of the temporary assignment and, therefore, entitlement to both elements of GYH(Islands) will cease from the same day.  

INELIGIBILITY

06.0810.
Ineligible Service Personnel.    Service personnel are ineligible for GYH(Islands) when:

a.
They travel daily between their Qualifying Residence and their Island duty station.

b.
They are able to travel daily between a temporary UK mainland assignment station and their Qualifying Residence (but see paragraph 06.0806).
c.
The nature or location of the duty precludes travel at weekends; in these circumstances, LSA would normally apply (see Chapter 5 Section 1).

d.
They are in receipt of LSA or GYH Travel.

e.
They are in a designated On The Road (OTR) posts where they have elected to claim LSA for the duration of their assignment (see Chapter 5 Section 1).

f.
They are in receipt of GYH(Seagoers), but see paragraph 06.0819.
g.
They are Seagoing personnel alongside in an Island port.

h.
They are detached from the Islands to participate in sponsored or organised recreational activities, sport, expedition or adventurous training, although where instructing on an activity forms part of the Service person’s primary duties (eg PTI) payment will be authorised.  Similarly, where a Service person undertakes recreational activities as part of the Individual Resettlement Preparation element of Graduated Resettlement Time, payment will be authorised.

i.
They are Reserve personnel who are locally recruited or whose normal place of residence is on the Island on which they are serving.

j.
University, medical or dental cadets and Foundation Year 1&2 Doctors.

ENTITLEMENT

06.0811.
GYH(Islands) Entitlements - 24 Journeys.    The following eligible Service personnel will be paid both elements of GYH(Islands) to assist towards the cost of 24 return journeys per year from their permanent assignment Island station to their Qualifying Residence on the UK mainland: 


a.
All unaccompanied (UnAcc) Service personnel serving on the Islands;

b.
All those, irrespective of PStat Cat, with Privately Maintained Property in the UK who opt to maintain it for the duration of a tour in the Islands.  For accompanied (Acc) personnel, there is no additional entitlement for their accompanying immediate family members.

06.0812.
GYH(Islands) Entitlements - 8 Journeys.    All eligible single personnel permanently assigned to the Islands who do not have a Privately Maintained Property in the UK will be paid both elements of GYH(Islands) to assist towards the cost of 8 return journeys per year. Their journeys will cover travel from their permanent Island duty station to an address on the UK mainland which they must nominate at the start of their assignment to the Islands from the addresses of the following list of individuals:  

a. 
A registered Next-of-Kin/Emergency Contact.


b.
A parent/guardian or close blood relative.

c. 
A parent/guardian or close blood relative of the Service person’s spouse/civil partner.

d.
A long standing friend or fiancé(e).

e. 
A residence where the Service person has established a home.

Note: ThIS entitlement to 8 journeys for single personnel who do not have a qualifying property ON THE UK MAINLAND is currently under review.  FURTHER ENTITLEMENT DETAILS WILL BE NOTIFIED IN DUE COURSE.

06.0813.
Composition of Entitlement.    Those who meet the eligibility criteria for GYH(Islands) will receive their entitlement as a Service arranged cross-water journey (warrant) plus a mileage-based daily allowance combination.  The detailed entitlements are as follows:

a.
Eligible Service Personnel Permanently Assigned to an Island Location Where Flight Travel Options are Limited.    Where Island to UK mainland travel is limited to one flight route the eligible Service person will receive:

(1)
24 or 8 (see paragraphs 06.0811 and 06.0812) return Service arranged flights per year from the Island airport to the sole UK mainland airport,

plus,

(2)
A daily GYH Travel payment for the total distance from the Island duty station to the Island airport and from the UK mainland airport to the UK Qualifying Residence.  

Where the entitlement is 24 Journeys per year, the GYH Travel daily allowance will be paid at the GYH Travel rates.  Where the entitlement is 8 Journeys per year, the GYH Travel daily allowance will be paid at one third of the GYH Travel rates.
b.
Eligible Service Personnel Permanently Assigned to an Island Location Where Various Flight Travel Options are Available.    Where various Island to UK mainland flight travel options are available the eligible Service person will receive:

(1)
24 or 8 (see paragraphs 06.0811 and 06.0812) return Service arranged flights per year from the Island airport to the UK mainland airport closest to the UK Qualifying Residence,

plus,

(2)
A daily GYH Travel payment for the total distance from the Island duty station to the Island airport, and from the UK mainland arrival airport to the UK Qualifying Residence.  

Where the entitlement is 24 Journeys per year the GYH Travel daily allowance will be paid at the GYH Travel rates.  Where the entitlement is to 8 warrants per year, the GYH Travel daily allowance will be at one third of the normal GYH Travel rate.

c.
Eligible Service Personnel who opt to Travel by Means Other Than Air.    Where eligible personnel opt to travel by car and ferry as an alternative to air travel, the actual cross water travel costs for the eligible Service person and their vehicle (but not other passengers) will be refunded up to the cost of the appropriate Service arranged airfare(s).  They will also be paid the GYH Travel daily allowance for the terminal travel at each end of the journey at the appropriate rate.  For administrative ease, those who opt to travel by means other than air are expected to travel by the alternative means for each GYH(Islands) journey they make.

d.
Eligible Service Personnel Permanently Assigned to the Islands with a Qualifying Residence on Another Island.    Eligible personnel will receive 24 or 8 (see paragraphs 06.0811 and 06.0812) return Service arranged flights per year from the assignment Island airport to the airport closest to the Qualifying Residence, via a UK mainland airport if necessary, plus a daily GYH Travel payment for the total distance from the Island duty station to the Island airport and from the arrival airport to the Qualifying Residence.  Where the entitlement is 24 Journeys per year the GYH Travel daily allowance will be paid at the GYH Travel rates.  Where the entitlement is to 8 journeys per year, the GYH Travel daily allowance will be at one third of the normal GYH Travel rate.  The GYH Travel daily allowance will be paid at the GYH Travel rates.

06.0814.
Commencement of Entitlement.    Entitlement to GYH(Islands) commences on the first day of the qualifying permanent duty assignment to the Island.  If the Service person elects to travel to a GYH(Islands) qualifying assignment in advance of the date required of them by the Service, entitlement will be reckoned from the day on which the Service person is required to report for duty.

06.0815.
Continuation of Entitlement.    Once an entitlement is established, GYH(Islands) will continue to be paid during:

a.
Any period of sick leave spent at the qualifying permanent assignment Island duty station.

b.
Any period not exceeding 9 days spent as an in-patient, following admission to hospital in the UK.

c.
Any period of sick leave not exceeding 9 days spent at a Service person’s Qualifying Residence.

06.0816.
Cessation of Entitlement.    The daily element of GYH(Islands) will cease to be paid during:

a.
Any period of 10 days or more spent as an in-patient, following admission to hospital, retrospective to the first day of the hospitalisation.

b.
Any period of sick leave of 10 days or more spent at any location away from the permanent assignment Island station, retrospective to the first day of the period of sick leave.

c.
Any period of temporary duty away from the Islands of 10 days or more, retrospective to the first day of absence.

d.
Any period when pay is not in issue, or is subsequently recovered retrospectively.
e.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to GYH(I) is appropriate.

06.0817.
Reduction of Entitlement.    The Service arranged journey element will be reduced at a rate of 2 journeys for each 30 days (for those eligible under paragraph 06.0811) or 1 journey per 45 days (for those eligible under paragraph 06.0812) spent away from the Islands.  The daily GYH Travel payments will cease from Day 1 of any of the cessation periods outlined at paragraph 06.0816.
CONDITIONS

06.0818.
Service Couples.    If either spouse/civil partner in a marriage/civil partnership (PStat Cat 1s/5s) are not collocated but both occupy SLA or Substitute Service Single Accommodation (SSSA) at their respective permanent duty stations, the accommodation occupied by the 1s spouse/civil partner will be designated the Service couple’s family home.  Where however the Service couple own or rent a property in which they would normally reside, except when unable to do so for Service reasons, this property may be classed as the family home for the couple and each may claim GYH(Islands) to that property provided all of the eligibility criteria are met.

06.0819.
Claiming GYH(Islands) with other Allowances.    GYH(Islands) may not be paid concurrently with LSA or GYH Travel.  GYH(Islands) claimants automatically forfeit any entitlement to Respite Journeys (Remote Locations) and have no entitlement to accumulate GYH(S) journeys during their Island assignment.  Where a Service person uses GYH(S) journeys accrued in their previous assignment during the initial period of an Island permanent assignment, only one GYH(S) journey may be used in a 15 day period and only after a GYH(Islands) journey has been undertaken.

06.0820.
Land Travel Element of GYH(Island) Journeys.    Personnel will be responsible for arranging and funding their own travel arrangements for the land element of GYH(Islands) Journeys.

06.0821.
Carry Forward of GYH(Island) Journeys.    No GYH(Island) Journeys can be carried forward into the next entitlement year.

RATES

06.0822.
Rates of GYH(Islands).    The GYH Travel rates paid for the land travel element are calculated by SP Pol P&M (Allces) using the methodology outlined in Chapter 5 Section 2.  The current GYH Travel rates are at Chapter 1 Section 6.  The cross-water elements of GYH(Islands) journeys are met by a Service provided flight ticket/warrant to meet the full-cost of that element.  If instead they elect to use some other form of transport, other than air, the rate payable will be actual costs capped at the Service airfare cost. 

METHOD OF APPLICATION/CLAIM

06.0823.
Method of Application/Claim.    Applications for GYH(Islands) Journeys should be made by the Service person using the JPA on-line self-service system.  The cross water element of GYH(Islands) entitlement is provided by Service arranged flight/ticket/warrant or by a refund of actual non-flight travel costs up to the costs of the flight entitlement.  Claims for non-flight travel costs will be processed via the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  
METHOD OF PAYMENT 

06.0824.
Method of Payment.    The total land travel at both ends of the journey is paid at the appropriate daily GYH Travel rate (full or 1/3rd) through the Service person’s salary.  All Expenses Claim entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 6

SECTION 9

RESPITE JOURNEYS (REMOTE LOCATIONS)

GENERAL

06.0901.
Aim.    The aim of Respite Journeys (Remote Locations) (RJ(RL)) is to provide assistance towards the cost of journeys made by Service personnel and their accompanying immediate family in order to achieve respite from locations that are remote or inhospitable.

06.0902.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 RJ(RL) are non-taxable for all journeys by Service personnel and for the journeys of immediate family based overseas (eg Norway).  Journeys by immediate family based in the UK attract a liability for Income Tax and NICs.  Night Subsistence for Service personnel and their families based in the UK also attracts a liability for Income Tax and NICs.  The Income Tax and NICs will be met by MOD and paid by SPVA under PSA.

ELIGIBILITY

06.0903.
Eligible Personnel.    All Regular Service personnel, irrespective of PStat Cat, who are permanently assigned (ie for a period of more than 6 months) to a unit designated by SP Pol P&M (Allces) as meriting provision of respite travel, are eligible for RJ(RL).  In addition, any accompanying immediate family on the assignment will have entitlements to RJ(RL).

06.0904.
Reserve Forces Personnel.    Full Time Reserve Service (Full Commitment) (FTRS (FC)), FTRS (Limited Commitment) (LC), Non-Regular Permanent Staff (NRPS), Additional Duties Commitment (ADC) and Mobilised Personnel who move on assignment to a designated RJ(RL) area for a period of 6 months or more will be eligible for RJ(RL) in line with their Regular counterparts.

INELIGIBILITY

06.0905.
Ineligible Personnel.    Children who attend Boarding or Day School and whose parents receive Service Education Allowances, including those eligible for School Children’s Visits and Guardian’s Allowance, are ineligible for RJ(RL).

06.0906.
Concurrent Payment with Get You Home (Islands) (GYH(Islands)).    Service personnel claiming GYH (Islands) will be ineligible for RJ(RL).

ENTITLEMENT

06.0907.
Areas of Entitlement.    COs seeking RJ(RL) entitlements for their location may seek approval from SP Pol P&M (Allces) via their chain of command and the SPVA Pay and Allowances Casework Cell (PACCC).  The current authorised locations and their approved RJ(RL) entitlements are listed below:

a. Scottish Outer Isles.    Four return journeys per eligible person per assignment year.  One journey to be issued for every 3 months completed in the Islands.

b.
Norway.    Those assigned to military locations in Norway that lie north of the Arctic Circle are entitled to one return journey per eligible person to be taken during the winter months (Oct - Mar) subject to 3 months having been completed in the designated area of Norway prior to the journey.
Within these locations, entitlement is calculated on the expected assignment period.  Personnel on Permanent Joint Headquarters (PJHQ) sponsored overseas Operations/Exercises, overseas UN Operations and those serving in other areas defined in the Deployment Welfare Package (Overseas) (DWP(O)) (eg the Falkland Islands and BF BIOT, Diego Garcia), will be entitled to specific targeted respite in accordance with the DWP(O).
06.0908.
Commencement of Entitlement.    Entitlement to RJ(RL) commences for Service personnel and entitled immediate family from the date the Service person reports for duty at the designated RJ(RL) location.  RJ(RL) cannot be used during any period of leave taken in theatre prior to taking up post or during leave immediately following the end of the assignment.

06.0909.
Cessation of Entitlement.    Entitlement to RJ(RL) for the Service person will cease on the last day of the assignment.  The immediate family entitlement will cease from the date the immediate family leaves the location or on the last day of the Service spouse's/civil partner’s assignment, whichever is the earlier.

06.0910.
Use of RJ(RL).    RJ(RL) are to be issued in accordance with the entitlements at paragraph 06.0907 and are not to be issued in advance of the requisite qualification period.  Journeys are to be used in the time-scale designated and are not to be carried forward unless the CO is satisfied that, for Service reasons, the journeys could not be used in the time frame and the need for a recreational or welfare break from the environment still exists.  For example, a Service person sent from the Scottish Outer Isles to the mainland on a 2-month training course would lose entitlement to one journey as the Service person has already had the respite from the isolated environment that RJ(RL) seeks to provide.  Temporary absence of the Service person will reduce entitlement as follows:

a. Scottish Outer Isles.    Temporary absence of 2 consecutive months reduces entitlement by 1 return journey.

b. Norway.    Temporary absence of 2 consecutive months between Oct-Mar removes the entitlement for that assignment year.

Temporary absence of the Service spouse/civil partner does not affect RJ(RL) entitlement for accompanying immediate family, provided they remain in residence at the qualifying location during the temporary absence of the Service spouse/civil partner.  Whilst the Service person and immediate family will normally be expected to travel together when taking a RJ(RL) entitlement, separate journeys may be taken when the Service person is unavailable to travel for Service reasons or when the Service person’s RJ(RL) entitlement is less than that of their immediate family due to absences from the duty station.

CONDITIONS

06.0911.
Methods of Travel and Routes.    The primary mode of travel is to be by pre-booked economy air to a nominated airhead.  Destinations deemed to meet the recreational/respite needs of the majority at each location are as follows:

a. Benbecula: Glasgow or Inverness.

b. Shetland Isles: Aberdeen, Edinburgh, Glasgow, Inverness or Wick.

c. Isle of Lewis: Glasgow or Inverness.

d. Orkney Islands: Aberdeen or Inverness.

e. Norway: Oslo.

06.0912.
Alternative Mode of Transport to Air Travel.    Reimbursement of the cost of hire cars or any other mode of transport (eg ferries) may be authorised only if it represents an appropriate alternative and cheaper method of travel to the authorised destination.  Any lower cost options authorised would include only the cost of the direct travel to and from the authorised destination, subject to the overall cost not exceeding the cost of the basic entitlement to a return economy airfare and, where appropriate, (see paragraph 06.0913) associated accommodation costs.  Claims will be capped at the cost of the cheapest economy airfare available at the time the journey is authorised.  The cost of the airfare is to be established by the appropriate Government Procurement Card (GPC) holder at each location.

06.0913.
Accommodation and Other Costs.    In recognition of the particular challenges of travelling from the Scottish Outer Isles, where ferry journeys are long and air options are extremely limited, personnel may claim up to 3 night’s Night Subsistence (NS) in addition to the air or road/ferry costs per return journey.  Personnel are required to make use of the Defence Hotel Reservation Service (DHRS) when booking accommodation and are to book standard accommodation based on Bed & Breakfast rates only.  Costs over and above the standard charge for an appropriately sized room (eg bookings for superior or executive rooms are considered inappropriate) are to be met by the claimant, as are all additional costs such as other meals, mini bar, telephones and newspapers.
06.0914.
Inadmissible Costs.    Package type deals, recreational vehicle hire, tours, helicopter trips and other sightseeing tours are not permitted under RJ(RL).  Unit HR admin staff will be required to ensure that journeys issued and reimbursement of any authorised NS costs comply with the spirit of these regulations, which demand propriety at all times.

06.0915.
Combination of Travel Entitlements.    RJ(RL) journeys may not be combined with other travel entitlements (eg GYH Travel) to fund travel by the Service person and their immediate family beyond the designated city or town detailed at paragraph 06.0911.

06.0916.
Death in Service.    If the Service person dies whilst assigned to an authorised location, entitlement to RJ(RL) for any surviving previously eligible immediate family will continue for those occupying Service Families’ Accommodation (SFA) or Substitute Service Families’ Accommodation (SSFA) in the authorised location, until they vacate the SFA/SSFA.  However, entitlement for those living in privately owned or rented property in the authorised location will cease from the day following the Service person’s death. 
RATES

06.0917.
Calculation of Rates.    The full cost of the RJ(RL) is met by a Service provided flight ticket/warrant.  If the Service person and/or their immediate family are unable to travel by air (eg for medical reasons) they will be refunded the full actual cost of their alternative means of travel.  If the Service person elects for personal reasons to use a form of transport, other than air, the rate payable will be actual costs that are capped at the Service cost of the airfare.  Where accommodation is authorised (see paragraph 06.0913), entitlements to NS are calculated in accordance with Chapter 3 Section 1.

METHOD OF APPLICATION/CLAIM

06.0918.
Method of Application/Claim.    Applications for RJ(RL) should be made by the Service person using the JPA on-line self-service system.   Administration of RJ(RL) will be completed by unit HR admin staff in accordance with JPA procedures.  Claims for any eligible non-warrant actual costs of RJ(RL) will be made via the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  
06.0919.
HM Revenue and Customs (HMRC) Reporting Requirements.    In order to comply with HMRC taxation requirements, all travel provided by Service arranged flight ticket/warrant undertaken by the immediate family under the RJ(RL) Scheme from the Scottish Outer Isles is to be recorded by the unit HR admin staff.  Unit HR admin staff are to submit a consolidated return, as at 31st March each year, in the format at Annex A to SPVA PACCC Recoveries and Writes-Off, Mail Point 600, APC Glasgow.  SPVA will use the information provided to meet the PSA liabilities.

METHOD OF PAYMENT 

06.0920.
Method of Payment.    All Expenses Claim entitlements, irrespective of whether they have been claimed using the Expenses Claim on-line system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

Annex:

A.
Record of RJ(RL) Journeys from the Scottish Outer Isles and Accommodation that Incur Income Tax and NICs Liabilities.

RECORD OF RJ(RL) JOURNEYS FROM THE SCOTTISH OUTER ISLES AND ACCOMMODATION THAT INCUR INCOME TAX AND NICs LIABILITIES

Please refer to the notes below before completion.

	NAME OF RECIPIENT

(a)
	RANK 

(b)
	SERVICE NUMBER

(c)
	NI NUMBER

(d)
	BUDGET UIN

(e)
	DATE PAYMENT AUTHORISED

(f)
	AMOUNT REIMBURSED (£)

(g)

	
	
	
	
	
	
	


(Use continuation sheets as necessary)

NOTES:

1.
Travel costs of the Service person are not taxable and should not appear on the return.

2.
Travel costs of the immediate family are to be included, as well as ALL accommodation costs.  Total costs are to be attributed against the Service person – there is no requirement to record immediate family members separately.

3.
The difference between single and family ferry and toll fees are to be included only when it results in an increased cost.

I certify that the above return details the costs of all family travel undertaken from the Scottish Outer Isles under RJ(RL) for the Financial Year __/__.

SIGNED: ___________________________
APPOINTMENT: _____________

NAME: ____________________________
UNIT: __________________________

RANK: ____________________________
DATE: _______________

CONTINUATION SHEET - RECORD OF RJ(RL) JOURNEYS FROM THE SCOTTISH OUTER ISLES AND ACCOMMODATION THAT INCUR INCOME TAX AND NICs LIABILITIES

	NAME OF RECIPIENT

(a)
	RANK 

(b)
	SERVICE NUMBER

(c)
	NI NUMBER

(d)
	BUDGET UIN

(e)
	DATE PAYMENT AUTHORISED

(f)
	AMOUNT REIMBURSED (£)

(g)

	
	
	
	
	
	
	


CHAPTER 6

SECTION 10

NORTHERN IRELAND JOURNEYS

GENERAL
06.1001.
Aim.    The aim of Northern Ireland (NI) Journeys is to provide assistance with the cost of return journeys from NI to GB made by Service personnel and any accompanying eligible immediate family in order to achieve respite from the additional pressures and restrictions placed on them in NI.

06.1002.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 NI Journeys are non-taxable for Service personnel.  Journeys by the immediate family within this allowance attract a liability for Income Tax and NICs.  The Income Tax and NICs will be met by MOD and paid by SPVA under PSA.
ELIGIBILITY

06.1003.
Eligible Personnel.    All Regular Service personnel and Mobilised Reserves serving on the permanent strength of a resident unit in NI, excluding roulemont units, are eligible for NI Journeys.  (See paragraph 06.1008 for Service women on Ordinary Maternity Leave (OML)).  NI Journeys are only available to those eligible Service personnel and their accompanying immediate family who are proceeding on, or returning from, leave.

INELIGIBILITY

06.1004.
Ineligible Personnel.    The following are ineligible for NI Journeys:

a.
Children for whom School Children’s Visits (SCVs) are claimed are ineligible to receive NI Journeys.


b.
Service women on Additional Maternity Leave (AML).

ENTITLEMENT

06.1005.
Service Personnel on Assignment in NI.   Service personnel assigned to the permanent strength of a resident unit in NI are entitled to the following return NI Journeys from the Province to a nominated GB address:

a.
Accompanied (Acc) Service Personnel.    Three return family passages at public expense per assignment year.  Only those children who are permanently resident with their parents in NI are eligible.  It is recognised that this entitlement could be seen as inconsistent with that for single/ Unaccompanied (UnAcc) Service personnel.  The warrant entitlement for a family with 2 children does, however, equal the single/UnAcc annual return passage entitlement (ie 3 x 4 family passages = 12 passages).

b.
Single/UnAcc Service Personnel.    Twelve return passages at public expense per assignment year.

c.
Service Couples.    Service personnel married to or in a civil partnership with another service person, where both are assigned to NI, will be entitled to the Acc entitlement.  Entitlement is, however, limited to a total of 3 return immediate family passages to GB per assignment year (but see paragraph 06.1008).

06.1006.
Start/Cessation Dates.    Entitlement to NI Journeys will be in line with the length of tour.  Therefore the year is calculated from the first day of a Service person’s NI assignment; if a Service woman remains in NI while on OML, the period of OML should be included when calculating entitlement to NI Journeys.  For Service personnel who are assigned to or from a resident unit/post in NI for periods of less than one year, their entitlement will be calculated on a pro rata basis as follows:

a.
Acc Service Personnel.

(1)
1 to 4 months = 1 family return NI Journey.

(2)
5 to 8 months = 2 family return NI Journeys.

(3)
9 to 12 months = 3 family return NI Journeys.

b.
S/UnAcc Service Personnel.    One return NI Journey per month.

CONDITIONS 

06.1007.
Timing of NI Journeys.    NI Journeys may be taken at any time during the assignment year, provided there is a reasonable expectation of continuing entitlement.  Service personnel are expected to take their full entitlement in each assignment year.  NI Journeys may not be carried forward from one assignment year to another.

06.1008.
Splitting of Family NI Journeys.    When, for operational reasons, a Service person cannot accompany their immediate family who are travelling using a NI Journey entitlement, the Service person is allowed to travel later than the immediate family, but within the same NI Journey as their immediate family.  The splitting of the NI Journey family warrant is only authorised when the immediate family respite period coincides with part of the Service person’s respite period.  Where only the immediate family or the Service person elect to travel and there is no operational reason to prevent them travelling together, a complete NI Journey family warrant is to be surrendered for that NI Journey, irrespective of the fact that not all of the immediate family have travelled.

06.1009.
Transfer of Journeys.    Service personnel entitled to NI Journeys may not transfer any of their entitlement to allow anyone to travel to visit them in NI as this is inconsistent with the aim of this allowance.

06.1010.
Journeys to Overseas Destinations.    For those eligible Service personnel assigned in NI who transit through GB for holidays overseas, only the part of the journey to GB can be claimed within the NI Journey (eg for a Service person or immediate family flying to Jamaica via London Stansted, only the journey from NI to London Stansted is refundable).  Service personnel flying direct to their overseas holiday destinations from an airport located within NI will have no entitlement to a NI Journey for any part of that journey.

06.1011.
Permissible Destinations.    When using a NI Journey, Service personnel and their immediate family will be permitted to travel to destinations within GB that correspond to the address of one of the following which should be detailed on their leave application:

a.        A registered Next-of-Kin/Emergency Contact.


b.
A parent/guardian or close blood relative.

c.
A parent/guardian or close blood relative of the Service person’s spouse/civil partner.

d.
A fiancé(e), intended civil partner or long standing friend.

e.
A residence where the Service person has established a home.

06.1012.
Death in Service.    If the Service person dies, entitlement to NI Journeys for any surviving previously eligible family member will for those occupying Service Families’ Accommodation (SFA) in NI, until they vacate SFA in NI.  However, entitlement for those living in privately owned or rented property in NI will cease from the day following the Service person’s death.
METHOD OF TRAVEL

06.1013.
Method of Travel.    The method of travel from NI to GB is either by economy class air or ferry warrant (for passengers and private motor vehicle where necessary), with tickets supplied by the NI Central Booking Office (CBO).  Air travel should be to the airport closest to the destination address.  Travel in NI and on the UK mainland should be by the most economic route using rail, bus or private motor vehicle.  Where possible a standard class warrant should be used; however, if this is not practical, actual bus fares or Motor Mileage Allowance (MMA) at Converted Leave Rate (CLR) may be claimed for the land terminal travel in NI or GB.  Where no form of public transport operates to within one mile of the authorised departure or destination address, or public transport was not operating at the time of travel, reasonable expenses necessarily incurred in providing the cheapest alternative means of transport (eg taxi) may be refunded.  On-base journey distances are not to be used in calculating eligibility to use taxis to the appropriate rail or coach station.  Costs incurred for inland ferry, toll charges or congestion charges are not admissible, but the whole distance travelled may be used to calculate the MMA entitlement.  MMA is not admissible for any longer distance necessary to detour round the crossing.  Refunds of hire car costs are not admissible, but MMA at CLR may be claimed.  Warrants must be utilised in all instances for cross-water air, or ferry travel.  There is no entitlement to retrospective refunds for privately purchased air or ferry tickets or for the payment of MMA in respect of the cross-water element from NI to GB, or return, in lieu of NI CBO issued warrants.

RATES

06.1014.
Rates for NI Journeys.    Where there is an entitlement to MMA at CLR the rate will be calculated by SP Pol P&M (Allces) using the methodology outlined in Chapter 4 Section 6.  The current MMA at CLR rates are at Chapter 1 Section 6.
METHOD OF APPLICATION/CLAIM

06.1015.
Method of Application/Claim.    Applications for NI Journeys should be made by the Service person using the JPA on-line self-service system.  A record of journeys taken is to be maintained by the unit HR admin staff on the Service person’s record.  All claims for eligible non-warrant expenditure are to be submitted by the Service person on the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and passed to unit HR admin staff who are to check the claim before transcribing the details onto a JPA Form F016a for submission to SPVA for payment.  
06.1016.
HM Revenue and Customs (HMRC) Reporting Requirements.    In order to comply with HMRC taxation requirements, all travel provided by Service arranged flight or ferry ticket/warrant undertaken by the immediate family under NI Journeys is to be recorded by the unit HR admin staff.  Unit HR admin staff are to submit a consolidated return, as at 31st March each year, in the format at Annex A to this Section to SPVA PACCC Recoveries and Writes-Off, Mail Point 600, APC Glasgow.  SPVA will use the information provided to meet the PSA liabilities. 

METHOD OF PAYMENT
06.1017.
Method of Payment.    All Expenses Claim entitlements, irrespective of whether they have been claimed using the on-line Expenses Claim system or the manual alternative, will be paid direct to the Service person’s nominated bank account.  Claims for the terminal travel entitlements of NI Journeys for any surviving previously eligible family members (see paragraph 06.1012) should be made on the manual JPA Form F016 and, if possible, paid locally via the unit Public/Imprest account.  If this is not possible the JPA Form F016 should be submitted to JPAC for payment to a nominated bank account.
Annex:

A.
Record of NI Family Journeys that Incur Income Tax and NICs Liabilities.
RECORD OF NI FAMILY JOURNEYS THAT INCUR INCOME TAX

AND NICs LIABILITIES

Please refer to the notes below before completion.

	NAME OF RECIPIENT

(a)
	RANK 

(b)
	SERVICE NUMBER

(c)
	NI NUMBER

(d)
	BUDGET UIN

(e)
	DATE WARRANT ISSUED OR PAYMENT AUTHORISED

(f)
	COST OF WARRANT OR AMOUNT REIMBURSED (£)

(g)

	
	
	
	
	
	
	


(Use continuation sheets as necessary)

NOTES:

1.
Travel costs of the Service person are non taxable and should not appear on the return.

2.
Travel costs of the immediate family are to be included.  Total costs are to be attributed against the Service person - there is no requirement to record immediate family members separately.

3.
The difference between single and family ferry and toll fees are to be included only when it results in an increased cost.

I certify that the above return details the costs of all family travel undertaken under NI Journeys for the Financial Year __/__.

SIGNED: ___________________________
APPOINTMENT: __________________

NAME: ____________________________
UNIT: ___________________________

RANK: ____________________________
DATE: _______________

CONTINUATION SHEET - RECORD OF NI FAMILY JOURNEYS THAT INCUR INCOME TAX AND NICs LIABILITIES
	NAME OF RECIPIENT

(a)
	RANK 

(b)
	SERVICE NUMBER

(c)
	NI NUMBER

(d)
	BUDGET UIN

(e)
	DATE WARRANT ISSUED OR PAYMENT AUTHORISED

(f)
	COST OF WARRANT OR AMOUNT REIMBURSED (£)

(g)

	
	
	
	
	
	
	


CHAPTER 6

SECTION 11

NORTHERN IRELAND RESIDENT’S SUPPLEMENT

GENERAL

06.1101.
Aim.    The aim of Northern Ireland Resident’s Supplement (NIRS) is to compensate for the additional pressures and restrictions placed on Regular Service personnel and their accompanying families serving on permanent assignment in Northern Ireland (NI).

06.1102.
Rationale for NIRS.    NIRS recognises:

a.
The additional stress, over and above that compensated for through the X-Factor, experienced by Service personnel when serving in an operational environment for an extended period.

b.
The restrictions placed upon freedom of movement and access to local amenities imposed by the security situation.

c.
The stress faced by accompanying immediate Service family members when the Service spouse/civil partner is working in the NI Operational Theatre.
06.1103.
Income Tax and National Insurance Contributions (NICs).    NIRS attracts a personal liability for Income Tax and NICs.  These are deducted automatically from the Service person’s salary.

ELIGIBILITY

06.1104.
Eligible Service Personnel.    All Regular Service personnel serving on the assigned strength of a resident unit in NI are entitled to NIRS.  In addition, Reserve personnel undertaking Full Time Reserve Service, Additional Duties Commitments or mobilised personnel, who are serving on the assigned strength of a resident unit in NI, providing they have not been recruited locally, are also entitled to NIRS.  Service women on Ordinary Maternity Leave (OML), retain NIRS if they remain in NI for the period of their OML.
INELIGIBILITY

06.1105.
Ineligible Service Personnel.    The following are ineligible to receive NIRS:

a.
Personnel serving in NI on temporary assignment from parent units based outside the NI.

b.
Personnel on Emergency/Operational Tours in NI.

c.
Medical/Dental officers undertaking pre-registration appointments or post-graduate courses at civilian or Military hospitals in NI.

d.
Members of the Reserve Forces (other than those detailed at 06.1104).

e.
RN personnel on board ship when on duty in NI coastal waters.

f.    Service women on Additional Maternity Leave (AML).
ENTITLEMENT

06.1106.
Start of Entitlement.    NIRS is payable from the date on which the eligible Service person reports for duty on a permanent assignment in a NI residential unit.  NIRS is then payable for each day that full pay is received.
06.1107.
Cessation of Entitlement.    The NIRS entitlement will cease in the following circumstances:


a.
All Personnel.

(1)
On the first day of Terminal Leave.

(2)
On the first day of a permanent re-assignment away from a NI Resident Unit or to a unit outside NI.

(3)
On the first day of Absence Without Leave.

(4)
On the first day of imprisonment/detention.

(5)
On the first day of any period that pay is not in issue.

(6)
On the first day following the death of the Service person.
(7)
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to NIRS is appropriate.

b.
Single/Unaccompanied (UnAcc) Personnel.    NIRS will cease on the first day of any temporary absence from NI that exceeds 24 hours, but excluding periods of absence as part of the Service person’s Individual Leave Allowance (ILA) including, the Annual Leave Allowance (ALA) (currently 30 days per year), seagoers’ leave, bank holidays and absence during normal stand down periods (eg weekends).  Temporary absence includes temporary assignments, deployment on overseas Operations, courses, or hospitalisation.

06.1108.
Retention of Entitlement When Accompanied.    Accompanied (Acc) Service personnel will retain NIRS during periods of temporary absence from NI when their families remain in the Province.  When the family does not remain in the Province, the payment of NIRS will stop on the first day of temporary absence by the Service person.  When the family leaves the Province, the payment of NIRS will stop for the duration of the period of concurrent absence of the family and SP.  NIRS will re-start when either the family or the SP return to the Province.
RATES

06.1109.
Rate Calculations.    The Secretary of State (SofS) for Defence confirms the rate of NIRS.  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of NIRS will be published in the annual MOD SP Pol P&M (Allces) Directed Letter “Annual Pay Review - Revised Allowance Rates for the RN/RM, the Army and the RAF”.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is at Chapter 1 Section 6.

METHOD OF CLAIM

06.1110.
Method of Claim.    Payment of NIRS will be processed by unit HR admin staff as part of the JPA ‘Arrivals Process’.

METHOD OF PAYMENT

06.1111.
Method of Payment.    Payment will be at the daily rate, monthly in arrears, through the Service person’s salary.

CHAPTER 6

SECTION 12

RECRUITMENT AND RETENTION ALLOWANCE (LONDON)

GENERAL

06.1201.
Aim.    The aim of Recruitment and Retention Allowance (London) (RRA(L)) is to counter reluctance to serve in designated London locations by contributing to the higher costs encountered during a permanent assignment in London and by compensating for the reduced quality of the supporting infrastructure.

06.1202.
Rationale.    In addition to a reluctance to serve in London, RRA(L) recognises, amongst other things, the stress of commuting, higher cost of food and beverages in Central London, lack of Service sporting and recreation facilities, lack of a Service Mess and extra travelling time to medical/dental appointments.

06.1203.
Income Tax and National Insurance Contributions (NICs).    RRA(L) attracts a personal liability for Income Tax and NICs.  These are automatically deducted from the Service person’s salary.

ELIGIBILITY

06.1204.
General.    RRA(L) will be granted to Service personnel of OF6 rank and below for each day for which full pay is received.  It is paid to Regular Service personnel and members of the Reserve Forces undertaking Non-Regular Permanent Staff, Full Time Reserve Service, Additional Duties Commitments or mobilised personnel, who are serving on the assigned strength of or attached to an establishment in the areas specified below for a period which is expected to exceed 182 continuous days (ie not aggregated).  The specified areas are:

a.
Inner London; the area within a radius of 5 miles from Charing Cross (statue of King Charles I).

b.
Units within Cavalry Barracks, Hounslow.

c.
Units within Woolwich Station.

ENTITLEMENT

06.1205.
Commencement of Entitlement.     RRA(L) will be paid to eligible Service personnel permanently assigned to one of the specified areas at paragraph 06.1204 from the first day of the qualifying permanent assignment.

06.1206.
Cessation of Entitlement.    The entitlement will cease:

a.
 One the first day of an assignment of more than 182 days away from a London unit within the specified areas at paragraph 06.1204.

b.
 On the first day of Terminal Leave.

c.
On the death of the eligible Service person.  The last day of payment will be for the day the death occurred.
d.
The Allowances Absence Matrix in Chapter 1 Section 5 outlines further details of the impact that various types of absence have on the eligibility for payment of this allowance.  This table should be consulted in all cases of absence to ensure that continued eligibility to RRA(L) is appropriate.

06.1207.
University Cadets.    University cadets will be eligible to received RRA(L) in accordance with the terms set out above except that payment will commence at the beginning of the Autumn Term and will continue until the end of the Summer Term.  Exceptionally, those university cadets who are required to continue their studies outside the above periods will, with prior authority of SPVA Pay and Allowances Casework Cell (PACCC), continue to be eligible.

RATES

06.1208.
Rate Calculation.    The Secretary of State for Defence confirms the rate of RRA(L).  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of RRA(L) will be published annually by the AFPRB.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also at Chapter 1 Section 6.
METHOD OF CLAIM

06.1209.
Method of Claim.    RRA(L) entitlement will be processed by the unit HR admin staff as part of the JPA ‘Arrival Process’.
METHOD OF PAYMENT

06.1210.
Method of Payment.    Payment will be at the daily rate, monthly in arrears, through the Service person’s salary.

CHAPTER 6

SECTION 13

FAMILIES ASSISTANCE FOR VISITS ABROAD

GENERAL

06.1301.
Aim.    The aim of the Families Assistance for Visits Abroad (FAVA) Scheme is to help alleviate the stresses of long-term separation by providing a token level of financial assistance with the food and accommodation costs incurred by the immediate family (spouse/civil partner and/or dependant children) of eligible Service personnel during a visit to the Service person during an extended period of deployment overseas.

06.1302.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 296 FAVA allowance is non-taxable.

06.1303.
The FAVA Scheme.    The FAVA scheme consists of 2 elements:

a.
FAVA allowance is paid for the duration of the spouse/civil partner and/or dependant child(ren)’s visit (see paragraph 06.1308); and

b.
Where required and requested, an Advance of Pay to assist with the cost of the single or return flight of the immediate family.  The Advance of Pay may be used to assist with travel costs only and is not to be used to assist with accommodation charges.  When a combined travel and accommodation package is purchased the invoice is to detail the cost of flights separately and the Advance of Pay is to be limited to the flight element cost.

ELIGIBILITY

06.1304.
Eligible Service Personnel.   The FAVA Scheme is available to all Service personnel (for Reserve personnel, this eligibility does not extend beyond Full Time Reserve Service (Full Commitment) (FTRS (FC)) and FTRS (Limited Commitment) (LC) personnel) who are:

a.
In PStat Cat 1, 2 or 5s/c; and

b.
On overseas unaccompanied (UnAcc) service or are deployed in a Seagoing LSA Qualifying Unit (SLQU)/series of SLQUs outside UK waters, with an expectation of being deployed continuously for 182 days or more; and

c.
Not in receipt of the full Deployment Welfare Package (Overseas) (DWP(O)).

06.1305.
Eligibility for a Second FAVA Visit.    Those who are deployed in a SLQU/series of SLQUs outside UK waters for over 12 months are eligible for a second FAVA visit (see paragraph 06.1307a).

INELIGIBILITY

06.1306.
Ineligible Service Personnel.    The FAVA Scheme is not open to Service personnel who are:

a.
Eligible for receipt of Get You Home (Overseas) (GYH (O)) (see Chapter 6 Section 7).

b.
Eligible for UK-based Rest and Recuperation or NI Journeys (see Chapter 6 Section 10).

c. On Loan Service.

CONDITIONS

06.1307.
Conditions of Payment.    FAVA allowance and, where required, the Advance of Pay may only be paid to Service personnel under the following conditions:

a.
Only one visit is permitted by a spouse/civil partner and/or dependant child(ren) during each assignment/deployment/refit overseas.  Should the continuous deployment of a SLQU last for more than 12 months then 2 visits may be approved.  This 2nd visit is not extended to land-based personnel who are serving on overseas assignments over 12 months because they are entitled to GYH(O).

b.
The period of absence for land-based personnel is to be calculated from the date of departure from the permanent assignment station and will cease upon the date of arrival back at the permanent assignment station.  A return visit to the UK or the permanent assignment station for any purpose in between these dates will invalidate any claim for the FAVA Scheme.

c.
The period of absence for seagoing personnel is to be calculated from the day their SLQU leaves the last UK port visited where shore-leave was granted, prior to leaving UK waters, or the day the Service person joins the SLQU whilst on its long deployment, whichever is the latest.  The period of absence ceases when the ship arrives back into a UK port where shore-leave is granted.  The claimant must be away for a continuous period of 182 days or more to be eligible for the FAVA Scheme.  Any return to the UK within that period will invalidate any FAVA Scheme entitlement.  Squadded RN personnel who achieve the continuous 182 days deployed away from UK waters, but whose assignment is split over more than one SLQU, remain eligible for the FAVA Scheme, provided the 182 day minimum period is not broken by a return to the UK.

d.
FAVA visits may only be made when the opportunity arises to grant local shore-leave and annual leave is taken.

e.
Applications must be approved by the CO.

06.1308.
Period of Payment.    Payments of FAVA allowance will commence from the day that the claimant is joined in the overseas area/foreign port by the spouse/civil partner and/or dependant child(ren) and remain payable up to and including the day the spouse/civil partner and/or dependant child(ren) depart, or the day the Service person’s leave terminates, whichever is the sooner.

06.1309.
Visits to Other Areas.    The claimant and their spouse/civil partner and/or dependant child(ren) may visit other locations away from the location of deployment or the foreign port being visited.  They will remain eligible for only the FAVA allowance appropriate to the original deployment location or the foreign port being visited, subject to meeting all of the following conditions:

a. The visit to another area(s) must be approved by the CO.

b. The spouse/civil partner and/or dependant child(ren) must initially join the Service person at the deployment location or foreign port being visited.

c. Costs for journeys between the deployment location/ship port and other locations will not be met from public funds.

d. The Service person, spouse/civil partner and/or dependant child(ren) must return to the original deployment location being visited before the spouse/civil partner and/or dependant child(ren) depart.  However, seagoers may on occasions be landed for a FAVA visit in one foreign port and then be required by their CO to rejoin their ship in a second foreign port.  No public expense travel is admissible for the Service person or the visiting immediate family between the 2 foreign ports/locations.

e. The additional journey must not involve a journey to the UK or the permanent assignment station.

06.1310.
RAF/Charter Flights.    The MOD is unable to offer free passages or to subsidise the cost of travel by RAF or Service charter flights (or commercial flights).  However, immediate family members may be carried, on prepayment of a fare, in civil aircraft chartered by MOD or in RAF aircraft, provided spare capacity is available and with the consent of the appropriate authority.

06.1311.
Refunds of Pre-Payment Flights.    When a pre-payment passage arranged to make a FAVA visit is cancelled for any reason, a refund of the cost of the pre-payment passage should, once confirmation has been received from the Defence Passenger Reservations Centre (DPRC) that the seat has been reallocated, be made by the establishment who certificated that the airfare pre-payment had been made.  Refunds for flights booked with a commercial airline are a private matter between the Service person or their spouse/civil partner, their travel insurance company and the airline.

06.1312.
Cancellation or Curtailment of Visits.    Service personnel and their families participating in the FAVA Scheme must be aware that visits may be cancelled or curtailed as part of the “normal exigencies of the Service”.  If a period of leave in the overseas location/port is cancelled or curtailed, or if a SLQU is prevented from calling at a nominated foreign port where the Service person has made arrangements to meet their immediate family, FAVA allowance will not be paid other than for the period of the visit by the immediate family prior to curtailment.  Service claimants should ensure that their travel insurance covers this eventuality, as the MOD will make no refund of monies spent on cancelled or curtailed holidays relating to cancelled FAVA Scheme visits.  There is no entitlement for compensation through the Nugatory Holiday Expenditure (NHE) Scheme (see Chapter 10 Section 9) in the event of cancellation or curtailment of a planned FAVA Scheme visit.

06.1313.
Medical Facilities.    Visiting immediate family members are not entitled to medical treatment at public expense.  If the resources are available, they may make use of Service facilities.  Service personnel or the immediate family members on a FAVA visit who travel beyond the country for which the FAVA Scheme has been approved will not be able to make use of Service facilities.  Where Service personnel and their families are planning a FAVA visit, irrespective of whether they are considering travelling outside the country for which the FAVA scheme has been approved, they should ensure that they have adequate private medical insurance, as the MOD will not normally accept liability for medical expenses, medical evacuation or repatriation of bodies following death.

06.1314.
Impact on Other Allowances.

a.
LOA Payments.    Service personnel who receive FAVA allowance will continue to receive Single/MU rates of LOA or Seagoing LOA (SLOA) (see Sections 1 and 4 respectively of this Chapter) for the duration of the FAVA visit.  If a visiting spouse/civil partner and/or dependant child(ren) stay with another Service family in an SFA/SSFA, or are temporarily accommodated in an SFA/SSFA under local arrangements during the visit, no FAVA allowance is to be paid.  However, the Service person will retain entitlement to Single/MU rates of LOA or SLOA.

b.
Overseas Rent Allowance (ORA).    Personnel in receipt of FAVA allowance are not entitled to ORA.

c.
Longer Separation Allowance (LSA).    When a seagoing LSA Qualifying Unit (SLQU) is alongside in a non-UK port, LSA payments will cease for those individuals participating in the FAVA Scheme and in receipt of the FAVA allowance.  LSA will also cease for a land-based Service person for the duration of the immediate family FAVA visit.

d.
Subsistence Allowance.    Service personnel are not entitled to claim subsistence allowance for the duration of the payment of FAVA allowance.

06.1315.
Advance of Pay.    COs may authorise an Advance of Pay for all or part of their spouse/civil partner and/or dependant child(ren)’s single or return airfares.  COs must assess the ability of the Service person to repay the advance prior to giving approval.  Advances are to be recovered via salary over a period not exceeding 12 months.

RATES

06.1316.
Calculation of FAVA Allowance.   As FAVA provides only a token level of financial assistance, no contribution is made towards the cost of the journey.  The daily rate is calculated as 40% of the sum of the Overseas Day Subsistence (DS) rate and the DHRS Cap rate for the country or city being visited.  Units are to obtain the current DHRS Cap rate for the period of any stand down visit (available from the Defence Intranet) and apply the calculation guidance below, before any FAVA funding levels are promulgated to individuals.  Where there is no published DHRS Cap rate for a destination, Units should approach DCDS PERS PM ALLCES SO2.  The maximum sum payable will be the same, irrespective of the number of immediate family members (spouse/civil partner and/or dependant child(ren)) visiting.  
a.    Scenario:    One or more immediate family members (defined as spouse/civil partner and/or dependant children) visit for 13 nights in a country where the Overseas DS rate is £40 and the DHRS Cap rate is currently £80.

£40 DS + £80 Cap rate = £120

£120 x 40% = £48 for each complete 24 hour period.

£48 x 13 nights = £624 

b.    Entitlement:    The Service person can then claim FAVA, based upon actual receipted costs, up to a maximum sum of £624.  

 

Where a DHRS Cap rate is not available for the location being visited, Units will be required to obtain 3 quotes from local hotels of a suitable standard and forward these to DCDS PERS PM ALLCES SO2, who will then calculate the FAVA rate for this location.

06.1317.
Concurrent Payment of LOA/SLOA.    In addition to FAVA allowance, the Service person will, in accordance with paragraph 06.1314a continue to receive the Single/ MU rate of LOA or SLOA, as appropriate.

METHOD OF APPLICATION

06.1318.
Application for a FAVA Visit.    Eligible Service personnel are responsible for making applications to their CO.  Records of authorised FAVA visits are to be maintained by the unit HR admin staff.  Service personnel whose immediate family members wish to use the facilities of the Defence Passenger Reservation Centre are to send them a copy of the FAVA visit application at least 2 months prior to the first day of the month of travel with their prepayment flight application.

METHOD OF CLAIM 

06.1319.
Authority.    Within the rules set out in this Section, the FAVA Scheme is administered by the appropriate single-Service Administrative Authority, (ie CINC FLEET, CINC LF and CINC AIR), who will take into consideration programming constraints, the operational requirements, the political situation and the overall desirability of allowing families to visit the country in question.  They will also monitor any changes in circumstances during the visit.  Once approval has been given in principle by the appropriate Administrative Authority for a FAVA visit, COs are then to decide whether Service personnel in the station, or formation, satisfy the requirements.  Requests for advances of pay may be made to the unit HR admin staff who will authorise the advance of pay on the JPA system.  

METHOD OF PAYMENT

06.1320.
Method of Payment.    FAVA allowance claims are submitted by the Service person through the JPA Expenses claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA.  Advances of Pay for FAVA visits are processed via the JPA payroll and will be paid via salary.  The recovery of an advance of pay will be undertaken automatically by JPA via salary.

06.1321.
Erroneous Payments.    In the event of an erroneous payment, FAVA allowance is to be recovered immediately through JPA.

CHAPTER 6

SECTION 14

OVERSEAS LOAN SERVICE ALLOWANCE

(FORMERLY LOAN SERVICE PAY)
GENERAL

06.1401.
Aim.
The aim of Overseas Loan Service Allowance (OLSA) is to provide recompense for the unique challenges faced by those serving in Loan Service appointments. OLSA seeks to target the specific challenges faced in each of the Loan Service areas throughout the world, thereby encouraging suitable personnel to volunteer for Loan Service.  The challenges vary and include: living and working conditions, environmental conditions and the security of accompanying families.  As the challenges faced by those on Loan Service change, the amounts of OLSA can increase or decrease.
06.1402.
Other Relevant Regulations.    JSP 468 (The Joint Service Manual for the Loan and Secondment of Personnel to Commonwealth and Foreign Forces) deals with this subject in greater detail.  The cost of living aspects of overseas posts are met separately through Local Overseas Allowances (see Sections 1 to 4 of this Chapter). 

06.1403. 
Income Tax and National Insurance Contribution (NICs).    OLSA attracts a personal liability for Income Tax and NICs.  These are deducted automatically from the Service person’s salary.  

ELIGIBILITY

06.1404.
Eligible Service Personnel.    Service personnel who have been accepted for a Loan Service Post, as defined by the MOD Directorate of Defence Diplomacy (Def Dip), will be eligible to receive OLSA.  It is normally payable in respect of assignments of longer than 12 months; payment for periods of between 6 and 12 months will be payable only after authority has been granted by Def Dip via the SPVA Pay & Allowances Casework Cell (PACCC).  

ENTITLEMENTS

06.1405.
Duration of Entitlement.    OLSA commences on the date of arrival in theatre and continues, with the exceptions shown, throughout the Service person’s loan service assignment, including periods of duty, holiday or sick leave outside the normal area of operation.  OLSA ceases on the day before the date of departure.  OLSA is not admissible for relocation or during any leave taken on completion of Loan Service, or during periods of terminal or invaliding leave granted on the termination of the qualifying assignment.  It is important therefore, that those on Loan Service make full use of their leave entitlement whilst on the assignment for which OLSA is paid.
06.1406.
Effect on Other Allowances.    All Loan Service personnel remain eligible for UK Service Allowances as described in this JSP.  Some allowances, such as motor mileage and rates of subsistence, may also be governed by the Memorandum of Understanding (MOU) with the host country. 
06.1407.
Death in Service.    If the Service person dies, entitlement to OLSA will continue for the widowed spouse, surviving civil partner and/or dependent child(ren) until the date that they permanently leave the overseas area for which OLSA was paid.  

RATES

06.1408.
Method of Calculation.    OLSA countries are divided into OLSA Bands.  The Band for each country (or area within a country if the circumstances are different) is determined by a Board, chaired by SP Pol P&M (Allces), that sits every other year.  Senior British Loan Service Officers (SBLSO) may request a review of the OLSA Band at any time if changes in the local conditions prevail or the Board determine the need to conduct an out of sequence review.  The Board is informed by information from a variety of sources including expert knowledge from within MOD and those serving within the countries concerned.  The amounts paid within each OLSA Band are based on percentages of basic pay (ie a different percentage is applied to each OLSA Band).  The percentage set is subject to review by the OLSA Board at least once every 5 years.  The Board may move a country, or area within a country, to a higher or lower Band when they conduct their periodic reviews.

06.1409.
Variation in Daily Rates of OLSA.    OLSA personnel should particularly note that the OLSA Band and hence their daily rate of OLSA, can go down as well as stay the same or go up.

06.1410.
Rates for each OLSA Band.    Rates for each OLSA Band are adjusted each year in line with the annual pay award for the UK Armed Services to ensure the amount paid stays at the pre-set percentage of basic pay.  The annual pay award for the UK Armed Services is recommended by the Armed Forces Pay and Review Body to the Secretary of State for Defence.  The OLSA Bands and Rates are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Annual Pay Review - Revised Allowance Rates for the RN/RM, the Army and the RAF” for implementation from 1 April each year.  The Bands and Rates are also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are at Chapter 1 Section 6.


METHOD OF CLAIM

06.1411.
Method of Claim.    Claims are to be processed in accordance with the procedures in JSP 468. 

METHOD OF PAYMENT
06.1412.
Method of Payment.    Payment will be made monthly in arrears through the Service person’s salary.  Pay statements will continue to refer to Loan Service Pay (LSP) until the computer is re-programmed to use the term OLSA.
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CHAPTER 7

SECTION 1

DISTURBANCE ALLOWANCE

GENERAL

07.0101.
Aim.    The aim of Disturbance Allowance (DA) is to contribute towards the necessary additional expenses that arise when the Services require their personnel to make a qualifying move to or from a RWA on permanent assignment.
07.0102.
Scope.    DA applies equally for moves within the UK, between the UK and overseas, or for moves between overseas stations.  Expenditure associated with moving from one residence to another varies from move to move.  The allowable expenses (see Annex A to this Section) that underpin the DA rates are kept under review to ensure the rates cover the expenses necessarily incurred in the majority of the UK and overseas moves.  Some personnel will find that the expenses they incurred in connection with a particular move will be higher than the allowance paid, while for other moves they will be lower.  Over the course of their career, therefore, DA will have made a significant contribution.

07.0103.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 271 to 287 elements of DA are taxable.  Where required, tax and NICs will be met by MOD and paid by SPVA under a PSA for:

a. Mid-assignment moves for Service reasons within the UK.

b. Final Tour of Duty moves within the UK (see Section 4 of this Chapter).

c. Under the Army Over 37 Provision (see Section 8 of this Chapter).  
d. Any other UK move to a Residence at Work Address (RWA) which is within 50 miles or 90 minutes travelling time of the previous RWA.

e. The Child Element of DA (see paragraph 07.0109) associated with moves within the UK.

f. A percentage, as agreed between SP Pol P&M (Allces) and the HM Revenue and Customs (HMRC), of all other claims associated with moves within the UK.

ELIGIBILITY

07.0104.
Eligible Service Personnel.    
a.
Regular Service and Full Time Reserve Service (Full Commitment) (FTRS(FC)) personnel (irrespective of PStat Cat) are eligible to receive DA on moving from Phase 1 to Phase 2 training on a qualifying move, and on subsequent qualifying moves.  MPGS personnel are eligible to receive DA for a qualifying move under the same regulations as those for Regular Service personnel.  
b.
Exceptionally, FTRS (Limited Commitment) (FTRS(LC)), FTRS (Home Commitment) (FTRS(HC)), Additional Duties Commitment (ADC) and TA Non Regular Permanent Service (NRPS) personnel may be eligible for DA, but only when they are invited to be assigned to a new duty station in the interests of the Service and it is authorised by the SPVA Pay and Allowances Casework Cell (PACCC).

INELIGIBILITY

07.0105.
Initial (Phase 1) Training.    Service personnel joining their initial (Phase 1) training unit are ineligible for DA.

07.0106.
Non-Qualifying Moves.    The following moves are ineligible for DA:

a.
Where Service personnel move between 2 residences when neither is a RWA (ie between 2 Selected Places of Residence (SPR)).

b.
Where Service personnel return from an assignment where they occupied public accommodation to a property that they previously lived in which their family continued to occupy during their absence (eg those returning from SSSA to a home that has been continually occupied by their family, or single personnel returning to privately owned or rented property that has not been let).

c.        Where Service personnel move into accommodation in a seagoing unit. 

d.        Where Service personnel undertake operational tours.

e.        For moves between SLA within the same Unit.

07.0107.
Ineligible Service Personnel.    Service personnel assigned to the European Union Military Staff (EUMS) are ineligible for DA for both their move to and from their EUMS assignment as they receive EU Daily Subsistence Allowance (EUDSA) (see Chapter 6 Section 6) which contributes towards these costs.  University Cadets, Medical or Dental Cadets and Foundation Year 1&2 Doctors, including re-designated deferred University Cadet Entrants (UCEs), are ineligible for DA when in receipt of pay that includes an element for education grant.  With the exception of those personnel specifically identified at paragraph 07.0104, Reserve Forces personnel are ineligible to receive DA.

ENTITLEMENT

07.0108.  
General.  Only one claim and therefore one rate of DA is payable when a Service person is permanently assigned to a new duty station (but see paragraph 07.0111) (plus the Child Element of DA where appropriate).The DA payment is to be based upon the type of accommodation the Service person is going to occupy for the majority of the assignment (but see paragraph 07.0117).  The property for which DA is claimed must be occupied for a minimum of 6 months during the assignment.  In cases where the accommodation for which a DA payment is made is vacated within 6 months for other than Service reasons recovery action may be taken.  Rates payable are for moves into:
a.
SFA.    This rate is payable to Service personnel who occupy SFA or Substitute Service Families’ Accommodation (SSFA).

b.
SLA.    This rate is payable to Service personnel who occupy SLA or Substitute Service Single Accommodation (SSSA). For the purposes of DA accommodation in a seagoing unit is not SLA and those moving into such accommodation do not have an entitlement to DA.
c.
Privately Owned Accommodation.    This rate is payable to Service personnel who occupy living accommodation owned by them.

d.
Privately Rented Accommodation.    This rate is payable to Service personnel who occupy privately rented accommodation for which they are a signatory on a tenancy agreement.
07.0109.
Child Element.    The Child Element of DA contributes towards costs necessarily incurred for the child as a direct result of a family move which qualifies for DA.  It is intended to contribute towards the extra costs of buying new school uniform items and books on moving a child from one school, or place of apprenticeship, to another.  Service personnel entitled to DA may claim the Child Element for each child who satisfies one or more of the following conditions:

a.
The child is 3 years of age or over and receiving full-time education at a day school (including nursery school or technical college), which is defined as daily attendance for at least half of each weekday, and there is a requirement to purchase new school uniform for the child.  Any nursery school or playgroup is to be one that is established under formal arrangements with the Local Education Authority (LEA) or equivalent overseas (normally HQ Service Children’s Education located at Wegberg).

b.
The child is moved from a day school to a boarding school, or vice-versa, after the date on which the Service person is notified of the assignment, but not later than the beginning of the first school term after the Service person joins the new duty station.

c.
The child is serving a full-time apprenticeship for which a wage, less than the UK National Minimum Wage, is received.

07.0110.   
Temporary Accommodation.  Service personnel who move into SLA on a temporary basis while arranging permanent accommodation may defer the payment of DA until they move into their selected permanent accommodation and therefore claim the appropriate SFA or Private Accommodation rate (see paragraph 07.0108).  DA may not be claimed for both moves.  Should a move to permanent accommodation not take place within the 3 month period, where eligible, the SLA rate of DA may then be claimed for the original move to SLA and any subsequent move at that assignment will be deemed to be a mid-assignment move and eligibility to DA will be limited to that detailed in paragraph 07.0111.
07.0111.
Mid-assignment Moves.  DA is only payable for mid-assignment moves where the move of accommodation is for Service reasons.  For compassionate, welfare or medical reasons, PACCC approval is required (see 01.0108).  All supporting evidence (medical or welfare reports, COs recommendations etc) where it exists, must be included in the casework submitted to the PACCC.  DA is not payable for mid-assignment moves between SLA.  Where the Service person’s accommodation entitlement changes due to promotion or a change in the size of the immediate family (other than as a result of first setting up of home upon marriage or civil partnership, where there is no entitlement) the Service person will normally be entitled to a mid-assignment move and therefore the associated level of DA.  The Service person must have an expectation of occupying the new property for at least 6 months.  Mid-assignment moves for other personal reasons, including on estrangement, and for operational deployments do not give an entitlement to DA.  For the purposes of these regulations, first setting up of a home is a term that applies following marriage or civil partnership, regardless of whether a couple lived together beforehand or not.  A couple who have already established a home prior to marriage have no entitlement to DA or removals when they move accommodation mid-assignment following their marriage.

07.0112  Service Couples.  Where a Service couple occupy the same private accommodation (owned or rented) or public accommodation (SFA or SSFA), only one individual is eligible to claim DA for that accommodation.  This is normally to be the individual who is recognised as PStat Cat 1s.
07.0113.
Service Personnel Sharing Private Accommodation.    Where a Service person entitled to DA moves into shared private accommodation with people other than their immediate family, the rate of the allowance payable will be as follows:

a.
The full appropriate rate when no other occupant of the accommodation is or was entitled to DA on occupying the accommodation.

b.
Half the appropriate rate when sharing with one other person on occupying the accommodation.  When calculating this rate, the resultant sum is to be rounded up to the nearest whole pound.
c.
One third of the appropriate rate when sharing with 2 or more other persons on occupying the accommodation.  When calculating this rate, the resultant sum is to be rounded up to the nearest whole pound.
07.0114.
Families of Deceased Service Personnel.    Following the death of a Service person, their immediate family is entitled to DA for any move between Service accommodation and for their final move from Service accommodation into private accommodation.

07.0115.
Evacuated Families.    For entitlement to DA as a consequence of emergency evacuation from an overseas assignment, see Section 6 to this Chapter.

CONDITIONS

07.0116.
Qualifying Moves.    It is the move of the Service person, not the immediate family (unless bereaved or in the circumstances at paragraph 07.0118), which provides eligibility for DA.  To qualify for DA Service personnel must:

a. Be ordered in writing to move to a new place of duty to undertake a permanent assignment following Phase One training (but see 07.0107); or

b. Be required to move from a RWA to alternative accommodation awaiting a further assignment (eg on an extended period of sickness).  Where the subsequent assignment necessitates a further move to a RWA this will also attract DA; or

c. Undertake a mid-assignment move for Service reasons, as a result of a change of Service accommodation entitlement (other than as a result of first setting up of home), or for compassionate, welfare or medical reasons when authorised by SPVA Pay and Allowances Casework Cell (PACCC).

07.0117.
Qualifying Residences.
To qualify for DA Service personnel, irrespective of PStat Cat, must be entitled to move at public expense and the move must be to or from a RWA.  
a.
If a Service person elects to serve unaccompanied (UnAcc) and settle their immediate family in a SPR, DA may be claimed at the rate for the type of accommodation their family moves into (ie privately owned or privately rented accommodation or SFA).  
b.
Where a Service person occupies SFA by virtue of their appointment, in accordance with JSP 464 Part 1, paragraph 0302, DA will be paid at the SLA rate unless they are entitled to claim DA at the higher rate for a family move (see paragraph 07.0117a).
07.0118.
Service Couples.    A PStat Cat 1(s) or (c) Service person, whose authorised change of PStat Cat was effected at the time of the new assignment, may claim DA provided a claim, other than at the SLA rate, has not been made by either of the partners in the previous 182 days.  Determination of entitlement in exceptional circumstances (eg short notice change of assignment) should be referred to SPVA PACCC.

07.0119.
Qualifying Periods.    DA is not admissible for moves solely as a consequence of a temporary assignment (ie periods less than 183 days) except in the following circumstances:

a.
A family move to a residence, which is to be occupied during 2 or more assignments or courses (which may be at different places) provided the total period of occupation is expected to exceed 182 days.

b.
Service personnel returning from an overseas assignment with an expectation of at least 91 days service (this period includes resettlement courses and terminal absence) from the date of arrival in the UK.  Where it can be demonstrated that the 91 days qualifying period cannot be achieved for Service reasons, a case is to be made to SPVA PACCC who, if satisfied that genuine Service reasons exist, will waive the requirement.

07.0120.
Cancelled Assignment.    A Service person whose formally notified assignment is cancelled and who has necessarily incurred expenses in anticipation of a qualifying move, may submit, to SPVA PACCC, a claim for these expenses.  The total claim must not exceed the appropriate rate of DA and any Child Element (see paragraph 07.0109).  Only items of expenditure which the allowance was devised to cover (see Annex A to this Section) will be admissible.  Receipts must be provided to prove expenditure.  If the full entitlement to DA has been claimed prior to notification of the cancellation, the unit HR admin staff are to identify the difference between the receipted actual costs incurred and the DA already claimed and are to notify SPVA PACCC of the amount for recovery.

07.0121.
Medical Evacuation to the UK.    Where a seriously ill Service person is medically evacuated to the UK and the immediate family relocates permanently (ie they vacate their previous accommodation), they may occupy accommodation near the hospital.  This will be treated as accommodation at an assignment station and therefore eligible for DA.  A further payment of DA will not be debarred if the immediate family subsequently moves when the Service person reports for duty at the next duty station (which could, coincidentally, be their previous duty station).

07.0122.
Medical Discharges.    Service personnel who are discharged from the Services on medical grounds, and who will be in receipt of a pension, are entitled to the benefits of the Final Tour of Duty Provision (see Section 4 to this Chapter).

07.0123.
Personnel Transferring Between the Services.    Where a Service person transfers from one UK Armed Service to another, with no break between the 2 periods of service, this will be treated as an assignment for DA purposes and DA will be payable if they are otherwise eligible.

RATES

07.0124.
Method of Rate Calculation.    The rates are based upon the average additional expenditure incurred when Service personnel are required to move into specific types of accommodation (eg a room in a barrack block, a privately-owned house).  MOD then determines the type of expenditure it will support (eg at present it will support the cost of providing new school uniforms; but it will not support loss of income as a result of a spouse/civil partner or partner giving up their employment).  Some personnel will find that the expenses they incurred in connection with a particular move will be higher than the allowance paid, while for other moves they will be lower.  Over the course of their career, therefore, DA will have made a significant contribution.  The full list of items to which DA currently contributes is at Annex A to this Section.  
07.0125.
Publication of Rates of DA.    The rates of DA will be published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are also at Chapter 1 Section 6.

METHOD OF CLAIM

07.0126.
Method of Claim.  Claims for DA  may be submitted 45 days prior to the expected move date.  Service personnel are to claim using the JPA on-line self-service system.  For those personnel with no access to the JPA on-line system, JPA Form F018 is to be submitted to unit HR admin staff.  The unit HR admin staff will then check the claim prior to its authorisation by the unit Allowances Checker and input to the JPA system via an Element Entry.

METHOD OF PAYMENT

07.0127.
Method of Payment.    The appropriate rate of DA and Child Element may be paid in advance of, but not more than 30 days prior to, a DA qualifying move.  DA payments will be made via the Service person’s salary.  The rate of DA payable, will be the rate in force on the date of the qualifying move.  DA payments to families of deceased personnel will be made under arrangements made by JPAC.  Unit HR admin staff are to ensure that the amount paid is refunded if the move does not take place, or payment is appropriately adjusted if the type of accommodation eventually occupied differs (see paragraph 07.0120) from that for which payment was made.

Annex:

A.
Expenses that Disturbance Allowance Contributes Towards.  

EXPENSES THAT DISTURBANCE ALLOWANCE CONTRIBUTES TOWARDS
1.
Expenses Included in the DA Rate.    The following expenditure is included in the DA Rate calculation:


a.
Provision of/alteration to curtains. 


b.
Additional furnishing costs.   


c.
Loss of subscriptions (eg Gymnasium).

d.
Costs associated with the preparation of current accommodation for march out/sale/letting (eg cost of paint for making good, commercial cleaning, window cleaning, dry cleaning, laundry). 



e.
Bulk clearing of garden/household rubbish. 



f.
Loss of food (opened packets/non transportable).


g.
Satellite/cable reconnection/installation. 


h.
Cost of moving and installing new TV aerials. 

i.
Mail redirection.   


j.
Telephone reconnection/installation.


k.
Extra cost of postage/telephone calls.


l.
Insurance of goods in transit.


m.
Meals out due to cleaning of residence. 



n.
Plumbing-in of domestic appliances.


o.
Alterations to electrical fittings (eg plug/voltage changes on assignment to/from overseas).

p.
Loss of purchased guarantee or extended warranties (when assigned outside mainland UK).

2.
Expenses Included in the Child Element of the DA Rate.    The following expenditure is included in the Child Element of the DA Rate calculation:

a. School uniform.

b. School shoes.

c. School sports kit.

d. School books.

3.
Expenses Excluded from the DA Rate.    DA does not contribute towards the following as these may be covered by other allowances:


a.
Hotel Costs.

b.
Legal and estate agent’s fees and other fees associated with the buying/selling/ letting and repossession of property.

c.
Removal of Personal Effects (PE).

d. 
Storage of furniture when not taken overseas at public expense.


e.  
Cost of a hire car when moving between UK and overseas.

CHAPTER 7

SECTION 2

MOVEMENT AND STORAGE OF PERSONAL EFFECTS

GENERAL

07.0201.
Aim.    The aim of Movement and Storage of Personal Effects is to enable Service personnel, and where eligible their accompanying dependents, to move and/or store their Personal Effects (PE) at public expense, within MOD limits, when assigned to a new duty station. 
07.0202.
Definition of Terms.    The following terms apply to this Section:

a.
Personal Effects (PE).    PE are the personal and household belongings which a Service person and their immediate family would reasonably be expected to own and remove from one home to another.

b.
Unaccompanied Baggage (UB).    UB is PE and household furniture which Service personnel are entitled to have moved separately from themselves or their immediate family.  It excludes: motor vehicles, motor cycles, any other mechanically propelled vehicle or items specified in the prohibited items list contained in the Tri Services Guides on Removals, UB and Storage, issued by the Integrated Provider Group (IPG) and available on the Defence Intranet.
c. Prohibited Items.    Prohibited items are all items that appear on the prohibited items list published by IPG.  Items that appear on the prohibited items list may not be moved at public expense.
07.0203.
Scope.    Service personnel and their immediate families where appropriate, who have an entitlement to move their PE at public expense may do so by utilising one of the methods outlined in this Section.  These regulations contain details of eligibility for the movement and storage of PE and outline the various methods available under Service and private arrangements.  They should be read in conjunction with JSP 800 Defence Movement and Transport regulations and the Tri Service Guides on Removals, UB and Storage published by IPG and available on the Defence Intranet. IPG is responsible for the co-ordination, movement and storage of PE and has appointed a MOD Contractor to carry out these moves under their supervision.  Details of how to access and apply for relocations services are online, and can be found at the following website https://grms.agilitylogistics.com.   
07.0204.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 271 to 287 unless otherwise stated in paragraph 07.0205, the methods of movement and storage of PE are not subject to Income Tax.  Where the tax liability depends upon ‘reasonable travelling distance’, this is defined as within 50 miles or 90 minutes travelling time.  Service personnel will not be liable for any tax payable; all tax liabilities for movement and storage of PE will be met by the MOD and paid by SPVA under PSA.

ELIGIBILITY

07.0205.
Eligible Service Personnel.    All Regular Service personnel and Military Provost Guard Service personnel and, where appropriate, their accompanying immediate families, are eligible to move and/or store their entitlement of PE at public expense when one of the following is met:

a. They move to a new Residence at Work Address (RWA) on an assignment requiring a permanent change of duty station.

b. They are required to change permanent residence on temporary assignment.  This is liable to tax if the new residence is still within reasonable travelling distance of the old duty station (see paragraph 07.0204).

c. They are permanently assigned overseas but return to the UK on termination of service.

d.     They are permanently assigned to Northern Ireland, the Scottish Islands, the Isle of Man, the Isle of Wight, the Isles of Scilly or the Channel Islands but return to the UK mainland on termination of service. Entitlement is restricted to conveyance to the nearest UK mainland port of entry.  

e.     
They are entitled to the move at sub-paragraph 07.0205c, but choose to settle other than in the UK.  The cost of this move is to remain within the maximum cost of moving the PE to the UK on termination of Service.  For the purposes of this rule, the notional cost of a move from the overseas duty station to Catterick Garrison will be used for comparison.  If the cost of the proposed move is less than the cost of moving your PE to the UK, then the move will be carried out under MoD contract arrangements.  If PE was placed in store at public expense at the commencement of the assignment overseas, this PE maybe moved to a port of exit at public expense. Costs for packing PE from store for delivery overseas will not be refunded; packing costs will only be refunded up to a maximum of the cost of standard UK delivery packing.  IPG will base the costing on the actual volume of PE within entitlement that the individual moved to their last assignment/location overseas.  The PE moved from store is limited to the actual volume originally placed into store.  Use of this scheme must be authorised by IPG in advance using the form at Annex E of this Section.  A claim is not to be submitted by the Service person if the removal/relocation costs are paid by a third party, or if any third party has agreed in principle to pay for such costs.  A Service person may move at anytime after serving 6 months on assignment at the new overseas Duty Station.  Further moves at public expense are not permitted.
f.     They are occupying Service Families Accommodation (SFA) (or equivelant) in the UK as a RWA with their family and move their accompanying immediate family to a Selected Place of Residence (SPR) in the UK as a result of a new assignment.  Service personnel may move under the UK Removal System (UKRS) (see paragraph 07.0211a) and serve unaccompanied (UnAcc) at their new station.  Expenses payable, however, will be limited to a maximum of the cost of an equivalent move by the MOD Contractor to SFA at the new duty station.  This movement of PE is liable to tax.


g.      They are required by virtue of their rank or assignment to occupy an Official Service Residence (OSR) which is fully furnished by the Service and is expected to be used for official duties, in which case they can remove their PE to the OSR and/or to store at public expense. The quantity of PE removed and stored must not exceed the individual’s entitlement. PE stored will be removed from store at public expense when the individual is assigned to a duty station which has no entitlement under this sub-paragraph. 

h.     They move under the Final Tour of Duty regulations (see Section 4 of this Chapter).  This movement of PE is liable to tax.

i.     They are required to relocate their immediate family due to an enforced mid-assignment move as detailed in Section 1 to this Chapter.  This provision is directed primarily at Service personnel who are required by DHE, or equivalent, to move accommodation.  This movement of PE is liable to tax.  Service personnel are not entitled to a mid-assignment move of PE at public expense when Service transport can be made available to facilitate the move.

j.     They move under the Army Over 37 Provision (see Section 8 of this Chapter). This movement of PE is liable to tax. This liability will be met by MOD and paid by SPVA  under PSA. 
k.     They spend a period of leave in the UK between consecutive permanent assignments overseas (see Table 3 to Annex A of this Section).

l.     They are assigned to a seagoing unit and elect to move their PE to a SPR, or move from a SPR to a RWA.  This movement of PE will be liable to tax if the SPR is within reasonable travelling distance of the previous RWA.

m.     They are assigned to a ship in build, 6 months or more before its official acceptance date, and move their PE direct to a RWA at the Base Port, or, alternatively, to a RWA at the building port (subject to an expectation of a further 6 months' service there from the date of the move of the Service person and/or their immediate family) and then on to the Base Port on completion of the build.  If any of these moves are to a residence that is within reasonable travelling distance of the previous residence, the movement of PE will be liable to tax.

n.     They proceed on Loan Service, unless specifically authorised in their Loan Service Terms and Conditions of Service (LSTACOS).

o.     They are intended to marry or become civil partners within 3 months of the start of an overseas assignment and be joined by the spouse at the overseas duty station within 3 months of the start of that assignment.  

(1)     SP proceeding on overseas assignment in advance of the intended spouse are only eligible for an initial shipment of 0.3 Cu M PE.   The bulk PE may only be shipped once married accommodation is available.     

(2)     Should the marriage or civil partnership be cancelled, or be delayed beyond 3 months of the start of the assignment, the circumstances will be deemed to be a mid assignment move on the first setting up of home (which is excluded from publicly funded support).  Any such delay or cancellation will thus make SP ineligible for a married persons entitlement, and they will then become liable to repay costs of shipment / storage / Disturbance Allowance already received, beyond their single persons entitlement. 
p.    They are required to serve on temporary assignment for up to 182 days.
q.
For the first move of the family PE after a break up of a marriage or civil    partnership.  The volume of PE moved is to remain within the authorised entitlement.  Disturbance Allowance is not payable for a first move after a break up of marriage/civil partnership and there is no authority for deferred delivery of personal effects.  The spouse/civil partner (and children) are entitled to move their PE:

(1)
From a RWA at the Service person’s duty station in the UK to a location in the UK.

(2)
From a RWA at the Service person’s overseas duty station to a location in the UK.

(3)
From a RWA at the Service person’s duty station in the UK to a location in the Country of Origin (CoO) of a non-British passport holder spouse/civil partner but not to any other country.  The cost of this move is to be capped at the average cost of moving family PE within the UK on assignment as advised by IPG.

(4)
From a RWA at the Service person’s overseas duty station to a location in the CoO of a non-British passport holder spouse/civil partner but not to any other country.  The cost of this move is to be capped at the notional cost of moving the PE from the overseas duty station to Catterick Garrison.

(5)
From a RWA at the Service person’s UK or overseas duty station to temporary accommodation at the Services Cotswold Centre (SCC) and then for an onward move from the SCC to a location in the UK, or to a location in the CoO as in (3) above.

Should an estranged couple reconcile following the movement of the family PE at public expense, there will be no entitlement for a move of family PE back to the duty station.  This must be met at private expense.

INELIGIBILITY

07.0206.
Reserve Forces.    Members of the Reserve Forces are not normally eligible for conveyance of their belongings at public expense, but the following exceptions apply;

a.
Full Time Reserve Service (Full Commitment) (FTRS(FC)) personnel are entitled to UB if required to move mid-contract for Service reasons.

b.
TA NRPS, FTRS (Limited Commitment) (FTRS(LC)), FTRS (Home Commitment) (FTRS(HC)), Additional Duties Commitment (ADC) and FTRS(FC) may be eligible, exceptionally, to claim refund of removal expenses if they are invited to be assigned to a new duty station and have to move house in the interests of the Service and when authorised  by the SPVA Pay and Allowances Casework Cell (PACCC).

c.
Reserve Forces personnel may be eligible for conveyance of their belongings at public expense when returning to the UK at the end of an overseas tour when their initial removal to the overseas posting was made at public expense, and when authorised by the SPVA PACC.  In such cases 07.0205e also applies.  However, the default position, when taking up or leaving an FTRS post within the UK or overseas, remains that conveyance of belongings is not available at public expense.

07.0207.
Moves for Non-Service Reasons.  Moves made for non-Service reasons are not funded at public expense.  Service personnel who opt to move accommodation mid-assignment for personal reasons, including first setting up of home, are not entitled to a mid-assignment move of PE at public expense.  For details of one exception, for the move of family PE at public expense after a break up of marriage or civil partnership, see paragraph 07.0205q.  In all other circumstances authority for mid-assignment moves at public expense on compassionate, welfare or medical grounds may be requested through the SPVA PACCC; all supporting evidence (medical or welfare reports, COs recommendations etc) where it exists, must be included.
07.0208.
RN Only.    RN Service personnel will be ineligible for conveyance of their belongings at public expense when moving to a new duty station less than 50 miles or 90 minutes travelling time by public transport from their previous place of duty within the UK (see sub-paragraph 07.0205h).  However, this limit is waived in the case of a RN Service person required by virtue of their rank or assignment to live close to their place of duty, or in public accommodation or when required by DHE to vacate accommodation.
ENTITLEMENT

07.0209.
General.    Eligible Service personnel may move or store PE at public expense, within their authorised entitlement, under one of the Service or private arrangements outlined below (see paragraphs 07.0211 and 07.0212 for movement, and 07.0213 to 07.0215 for storage).  Service personnel may not mix Service and the private arrangements detailed in this Section.  Details of the maximum entitlements for the movement and storage of PE are at Annex A to this Section.  Service personnel may exceed these entitlements, but will then be charged the appropriate excess baggage rate by IPG.  The contractor will raise a F/MOV/709 to deduct excess charges from the Service person’s salary.  No items that appear on the prohibited items list, published by IPG, will be moved at public expense.  For Accompanied Air Baggage Scales see JSP 800.

07.0210.
Basis of Entitlement.    Scales of entitlement are based on the type of accommodation being moved into commensurate with the Service person’s accommodation entitlement detailed in JSP 464.  An exception will be made to enable those Service personnel who, on assignment, used FMS, UKRS or the Removal Service Overseas, to move up to the outward entitlement to their next duty station.  However, if the Service person wishes their PE to go elsewhere they may ask IPG to move their PE to a different location, provided they meet the excess costs.

MOVEMENT OF PE

07.0211.
Service Arrangements.    The various Service arrangements that may be used for movement of PE are outlined below.  These schemes are described in the relevant IPG Guides, which also contain the application forms, and JSP 800.

a.
The Furniture Movement Service (FMS) and UK Removal System (UKRS).    The FMS should be used for moves to, from or within the FMS countries which are: France, Germany, Holland, Belgium, Denmark, Luxembourg, Italy, Spain, Portugal, Norway and Turkey.  The UKRS will be used for moves within the UK and provides the same level of service as the FMS.  The services are available to:

(1)
Those moving into SFA or substitute (but not those moving into surplus SFA, misappropriated SFA or single/unaccompanied personnel moving into SFA by virtue of their appointment).
(2)
Those moving into privately owned or privately rented unfurnished accommodation.

Under these schemes, a contractor packs the PE, moves them to the new residence and unpacks them.  Only one consignment may be moved and Service personnel using these services are not entitled to publicly funded storage.  Personnel who were assigned to an FMS country and elected to use the Removal Service Overseas (see sub-paragraph 07.0211b) and store the remainder of their PE for the period of that assignment, are entitled to use FMS to move their PE from store where the subsequent assignment is in an FMS country (or UKRS for removals from store to a UK duty station).

b.
The Removal Service Overseas (RSO).    The RSO is available to the same personnel as in sub-paragraph 07.0211a and for all Service personnel assigned to the USA.  It may be used for movement to, from and between all overseas locations.  PE will be packed, moved and unpacked by the appointed contractor.  The maximum amounts that may be moved under the RSO are detailed at Table 1 in Annex A of this Section.  For moves to places other than to the USA, only one consignment may be moved under the RSO and any balance of consignment entitlement must be moved via the Self-Pack Service (as detailed at Table 2 in Annex A of this Section).  For moves to the USA the Self-Pack Service is not available and all personnel must use the RSO.  Up to 2 consignments may be moved to the USA within the overall RSO entitlement.  Any PE that cannot be moved, within the entitlement limits of the RSO may be stored in the UK at public expense, subject to the entitlement under the storage rules (see paragraphs 07.0213 to 07.0215).

c.
The Self-Pack Service.    The Self-Pack Service is available to all Service personnel except those who are moving to the USA, where the RSO is to be used, and those who elect to move their PE under private arrangements as detailed in paragraph 07.0212.  The Self-Pack Service may be used within the UK and to, from or between overseas locations.  Service personnel moving in advance of their immediate family may use it in conjunction with the RSO, FMS or UKRS.  When Service personnel move in advance of their immediate family and use this Service, the amount moved will count towards the overall entitlement.  Under the Self-Pack Service, personnel are responsible for obtaining packing materials from unit supply, and for the packing and unpacking of their PE.  Details of the maximum entitlement are at Table 2 in Annex A of this Section and further information, together with the application forms, is contained in the appropriate IPG Joint Service UB Guide.

           d.
Temporary Assignments.    Personnel are responsible for obtaining   

          packing materials from unit supply, and for the packing and unpacking of their PE.   

          Details of the maximum entitlement are at Table 4 in Annex A of this Section and 

          further information, together with the application forms, is contained in the 

          appropriate IPG Joint Service UB Guide.

07.0212.
Private Move Arrangements.    Service personnel may make private arrangements and claim the costs incurred, subject to the criteria below, for movement of their PE within the UK, and to, from and within overseas theatres.  There are 2 different schemes:

a.
Unaccompanied Baggage Overseas Cash Option Scheme (OCASH).    The OCASH arrangement is for moves from UK to overseas and return, and between locations overseas.  Personnel with an entitlement to use RSO or SPS may opt to utilise the OCASH arrangement in lieu of a Service  move. Personnel with an entitlement to utilise the FMS may not substitute it for the OCASH arrangement. The OCASH scheme is not available to personnel who are eligible to use the FMS on assignment to Belgium, Norway, Portugal, Spain, Turkey, Italy, Denmark, Luxembourg, Germany and Holland. It is fully described in Defence Instructions and Notices (DIN) issued annually by IPG.  Only one consignment per assignment is permitted.  Use of the Scheme must be authorised by IPG in advance using the form at Annex B of this Section.  On receipt of completed Parts 1 and 2 IPG will confirm entitlement and then, if appropriate, obtain a written quotation from the MOD contractor for moving the Service person’s maximum entitlement through the Service arrangement at surface (not air) rates.  Once authorised, the Service person will be issued with a ‘letter of authority’ and can claim for the cubic metre allowance up to a maximum of the monetary amount calculated by IPG.  If the private quotation obtained by the Service person for the cubic metreage allowance is less than the IPG amount, this will become the maximum amount that may be claimed. Claims for reimbursement must be submitted to IPG within 12 Calendar months from the date of the move. Under no circumstances will more than the cubic metreage allowance be moved at public expense.  Service personnel moving items on the prohibited list must do so at their own expense.  They must not include them in their claim for reimbursement.  Original receipts and inventories must be submitted to IPG for a compliance check before the claim is made.
b.
The UK Private Arrangements Self-Help Scheme (UKPASH).    This is a scheme for moves within the UK only.  There is no IPG involvement in this Scheme.  Service personnel may move their PE by using a commercial carrier or self-drive vehicle/trailer.  The PE will be moved at the Service person’s own risk and should be fully insured by them.  The MOD will not be liable for any loss, damage or delay.  The maximum amount that can be claimed is the lower of:

(1)
The cubic metreage in paragraph 3 of Annex A of this Section multiplied by the UKPASH rate (see Chapter 1 Section 6); or

(2)
The receipted actual cost of the cubic metreage moved.

Receipted invoices in the name of the claimant must support claims for vehicle hire, tolls and ferry crossings.  Privately owned motor vehicles may be used but an additional Motor Mileage Allowance (MMA) cannot be claimed for the same journey.  Only one consignment per assignment is permitted.  Claims must be pre-approved by unit HR admin staff using the form at Annex C of this Section.
STORAGE OF PE

07.0213.
General.    Furniture may be stored at public expense by Service personnel using the RSO (see paragraph 07.0211b) and by Service personnel assigned to NI or the Scottish Outer Isles who have not used the FMS/UKRS and by single homeowners and householders assigned overseas.  For details of storage procedures, units and personnel should consult the IPG guide to Storage of Effects on Assignment Overseas (see paragraph 6 of Annex A to this Section for scale of entitlement).  Service personnel who are not entitled to use the RSO, FMS or UKRS may store PE under Service arrangements as detailed in the MOD Tri-Service UB DIN published by IPG.

07.0214.
Storage Entitlement.    Normally, PE is packed by the MOD contractor at the Service person’s residence into the container, sealed on site and then removed to a storage facility.  Service personnel who elect to store their PE elsewhere may have them removed to that address in the UK, or the UK point of departure if overseas, at public expense by the UKRS (see paragraph 07.0211a).  Entitlement to storage at public expense commences 14 days prior to the date of embarkation and concludes 28 days after the official date of return to the UK upon completion of an overseas assignment, or successive overseas assignments.  If Service personnel are assigned to consecutive overseas duty stations they may, on the second or subsequent assignments, add or remove PE from their current RWA to or from store using Service movement arrangements, provided they stay within the overall storage entitlements.  Personnel returning to the UK for periods of leave or training courses between consecutive overseas assignments may continue to store their PE at public expense for up to 3 months.  When an assignment is cancelled and PE is already consigned to store, they may continue to be stored at public expense for a period of 14 days after the date originally notified as the date of departure.  In these circumstances, PE will be moved by Service movement arrangements.  When a Service person’s spouse/civil partner returns to the UK in advance of the Service person and takes occupation of a permanent residence, then entitlement to storage at public expense will cease 14 days after the return of the spouse/civil partner.  This move of PE to the permanent residence will be considered as the ‘on assignment move’.  If, however, the spouse/civil partner returns to temporary accommodation then entitlement to storage is retained until the return of the Service person on assignment.
07.0215.
Inherited Furniture.    Service personnel who inherit furniture while entitled to storage at public expense may have the additional amount added to store provided they stay within the overall maximum storage entitlement.  Transportation costs to store of inherited furniture must be met by the Service person.

07.0216   Storage of White Goods – SSFA.  Service personnel accommodated in a SSFA property equipped with white goods may be permitted to store their own white goods at public expense.  Storage of white goods will only be authorised for those items actually proved in the SSFA property and not for additional personal items.  One each of the following items may be stored: washing machine, tumble dryer, dishwasher, freezer and refrigerator.  Service personnel should consult the IPG guide to Storage of Effects on Assignment Overseas for information on the procedures for storage.

SUPPLEMENTARY ENTITLEMENTS

07.0217.
Supplementary Entitlements.    Supplementary entitlements are as follows:

a. Child Element.    There is an additional Child Element for each dependant child as detailed in the Notes to Table 1 of Annex A to this Section.

b.
Accompanying Children’s Nurses/Nannies.    There is an additional entitlement for accompanying Children’s Nurses/Nannies who are authorised to travel at public expense as detailed in the Notes to Table 1 of Annex A to this Section.

c.
Partial and Fully Defurnished Entitlement.    When occupying a partially or fully defurnished SFA in one of the locations listed below, an additional entitlement may be included in the overall PE entitlement, in accordance with the Notes to Table 1 of Annex A to this Section.  When a Service person is moving from an area affected by partial or full defurnishing to an area not so affected, they are entitled to move the element of PE that was permitted under partial or fully defurnished entitlement back to the UK; this will be more than their normal entitlement.  The areas currently affected by partial or full defurnishing are:
(1)
NW Europe (see Chapter 1 Section 2).

(2)
Norway.

(3)
Gibraltar.

(4)
Cyprus.

(5)
BATUS Canada.

d.
Deceased Service Personnel.    The effects and family PE of a deceased Service person will be conveyed at public expense in accordance with JSP 800.  If PE is in store the charges will continue to be met from public expense for a period of up to 3 months from the date of the immediate family’s return to the UK or until they settle in private accommodation overseas.  The immediate family may withdraw PE from store early if they wish.
e.
Prisoners.    On committal to civil prison from overseas, Service personnel may take with them one holdall only.  Any other personal belongings will be despatched by the losing unit overseas to the prisoner’s home or nominated address under official arrangements provided the combined size of the holdall and PE does not exceed the appropriate entitlement shown at Table 1 or 2 of Annex A to this Section.

f.
Moves from Overseas to Northern Ireland (NI).    Service personnel who move from overseas to NI on permanent assignment may exercise their option of leaving any PE in store at public expense.  They can then move up to the PE entitlement authorised in Table 1 of Annex A to this Section for their assignment from overseas to NI to use during their NI assignment.

g.
Defence Diplomacy Staff.    Defence Diplomacy staff and their support staff are advised to check whether they have additional PE movement entitlement detailed in Instructions to Service Attaches and Advisers (INSAAs).

SUPPLEMENTARY ENTITLEMENT FOR GURKHAS TO AND FROM NEPAL 

07.0218.
Application of Regulations to Gurkha Personnel.    The regulations at the beginning of this Section apply equally to Gurkha personnel.  The additional regulation in paragraph 07.0219 will be applied when determining a Gurkha’s entitlement at the end of Family Permission and at the end of their service.  It should be noted that there is no entitlement to movement of PE when going on Nepal Long Leave.

07.0219.
Baggage Scales (Entitlement).    The PE entitlements applicable to Gurkha personnel and their families at the end of Family Permission and at the end of service when returning to Nepal are at Annex D to this Section.  These entitlements apply for airfreight to Kathmandu (KTM) only.  For all other moves Gurkha Self-Pack Service entitlements are as laid down for British personnel, including those Gurkhas permanently assigned to British Gurkhas Nepal.

CONDITIONS

07.0220.
Excess Baggage.    PE in excess of entitlement may be moved under MOD contract arrangements, but the cost of the excess will be recovered from the Service person.  The contractor will raise a F/MOV/709 to remove excess charges from the Service person’s salary.  The regulations applicable to excess baggage are contained in JSP 800 and the Tri Service Guides on Removals, UB and Storage published by IPG and available on the Defence Intranet. The MOD contract rates are published in the current DIN published by IPG.

07.0221.
Wasted Journeys.    Service personnel who need to cancel the delivery of their PE are to give the Unaccompanied Baggage Manager (UBM) at M&S Shipping a minimum of 2 working days notice by telephone, followed immediately by notice in writing, either by fax or letter.  Failure to do so will result in charges being passed to the Service person for payment.  In circumstances that SPVA PACCC consider are due to Service reasons (eg assignments cancelled at extremely short notice) or exceptional (eg death of a spouse) they will waive these charges following consideration of casework.

07.0222.
Responsibility for Charges.    The responsibility for payment of charges is as follows:

a.
The Service person is responsible for payment of any customs duties on their PE.

b.
The Service person will be responsible for all charges incurred if it becomes necessary to return PE to units (eg because of incorrect documentation, prohibited articles, excessive weight).  In the event of the Service person not being available to pay the bill immediately, the unit despatching the PE may be called upon to pay these charges and subsequently recover them from the Service person.  The MOD is responsible for the cost of only one complete movement of PE within entitlement.  The cost of any movement that has to be repeated as a result of the above will be the responsibility of the Service person.

c.
In the event of a delay occurring in the move of a Service person whose unaccompanied PE has already been despatched to their next duty station, unit HR admin staffs may submit a case to SPVA PACCC seeking authority for any necessary PE to be returned.  No PE will be returned without the prior authority of SPVA PACCC who will decide responsibility for payment of all charges, including additional demurrage (eg customs charges, storage in port and carriage fees).

07.0223.
Insurance.    No liability against public funds is accepted by the MOD or its agents for any loss, damage or delay to PE moved under MOD arrangements and all PE is moved at the owner’s risk.  All Service personnel are strongly advised to make private insurance arrangements to ensure comprehensive and appropriate cover.  This also applies to PE in storage where the storage contractor’s insurance will be the minimum required by the industry, but this may not be adequate to cover individual requirements.  Disturbance Allowance (DA) includes an element to assist with the cost of insurance in transit.  Service personnel ineligible to receive DA may be eligible to claim Insurance Allowance (see Section 3 of this Chapter).
RATES

07.0224.
Methods of Rate Calculation.    The rate for each element of removals and storage is determined as follows:

a.
FMS and UKRS.    The rate is set at a level to enable the move of an average amount of PE that belongs to a UK Service person and their household.  This is currently 40 CuM.  However, as the standard size of a removal lorry is 67.92 CuM, this is the rate set for FMS and UKRS.  The volume of an average household move and capacity of a standard removal lorry are reviewed each time the IPG renegotiates its contract for removals.

b.
RSO.    The entitlement was initially determined by taking the average amount moved by Service personnel under the previous single-Service regulations.  The previous regulations were based on the marital/accompanied status and rank of Service personnel; this took no account of the size of accommodation being moved into.  The volumetric capacity for the RSO will be determined by a review conducted by SP Pol P&M (Allces), every 5 years.  This review will establish whether the current entitlement is adequate.  It will do this by ascertaining the average amount Service personnel have either been obliged to move into store or have chosen to pay excess charges on.  Affordability will also be taken into account.  The cost of a complete household move overseas is unlikely to be affordable and hence storage as described in paragraphs 07.0213 to 07.0215 is provided.

c.
The Self-Pack Service UK and NWE.    A limit of 6 CuM was set for the movement of PE under the Self-Pack Service to the UK and NWE.  The volumetric capacity for the Self-Pack Service is determined by a review conducted by SP Pol P&M (Allces), every 5 years.  This review will establish whether the current entitlement is appropriate.  It will do this by ascertaining the average amount Service personnel have moved using this service.  If the average person is moving in excess of the current entitled rate, a survey will be conducted.   The survey will ascertain any excess charges that have been paid and will ask Service personnel to estimate how much they have moved or stored at their own expense.  In determining any new rate, affordability will also be taken into account.

d.
The Self-Pack Service Rest of the World (ROW).    The entitlement for Self-Pack Service ROW, was initially determined by taking the average amount moved by Service personnel under the previous single-Service regulations.  The previous regulations were based on the marital/accompanied status and rank of Service personnel; this took no account of the size of accommodation being moved into.  The figure representing the average amount moved has been adjusted, up or down, depending on the number of rooms in the accommodation being moved into.  Subsequently, the volumetric capacity for the Self-Pack Service ROW will be determined by a review conducted by SP Pol P&M (Allces), every 5 years.  This review will establish whether the current entitlement is adequate.  If the average person is moving in excess of the current entitled rate, a survey will be conducted.  The survey will ascertain any excess charges that have been paid and will ask Service personnel to estimate how much they have moved or stored at their own expense.  In determining any new rate, affordability will also be taken into account.

            e.
Temporary Assignments.    The volumetric capacity for Temporary  

 Assignments will be determined by a review conducted by SP Pol P&M (Allces) every 5 years.

f.
OCASH.    A Service person’s OCASH entitlement is the same cubic capacity as they would have been allowed if the move had been made by RSO or the relevant Self-Pack Service.  The maximum refund is the amount MOD would have paid for that entitlement if it was moved by MOD or the actual cost incurred by the Service person, whichever is the least amount.

g.
UKPASH.    A Service person’s UKPASH entitlement is the same cubic capacity as they would have been allowed if the move had been made by the Self-Pack Service for the UK.  The total paid is a fixed amount per cubic metre of entitlement.  This fixed amount is based on the average cost of moving one cubic metre within the UK.  This is determined annually by IPG by using their data on the Self-Pack Service from the previous 12 months.  The new rate takes effect from 1 Aug each year.

h.
Storage.     The rate is set at a level to enable the storage of an average amount of PE that belongs to a UK Service person and their household.  The rate is set in exactly the same way as FMS and UKRS.  
METHOD OF CLAIM

07.0225.
Method of Claim.    Most moves are made through the Service contract and will be paid for centrally.  Only the OCASH and UKPASH movements require the submission of an Expenses Claim having had the entitlement pre-approved using the forms at Annexes B or C to this Section.  Expense Claims are to be submitted by the Service person via the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA
METHOD OF PAYMENT

07.0226.
Method of Payment.    All OCASH and UKPASH payments will be made through the JPA Expenses Claim system.  These entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.
Annexes:

A.       Personal Effects Scales of Entitlement.

B.       Request for Estimate of Refund - Tri-Service Personal Effects Overseas Cash Option Scheme (OCASH).

C.
Authority and PE Entitlement Certificate - Movement of PE in UK by Private Arrangements (UKPASH).

D.
Gurkha Entitlement Scales of PE Airfreight to Kathmandu (KTM) on Termination of Service and at the End of Family Permission.
E.
 Application for Contribution of Removal Costs – Retirement from Overseas Assignment.
PERSONAL EFFECTS SCALES OF ENTITLEMENT 

1.
FMS & UKRS (see paragraph 07.0211a).    The maximum amount that may be moved at public expense under FMS and UKRS within the FMS Countries and the UK respectively is 67.92 CuM.

2.
Removal Service Overseas (see paragraph 07.0211b).    The maximum amounts that may be moved under this scheme are shown in Table 1 to this Annex.  The allowance is based on the Type of SFA, and therefore the number of bedrooms, a Service person is entitled to (see JSP 464) and not necessarily the actual number of bedrooms in the property into which the Service person is moving.  

Table 1 - Removal Service Overseas

	Basic Allowance (All Ranks) (Accompanied)

	Type of Accommodation
	Allowance

	Over 4 Bed
	11.00 CuM (1980 Kg)

	4 Bed
	10.50 CuM (1890 Kg)

	3 Bed
	  8.75 CuM  (1575 Kg)

	2 Bed
	  8.20 CuM (1476 Kg)


Notes
1.
Regardless of the type or size of property (number of bedrooms) being moved into, the Service person is limited to a cubic metre allowance based upon the SFA to which the Service person is normally entitled in accordance with JSP 464 scales. This ruling applies whether the type or size of property being moved into is above or below the normal SFA entitlement.

2.
The basic allowances in Table 1 can be increased for eligible personnel by 1.9 CuM (342 Kg) for partially defurnished SFA or 2.5 CuM (450 Kg) for wholly defurnished SFA in certain countries (see paragraph 07.0217c).

3.
Each dependant child, including those eligible for School Children’s Visits (SCVs), has an additional allowance of 1.5 CuM (270 Kg).

4.
A family may take a buggy/pram per child in addition at public expense.

5.
Children’s nurses/nannies granted passages at public expense are entitled to a maximum of 0.58 CuM (104Kg) as personal UB.

6.
Where movement is by air freight (see JSP 800) the allowance will be measured in kilograms. 

3.
Self-Pack Service (see paragraph 07.0211c).    The PE scale for personnel moving under the Self-Pack Service is 6 CuM (1078 Kg) for within, to and from UK and NWE.  For ROW, it is in accordance with Table 2 to this Annex.

Table 2 - Self-Pack Service (ROW).
	Allowance (All Ranks) (Unaccompanied)

	Type of Accommodation
	Allowance

	2 room entitlement
	4.10 CuM (738 Kg)

	1 or shared room entitlement
	2.85 CuM (513 Kg)


Notes:

1.
Regardless of the type or size of property (number of bedrooms) being moved into, the Service person is limited to a cubic metre allowance based upon the SLA/SSSA/Hiring (or equivalent) to which the Service person is normally entitled in accordance with JSP 464 scales. This ruling applies whether the type or size of property being moved into is above or below the normal SLA/SSSA/Hiring (or equivalent) entitlement.

For example, should a Service person be allocated a SSSA property with 2 or more bedrooms when their entitlement is for a studio flat or one-bedroomed flat the allowance is to be based upon the entitlement, i.e. one bedroom, rather than the two bedrooms in the property.

4.
Private Arrangements - OCASH.    A Service person’s OCASH entitlement is the same cubic capacity as they would have been allowed if the move had been made by RSO or the relevant Self-Pack Service (see sub-paragraphs 07.0211b and c).

5.
Private Arrangements - UKPASH.    A Service person’s UKPASH entitlement is the same cubic capacity as they would have been allowed if the move had been made by the Self-Pack Service for the UK (see sub-paragraphs 07.0211c).

6.
Storage.    The maximum amount that will be stored at public expense is 67.92 CuM.

7.
Consecutive Overseas Assignments (see paragraph 07.0205j).    The maximum amount that may be moved for permanent re-assignment between overseas duty stations and the UK on inter-assignment leave are shown in Table 3 below:

Table 3 - PE Maximum Entitlement for Moves between Overseas

Commands and the UK on Inter-Assignment Leave.
	Person Moving

(a)
	Maximum Entitlement

(b)

	Service Person and entitled immediate family members aged 12 years and over
	50 kg/0.30 CuM each person

	Children under 12 years of age
	25 kg/0.15 CuM each child


8.
Temporary Assignments (see paragraph 07.0205q).    The maximum amount that may be moved on Temporary Assignment is shown at Table 4 below:

Table  4 – PE Maximum Entitlement for Moves on Temporary

                            Assignment for Periods of up to 182 Days

	Period of Temporary Assignment
	    Maximum Entitlement



	            Up to 182 days (6 months)
	                     50 kg/0.30 CuM 


REQUEST FOR ESTIMATE OF REFUND - TRI-SERVICE PERSONAL EFFECTS OVERSEAS CASH OPTION SCHEME (OCASH)

After completion of Parts 1 and 2 this form should be posted or faxed to:

Relocation Services, MSS Division
Tel (Civil)
03067 81011


Elm 2C, Mail Point 4229
Abbey Wood (Mil)
9679 81011
MOD, Abbeywood
Fax (Civil)  01179 138973
Bristol, BS34 8JH
Abbey Wood (Mil)
9352 38973
Please use black ink and capital letters 

Part 1 (to be completed by the Service person being assigned)

	Service No:
	

	Name:
	

	Rank:
	


Please tick as applicable:
  FORMCHECKBOX 
 RN 
 FORMCHECKBOX 
 RM 
 FORMCHECKBOX 
 ARMY 
 FORMCHECKBOX 
 RAF

	Current Unit UIN:
	

	Current Duty Station:
	

	Current Duty Station Address:
	

	Contact Telephone No: (including area code)
	
	Contact Fax No:
	

	Assignment Authority No:
	

	Date of Assignment:
	                                                        

	Date of Discharge:
	


	New Duty Station:
	

	New Duty Station Address:
	

	Movement Details/ Departure address:
	

	Distance from departure address to airport/port of exit:
	

	Destination address:
	


Please tick type of Accommodation being moved into:

 FORMCHECKBOX 
 SLA or equivalent    FORMCHECKBOX 
 SFA or equivalent     FORMCHECKBOX 
 Private   

I confirm that: 

a. I understand that the calculation for the movement of PE under the tri-Service PE OCASH will be made using Surface (not air) Freight rates.

b. The information quoted above is, to the best of my knowledge, correct.

c. None of the prohibited items listed in current regulations is, or will be, included in my or my immediate family’s PE and that I have acquainted myself with all other requirements applicable to the movement of Unaccompanied Baggage contained in the current regulations.

d. I accept that in choosing to use the tri-Service PE OCASH and being in receipt of a Letter of Authority, I will be totally responsible for making all of the necessary arrangements, including payment for the shipment of my PE by private arrangement, and will not be entitled to receive any assistance from the MOD.

e. I accept that if permission is given for me to move my or my immediate family’s PE under private arrangements it will be at my own risk and that the MOD, or its agent, will not be liable for any loss, damage or delay in my or my immediate family’s PE from any cause whatsoever whilst in transit.

f. I understand that the Estimate of Refund is not the authority to claim the refund.

Each applicant must complete their own Individual OCASH application form. OCASH cannot be used in conjunction with another applicant’s movement of PE.

Signed: ………………………………………………………Date: …………………………..

Name: ………………………………………..……............  Rank: ……………………….

Part 2  (to be completed by the current unit HR admin staff)

It is confirmed that the service person’s entitlement is:

	Fully Authorised Entitlement for accommodation to be moved into:
	CuM

	No. of Children …………   x 1.50 CuM (if applicable):
	CuM

	Partially or Fully Defurnished SFA Allowance (if applicable):
	CuM

	Additional Allowance as authorised by IPG Ref. (if applicable):
	CuM

	TOTAL ENTITLEMENT:
	CuM


Signed: ………………………………………..……..….

(to be signed by OR9 or above)

Name: ……………………………………………...……

Rank: …………………………………………..……….

Date: ……………………………………………...…….

Part 3 (to be completed by IPG)

The following Unique Reference Number (URN) must be quoted on all correspondence relating to this request:

	Unique Reference Number (URN):
	

	IPG confirms that, based in the information provided above at Parts 1 and 2, your maximum Estimate of Refund would be:

(This is the maximum refund allowed, the actual refund could be less depending on circumstances (see JSP 752 paragraph 07.0212a).)
	£ (Sterling)


If you wish to use the Tri-Service OCASH, please complete Part 4 and return to IPG. 
A Letter of Authority will then be issued.

Signed: ………………………………………………….

UBCRO for CE IPG
Date: ……………………………………..……….…….

PART 4 (to be completed by the Service person, if required, after Part 3 has been completed by IPG).

Request for a Letter of Authority to use the tri-Service PE Overseas Cash Option Scheme (OCASH).
I request IPG to issue me with a Letter of Authority to use the tri-Service PE OCASH up to the value of the Maximum Estimate of Refund of:

	£  (Sterling):
	


quoted in Part 3 of this application. I will abide by the rules and regulations pertaining to the tri-Service PE OCASH.

Signed: …………………………………………….……..…Date: …………………………..

Name: …………………………………………….………..  Rank: ……………...…………..

AUTHORITY AND PE ENTITLEMENT CERTIFICATE

MOVEMENT OF PE IN THE UK BY PRIVATE ARRANGEMENTS (UKPASH)

PART A - APPLICATION AND ACCEPTANCE OF CONDITIONS

Particulars of the Service Person:

Service Number ……………………Rank …………….Name……………………………….

Current Unit …………………………………………………………………………………..

1.
The above named will proceed from (present duty station)…………………………..

to (new duty station) ………………………………………………………………….

on or about (date)…………………………………………………………………….. 

On assignment, termination of service or temporary duty* under the following authority:

………………………………………………………………………………..………………

Particulars of PE Movement:   

2.
The proposed method of movement of PE is:

a.
Commercial carrier …………………………………………. (name) or*

b.
Self-drive vehicle/trailer*.

Acceptance of Conditions:

3.
I accept that if permission is given to me to move my PE under private arrangements it will be at my own risk and that the MOD, its agents and servants, will not be liable for any loss, damage, or delay to my PE from any cause whatsoever.

4.
I certify that I am insured for the full value of the goods being moved as required by the regulations (see JSP 752 Chapter 7 paragraph 07.0223).

5.
I declare that none of the prohibited items listed in current regulations is, or will be, included in my PE for which I will claim a refund.  I have acquainted myself with all other details and requirements of the regulations applicable to the movement.



Signature ………………………………………

Name (in block letters) ………………………..

Date …………………………………………..




* delete as applicable

PART B - AUTHORITY AND ENTITLEMENT

6.
Authorisation.   I authorise the PE of the above named Service person to be moved under private arrangements and at public expense within the following entitlement calculated against present scales:

	



Total Entitlement



	

………………………. CuM



at £ …………….. per CuM
	



=** £ ……………………


	
	
	

	
Unit Stamp and Date





	
Signature of
Authorised Officer ………………………………………...

Rank ……………………………………………………….

Appointment ………………………………………………

(unit HR admin staff)



** Maximum Refund Entitlement

GURKHA ENTITLEMENT SCALES OF PE AIR FREIGHT TO KATHMANDU(KTM) ON TERMINATION OF SERVICE AND AT THE END OF FAMILY PERMISSION
1.
The content of this Annex is under review as part of the review of Gurkha Terms and Conditions of Service.  

	Serial

(a)
	Rank/Status

(b)
	Total Weight

PE Entitlement

(Kg) (Note 1)

(c)
	Bulk

Entitlement

(CuM)

(d)

	1
	SSC(G) Officers
	As per British entitlements
	-

	2
	Majs(QGO)
	311
	1.73

	3
	Capts/Lts(QGO), Religious Teachers

Head/Deputy Head School Teachers
	260
	1.44

	4
	Wives of Maj(QGO)
	514
	2.86

	5
	Wives of Capts/Lts(QGO), 

Religious Teachers, Head and Deputy Head School Teachers
	464
	2.58

	6
	WO1s
	244
	1.36

	7
	WO2s
	167
	0.93

	8
	CSgts, Sgts, Midwives and Asst School Teachers
	142
	0.79

	9
	Cpls and below
	94
	0.52

	10
	Wives of WOs & below, Midwives and Assistant Female School Teachers
	209
	1.16

	11
	All Children
	64
	0.36


Notes

1.
Individual box weights are not to exceed 100 Kg.  It is important to note that total weight is the criterion by which entitlement is assessed.
2.
The maximum size of self pack box permissible for airfreight to KTM is the standard issue 1000 mm x 600 mm x 600 mm.

3.
One refrigerator of dimension 114.3 cm x 55.9 cm x 50.8 cm and/or one TV set of dimension 71.1 cm x 71.1 cm x 63.5 cm may each be carried within the overall entitlement.  The refrigerator or TV set is to be as originally packed.  No other personal effects are to be packed in trade package.  Packages which contravene these regulations will automatically be rejected.  Service personnel are to note that the movement of a refrigerator sent under these circumstances is a concession and not an entitlement.

MOVEMENT AND STORAGE OF PERSONAL EFFECTS
APPLICATION FOR CONTRIBUTION OF REMOVAL COSTS – RETIREMENT FROM OVERSEAS ASSIGNMENT

After completion of Parts 1 and 2 this form should be posted or faxed to:

Relocation Services, MSS Division
Tel (Civil)
03067 81011


Elm 2C, Mail Point 4229
Abbey Wood (Mil)  9679 81011

MOD, Abbeywood
Fax (Civil)  01179 138973

Bristol, BS34 8JH
Abbey Wood (Mil)  9352 38973

P L E A S E   U S E   B L A C K   I N K   AN D   C A P I T A L   L E T T E R S 

Part 1  (to be completed by the applicant)

	Service No:
	

	Name:
	

	Rank:
	


Please tick as applicable: FORMCHECKBOX 
 RN  FORMCHECKBOX 
 RM  FORMCHECKBOX 
 ARMY FORMCHECKBOX 
 RAF FORMCHECKBOX 
 ACCOMPANIED  FORMCHECKBOX 
 UNACCOMPANIED

	Current Duty Station:
	

	Current Address:
	

	Contact Telephone No: (including area code)
	
	Contact Fax No:
	

	Date of Discharge from the Service:
	


	Country to which you are Retiring:
	

	New  Address:
	

	Movement Details / Departure Address:
	


I confirm that: 

a.
I understand that the calculation for the movement of my effects under the current Regulation contained in JSP 752, Chapter 7, paragraph 07.0205e will be made using surface (not air) freight rates, this will be based on the last move of the actual volume within entitlement of effects, unless there has been a change in circumstances.

b.
The information quoted above is, to the best of my knowledge, correct.

c.
None of the prohibited items listed in current regulations is, or will be, included in my or my immediate family’s PE.

d.
I accept that in choosing to settle other than in the UK and being in receipt of a Letter of Authority, I will be totally responsible for making all of the necessary arrangements, including payment for the movement of my effects by private arrangement.

e.
I accept that if I elect to move my or my immediate family’s PE under private arrangements it will be at my own risk and that MOD, or its agent, will not be liable for any loss, damage or delay in my or my immediate family’s PE from any cause whatsoever whilst in transit.

f.
I understand that the Estimate of Refund is not the authority to claim the refund.

g.
I understand that I am not eligible to submit a claim if I am in receipt of removal/relocation costs paid for by a third party, or if any third party has agreed in principle to pay for such costs.  If the third party has agreed to meet the costs in part, I acknowledge that I am only entitled to the balance of the actual costs from the MOD.

h.
I understand my claim for reimbursement is to be accompanied by an original receipted invoice and that a claim will not be paid based on an estimate of the costs of removals and that any claim is to be submitted within 3 months of my termination date.  Payment will be in Pounds Sterling and where the receipted invoice is in a currency other than Pounds Sterling the rate is to be calculated using the FFR.

i.
I agree to repay any money paid to me by the MOD which represents an overpayment or for which I am otherwise ineligible including but not limited to on account of money received or promised by a third party.

Each applicant must complete their own individual application form. All applications must be submitted through the Service person’s Unit HR Admin Office.

Signed: ………………………………………………………Date: ………………………..

Name: ……………………………………………..……...... Rank:………………………….

Part 2  (to be completed by Current Unit HR Admin Staff)

It is confirmed that the Service person is entitled to move under this scheme and that his/her circumstances have not changed since moving to the current assignment:

Signed: ………………………………………..……..….

(to be signed by OR9 or above)

Name: ……………………………………………...……

Rank: …………………………………………..……….

Date: ……………………………………………...…….

Part 3  (to be completed by IPG)

The following Unique Reference Number (URN) must be quoted on all correspondence relating to this request:

	Unique Reference Number (URN):
	

	IPG confirms that, based on the information provided above at Parts 1 and 2, the  maximum contribution would be:

(see JSP 752 paragraph 07.0205e)
	£ (Sterling)


If you wish to apply for removal costs please complete Part 4 and return to IPG.   If eligible a Letter of Authority will then be issued.

Signed: ………………………………………………….

UBCRO for CE IPG
Date: ……………………………………..……….…….

PART 4  (to be completed by individual, if required, after Part 3 has been completed by IPG).

Request for a Letter of Authority to receive a contribution towards the costs of removals when retiring overseas from an overseas assignment. 

I request IPG issue me with a Letter of Authority to receive removal costs expended up to the maximum stated at Part 3 when retiring overseas from an overseas assignment.  I acknowledge the maximum amount, in accordance with paragraph 07.0205e, I may be entitled to claim is: 

	£  (Sterling):
	


I accept that I may only claim the actual admissible costs incurred, in accordance with the regulations in JSP 752, and that the claim must be supported by a receipted invoice.  
Signed: …………………………………………….……..…Date: …..……………..

Name: …………………………………………….……….. Rank:……...…………..

(Revised July 2008)

CHAPTER 7

SECTION 3

INSURANCE ALLOWANCE

GENERAL

07.0301.
Aim.    The aim of Insurance Allowance (IA) is to meet the average cost of transit insurance purchased by Service personnel when they are required to move their Personal Effects (PE) for Service reasons, but are not entitled to claim Disturbance Allowance (DA).

07.0302.
Income Tax and National Insurance Contributions (NICs).    IA is liable to Income Tax and NICS in respect of assignments, temporary assignments or deployments within the UK. The tax and NICS will be met by MOD and paid by SPVA under PSA.  In accordance with ITEPA 2003 Section 299 IA is non-taxable for Service personnel assigned, temporarily assigned, or deployed outside the UK.
ELIGIBILITY

07.0303.
Eligible Service Personnel.    All Service personnel who are entitled to move their PE using Unaccompanied Baggage (UB) (see Section 2 of this Chapter) or unit arranged moves on deployment or assignment, but are ineligible to claim DA for the move, are eligible to claim IA.

INELIGIBILITY

07.0304.
Ineligible Service Personnel.    Those Service personnel who have received DA for a particular move are ineligible for IA for the same move.

ENTITLEMENT

07.0305.
General.    Eligible Service personnel are entitled to a payment of IA if they have purchased insurance to cover their PE in transit.  Refund of the actual cost may be paid, up to the maximum IA rate.  However, individuals may not draw IA in respect of the same operational deployment and therefore it is expected that only one IA claim may be made within a 12 month period.

DOCUMENTATION

07.0306.
Supporting Evidence.    Service personnel are required to retain, for 24 months, supporting evidence of the purchase and cost of the transit insurance cover to the full value of their PE.  Where this is included in a household insurance policy, it should be shown separately within the schedule.

RATES

07.0307.
Method of Rate Calculation.    The rate at which IA is paid will be updated annually by SP Pol P&M (Allces), who will establish the average of 3 insurance quotes obtained from companies selected by them which provide Kit Insurance which includes a minimum of £2500 of cover for goods in transit. The rates are published in the annual SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current IA rate is also at Chapter 1 Section 6.

METHOD OF CLAIM

07.0308.
Method of Claim.    Claims for IA will be submitted by the Service person using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the period concerned or the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHOD OF PAYMENT

07.0309.
Method of Payment.    All Expenses Claim entitlements, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 7

SECTION 4

FINAL TOUR OF DUTY

GENERAL

07.0401.
Aim.    The aim of the Final Tour of Duty (FTOD) provision is to assist eligible Service personnel in their final tour of duty, who are not in the geographical area in which they have formally expressed a preference to serve, with meeting the costs of settling themselves and/or their immediate family at a Selected Place of Residence (SPR) in the UK.

07.0402.
Assistance Provided.    Eligible personnel may claim Disturbance Allowance (DA) and movement of Personal Effects (PE) at public expense.

07.0403.
Assignment Preference.    The preferred location must be within the UK, and must be a Unit or Establishment in which an assignment exists that the claimant could fill if it were vacant.

07.0404.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 271 to 287 payment of DA and the movement of PE within the FTOD provision attract a liability for both Income Tax and NICs.  The tax and NICs will be met by MOD and paid by SPVA under PSA.

ELIGIBILITY

07.0405.
General.    Service personnel, who have formally expressed a preference for a FTOD location using JPA Form F024, are eligible to claim DA and movement of PE under the provisions of this Section to a SPR in the UK at any stage during their final tour of duty up to and including their final day of service, provided:

a.
They are serving on what is expected to be the final tour of duty of a commission or engagement, which qualifies for an immediate pension/Early Departure Payment (but not a gratuity); and

b.
They are serving at a duty station more than 50 miles or 90 minutes travelling time from the location for which they expressed a first preference.  This limit is waived in the case of Service personnel who are required to live close to their place of duty, or in public accommodation by virtue of their rank or appointment.  This sub-paragraph does not apply to officers required, by virtue of their appointment, to serve their final tour accompanied, as they are exempt the requirement to specify an assignment preference; and

c. They have not made a previous claim under this Section; and in addition

d.
The Service person is serving accompanied and resides in a RWA; or

e.
They are, if single, a householder or a homeowner; or

f.
They are, if single, required to occupy SFA by virtue of their rank or appointment and are a householder or homeowner; or

g.
They have attended a Medical Board and have received a date for discharge on medical grounds, and will be in receipt of a pension on invaliding.  Notwithstanding that due to circumstances beyond their control they may have received DA and movement of PE within the previous 6 months (see paragraph 07.0408) they are entitled to DA and movement of PE at public expense.  The remaining rules for eligibility apply. Under this sub-paragraph, where a Service person cannot make a move to a SPR in the UK, prior to their final day in the Service,  a fully staffed case is to be submitted to the Pay and Allowances Casework Cell (PACCC) requesting an extension to the period of eligibility.  All such cases must be submitted to the PACCC before the Service person’s final day of Service.
h.
They are an officer of OF6 rank / grade or above, however only in circumstances where their Terms and Conditions of Service mean that any assignment could be their final tour, and as such they were unaware at the start of their assignment that it would be their final active appointment.  In these circumstances the officers concerned have had no reasonable opportunity to express a FTOD preferred location.  The criteria as described in para 07.0403 still applies.

07.0406.
Proportionate Expenses.    Notwithstanding the eligibility criteria at paragraph 07.0405, Service personnel not assigned to their previously declared FTOD preference area may relocate to an area in the UK, other than their preference area, and receive both DA and a contribution to the cost of the movement of PE:

a.
If the distance between their place of duty and the SPR to which they relocate is less than that between their place of duty and their nominated preference area, their PE will be moved by Service arrangements.

b.
If the distance between their place of duty and the SPR to which they relocate is greater than that between their place of duty and their nominated preference area, their PE will be moved by Service arrangements but the Service person will be required to pay a contribution towards the overall cost.  IPG will calculate this cost which will be difference between the cost of the move to the SPR and the notional cost of a move to the nominated preference area.  This amount will be recovered from the Service person’s salary using a form F/MOV/709.

INELIGIBILITY

07.0407.
Statement of Preference.    Service personnel who do not formally express a preference for a FTOD on a JPA Form F024 are ineligible for the support in this Section, but see paragraph 07.0405g and 07.0405h.

07.0408.
Previous DA Claims and Movement of PE.    Service personnel will be ineligible to claim the FTOD provision if they have received DA and movement of PE at public expense as a consequence of an assignment move within the previous 6 months.

07.0409.
Involuntary Separated (INVOLSEP) Status.    Service personnel who have INVOLSEP status at their primary place of duty during their final tour are not eligible to claim under the provisions of this Section.  This is not, however, intended to exclude from its provisions those who may have been temporarily involuntarily separated (eg while on a course or detachment).

07.0410.
Reserve Forces.    Members of the Reserve Forces are not eligible to receive FTOD provision.
ENTITLEMENT

07.0411.
General.    Service personnel who are eligible to claim the FTOD provision will be entitled to:

a.
The applicable full DA rate for a move to a SPR (including the Child Element where applicable).

b.
Movement of PE, from their RWA, and/or from store, to a SPR within 50 miles or 90 minutes travelling time of their area of preference.

CONDITIONS

07.0412.
Eligibility for Other Allowances.    Service personnel who claim DA and/or the movement of PE at public expense under the provisions of this Section and relocate their immediate family away from their place of duty, will serve unaccompanied and be treated as VOLSEP for the remainder of their assignment.  Those in receipt of Continuity of Education Allowances when they become VOLSEP will have their eligibility reviewed by their unit HR admin staff and the likely outcome is that the eligibility will cease.  Further entitlement to School Children’s Visits is also likely to cease.

07.0413.   
Early Termination / Premature Voluntary Release (PVR).  Providing individuals have previously declared their preferred FTOD location to Career Managers, those who submit their 12 months notice for Early Termination / PVR are then eligible to receive FTOD provision, providing they qualify for an immediate pension/Early Departure Payment (but not a gratuity).   

RATES

07.0414.
FTOD Rates.    There are no specific rates calculated for FTOD.  The content of the package is the costs Service personnel encounter when moving to their SPR on leaving the Service.  These are the costs funded within DA (see Section 1 of this Chapter) and Movement of PE at public expense (see Section 2 of this Chapter).

METHOD OF CLAIM
07.0415.
Method of Claim.    Service personnel wishing to take advantage of FTOD provision are required to formally declare their FTOD location preference using JPA Form F024.  

a.
Unless prevented from doing so for reasons described at 07.0405 g and h, JPA Form F024 must be completed and authorised during the individuals penultimate assignment, ie before the final assignment has been agreed by Career Managers.  This affords Career Managers a realistic opportunity to assign the individual to their preferred FTOD location, negating the need for a subsequent move at public expense upon retirement.  Only if Career Managers decide that a final assignment at the individuals preferred FTOD location is not possible will a FTOD removal at public expense be granted.  

b.
For individuals whose final assignment commences more than 4 years prior to termination, JPA Form F024 must be completed and authorised no later than 2 years prior to termination.  

c.
The individual elements of the FTOD package may subsequently be claimed in accordance with the instructions detailed in the specific Sections within this Chapter for those allowances.

CHAPTER 7

SECTION 5

REFUND OF LEGAL EXPENSES 

Sale and Purchase or Letting

GENERAL 

07.0501.
Aim.    The aim of Refund of Legal Expenses (RLE) is to contribute towards the legal and associated expenses a Service person necessarily incurs when on assignment they elect to both sell a Residence at Work  Address (RWA) and purchase a RWA at the new duty station.  Alternatively, it contributes towards the legal fees that arise on letting and repossession of a home (see Section 5 Part 2).  It therefore assists existing homeowners to remain in the property market.

07.0502.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 271 to 287 refunds of expenses incurred in respect of the sale and purchase of residences are non-taxable.  Refunds of legal fees in respect of letting and repossession are liable to tax and NICs; these are met by the MOD and paid by SPVA under PSA.

DEFINITIONS
07.0503.

 Qualifying Assignment.    A Qualifying Assignment is one for which a Service person is in possession of a permanent assignment order requiring them to move to a new duty station, which clearly indicates a likelihood of serving a minimum of 12 months at the new duty station.  For RLE Letting a Qualifying Assignment is one which clearly indicates that the Service Person is likely to serve at least 6 months (182 days) at the new duty station.

07.0504.

 Commuting Distance.    For the purposes of these regulations, the acceptable commuting distance is defined as being within 50 miles of the duty station or, if over 50 miles, within 90 minutes’ travelling time by public transport.

07.0505.

Qualifying Residence.    For the purpose of these regulations a qualifying residence is defined as being a static home (eg house, flat, maisonette, bungalow or mobile home).  Houseboats, caravans and dedicated business premises (but see paragraph 07.0513) are not qualifying residences.

07.0506.
Qualifying Moves.    A Qualifying Move is one in which the sale and purchase or the letting of the residence is as a direct consequence of an assignment to a new permanent duty station that entitles the Service person and, if appropriate, their immediate family, to move at public expense.  The new duty station must not be within commuting distance of the Service person’s presently owned residence at the current or, if appropriate, a former duty station.  Where the new duty station is within commuting distance but there are exceptional circumstances (eg a move across the Severn Bridge) to justify a qualifying move, a case is to be submitted to the SPVA Pay and Allowances Casework Cell (PACCC) for consideration.

GENERAL CONDITIONS FOR SALE AND PURCHASE OF A RWA AND LETTING OF A RWA

07.0507
RWA.  A RWA, or former RWA, is defined as a property that is occupied, or has been occupied, by the Service person for a minimum period of 6 months either at the present duty station or a previous duty station.

07.0508.
Claims.  Only one claim, either for sale/purchase or letting, per qualifying assignment is permissible.
07.0509.
Reserve Forces.    For the purposes of this Section, Reserve Forces refers only to Full Time Reserve Service (Full Commitment) (FTRS(FC)) personnel who are required, for Service reasons, to relocate in mid-commitment, and are able to satisfy the length of employment conditions within these regulations.  (Although TA NRPS, FTRS (Limited Commitment) (FTRS(LC)), FTRS (Home Commitment) (FTRS(HC)) and Additional Duties Commitment (ADC) personnel may be eligible exceptionally to claim refund of legal expenses if they are invited to be assigned to a new duty station and have to move house in the interests of the Service and when authorised by the SPVA PACCC.

07.0510.
Length of Service.  The claimant must have completed 3 years service (3 years cumulative commitment service for eligible Reserve Forces), and must have at least 12 months remaining to serve from the date of taking up the new assignment.

PART ONE

RLE FOR SALE AND PURCHASE OF A RWA

ELIGIBILITY

07.0511.
Eligible Service Personnel.    Regular, Reserve Service and MPGS personnel who sell a property that is a RWA at the current duty station, or was a RWA at a former duty station and then purchase a property that is to be a RWA at the new duty station, will receive a refund of the legal and associated expenses incurred in the sale and purchase of the properties up to an MOD limit.
CONDITIONS

07.0512.
General Conditions.    The following conditions apply:

a.

The Service person must be in possession of an Assignment Order which clearly states that there is a likelihood of serving a minimum of 12 months full time service at the new duty station from the latest of the following dates:

(1)
        The effective date of the start of the new assignment; or

(2)
        The date of joining the new duty station; or

(3)
 The sale completion date if sale expenses only are claimed at this time. A Homeowner’s Re-Entry Certificate (HREC) must be obtained in these circumstances (see paragraph 07.0520); or

(4)
 
The date of occupying the newly purchased property or, if accompanied, the date of occupation by the immediate family, if both sale and purchase expenses are claimed; and

b.
The claimant must own the qualifying residence that is being sold and it must be, or have been, a previous RWA; and

c.
The claimant must purchase a RWA at the new duty station (but see paragraph 07.0520 concerning personnel in possession of a HREC); and

d.
Any sale and purchase must occur within 6 months of joining the new duty station.  However, the period may be extended for a further 6 month period by application to the unit’s HR, in the following circumstances:

(1)
 Service personnel who are deployed or temporarily assigned from their duty station for a period of 3 months or more within the first 6 months of arriving at their new duty station.

(2)        Service personnel who can demonstrate negative equity regarding the sale price/mortgage value. 

(3)        Service personnel who can demonstrate that they have continuously marketed their property at a realistic price since the date of assignment but have been unable to achieve a sale.

e.         An application to SPVA PACCC must be made where personnel seek an extension in the following circumstances:

(1)        Beyond 6 months for Service personnel in PStat Cat 1 or 2 who have dependant children within the last 2 academic years (or for the duration of the course if less than 2 academic years) before public examinations in secondary education, provided they are not in receipt of CEA(Board), CEA(SENA), CEA(Day) or CEA(SENA(Day)).

(2)        Beyond 6 months for Service personnel with genuine and severe personal reasons (eg health or compassionate).

(3)        Beyond 12 months where unit HR staff have previously granted an extension.

f.

Maximum Refund.    Eligible Service personnel are entitled to a combined maximum up to the RLE limit as detailed in Chapter 1 Section 6 in respect of allowable expenses arising from property sale and purchase, unless a greater sum is permitted under the terms of paragraph 07.0518a.

Conditions Relating to the Sale and Purchase of Properties

07.0513.
Non-Residential Use.    If any part of a property at either the old or new duty station was, or will be, used for other than purely residential purposes, (eg a farm, boarding house or shop), SPVA PACCC is to be consulted on the apportionment of the selling or purchase price of the property to business and residential elements, for the purpose of determining the admissible refund of legal expenses.

07.0514.
Ownership.    The properties being sold and purchased must be owned either solely or jointly by the Service person(s) claiming RLE.

Conditions Relating to Joint Ownership

07.0515.
Joint Ownership.    Service personnel are not eligible to claim RLEs for expenses that have, or will be, claimed by a joint owner from any other source.  They may, however, receive RLEs up to the value of the allowable expenses that have not been, and will not be, claimed by any other joint owner(s), up to the RLE limit.

07.0516.
Sale and Purchase by Service Joint Owners.    In the event that 2 (or more) Service personnel jointly own a property that is a RWA for them all, and they decide to sell the property in order that there can be a purchase of a RWA at their new place(s) of duty, subject to their fulfilling all other qualifying criteria, the allowable expenses, up to the RLE limit, will be apportioned on the basis of equal shares irrespective of the varied costs that the different claimants may incur, except that each claimant may not receive refunds greater than their actual costs incurred.

07.0517.
Sale by Service Joint Owners and Individual Purchase.    In the event that 2 (or more) Service personnel jointly own a property that is a RWA for them all, and they decide to sell the property in order that they can each purchase RWAs at their respective new places of duty, subject to their fulfilling all other qualifying criteria, the allowable expenses will be apportioned as follows:

a.
They may share refunds of up to half the RLE limit in respect of allowable expenses arising from the sale of the jointly owned property at the current duty station.

b.
They may each claim up to half the RLE limit in respect of allowable expenses arising from the purchase of the individually owned properties at their new duty stations.

07.0518.
Individual Sale and Purchase by Service Joint Owners.    In the event that 2 (or more) Service personnel each own separate properties that are RWAs, which they decide to sell in order that they can purchase jointly a single property that will be a RWA for all of them at their new place(s) of duty, subject to their fulfilling all other qualifying criteria, the allowable expenses will be apportioned as follows:

a.
They may each claim up to half of the RLE limit in respect of allowable expenses arising from the sale of each of the properties at the current places of duty.

b.
They may also share the refunds in respect of allowable expenses arising from the joint purchase of the property at their new duty station, up to a total maximum value of half of the RLE limit.  This will be apportioned on the basis of equal shares irrespective of the varied costs that the different claimants may incur, except that each claimant may not receive refunds greater than their actual costs incurred.

07.0519.
Cases of Doubt.    Any cases of doubt should be referred to SPVA PACCC.

Conditions Relating to Homeowners’ Re-Entry Certificates (HREC)

07.0520.
HRECs.    Service personnel, whose circumstances on assignment meet one of those defined below may be issued with a HREC, authorised by their CO (or their designated representative).  The HREC (Annex A) is to be raised in duplicate, with one copy being handed to the Service person and one retained in their personnel records.  Claimants should not make financial arrangements on the presumption of their application being agreed.  The HREC entitles them to be refunded sale expenses, and be permitted to defer the subsequent purchase and retain eligibility for a refund of purchase expenses until a future qualifying assignment.  HRECs may be authorised in the following circumstances:

a.
Service personnel assigned within the UK who are unable to purchase a suitable property within commuting distance of the new duty station as well as being unable to let their current property.  Applications must be supported by documentary evidence showing that:

(1)
Suitable properties are not available for purchase within commuting distance of the new duty station because of much higher prices (a selection of estate agent’s notices showing prices from areas within commuting distance of the new duty station is acceptable); and

(2)
Attempts to let the current property at a fair market rent over a period of at least 3 months have been unsuccessful, supported by either a solicitor’s or estate agent’s letter stating that the property has been on the market at a fair market rent and there have been no agreed tenancies.  This letter should show the rent at which the property has been placed on the rental market, as well as the rent of similar properties in the local area; or



(3)
The mortgage lender prevents letting; or

(4)
The anticipated rent is less than the Service person’s mortgage repayment.


or

b.
The Service person is assigned overseas, to London (defined as the area bounded by the M25), NI, RAF Valley, the Channel Islands, the Isle of Man or the Scottish Outer Isles and opts not to purchase at their new duty station; or

c.
The Service person is required for Service reasons to occupy an Official Service Residence (OSR) or an ex-officio/tied SFA at the new duty station; or

d.
The Service person is assigned to a course for a period of between 6 and 12 months.  This will permit purchase at the new duty station to be deferred for 6-12 months once the HREC has been issued.

07.0521.
Valid Period of HREC.    Service personnel in possession of a HREC are allowed to retain their HREC for as long as they are assigned to stations in locations that would qualify for the issue of a HREC, but they must purchase a property on the occasion of their next qualifying assignment.   However, where there are considered to be sound reasons for the Service person to remain outside the property market even though they have been assigned to an area where an HREC is no longer justified, a case may be submitted to SPVA PACCC for consideration.

Conditions Relating to Recoveries

07.0522.
Recovery of RLE.    Refunds made under the RLE scheme will normally be recovered in the following circumstances:

a.
If within 12 months of joining a new duty station, the Service person leaves the Service at their own request or as a result of misconduct or a disciplinary offence; or

b. If the Service person elects not to occupy the residence for at least 12 months from the date of purchase; or
c.   
If in possession of a HREC (ie monies have been claimed for the sale of a property) and no purchase is subsequently made prior to leaving the Service, the HREC is deemed to have been invalidated.

07.0523.        
Waiver of RLE Recovery.    Recovery of residence purchase expenses will be waived if the residence is vacated within 12 months of purchase because:

a.
The Service person dies.

b.
The Service person’s spouse/civil partner dies.

c.
The Service person and, if married or in a civil partnership, the immediate family move to a new duty station for Service reasons; this excludes a move following misconduct or a disciplinary offence or as a consequence of an application for a move that is submitted by the Service person.

d.
The Service person is prematurely discharged by invaliding or compulsorily retired from the Services for reasons beyond their control.

e.
Where negative equity can be demonstrated on the sale of a property purchased within the last 12 months and for this reason no subsequent purchase is made, a case may be submitted to SPVA PACCC to waive the recovery of any sale expenses.  The case may include a request for a HREC.

Conditions Relating to the Sale of a RWA 

07.0524.
The Property to be Sold.    The property to be sold must be a RWA occupied by the Service person, or have previously been a RWA.  The Service person must have travelled daily, or had an expectation of travelling daily, from it to a current or former duty station for a period of not less than 6 months.
Entitlement Relating to the Sale of a RWA

07.0525.
Refundable Expenses.    The following expenses, including Value Added Tax, when supported by documentary evidence (Completion Statement and a receipted bill for costs paid), may be refunded up to the RLE limit:

a.
All necessary legal expenses of sale, including legal expenses incurred on redemption of a mortgage.

b.
Estate agent’s or auctioneer’s fees, including advertising costs if these are charged separately.

c.
Advertising costs where an estate agent or auctioneer is not employed.

d.
The payment of penalty fees on the unavoidable early redemption of a mortgage, or in lieu of notice of redemption.  The early redemption of a mortgage, and any resulting penalty fees, are deemed to be avoidable if it is possible for the Service person to transfer the existing mortgage to a new property without incurring penalty charges.  Therefore penalty charges will normally only be reimbursed where a Service person is granted a HREC.  However, where a Service person moving home in order to undertake an assignment without a HREC can demonstrate to SPVA PACCC (evidence from the previous mortgage provider would be necessary) that interest charges are unavoidable then they may be reimbursed within the limits prescribed in paragraph 07.0512f.  The penalty charges, where they are regarded as unavoidable, will be reimbursed subject to a maximum limit of the value of 3 months interest on the balance of the mortgage outstanding.


e. 
Cost of the Home Information Pack.

Conditions Relating to the Purchase of a RWA

07.0526.
Location and Occupation of the Property to be Purchased.    RLEs will only be paid For a property purchased within commuting distance of the qualifying assignment.  The property to be purchased must be a RWA, and be occupied by the Service person. 

07.0527.
Purchase of Property with LSAP.    When a new property is being purchased with the assistance of a Long Service Advance of Pay (LSAP) (see Chapter 2 Section 4), there is to be no duplicate refund of the same legal and associated expenses within RLE and LSAP.
07.0528.
Purchase of a Property Overseas.    A Service person wishing to claim RLE for the purchase of a RWA overseas during a qualifying assignment must seek prior permission from the SPVA PACCC.  Personnel who retain ownership of their principal UK residence will not be eligible under this scheme.

07.0529.
Purchase of a Selected Place of Residence (SPR) before 1 Oct 88.    Exceptionally, personnel who purchased a residence as a SPR before 1 Oct 88 and who sell that residence and purchase at a new duty station (ie a RWA) as a result of a qualifying assignment, may claim residence purchase legal expenses only, up to the RLE limit.  Sale expenses will not be reimbursed in these circumstances.

Entitlement Related to the Purchase of a RWA

07.0530.
Refundable RLE.    The following purchase expenses, including any Value Added Tax, supported by documentary evidence, may be refunded up to the RLE limit after the refund of sale expenses:

a.
Solicitor’s fees or other qualified legal agent’s fees.




b.
Stamp Duty.


c.
Land Registration fees.


   d.
Incidental solicitor’s or other qualified legal agent’s expenses.


e.

Expenses connected with a mortgage or loan, including mortgage indemnity guarantee and survey fees, but excluding interest.


  f.
Cost of electrical wiring, gas and drain tests.


  g.
Cost of a private survey.


h.

Cost of survey fees on a property, which because of an unfavourable report or for reasons outside the claimant’s control is not purchased.  Only one such additional survey fee is normally refundable, but for residence purchase in Scotland up to 5 additional survey fees may be refundable.


 i.
National House Building Regulation Certificate fees.


 j.
Valuation fees.

PART 2

RLE IN CONNECTION WITH LETTING A RWA

GENERAL

07.0531.
General Conditions.  The following conditions apply:


a.

The Service person must be in possession of an Assignment Order which clearly states that there is a likelihood of serving a minimum of 6 months (182 days) full time service at the new duty station from the latest of the following dates:

(1)
     The effective date of the start of the new assignment; or

(2) The date of joining the new duty station.

07.0532.
Right of Possession.    Service home owners who let their RWA rather than reclaiming their sale and purchase costs in the UK as a direct consequence of a new assignment are strongly advised, if they wish to re-occupy the residence, to establish a right of repossession on the termination of the tenancy (subject, if necessary, to any legal process).  This is achieved by having an appropriate tenancy agreement drawn up, and by service of the requisite legal notices to the prospective tenants.

07.0533.
Correct Legal Documentation.    A right of repossession can only be safeguarded by correct application of the relevant legislation before the property is let.  Service personnel should employ the services of a solicitor (or Scottish equivalent) in drawing up the appropriate tenancy agreement, which must be compliant with the Housing Act 1988 or any subsequent Act.  Failure to observe these requirements may nullify any claims for refund of residence letting-tenancy fees or costs.  It is emphasised that if the tenancy agreement is drawn up by a qualifying authority, such as an estate agent or property services agency, instead of a solicitor, it will be at the claimant’s own risk.  In such circumstances should disputes or difficulties arise with either the agent or tenant when repossessing the property there will be no entitlement to a refund of any extra costs which result from not using a solicitor to draw up the original qualifying agreement.

ELIGIBILITY FOR FEES ON LETTING A RWA

07.0534.
Eligible Service Personnel.    Subject to the following conditions, Regular and Reserve Service (see paragraph 07.0509) personnel making a qualifying move that results in them wishing to let their property may receive a refund of legal expenses as specified in paragraphs 07.0543 to 07.0544.

INELIGIBILITY FOR FEES ON LETTING A RWA

07.0535.
Joint Ownership Expenses.    Service personnel are not eligible to claim a refund of tenancy letting costs for expenses that have, or will be, claimed by a joint owner from any other source.  They may, however, receive reasonable refunds for up to the value of the allowable expenses that have not been, and will not be, claimed by any other joint owner(s).

07.0536
Non-Residential Use.   If any part of the property is, or will be, used for other than purely residential letting purposes, (eg a farm, boarding house or shop), RLE Letting expenses may not be claimed.

CONDITIONS FOR FEES ON LETTING A RWA

07.0537.
Length of Occupation of Property.    The property being let must have been a RWA, and the Service person must normally have occupied the property for at least a 6-month period during an assignment. 

07.0538.
Property Ownership.    The property being let must be owned either solely or jointly by the Service person.

07.0539.
Accompanied Service.    Service personnel in PStat Cat 1 (including all sub-categories) and 2 must be accompanied by their families, unless they are serving INVOLSEP, at the new duty station in order to qualify for RLE on letting.

07.0540.
Service Joint Ownership.    If the property is owned by more than one Service person, the refunds will be divided by the number of Service owners who meet all the other qualifying conditions and paid only to them.

07.0541.
Restrictions on Sale.    Service personnel who decide to let their residence and claim a refund of tenancy agreement costs will not then be eligible for a refund of expenses for selling the residence until the next or subsequent assignments.

07.0542
Returning to the Property.   When a Service person who is claiming RLE Letting is assigned to a duty station within commuting distance of the qualifying property, eligibility for RLE Letting will cease (except for repossession fees as detailed in 07.0546).

ENTITLEMENT FOR FEES ON LETTING A RWA

07.0543.
RLE Letting Expenses.    An eligible Service person may be refunded the costs incurred in:

a.
Drawing up the tenancy agreement.

b.
Solicitor’s fees for verifying the agreement.

c.
The service of the appropriate notices upon a prospective tenant that will safeguard the right of the Service person, or if required, their immediate family to re-occupy the property.

Other costs such as mortgage providers’ and estate agents’ fees, advertising, drawing up an inventory and checking references are not refundable.

07.0544.
Maximum Number of Claims.    Service personnel are restricted to a maximum of 2 claims per annum.

ELIGIBILITY FOR FEES ON REPOSSESSION OF A RWA

07.0545.
Eligible Service Personnel.    Subject to the specified qualifying conditions, Service personnel who had a tenancy agreement drawn up under the provisions of paragraphs 07.0531 to 07.0544  may receive a refund of the legal expenses incurred when it has been necessary to instigate legal proceedings to regain possession of their property.

CONDITIONS FOR FEES ON REPOSSESSION OF A RWA

07.0546.
Conditions for Refund.    The Service person must meet one of the following conditions:

a.
They must be notified of a qualifying assignment to a station within daily commuting distance of the property that is let; or

b.
They are making a qualifying move that results in them wishing to repossess a property for occupation by themselves or their immediate family; or

c.
They have a qualifying assignment in the UK to a new duty station in a different area to that in which the let property is situated, but repossession is required in order to buy another residence at the new duty station for immediate occupation by the Service person as a RWA at the new duty station; or

d.
They are in their last year of service and they require repossession of the let property in preparation for retirement; or

e.
They are at the end of an assignment, have not received notification of their next assignment and require repossession for occupation by themselves and/or their immediate family.

07.0547.

Formal Notice to Vacate.   Formal notice to vacate must have been served to the tenant if the tenancy is periodic (eg by the week or month), or a fixed tenancy (eg for one year only) must have ended.  A Possession Order granted by a court must not be dated before the Service person receives a new qualifying assignment, except in cases under sub-paragraph 07.0546e
07.0548.

Occupation of the Repossessed Property.    Where qualification is under sub-paragraphs 07.0546a or b, the Service person and/or their immediate family, must occupy the property as a principal residence within 3 months of regaining possession and must declare an intention that the residence will be occupied by them for at least 9 months from the date of occupation.  Failure to meet this requirement, other than for Service reasons, will result in recovery from the Service person of any payment of repossession costs.

07.0549.
Joint Ownership Costs.    Service personnel are not eligible to claim a refund of repossession expenses that have, or will be, claimed by a joint owner from any other source.  They may, however, receive refunds up to the value of the allowable expenses that have not been, and will not be, claimed by any other joint owner(s).

07.0550.

Service Joint Ownership.    If the property is owned by more than one Service person, the refund will be divided by the number of Service owners who meet all the other qualifying conditions and paid only to them.

07.0551.
Property Ownership.    The property being re-possessed must be owned either solely or jointly by the Service person.

ENTITLEMENT FOR FEES ON REPOSSESSION OF A RWA

07.0552.
Refundable Repossession Expenses.    Legal expenses and solicitors’ fees incurred solely in regaining possession of the property are refundable.  Expenses incurred in relation to rent arrears, damage to property, checking payments, tracing the tenant, and any costs incurred as a result of not using a solicitor to draw up the tenancy agreement, or any other matter not directly related to repossession are not admissible.

PART 3

RATES, METHOD OF CLAIM AND PAYMENT

RATES

07.0553.
RLE Rates.    The HM Revenue and Customs (HMRC) set a tax-free limit on overall relocation costs; the MOD policy is not to exceed this limit.  As such, the average amount of Disturbance Allowance (DA) is combined with the average amount spent on removal and storage costs.  Once this has been determined and deducted from the HMRC limit, what remains is the maximum RLE rate.  Actual expenditure for RLE for sale and purchase expenses is reimbursed up to a RLE limit as shown in Chapter 1 Section 6.  The RLE rate will be subject to periodic review using JPA generated management information.

METHOD OF CLAIM

07.0554.
RLE Method of Claim.    Claims are to be submitted by Service personnel, with receipted invoices, HREC (if applicable) and all supporting paperwork, on JPA Form F004 to their unit HR admin staff.  The unit HR admin staff will ensure that all appropriate paperwork is included and then forward the claim to SPVA for assessment, authorisation and payment.

METHOD OF PAYMENT

07.0555.
Method of Payment.    Payment of approved claims will be made through the Service person’s pay account up to the maximum threshold.

HOMEOWNER’S RE-ENTRY CERTIFICATE (HREC)

Applicants are to ensure that they have read and understood the extant regulations relating to the issuing and validity of a HREC (see JSP 752 paragraphs 07.0520 and 07.0521).
	Service (Tick as appropriate):
	       FORMCHECKBOX 
 RN        FORMCHECKBOX 
 RM        FORMCHECKBOX 
 ARMY        FORMCHECKBOX 
 RAF

	Name:
	

	Rank/ Service No:
	

	Address of Property attracting entitlement to Sale element of RLE:
	

	Current Duty Station:
	

	New Duty Station:
	

	Date of Assignment:
	

	Assignment Authority: 
	

	Date of Assignment Authority:
	

	Sale Fees Reimbursed:
	£

	Applicant’s Signature:


	


Authority is granted for the issue of a HREC to the above named.

It has been confirmed that the conditions stated in JSP 752 paragraph 07.0520, have been met and the above named Service person has been granted this HREC in accordance with JSP 752 paragraph 07.0520 sub-paragraph………..[insert relevant paragraph]

	UNIT STAMP


             Signature:​​​​​​​​​​​​​_________________________

              (to be signed by OR9 or above)

             Name:__________________________

             Rank:_____________________________

              Date:___________________________    

Note:

In accordance with JSP 752 paragraph 07.0512d house purchase should be completed within 6 months of joining a new duty station.  However, the period may be extended for a further 6 month period on application to Unit HR.

DECLARATION BY SERVICE PERSON

I have read, understood and fully complied with the requirements of JSP 752 Chapter 7 and I am fully aware that payment of RLE is dependant on there being a sale and purchase of qualifying residences.  I accept that if I do not purchase a property at my next qualifying assignment or if I leave the Service before I have an opportunity to purchase a qualifying property, all RLE received by me for sale costs will be recovered from my pay or terminal benefits.

Signature:​​​​​​​​​​​​​____________________________

Name:_______________________________

Rank:________________________________

Date:________________________________

CHAPTER 7

SECTION 6

EVACUATION FROM A PERMANENT ASSIGNMENT

 STATION OVERSEAS

GENERAL

07.0601.
Aim.     The aim of this provision is to assist Service personnel and their accompanying immediate family who are ordered to evacuate their permanent overseas duty station to the UK or to an alternative region.  Both the evacuation and the location to which they are moved must be authorised by the Head of Mission after consultation with their relevant section of the Foreign and Commonwealth Office (FCO).  The Service allowance provision is not intended to mirror the allowances and entitlements of FCO personnel.

07.0602.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 the entitlements payable on evacuation are non-taxable.

ELIGIBILITY

07.0603.
Eligible Personnel.    Service personnel and their accompanying immediate family are considered eligible when serving on an assignment overseas.  For the purpose of this provision, this includes:

a.
Those serving on loan service or secondment.

b.
Service attachés/advisors and embassy-based support staff overseas.

c.
Those in exchange posts.

d.
Those attending overseas staff colleges or long language training courses.

e.
Those on Operational Commitments and Establishment (OCE) LAND posts.

f.
Formed bodies in support of FCO initiatives, such as training teams.

07.0604.
Attachés and Loan Service Personnel.    Service Attachés/Advisors and embassy-based support staff and those personnel who receive Loan Service Terms and Conditions of Service (LSTACOS) that reflect the “Hornby Package” should refer to their local regulations.  Moreover, these provisions do not impinge upon, or replace, LSTACOS.
INELIGIBILITY

07.0605.
Ineligible Service Personnel.    Eligibility does not extend to Service personnel or formed bodies on operations, exercises, adventure training, sport or holiday.

07.0606.
Return Before Evacuation is Ordered.    Where Service personnel and/or their accompanying immediate family choose to return to the UK before an evacuation is authorised by the Head of Mission, this will be deemed to be a matter of personal choice and they will not qualify for the allowances outlined in this Section.

ALLOWANCES AND ENTITLEMENTS

07.0607.
Accommodation.     Service personnel and their accompanying immediate family returning to the UK may (subject to the guidance at Annex A to this Section) be given the choice of where to live in the UK in order to receive support from their family or from their parent unit (eg stay with family or friends, Service Family Accommodation (SFA), Single Living Accommodation (SLA) or at the Services Cotswold Centre at Corsham).  The Service person may choose not to occupy publicly funded accommodation; under these circumstances, the cost of any privately arranged rented accommodation will not be met from public funds.  Service personnel wishing to occupy publicly funded accommodation may obtain it as follows:

a.
SFA or Substitute Service Families’ Accommodation (SSFA) via the Defence Housing Executive (DHE).

b.
SLA or Substitute Service Single Accommodation (SSSA) via the unit to which they are evacuated.

c.
The Army Welfare Service at HQ Land Command for the Services Cotswold Centre.

d.
The Defence Hotel Reservation Service (DHRS) for hotel accommodation.
07.0608.
Accommodation Charges.    There will be no liability for charges arising out of occupation of public accommodation on arrival in UK, or alternative region.  However, Service personnel will continue to pay appropriate Service accommodation charges in respect of SFA or SLA that they occupied at their overseas duty station.  This will be reviewed by SPVA Pay and Allowances Casework Cell (PACCC) after 61 days from the date of evacuation (in conjunction with any review necessitated by paragraph 07.0618), in consultation with the evacuated Service personnel and their sponsoring branch.  In the event that a return to the overseas station is likely, they will continue to pay the overseas accommodation charges and their UK, or alternative region, accommodation charges will continue to be waived.  After the initial review, the likelihood of return is to be reviewed at monthly intervals.  Accommodation charges for the area from which evacuated will only continue to be paid, and the UK accommodation charges waived, beyond 90 days after evacuation from the overseas area with the agreement of SPVA PACCC.  At any point, in the event that a return is unlikely, the overseas accommodation charges will cease and the Service person will be liable for the appropriate UK, or alternative region, accommodation charges.
07.0609.
Food Charges.    Those accommodated in SLA on return to the UK, or alternative region, will pay the relevant Service food charge or Pay As You Dine (PAYD) in accordance with Service regulations (see JSP 754 - Tri-Service Regulations for Pay and Charges).
07.0610.
 Subsistence Allowance.    Service personnel may be eligible to claim subsistence allowances for initial accommodation arrangements in UK, or alternative region, for each family member evacuated.  These are payable for up to 30 nights from arrival if no other suitable accommodation arrangements are available.  Private Arrangement Rate (PAR) may be paid for up to 90 nights.  Subsistence allowances for visits solely in connection with necessary administration (eg debriefing) may be claimed as appropriate (see Chapter 3).

07.0611.
Disturbance Allowance (DA).    When accompanying immediate families, with or without the Service person, are evacuated on a temporary basis, DA may be claimed on or after the date the family is evacuated.  In such cases, DA will be paid at the rate appropriate to the type of accommodation being moved into.  Those moving into the Services Cotswold Centre will be paid DA at the SLA Rate.  The Child Element of DA may be claimed for any child(ren) who are evacuated in accordance with Chapter 7 Section 1.

07.0612.
Excess Accompanied Baggage.    When travelling by commercial means and if space is available, eligible evacuated personnel may claim for any charge imposed for conveying  25kg Excess Baggage using an Expenses Claim.

07.0613.
Travel Expenses.    The cost of air travel as a direct result of evacuation will be met from public funds.  Service personnel and, where applicable, their accompanying immediate family may claim reasonable travel expenses in accordance with Chapter 4, including taxi hire, for travel costs between the airport of arrival and their temporary accommodation.  Return travel may also be claimed when return to the overseas duty station is subsequently authorised.

07.0614.
School Children's Visits (SCV).    If evacuation occurs during school holidays, SCV arrangements for travel back to school for commencement of the new term apply from the place of evacuation or the place to which evacuated.  On return to the overseas station, the arrangements for SCV recommence at the first holiday opportunity.
07.0615.
Get You Home (Overseas) (GYH(O)).    Service personnel evacuated to the UK will not be entitled to participate in GYH(O) whilst claiming allowances associated with evacuation.  Service personnel evacuated to an alternative region will be eligible for GYH(O), if the entitlement previously existed and had not been exhausted, from the country where they are temporarily living.  In the event that, while on a GYH(O) trip from an alternative region, return to their original place of assignment is ordered, they may, if it is practicable to do so, return from holiday in the UK to their original place of assignment at public expense.
Local Overseas Allowance (LOA)

07.0616.
Entitlements to LOA.    Payments of Living Out Supplemented and Find Own Food rates of LOA are to cease from the day of departure on evacuation.  The appropriate Residual rate of LOA will be paid from the first day the Service person is evacuated provided that there is an expectation that the Service person (and family if accompanied overseas) will return as soon as the situation allows.  When the Service family are evacuated but the Service person remains, the Service person is to be paid the M+0 rate of LOA or, if in a Small Station, the Accompanied rate appropriate to the location of the children.  Service personnel and their immediate family evacuated to an alternate overseas location will normally be entitled to Subsistence for that country (see paragraph 03.0155), the Service person will also be entitled to Temporary Assignment rates of LOA.
07.0617.
Concurrent Payment of LOA and Longer Separation Allowance (LSA).    In cases where the family has been evacuated but the Service spouse has to remain overseas, exceptionally, LOA at the Accompanied rate will continue to be payable whilst there is an expectation that the immediate family will return.  Once it is established that the immediate family will not return, the Service person will revert to Unaccompanied rates of LOA.  In light of this exception, LSA will not be paid at the same time as Accompanied rates of LOA.

07.0618.
Review of LOA.    The expectation that the Service person, with or without their  immediate family, will return to the LOA area is to be reviewed after 61 days of continuous absence, by JPAC, in consultation with the evacuated Service personnel and their sponsoring branch.  If it is evident that they will not be returning, LOA is to cease from the date of that review.  After the initial review, the likelihood of return is to be reviewed at monthly intervals and LOA for the area from which evacuated may only continue to be paid beyond 90 days after evacuation from the overseas area with the agreement of SPVA PACCC.

Other Allowances

07.0619.
Telephone Charges.    For the first 30 days from the date of evacuation, the cost of reasonable and appropriate actual telephone charges for calls may be reclaimed where a Service person is separated from their immediate family due solely to an evacuation.  Up to 40 minutes of calls per week may be made at public expense at a maximum rate of £2.50 per minute (ie a maximum of £100 per week).  After the first 30 days, the maximum amount which can be claimed reduces to 20 minutes per week at £2.50 per minute (ie a maximum of £50 per week).  The 20 minutes per week maximum mirrors the provision in the Deployment Welfare Package (Overseas) (DWP(O)).

07.0620.
Education.    Practical support for assistance with schooling near the temporary location should be sought through the local Services' Welfare agencies and Children’s Education Advisory Service (CEAS) (see Annex B to this Section).
07.0621.
Children’s Nurse/Nanny.    Where a children’s nurse/nanny has accompanied the immediate family overseas at public expense, the Service person will be entitled to claim travel expenses and flight costs when the nurse/nanny accompanies the immediate family on evacuation.  Return travel, including travel expenses for travel to airports, may also be claimed when return to the overseas station is authorised.  Where a nurse/nanny has accompanied the immediate family at private expense, the Service person or the nurse/nanny is responsible for the evacuation costs.

07.0622.
Relocation.    Where it is deemed impossible to return to the overseas station, Service personnel may be eligible for further relocation allowances and entitlements as normal on assignment:

a.
DA.    Eligible Service personnel will be entitled to DA at the appropriate rate in accordance with Section 1 of this Chapter, notwithstanding any payment made under the provision of paragraph 07.0611.

b.
Removals from Store.    Furniture in storage in the UK may be moved at public expense to a Residence at Work Address (RWA) at the new duty station or to a Selected Place of Residence (SPR) (see Section 2 of this Chapter).

c.
Removals from Overseas.    Service personnel will be eligible for the removal of Personal Effects (PE) from the overseas station at public expense (see Section 2 of this Chapter).

07.0623.
Compensation.    Claims for loss of personal items due to evacuation are to be made initially through the Service person’s personal insurance policy.  Should a Service person consider that a further claim is necessary this should be made in the normal way in accordance with Chapter 10, Section 4 - Compensation for Lost or Damaged Personal Effects.

07.0624.
Refund of Nugatory Holiday Expenditure (NHE).    Refunds of NHE may be claimed in accordance with Chapter 10 Section 9.
07.0625.
Pets.    In the event of an evacuation from overseas, the MOD takes no responsibility for the relocation or welfare of pets or any associated expenditure.

07.0626.
Temporary Augmentee.    Where the evacuated Service person is subsequently assigned as a temporary augmentee (for a temporary assignment) outside the evacuated country, the usual allowances applying to a temporary duty station will be payable in addition to those authorised in this Section.

RATES

07.0627.
Rates of Allowances for Those Evacuated.    There are no specific rates calculated in support of evacuation.  This provision generates an entitlement to a variety of allowances as detailed in this Section and the rates calculation methodology for each is detailed in their specific Section within this JSP.  The various rates are also at Chapter 1 Section 6.



METHODS OF CLAIM

07.0628.
Methods of Claim.    Claims for the various entitlement are to be submitted in line with the method of claim detailed in each of the specific allowance Sections in this JSP.  Claims for excess baggage charges and telephone charges will be made via Expenses Claims.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA.
METHODS OF PAYMENT

07.0629.
Methods of Payment.    Payment of the various allowances will be in line with the method of payment detailed in each of the specific allowance Sections in this JSP.  Expenses Claim payments will be made to the Service person’s nominated bank account. 

Annexes: 

A.
Entitlement to Housing for Evacuated Service Personnel.

B.
Education Allowances for Evacuated Service Personnel.

Entitlement to Housing for Evacuated Service Personnel 

1.
Those Service families whose evacuation has been authorised by the Head of Mission after consultation with the relevant FCO department will be entitled to Service Families Accommodation (SFA) in GB.  Any clarification regarding the status of evacuees should in all cases be sought form the single-Service nominated points of contact who are responsible for the reception and co-ordination of evacuated families (see paragraph 6).

2.
Evacuated Service families who are entitled to SFA will have a choice of where to live in GB and are to submit an appropriate SFA Application Form to Defence Estates – Housing Directorate (DE-HD) at the earliest opportunity after return to GB.  Up to 30 days subsistence is available to provide evacuated families with sufficient time to contact DE-HD, submit an Application Form and move into SFA/Substitute Service Families Accommodation (SSFA).  Guidance on the allocation of SFA is as follows:

a.
Unaccompanied (UnAcc) Service Families.    Those families who return UnAcc (ie the Service spouse/civil partner remains in the overseas theatre) may be allocated housing (SFA or SSFA as determined by DE-HD) in their preferred area of choice.  Should they so wish, they can select a location within 50 miles of either the home of another member of their family, or, within 50 miles of their child’s school.  Whilst the primary requirement is to provide the immediate family with suitable SFA, it is recommended that allocation of a particular property is undertaken in accordance with the rank (in this case the rank of the separated Service spouse/civil partner) and immediate family size criteria in JSP 464 (Tri-Service Accommodation Regulations (TSARs)).
b.
Accompanied (Acc) Service Families.    Where a family returns Acc by the Service person the location of housing is to be in accordance with any guidance issued by the Service Authorities in respect to any likely or planned employment of the Service person.  In these circumstances the immediate family is to be allocated SFA in accordance with JSP 464 (TSARs).  In the event that there is no identifiable next duty station the immediate family may select a location within 50 miles of either the home of another member of their family, or, within 50 miles of their child’s school.

3.
Licences.    Service families should sign an appropriate Licence Agreement on occupation of SFA which may need to be reviewed at the 90 day review point (see paragraph 5).  The following is recommended:

a.
UnAcc Families.    The non-Service spouse/civil partner signs either a civilian agreement to occupy SFA, or a Service Licence to Occupy SFA/ Licence to Occupy SSFA under a power of attorney granted by the Service spouse/civil partner.

b.
Acc Families.    The Service spouse/civil partner signs a Service Licence to Occupy SFA/SSFA in accordance with JSP 464 (TSARs).

4.
Charges.    Accommodation related charges are to be administered as follows:

a.
Accommodation Charges.    There will be no liability for charges (this refers specifically to accommodation charges and Contributions in lieu of Council Tax (CILOCT)) arising out of occupation of public accommodation on arrival in GB for 90 days.

b.
Utility Bills.    Service families occupying SFA are liable for payment of all utility and associated bills during the full period of their occupation of SFA with effect from the date of occupation.

5.
90 Day Review.    The single-Service points of contact will be responsible for reviewing the circumstances of evacuated immediate families at the 90 day point.  Unless directed otherwise, occupation of SFA beyond the 90 day period will be in accordance with normal GB arrangements and JSP 464 (TSARs).  This includes payment of the appropriate SFA charge and CILOCT.

6.
Points of Contact.    Single-Service points of contact are as follows:

	RN

Director Personnel

HM Naval Base

Portsmouth

Hants

PO1 3LT

Tel:    023 9272 6730

Mil:    9380 26730

Fax:   023 9272 4757
	Army

SO2 Pers Ops and Plans

HQ LAND

Erskine Barracks

Wilton

Wilts

SP2 0AG

Tel:    01722 433330

Mil:    94331 3330

Fax:   01722 433534
	RAF

OC Personnel

Management Squadron

Innsworth

Churchdown

Gloucester

GL3 1HW

Tel:  01452 712612 Ext  7000 or 7036

Mil:   95471 7000

Fax:  95471 7959




Education Allowances for EVACUATED Service Personnel 

1.
This Annex applies to Service personnel who:

a.
Currently receive reimbursement of school fees in accordance with the regulations in JSP 342 Chapter 13; and

b.
Are eligible for Continuity of Education Allowance (Boarding) (CEA(Board)), and;

c.
Have dependant children who are eligible for CEA(Board).

2.
Eligible Service personnel may, on evacuation, enrol their child in any school on the Accredited Schools Database (ASD) as a day pupil, for which they will be given exceptional authority to claim CEA(Day).

3.
The approval at paragraph 2 is given subject to the following conditions:

a.
The entitlement to CEA(Day) will cease at the end of one term at which point the child must either convert to full boarding, for which their parent may claim CEA(Board), or be removed from the school and placed in a state school.

b.
Where a child converts to full boarding (following one term on CEA(Day) above), CEA(Board) regulations, including the principles of family mobility and educational continuity, must be observed in full.  Subsequent failure to observe the CEA regulations will give rise to a review of the Service parent’s entitlement.

c.
Where a child is placed in a State Maintained Boarding School, the minimum 10% parental contribution will be waived.

4.
Additionally, Service personnel, eligible as defined in paragraph 1, who have a child taking the International GCSE (IGCSE) examinations in the academic year in which examination occurs will, upon evacuation, be entitled to enrol their child at a UK Tutorial College which teaches the Cambridge IGCSE syllabus.  Such Service personnel may claim up to the Senior Rate of CEA(Board) or CEA(Day) depending on whether their child attends the Tutorial College as a full boarder or as a day pupil.  In these circumstances, Service parents will be responsible for inspecting the College (or nominating a suitable relative or otherwise suitable person to do so) to ensure that they are satisfied with the accommodation and pastoral care provided.  Tutorial Colleges do not normally feature on the ASD therefore, exceptional authority is given for payment of CEA(Board) or CEA(Day) in such cases for the one term only.  Parents of children who are entered for the IGCSE examinations in the following academic year and beyond should enrol their children into either a state school or a school which features on the ASD in accordance with the arrangements detailed in paragraph 2 above.

CHAPTER 7

SECTION 7

HOUSE MOVES ON SECURITY GROUNDS (NORTHERN IRELAND)

GENERAL

07.0701.
Aim.    The aim of House Moves On Security Grounds (Northern Ireland) (HMSG(NI)) is to contribute towards the necessary additional costs incurred by eligible Service personnel (and some qualifying ex-Service personnel) when it is essential for them to move house in NI on personal security grounds.

07.0702.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 271 to 287 all elements of the HMSG(NI) provision attract a liability for both Income Tax and NICs.  These will be met by the MOD and paid by SPVA under PSA.

ELIGIBILITY

07.0703.
Eligible Personnel.    The following personnel who live in property in NI whether owner occupied, privately rented or rented from the Northern Ireland Housing Executive (NIHE) and who are subjected to a terrorist threat (see paragraph 07.0712) are eligible to move house on security grounds:

a.
R IRISH (Home Service) (R IRISH(HS)) personnel when authorised by Headquarters Northern Ireland (HQNI).


b.
Ex-members of the R IRISH (HS) (within 3 years of leaving the Service) when authorised by HQNI.


c.
Exceptionally, TA personnel when authorised by the SPVA Pay and Allowances Casework Cell (PACCC).


d.
Exceptionally, ex-Service personnel (within 3 years of leaving the Services) when authorised by the SPVA PACCC.

INELIGIBILITY

07.0704.
Ineligible Service Personnel.    Regular Service personnel, excluding R IRISH (HS), are ineligible for HMSG(NI).

ENTITLEMENT

07.0705.
HMSG Allowance.    HMSG Allowance is a form of Disturbance Allowance (DA) and is paid as a flat rate to contribute towards the incidental expenses incurred as a result of moving home on security grounds.  This is paid in addition to other necessary relocation expenses (see paragraph 07.0707) that are incurred as a result of relocation on security grounds.

07.0706.
Child Element of HMSG Allowance.    The Child Element of HMSG Allowance may be paid to personnel in PStat Cat 1 and 2 where there is a requirement to purchase a new uniform and/or school books for the child(ren), subject to the following conditions:

a.
The child(ren) must have been obliged to change school as a result of the move for which HMSG Allowance is paid; and

b.
The child(ren) must be 3 years of age or over and receiving full-time education at a day school (including a nursery school or technical college), which is defined as attendance throughout the week for at least half a day each weekday.  Any nursery school or playgroup must be one that is established under formal arrangements with the local education authorities; and

c.
The child must be below the upper limit of compulsory school age or, if over, be in receipt of full-time education at a school, college or university; or

d.
The child is serving a full time apprenticeship for which only a nominal wage is paid.

07.0707.
Admissible Additional Relocation Expenses.    The following is a list of the relocation costs that may be reimbursed in addition to the HMSG Allowance in these circumstances:

a.
Legal Expenses/Estate Agent Fees.    Eligible personnel will be reimbursed all necessary receipted legal expenses/estate agent fees (see Section 5 of this Chapter) that arise from the sale and purchase of properties up to the MOD maximum.

b.
Removal Costs.    Removals should be performed in the most cost effective manner and, where possible, using the UK Removal System (UKRS) (see Section 2 of this Chapter).

c.
Storage Costs.    Eligible personnel may claim for storage costs, if necessarily incurred, for a maximum period of up to 6 months.  Any refunds for storage costs in excess of 6 months will require exceptional authority from the SPVA PACCC.

d.
Additional Claims.    In very exceptional cases (eg adaptations to property necessary to meet the needs of the disabled), additional claims for miscellaneous expenses may be submitted.  However, such claims will require full and detailed justification, which must be supported by the receipted bills for all miscellaneous expenses, and submitted through HQNI to the SPVA PACCC for appropriate authorisation.

e.
Extraordinary Expenditure.    In the event that payment of dual rent/mortgage commitment or a bridging loan is necessary, claims in respect of these payments may be submitted with supporting evidence to the SPVA PACCC for approval.

07.0708.
Inadmissible Expenses.    The following is a list of expenses that will not be reimbursed under HMSG(NI) regulations:

a.
Gratis Payments.    Informal payments to Service personnel assisting with removals.

b.
Decorating Costs at the New Property.    Decorating costs are not admissible for:


(1)
Privately Rented Property.    Where property is rented privately, poor decorative repair should be queried with the Landlord.  Rent should reflect the state of repair.


(2)
Privately Owned Property.    The poor state of decoration in a property bought privately should be reflected in the purchase price.


Decorating costs are, however, admissible for NIHE rented properties.

07.0709.
Partnerships.    Where an eligible person is not married or in a civil partnership but has a Common Law Partner and immediate family they will be entitled to HMSG(NI) emergency accommodation under the guidelines laid down in paragraph 

07.0711.  Eligible personnel with immediate family who are living with an adult of the same sex as if they were registered civil partners are also entitled to HMSG(NI) emergency accommodation.  However, as Common Law Partners and those living with an adult of the same sex as if they were civil partners have no recognised status in the Services, they do not have any entitlement to allowances paid to married personnel or those in a civil partnership.
07.0710.
Malicious Damage to Property.    Claims that are made in respect of malicious damage to property, including cars, are not covered by these Regulations; such claims are to be made separately to the NI Office for settlement under their compensation for Criminal Damage Scheme.

07.0711.
Emergency Accommodation.    Eligible personnel may be required to move quickly from their house/home, in order to protect their life.  Where possible, they should seek temporary accommodation with relatives or friends as far from the location of threat as possible.  Where this is not possible, the Principal Commandant Family Housing and Welfare Services (FHWS) has allocated a number of quarters/furnished portacabins for HMSG(NI) use at certain locations throughout the Province.  As this accommodation is only temporary, and the families using it are likely to come from either their own property or rented NIHE accommodation, the following guidelines in respect of accommodation charges will apply:

a.
If an eligible person undergoes a HMSG(NI) move from a property for which they are paying a mortgage, accommodation charges will be reimbursed or not raised at all, according to how quickly the case is submitted to HQNI G1 through RHQ R IRISH.  This decision is based upon the principle that it would be a double penalty on any eligible person that if due to a threat move, they would then be asked to pay both the mortgage on the empty house as well as emergency accommodation charges.  Such a waiver will normally be permitted for up to 3 months, thereafter any eligibility for a continuing requirement will be reviewed and if appropriate authorised by HQNI G1.

b.
If an eligible person is moved from a NIHE property to HMSG(NI) accommodation, Service Families’ Accommodation (SFA) charges will be raised, on the principle that the Service person is simply continuing to pay rental as they would in a NIHE property.

AUTHORISING PROCEDURE

07.0712.
Threat.    The current and any future threat will be assessed and action taken as follows:

a.
Threat to Eligible Personnel.    As soon as a threat has been identified against an eligible person that appears to justify HMSG action, the parent unit is to notify G2 Branch HQNI copying the notification to the Brigade HQ and RHQ R IRISH.  Details of the threat are required along with a request for authority to claim reimbursement of HMSG(NI) costs.  This is to include details of any Special Forces (SF) organisation, which is able to confirm the threat.  A copy of a specimen signal is at Annex A to this Section.  The parent unit is also to quote the eligible person’s type of accommodation (ie owner occupier, rented privately or through the NIHE), in order to determine the waiver/or raising of accommodation charges as early as possible.

b.
HQNI G2 Branch Action.    HQNI G2 Branch will then assess the threat.  Having consulted the appropriate agencies, a signal granting or denying authority will be issued to the parent unit, copied to RHQ R IRISH.  HMSG(NI) cannot be claimed without prior HQNI G2 authority.
07.0713.
House Moves.    The replacement property must be chosen carefully with regard to its location.  The property chosen should remove the personnel affected from the threat that necessitated the move.  COs are to ensure that the location of the replacement property is likely to achieve the aim of a HMSG(NI).  COs are to endorse this fact when they personally sign each individual claim.

07.0714.
Owner-Occupied Private Arrangements.    Personnel who are owner-occupiers may wish to sell their house/home on the open property market under the HMSG(NI) regulations.  Any claims for reimbursement of sale and purchase expenses should be submitted, together with receipts, to HQNI.  Details of the method of claim for these expenses is at Annex B to this Section.

07.0715.
Special Procurement of Evacuated Dwellings (SPED) from Owner-Occupiers.    SPED is intended to assist owner-occupiers who are forced to leave their property because of threat or intimidation and cannot sell their property in the normal way.  SPED is operated by the NIHE who may purchase properties from owner occupiers where they or any members of their household have been threatened or intimidated to the extent described in Annex C to this Section, and also meet the eligibility criteria in that Annex.
07.0716.
SPED Eligibility Conditions.    A certificate must be submitted to the NIHE from the Police Service Northern Ireland (PSNI) stating clearly that it is unsafe for the Service Person to continue to live in the property because they have been directly or specifically threatened or intimidated.  The detailed criteria governing this eligibility for SPED are at Annex C to this Section.  NIHE shall ensure that the following conditions are met before it provides assistance under SPED:

a.
The property must be owner occupied.

b.
The applicant must qualify for A1 (Emergency) status under the NIHE's House Selection Scheme.

07.0717.
Moving from NIHE Rented Accommodation.    Following receipt of the authority to move, the unit should contact the NIHE local district manager who will offer alternative properties for rent where possible.  This procedure will be completed as quickly as possible.

07.0718.
Moving from Privately Rented Accommodation.    Following receipt of the authority to move, eligible personnel should look for another private rented property.  If no suitable rented accommodation is available, or if this is not a practical option, then the unit should approach the NIHE local district manager who will offer properties for rent if possible.

07.0719.
NIHE Discounts.    The repayment of discounts in respect of properties purchased from the NIHE will be as follows:

a.
Under the NIHE Voluntary Sales Scheme (VSS), a NIHE sitting tenant may purchase their rental property from the NIHE.  They may obtain discount of the valuation recommended by the Valuation and Lands Office of the Department of Finance and Personnel (VLO) by reference to periods spent as a public sector tenant.  Consequently, if the tenant purchaser sells their dwelling within 3 years of purchase, they will be required under the terms of the VSS to repay to the NIHE all or a proportion of the discount received.  However, if at any future date they purchase again from NIHE, they will be entitled to discount calculated by reference to all their previous tenancy periods, but the amount will be abated by the case value of any previous discount actually received.  This provision applies to all former NIHE tenants who sell their houses using SPED.

b.
Where an eligible person sells their property under SPED and does not subsequently purchase another NIHE property, they lose their entitlement to any future discount.  A scheme has therefore been introduced for the benefit of Service personnel who have moved property under the SPED scheme within 3 years of purchase from the NIHE and have had to repay discount to the NIHE.  In these circumstances, personnel will receive an award to the value of any discount repaid, on condition that a signed undertaking is made to repay the sum to MOD if at any future date another property is purchased from the NIHE and so benefits from a subsequent discount which was previously repaid.  Any claims for payment under this scheme should be submitted, together with receipts from the NIHE for discount repaid, to HQNI.  If the claim is approved, the claimant will have to sign the undertaking at Annex D to this Section, a copy of which is to be forwarded to HQNI.

c.
The scheme applies only to personnel who have moved property under the SPED scheme (ie those who have sold to the NIHE).  Where an eligible person sells their property on the open market and is obliged to repay discount to the NIHE, they will not be eligible for this scheme.

NOTE:    If the NIHE is unable to provide a replacement NIHE property to rent and no suitable private rented accommodation is available, then personnel may be obliged to purchase private property and may claim purchase expenses.  Such a move must be justified in advance and in detail in all HMSG(NI) claims to HQNI.

RATES

07.0720.
Calculation of HMSG Allowance Rates.    The HMSG Allowance is set annually by SP Pol P&M (Allces).  It is based on the appropriate rate of DA for the property moved into.  This rate is uplifted by a notional 5% in recognition of the increased costs that are generated by the need for the house move to be arranged quickly.  The Child Element is the same as that provided within DA.  HMSG also gives rise to a range of other allowances as specified in this Section.  The methodology for those allowances is contained within the relevant Sections within this JSP.

07.0721.
Publication of Rates of HMSG Allowance.    HMSG Allowance rates are published in the annual MOD SP Pol Pay and Manning (Allowances) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also at Chapter 1 Section 6.

METHOD OF CLAIM

07.0722.
Method of Claim.    The method of claim is Annex B to this Section.

Annexes:

A. HMSG(NI) Specimen Signal.

B.
Method for Claiming HMSG(NI) Expenses.

C.
Special Procurement of Evacuated Dwellings.

D.
Undertaking to Repay Payment Relating to Discount on Purchase of NIHE Property.

	PRIVATE 

	
MESSAGE FORM
	NISOP

                             NISOP No G119

	Line 1
	
	

	Line 2
	
	Routed by ................

	Line 3
	DE
	Time .....................

	Line 4
	
	Perforated by ............

	ROUTING

INDICATORS
	Prep-Action
	Precedence-Info
	DTG,Month,Year
	Time .....................

	
	 IMMEDIATE
	IMMEDIATE
	
	For SINGLE TRANSMISSION

	
	FROM
	UNIT
	Transmitted to ...........

	
	TO
	NORIRELAND
	Channel No/System ........

	
	
	
	Time .....................

	
	INFO:
	RELEVANT BDE
	Operator .................

	
	
	RHQ R IRISH
	

	
	
	
	MESSAGE INSTRUCTIONS

	
	     
	
	 TABULATE

	
	
	
	SECURITY CLASSIFICATION PRIVATE 
(Messages

	
	
	
	Messages referring to a classified message must be classified 
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	SUBJECT IS HOUSE MOVE ON SECURITY GROUNDS.

	A.
ELIGIBLE PERSONS No, RANK, NAME, HSPT OR HSFT PLUS COMPANY AND COMPANY LOCATION.

	B.
SOURCE OF ORIGINAL INT INPUT E.G. MIO/SB.

	C.
BRIEF OUTLINE OF THREAT.

	D.
ELIGIBLE PERSONS ADDRESS.

	E.
ELIGIBLE PERSONS EMPLOYMENT DETAILS.

	F.
WHAT IMMEDIATE MEASURES THAT THE UNIT AND/OR INDIVIDUAL HAVE TAKEN.

	G.
ANY FURTHER RELEVANT DETAILS ABOUT ELIGIBLE PERSON OR THEIR FAMILY.

	H.
AUTHORITY (IES) THAT THE BN/UNIT REQUEST E.G. AUTHORITY TO MOVE INTO EMERGENCY ACCN
EMERGENCY ACCOMMODATION AND/OR

	AUTHORITY TO CLAIM HMSG COSTS ETC.

	

	

	INTERNAL DISTRIBUTION       
	
	FILE    OR

NUMBER  REFERENCE     
	

	
	DRAFTERS NAME      

IN BLOCK LETTERS                  
	


METHOD FOR CLAIMING HMSG(NI) EXPENSES

CLAIMS PROCEDURE

1. The HMSG(NI) claims procedure aims to reimburse eligible personnel the necessary costs arising directly from HMSG(NI) and include claims relating to all categories of relocation.  Close monitoring of costs is required to ensure that all claims made by the eligible person are necessary.  Without proper justification and supporting documents, claims will not be authorised for payment.

2.
Submission of Claims.    HMSG(NI) claims are to be submitted to HQNI on the claims proforma at Appendix 1 to this Annex in conjunction with a Claim Synopsis at Appendix 2 to this Annex.  Reimbursement of expenses may be submitted separately for each element shown at Part 4 of Appendix 1 of this Annex.  R IRISH personnel are to submit claims through HQ R IRISH who will forward these claims to HQNI once completed.  If the eligibility criteria are met, HQNI will staff all claims, with their recommendations, to the JPAC for action and payment if approved.

3.
Payment of Claims.    Payments of approved claims for reimbursement of expenses are to be made by the SPVA PACCC.

4. HMSG Allowance (Including the Child Element).    In cases where only HMSG Allowance (where applicable including the Child Element) is being claimed, a simplified case file consisting of Appendix 1 to Annex B and Annex D, is to be forwarded to HQ R IRISH.

5. Acceptance of Awards and Hardship.    In the event that eligible personnel consider their reimbursement insufficient, they may submit a written case to the SPVA PACCC.  All claims that are not met in full will be passed to the R IRISH Regimental Welfare Officer so that the R IRISH Benevolent Fund Trustees may consider making an ex-gratia payment.  In cases of pressing financial hardship experienced whilst making HMSG(NI) claims, an application can also be made to the R IRISH Benevolent Fund.  Any monies advanced will have to be repaid when the final settlement is made.

Appendix:
1.
Claim For Reimbursement Of Expenses - House Move On Security Grounds (Northern Ireland) (HMSG(NI)).

2.
Claim Synopsis - House Moves On Security Grounds(NI).

CLAIM FOR REIMBURSEMENT OF EXPENSES - HOUSE MOVE ON SECURITY GROUNDS (NORTHERN IRELAND) (HMSG(NI))

Number:
 Rank:
Name:
Unit:

Notes:

1.
This form is to be used for all claims for reimbursement of expenses incurred through HMSG (NI).

2.
The form layout is as follows:

a.
PART 1 - List of References.

b.
PART 2 - Applicants' Personal Details.

c.
PART 3 - Outline of Events/Circumstances Leading Up to the Claim.

d.
PART 4 - Total Claim for Removal/Estate Agent/Legal/Storage/HMSG Allowance (including Child Element).

e.
PART 5 - Certification and Justification by the CO.

PART 1 - References

(Note: List here all references relating to the claim, ie Initial Security Branch/security report etc).

A.

B.

C.

D.

E.

F.

PART 2 - Applicant’s Personal Details
	Number
	

	Rank
	

	Surname
	

	Forename
	

	Unit
	

	Coy
	

	R IRISH (HSFT/HSPT)

TA 

Ex Service 
	

	Date of Birth
	

	Date of Leaving the Service (if applicable)
	

	PStat Cat
	

	Children (Age & Sex)


	

	Civilian Job (if applicable)
	

	Employer (if applicable)


	

	Remarks


	


PART 3 - Outline of Events/Circumstances Leading to the Claim

	
	RHQ R IRISH/HQNI

Remarks:




PART 4 - Total Claim for Removal/Estate Agent/ Legal/Storage/HMSG Allowance (Including Child Element)
	Removal Expenses


a.
Method/Carrier:


b.
Cost:
	£





	RHQ R IRISH/HQNI

Remarks:

	Estate Agent


a.
Name:


b.
Estate Agents Costs:


c.
Advertising Costs:




	£



£





	

	Solicitor


a.
Name:


b.
Cost:
	£





	

	Storage


a.
Name:


b.
Cost:
	£





	

	HMSG Allowance 


a.
Flat Rate


b.
Child Element


	£



£





	


PART 5 - Certification and Justification by Commanding Officer

1.
This is to certify that all reimbursement claimed by....................................................

as detailed in Part 4 of the attached HMSG claim forms are for necessary expenses incurred as a result of a threat to personal security.

2.
This also certifies that the location of the new home for the above person has achieved the aim of removing them from the threat.

3.
Any Remarks.

Date 



  Signature














Commanding Officer

CLAIM SYNOPSIS - HOUSE MOVES ON SECURITY GROUNDS(NI)
1.
Number/Rank/Name:



(HSFT/PT) (Serving/Retired*).

2.
Unit:




3.
Married/Civil Partnership/Single/Divorced/Separated/Former Civil Partnership*

4.
Children:



a.



 (Boys)


 (Ages)


b.



 (Girls)



 (Ages) 
5.
Civil Employment: 










6.
Original Home:


a.
House/Bungalow/Flat*



b.
Owned/formerly NIHE/Rented/NIHE*

c.
Address _____________________________________________________

_________________________________________________________________

d.
No of bedrooms 



e.
SPED scheme YES/NO*

f.
Amount of NIHE discount repaid* £




7.
Threat details:
Targeting/Attack/Intimidation*


a.
Date of threat:

____________________________________





b.
Threat details:
 





_______


c.
Threat confirmed by G2 (Sy) HQNI:



Reference 




Dated 




8.
Details of move from original home:




a.
Departure Date 







b.
Reasons for any delay*:







9.
New Home:



a.
House/bungalow/Flat*



b.
Owned/Rented/NIHE*


c.
Address:










_________________________________________________________________
d.
No of bedrooms 



e.
Temporary Accommodation:



Location/Type 







(1)
From 



 (date)



(2)
To 



 (date)

10.
Claim details:
Date 





Costs:


a.
Legal:
£ 




b.
Estate Agent:
£ 




c.
Advertising:
£




d.
Removals:
£ 



11.
Type of removal:


Hire Van, Contract, MT Vehicle*


e.
Storage
£ 





(1) From:






(2) To





f.
HMSG Allowance
£





(including Child Element)

* Delete as appropriate.




Original copies of all receipts are required in support of the above claim
SPECIAL PROCUREMENT OF EVACUATED DWELLINGS

1.
The Northern Ireland Housing Executive (NIHE) scheme for Special Procurement of Evacuated Dwellings (SPED) exists to assist those people in NI who are forced, as a result of terrorist intimidation or threats, to vacate their house and live elsewhere.  In such cases, the NIHE will, following receipt of a certificate from the Chief Constable, purchase the house, enabling the person under threat to move more quickly than would have been possible if the house were sold on the open market.  A Chief Constable's certificate will only be issued following confirmation of the threat by PSNI Security Branch.

2.
The criteria governing the eligibility, or otherwise, for SPED are, of necessity, very strictly applied.  They are as follows:

a.
The threat must be of such a degree that there is acute physical danger that could result in the death or serious injury to an occupant of the house.  Intimidation or harassment alone may not be sufficient to warrant SPED.

b.
It must be established that the home address of the person claiming SPED is compromised to a terrorist group.  It is not sufficient to assume that a person's home address is compromised because a terrorist group have details of their place of work or private vehicle.

c.
In order for SPED to be admissible, the persons under threat must demonstrate a willingness to protect themselves by moving a significant distance away to avoid further targeting.  In the case of urban dwellers, this may be a matter of 5-10 miles but for a rural dweller, the distance may be far greater and may require a change of employment.  For full-time R IRISH personnel this may not be a problem as a transfer between stations could be affected but, for part-time members, this could mean a major upheaval for the family.

d.
SPED will only involve the purchase of a house with a small plot of land for a garden.  A landowner, farmer or smallholder must arrange the separate disposal of any land attached to a property.

3.
In the past, there has been some confusion over the SPED scheme, which has resulted in claims for SPED being refused and, in some cases, physical hardship for individual personnel.  Sometimes this occurs if a person is advised to move because a threat has been received and when the full details are known, the threat is insufficient to justify SPED.  Thus, while it is often necessary to move a person and their immediate family into temporary accommodation for their immediate protection, it is important that no application for or promise of SPED is made until the full facts are known and a threat assessment has been produced.  Application for SPED should not be made until the case has been discussed with Security Branch as their support is required before a Chief Constable's certificate can be signed.

4.
While the criteria above may appear fairly rigid, in cases where SPED is justified, PSNI will support an application and in borderline cases will generally rule in favour of the person at risk.  If a case is refused, it should be kept under review as, should further information become known, a second application for SPED may be made and may be supported.

5.
It is important that the applicant is not identified as military, or ex-military, on the form at Annex D (eg by stamping the form with the unit stamp).

Appendix:


1.        SPED Application Procedure.
2.
Application For Purchase of a Private Dwelling Vacated or to be Vacated by an Owner-Occupier Because of Circumstances Connected With the Terrorist Threat.

SPED APPLICATION PROCEDURE
1.
Applications from eligible personnel who are obliged to leave their homes and are unable to sell the property in the normal way will be processed as follows:

a.
Personnel should apply to HQNI on a SPED application form (copy at Appendix 2 to this Annex).  When completed, the double enveloped form should be forwarded to the PSNI Personnel and Training Branch, Lisnasharragh, Belfast, marked "Inspector Personnel Services (SPED)".  On receipt of the completed form, the PSNI completes its internal procedures and if approved, a copy of the approval, together with the Chief Constable's Certificate is forwarded to the NIHE for processing.  If the application is rejected, the applicant will be advised through the Unit Headquarters by the PSNI's Personnel and Training Branch and no details will be forwarded to the NIHE.  Once the certificate is received, the NIHE will accept it as evidence that the applicant qualifies for assistance under SPED and authorised personnel will not be required to advertise their home on the open market.

b.
When the NIHE is satisfied that the terms of the SPED have been fulfilled it will commence negotiations with the applicant for purchase of the property.  The purchase price of a dwelling acquired under SPED will be determined by the Valuation and Lands Office of the Department of Finance and Personnel (VLO) at a consideration assessed as though the sale were by willing vendor in an open market and in ideal conditions.  If the applicant accepts the offer, the NIHE will purchase the property and the person is then free to buy another house or to apply to the NIHE for re-housing.

APPLICATION FOR PURCHASE OF A PRIVATE DWELLING VACATED OR TO BE VACATED BY AN OWNER-OCCUPIER BECAUSE OF CIRCUMSTANCES CONNECTED WITH THE TERRORIST THREAT

(PLEASE COMPLETE ALL SECTIONS OF THIS FORM)

1.
Eligibility Conditions.

a.
The dwelling must be owned and occupied by the claimant.

b.
There must be evidence (substantiated by PSNI) that it is unsafe for the claimant or a member of their household residing with them to continue to live in the property because that person has been directly or specifically threatened or intimidated and as a result is at risk of serious injury or death.

c.
The claimant must qualify for A1 (Emergency) Status under the Executive's Housing Selection Scheme.

The property which is the subject of the application must be the claimant’s only or principal home.  Personnel owning residential properties other than the one which is the subject of the application (ie a second home) will not qualify for A1 Emergency Status; applications cannot therefore be accepted from such persons.

2.
Full Name of Applicant 
___________________________________________
3.
Date of Birth


___________________________________________
4.
Please advise how you can be contacted (should this be necessary).

5.
Address and details of the property which you wish the Executive to consider for purchase (see above eligibility conditions).

	
	Det House
	
	Det Bungalow
	
	S/D House

	
	S/D Bungalow
	
	Terrace House


(Tick as appropriate)

a.
Date on which the property was vacated 





b.
Did you move as a result of intimidation or threat? 




c.
Was the incident reported to the Security Forces and if so at what Station?











___________​​​​​​​​​​​​​​​​​
d.
Give dates of occurrences 





___________
e.
As a result of the occurrences were you re-housed by the Executive as an Emergency Case?







YES/NO

f.
If so, give date 







g.
Has the building(s) suffered damage as a result of the occurrences?










YES/NO

IF YES, YOU MUST LODGE A CLAIM WITH THE NORTHERN IRELAND OFFICE UNDER THE CRIMINAL INJURIES ACT

h.
Please state date of claim 






i.
Has any claim been made under any Insurance Policy?
YES/NO

j.
If Yes, state name of Insurance Company 




6.
Is the property listed at 5 your principal residence?


YES/NO

a.
Do you own any other residential property?


YES/NO

b.
If yes, give details 






7.
Date of purchase of your house 






a.
How much did you pay? £ 






b.
Amount of loan/mortgage £ 







c.
Is there an outstanding mortgage liability on the house?
YES/NO

d.
If so, please give the following information:

(1)
Source of mortgage eg Building Society etc (Give name and address of local office)

(2)
Amount of outstanding loan/mortgage £




(3)
Name and address of person to whom the ground rent is paid.

8.
Have you applied to the NIHE for a grant to improve your property?
YES/NO

If so, please give the following information:

a.
Date of application 






b.
Has work been completed? 






c.
Nature of work 









d.
Has grant been paid? 







9.
Has any extension work or structural alteration been carried out to the property 

either by you or any previous occupants





YES/NO

If Yes:

a.
Was Planning Permission obtained?



YES/NO

b.
Was Building Control Approval obtained and relevant

certificates issued?







YES/NO

c.
Has any insurance or other compensation been paid in respect of

any structural damage or failure?





YES/NO

d.
Are you aware of any structural defect?



YES/NO

If Yes give details:  __________________________________________________
_________________________________________________________________
10.
Have you attempted to sell your house?




YES/NO

If so, please give the following information:

a.
The name and address of the Estate Agent 






b.
How long has the property been up for sale?





c.
Details of any offers you have received for the property




11.
Name and address of solicitor who will act on your behalf ___________________

12.
Any further information which you feel is relevant to your application (eg any improvements made to your property)

13.
What price are you asking for the property? £




14.
DECLARATION
I am the owner of the property described at paragraph 5 above and hereby make application to the Northern Ireland Housing Executive to consider the purchase of my property.

The property described in paragraph 5 is my principal residence.

I understand I am not entering into any legal commitment by submitting this application form.

I understand that, if the Executive agrees to acquire the property, I will be responsible for the payment of my own legal and other expenses in respect of the transaction.

I also declare that to the best of my knowledge, all the information I have given on this form is correct.

Signature 







  Date 





UNDERTAKING TO REPAY PAYMENT RELATING TO DISCOUNT

ON PURCHASE OF NIHE PROPERTY

1.
I  









           (Number   
Rank

Name)

confirm that:

a.
I bought from Northern Ireland Housing Executive under the Voluntary Sales Scheme the following property:



(1)
Address 










on



(2)
Date








b.
I received discount on the purchase price to the value of £



c.
I sold the above property under SPED Scheme on (date) 



d.
I was obliged to repay to NIHE discount to the value of 



e.
I have not subsequently bought another property from NIHE.

2.
In consideration of MOD paying to me that said sum of £


 in respect of the discount which I have repaid to NIHE (and the receipt of that sum on 





 I hereby acknowledge), I undertake to repay to MOD the said sum of £ 


 in the event of my purchasing hereafter a property from NIHE and obtaining the said discount which I have repaid to NIHE.

Signed: 




  

Date:




Witnessed by:


Signature:






Name:





Rank:





Unit:





Date:





CHAPTER 7
SECTION 8

THE ARMY OVER 37 PROVISION

GENERAL

07.0801.
Aim.    The aim of the Army Over 37 Provision is to support the domestic stability of ‘the family’ of those Army personnel who choose to serve unaccompanied in the later part of their careers as part of the Army’s Accompanied Service policy.  It does so by assisting with the costs of settling their immediate family at a Selected Place of Residence (SPR) in the UK and enabling them to serve voluntarily unaccompanied (VOLSEP) at their duty station without financial penalty.

07.0802
Transitional Arrangement.    With the advent of JPA those Army personnel who were in receipt of the Over 37 Provision benefits on the 31 March 2007 will continue to receive them from 1 April 2007 onwards, provided they continue to serve VOLSEP and their personal circumstances do not change.  There will be no new entitlement to Disturbance Allowance (DA), Movement of Personal Effects (PE) at public expense or to Education Allowances for those personnel whilst they continue to serve VOLSEP.  It should be noted that the continuation of this Provision is subject to review as part of the Strategic Remuneration Review (SRR) – ‘Support for the Mixed Economy in Housing’.

07.0803.
Income Tax and National Insurance Contributions (NICs).    Longer Separation Allowance (LSA) attracts a personal liability for Income Tax and NICs.  These are deducted automatically from the soldier’s salary.  GYH Travel is non-taxable.  In accordance with ITEPA 2003 Section 271 to 287 payment of DA and Movement of PE within this Provision attract a liability to both Income Tax and NICs. The tax and NICs will be met by MOD and paid by SPVA under a PSA.

ELIGIBILITY

07.0804.
Eligible Service Personnel.    Regular Army personnel who are aged 37 or over, married or in a Civil Partnership (eg Personal Status Category (PStat Cat) 1 or 2) and homeowners or householders (see definitions in Chapter 1 Section 2) may choose to serve VOLSEP, live in Single Living Accommodation (SLA) at their duty station and take the benefits of the Army Over 37 Provision, subject to the limitations at paragraph 07.0805.  The soldier’s must also:

a.
Be serving at, or about to serve at a duty station more than 50 miles from the property which qualifies them as a homeowner/householder.

b.
Not already have opted for the benefits of the Final Tour of Duty Package (FTOD) (see Section 4 of this Chapter).
07.0805.
Timing of Option.    Eligible Army personnel may only opt to take the benefits of the Army Over 37 provision at, or within the 6 months after one of the following events:

a.  A change of PStat Cat to 1 or 2.

b.
A permanent assignment.
c.
On reaching the age of 37 during a tour of duty.

INELIGIBILITY

07.0806.
Ineligible Service Personnel.    The following Service personnel are ineligible for the Army Over 37 Provision:

a.
All RN and RAF personnel.  Alternative arrangements for a waiver of SLA charges are made for RN and RAF personnel when they opt to serve VOLSEP, consistent with their single-Service accompanied service policies.


b.
All Army personnel under the age of 37, but see paragraph 07.0808 

ENTITLEMENT

07.0807.
General.    Army personnel who are eligible for the Army Over 37 Provision are entitled to:

a.
The applicable full DA rate (see Section 1 of this Chapter) for a move to a SPR that qualifies the individual as a homeowner/ householder.  The property must be more than 50 miles from their current or new duty station, as appropriate.  Where the individual is assigned within 50 miles of the current duty station there will be no entitlement to DA or Removal of PE.  Where the individual opts for the Provision within 6 months of a change of PStat Cat to 1 or 2, or a permanent assignment, DA will only be paid for an associated family move if it had not been claimed for a previous family move within the previous 6 months.

b.
The Child Element of DA, where applicable, in accordance with the regulations at Section 1 of this Chapter.

c.
Movement of PE (see Section 2 of this Chapter), from the Residence at Work Address (RWA), and/or from store, to a SPR that qualifies the claimant as a homeowner/ householder.  The property must be more than 50 miles from their current or new duty station, as appropriate.  Where the individual is assigned within 50 miles of the current duty station there will be no entitlement to movement of PE at public expense.  Where the individual opts for the Provision within 6 months of a change of PStat Cat to 1 or 2, or a permanent assignment, movement of PE at public expense will only be paid for an associated family move if it had not been paid for a previous family move within the last 6 months.

d.
GYH Travel if the family residence is in the same theatre as the individual’s permanent duty station, or LSA Level 1 if it is in a different theatre, for the period of VOLSEP service in accordance with the specific regulations at Chapter 5 Sections 2 and 1 respectively.

e.
A waiver of SLA charges for the duration of the VOLSEP service.

They will however be required to pay the appropriate food charge in a non-PAYD unit or for what they consume in a PAYD facility (see JSP 754).

CONDITIONS

07.0808.
Reaching Age 37 Within 6 Months of a Permanent Assignment.    An individual aged 36 years and 6 months or more on the date on which they are required to report for duty at a new permanent duty station, who is otherwise eligible for the Provision, will normally be permitted to opt for it from their assignment reporting date, provided it is economically reasonable.  In these circumstances a case must be submitted to the Service Personnel and Veterans Agency Pay and Allowances Casework Cell (SPVA PACCC) for prior authority.  Such cases are to be supported by full estimated costs for both options.
07.0809.
Eligibility for Other Allowances.    Army personnel who opt to claim the benefits of this Provision but who are in receipt of Continuity of Education Allowances (CEA) (see Chapter 9) will have their eligibility reviewed by their unit HR admin staff and the likely outcome is that the eligibility will cease.  Further entitlement to School Children’s Visits (SCV) for the same child(ren) is also likely to cease.  There will be no entitlement to initial claims for CEA or refunds of SCV costs for any other child(ren) of the family whilst the benefits of this Provision are being received.

RATES

07.0810.
Rates.    There are no specific rates calculated for the Army Over 37 Provision.  The content of the Provision are the costs associated with moving to a SPR.  These are the costs funded within DA (see Section 1 of this Chapter) and Movement of PE at public expense (see Section 2 of this Chapter).  The separation allowance rates are as detailed in Chapter 5 Sections 1 and 2.

METHOD OF CLAIM
07.0811.
Method of Claim.    The individual elements of the Army Over 37 Provision are claimed in accordance with the instructions detailed in the specific Sections within this JSP.

CHAPTER 7

SECTION 9

EARLY MOVER STATUS

GENERAL

07.0901.
Aim.  When Service personnel are required to move RWA due to their Unit’s enforced relocation, the movement of Service families can be staggered up to 12 months preceding, or following, the expected date of the Unit move, through the granting of Early Mover Status (EMS).  EMS helps to ease the burden placed upon DE and IPG to simultaneously move and find suitable accommodation for large numbers of Service personnel and their families, while affording families more time to make their own arrangements, such as schooling.  EMS may also be granted to those assigned to join a Unit that is about to relocate within 12 months, allowing them to relocate directly to the new duty station in order to avoid the need for a double move.

ELIGIBILITY

07.0902.
Eligible Service Personnel.  EMS only applies, and may only be awarded, to Service personnel in PStat Cat 1 and 2 who are moving to serve accompanied at a RWA (SFA or privately owned or rented families accommodation) at the new duty station.  EMS relocations may then occur within 12 months of the expected Unit move date.  Units are to ensure that individuals who will have less than 6 months to serve at the new location have the option to be relocated straight to their subsequent duty station elsewhere, or retain SFA at their current duty station, to avoid a double move wherever possible.

07.0903.
Personnel Assigned to a Relocating Unit.  EMS may be granted to eligible personnel who are assigned to join a Unit that is due to relocate, enabling them to move their family direct to a RWA at the intended new duty station in order to avoid a double move.  Individuals also have the option to apply to retain SFA at their current duty station for up to 11 months before then moving to the new duty station, in accordance with JSP 464 Chapter 8.  This is also to avoid a double move.  

07.0904.  
SFA/SLA Considerations.  For those intending to move into a new RWA that is SFA, EMS may only be granted when SFA is available at the new duty station location.  EMS may also only be granted when SLA is available at the current duty station for the Service person to occupy after the family has relocated under EMS.  

07.0905.
Application Procedure.  Following consultation with DE Ops Housing (or other housing provider if overseas) and IPG, Units are to apply, through their chain of command, to SPVA PACCC in accordance with Paragraph 01.0108 for authority to grant EMS to their Service personnel.  A full and detailed justification is to be provided.  Once PACCC have granted approval, Units must carefully prioritize the EMS relocations of their personnel, in close consultation with both DE Ops Housing and IPG, in order to achieve a gradual transition that matches available resources.

ENTITLEMENT

07.0906.
Relocation Package.  Individuals granted written approval of EMS by their Units are then able to apply for SFA and the appropriate relocation package and Disturbance Allowance as defined in JSP 752 Chapter 7.  

07.0907.
Separation.  Individuals separated under EMS may apply for separation allowances as follows;

a.
LSA.  
Individuals who relocate their families to a different Theatre under EMS are to be treated as VOLSEP for the purpose of LSA, and are entitled to claim LSA at Level 1 in accordance with 05.0118.  LSA may not be claimed simultaneously with GYH(T).

b.
GYH Travel.  Individuals who relocate their families within the same country, having undertaken a relocation under EMS may claim GYH Travel, however this may not be claimed simultaneously with LSA.   

07.0908.
Accommodation Charges.  Individuals who are separated from their families having undertaken an early relocation under EMS, and who are then accommodated within SLA, will be exempt from SLA charges.  

07.0909.
LOA.
When an EMS relocation is effected from an overseas location to the UK, any LOA entitlement will reduce to the Married Unaccompanied rate.  

07.0910.
CEA.   Where an individual is a CEA claimant, applications for EMS must be considered on their own merits in every instance.  Casework is to be submitted by individuals to the PACCC in accordance with  01.0108.  Where EMS is subsequently awarded to a CEA claimant, the claimant will be deemed to be INVOLSEP for the purpose of CEA only.  (07.0913 also applies). 

07.0911.
Late Movers.  The immediate family must move to join the Service person at the new duty station as soon as possible.  Where the immediate family remain in the former duty station because of a lack of transport facilities, or the competent medical authority has certified that a member of their immediate family is unfit to travel, or because they are retaining SFA under the provisions of JSP 464, Part 1, Chapter 8, the Service person will be entitled to the following;

a.
LSA or GYH Travel.  As described at para 07.0907.

b.
Accommodation Charges.  As described at para 07.0908.

c.
LOA.  
Where the immediate family remains at the former duty station in an LOA area, the appropriate Residual rate of LOA will remain payable from the date of the Service person's departure until the earliest date they can be rejoined by their immediate family, or until their immediate family leave the LOA area, whichever is the sooner. 

d.
CEA.  As described at para 07.0910.

e.
The Service person will be deemed VOLSEP for all allowances when any of the following circumstances apply;

(1)
When the Service person refuses to accept an offer of SFA, appropriate to rank and family size.

(2)
When the arrival date of the family at the RWA at the new duty station is delayed through personal choice, beyond the date of the Unit relocation.

In all of the circumstances outlined in 07.0911e above, VOLSEP will apply from the date of allocation of the (refused) SFA, or the Service person’s arrival date at the new duty station, whichever is the later.

07.0912.
Change of Assignment.  Where the individual, having undertaken an EMS relocation, is then subsequently required to accept a different assignment, either at a new location or within a shorter timescale than previously anticipated, they will then be eligible for a further relocation package at public expense.  Units are to ensure that close liaison is maintained with Career Managers prior to granting EMS to avoid the costs and domestic instability generated by a double move.

07.0913.
Cessation of Early Mover Status.  Allowances granted under the EMS will cease the day the Service person and family are reunited at the RWA at the new duty station.  Normal entitlements will then apply.  No allowance granted under EMS may continue to be claimed for longer than 12 months without individual casework being submitted to PACCC, and approval for continuation of entitlement being granted.  
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CHAPTER 8

SECTION 1

UNIFORM PROVISION AND GRANTS FOR OFFICERS

GENERAL

08.0101.
Aim.    The aim of the uniform provision and grants for officers is to equip officers with items of uniform that they require for their duties.  To achieve this, all officers, both Regular and Reserve, receive a free issue of certain scaled items of uniform.  Uniform grants are paid to Regular officers to enable them to either purchase specified items of uniform from Service and non-Service sources, or for necessary tailoring services.  Reserve officers receive financial assistance with uniform upkeep.

08.0102.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 336 the provision of scaled items of uniform and grants given to Regular officers are non-taxable.  Grants given to Reserve officers towards their uniform upkeep are also non-taxable.

ELIGIBILITY

08.0103.
Eligible Service Personnel.    Eligibility is as described within this Section.
ENTITLEMENT

08.0104.
Uniform Scales.    Single-Service regulations should be consulted concerning detailed uniform scales and specifications.  These, together with current rates for each grant, can be found at:


a.
RN.    BR 81 Uniform Regulations and NCHQ Logs Div Supply Chain.


b.
RNR.    BR 60A.

c.
Army.    RAAC – Chapter 15 Section 7 and JSP 886 Vol 12 Part 3 Pamphlets 3&7.


d.
RAF.    QRs, GAI 1033, GAI 1022 and AP1358 Dress Regulations, Edition 6.


e.
RAFR.    AP 3392 Vol  7.

Single-Service Dress Policy staff are responsible for setting uniform scales and the value of grants for Regular and Reserve officers.  Contact details for single-Service Dress Policy staff are contained in the above regulations.

08.0105.
Grants Payable.    The following grants are payable:


a.
Initial Uniform Grant.    An Initial Uniform Grant is payable to an officer on initial commissioning.


b.
Initial Rejoining Uniform Grant.    An Initial Rejoining Uniform Grant is payable on rejoining after a specified break in service.

c.
Uniform Grants on Promotion or Specific Appointment.    Additional uniform grants are payable on promotion and when officers are appointed to specific types of duty requiring additional uniform or accoutrements.

d.
Warm Weather Uniform.    Officers assigned to designated locations/areas overseas are entitled to an issue of warm weather uniform (the Service supply system will often refer to this as Warm Weather Clothing).  Where this uniform is not provided, officers will be eligible to a Warm Weather Clothing grant for the purchase of these items in accordance with single-Service scales of entitlement.

e.
Uniform Upkeep Grant.    Officers of the Reserves Force and the Cadet Forces who are required to wear uniform and undertake duties or training in peacetime will be paid an annual Uniform Upkeep Grant (UUG) at rates shown in single-Service regulations.
08.0106.
Initial Uniform Grant.    On first being commissioned, an Army officer is paid an Initial Uniform Grant in order to purchase specified items that are not available from Service sources (this is not applicable to RN or RAF officers).  The Grant is payable, via salary, provided the officer is:


a.
Commissioned; and


b.
Required to wear uniform.

08.0107.
Voluntary Withdrawal, Involuntary Termination, Failure to Complete Officer Training or Re-Selection.    Officers, or cadets who are under training, will be required to return all items of uniform clothing, irrespective of whether the items were issued from Service sources or purchased from a grant if they:


a.
Fail to complete officer training or special re-entrant training; or


b.
Withdraw voluntarily from training; or


c.
Have their training terminated involuntarily; or


d.
Have their service compulsorily terminated before they have completed 2 years service from the date of entry.

In these circumstances the officer or cadet will be billed for any deficiencies of items of uniform being returned to the Service on the basis of 50% of grant provided for the item or 50% of the Service price plus Departmental expenses for items issued from Service sources.  Where an officer is re-selected for training in another specialisation they are required to retain all items of uniform previously issued pending the outcome of alternative professional training.

08.0108.
Rejoining After Previous Commissioned Service - Initial Rejoining Uniform Grant.    A ‘break in service’ will be reckoned from the last day of paid service until the date of rejoining.  The following conditions apply to officers who rejoin after previous commissioned service:

a.
After a break of less than one year, no entitlement exists to either a free issue of uniform items or corresponding grants, unless the existing scales differ from those used for the original issue (in which case, the differences will be permissible).

b.
After a break of between one and 4 years, officers will be entitled to a further payment of 50% of the Initial Uniform Grant and the free issue of uniform items from Service sources, except for those free issue items that were retained on leaving the Service.  Where the existing scales differ from those used for the original issue the officer is entitled to the latest full scales of uniform.

c.
Army officers appointed to a different regiment or corps after breaks in service of more than one year, but less than 4 years, will be entitled to a transfer grant in addition to a 50% Initial Uniform Grant.

d.
After a break of 4 years or more from previous commissioned service, officers will be entitled to a further payment of the full Initial Uniform Grant and free issue of uniform items from Service sources, irrespective of what free issue items may have been retained on discharge.

08.0109.
Maintenance of Uniforms.    Except where otherwise authorised by single-Service Dress Policy staff, no further cash grants or free issues from Service sources will be made during a Regular officer's service.  The maintenance and when necessary replacement of all clothing items is the officer's personal responsibility.  To enable them to meet this liability, Income Tax relief is provided automatically via salary. (See paragraph 08.0116 for the Reserve Forces Uniform Upkeep Grant).
08.0110.
Repayment of Uniform Grants.    Officers who are permitted to voluntarily resign with less than 3 years service will be required, at the discretion of the SPVA Pay and Allowances Casework Cell (PACCC), to repay the initial uniform grant and return any items of clothing issued free of charge (or their value if not returned).  Repayment will be based on the Service issue price of the uniform plus departmental expenses in accordance with single-Service regulations and to the following proportions:

a.
Under one year's completed service - The full amount of the Initial Uniform Grant.

b.
Between one and 2 years completed service - Two thirds of the Initial Uniform Grant.

c.
Between 2 and 3 years completed service - One third of the Initial Uniform Grant.

d.
Over 3 years completed service - No repayment of the Initial Uniform Grant is required.

08.0111.
Effect of Previous Repayment.    Subject to the provisions of paragraph 
08.0110, officers who rejoin the Service, having previously made repayments of their Initial Uniform Grants, will receive that same repayment figure upon rejoining.  It is then the Service person’s responsibility to obtain a full outfit of uniform at their own expense.  Where the cost of a full outfit of uniform exceeds the repayment figure the balance of scaled items will be issued free from Service sources.  Where scaled items have been increased since the previous period of service, these will also be issued at public expense.

08.0112.
Termination of Service.    On the involuntary termination of service, an officer will be required to return all free issue items of uniform to their unit supply staff.

08.0113.
Uniform Grants on Promotion.    On promotion to substantive, acting or local rank, officers may be entitled to a grant towards the purchase of insignia and the cost of necessary alterations to uniform.  Details are contained in the single-Service uniform regulations (see paragraph 08.0104).

08.0114.
Allowances for Special Appointments and Provision to Wear Aiguillettes, Royal Cypher and Crown Badges.    In accordance with single-Service regulations, officers authorised to wear aiguillettes, royal ciphers and devices appropriate to their appointment will be issued appropriate uniform items on loan through Service sources.  Where such items are required by single-Service dress regulations, a grant may be paid to authorised officers to assist towards the cost of the alteration of uniforms, both to and from the necessary standard, upon application to their unit supply staff.  In accordance with single-Service dress regulations, officers appointed to certain high profile roles requiring frequent wearing of ceremonial uniform may be eligible for a grant to purchase a second uniform.

08.0115.
Warm Weather Uniform.    Single-Service clothing scales specify when officers on assignment will qualify for issue of warm weather uniform.  For those on temporary assignment, this decision will depend upon whether warm weather uniform is being worn in theatre at the time of the assignment.

RESERVE FORCES

08.0116.
Uniform Upkeep Grant (UUG).    The UUG enables eligible personnel to maintain those items of their authorised scale of outfit.  The UUG is to cover expenditure arising during the Tax Year (6 April to 5 April).  Reserve and Cadet Force officers are entitled to the full UUG for the year during which they become eligible, so long as they are required to wear uniform in the course of undertaking training or other duties, and are on the Reserve or Cadet Force’s effective strength on the date on which payment is due.  Where these officers relinquish their commission between 6 April and 31 October, however, they will not be eligible for payment of UUG for that year.  In the event of mobilisation, the commencement of a period of Full-Time Reserve Service (FTRS), or if serving on Additional Duty Commitment terms for more than 100 paid days per year, individuals’ entitlement to UUG will cease with effect from the end of the Tax Year during which they started the alternative service; thereafter, personnel will become eligible for the Regular officers’ tax allowance for uniform upkeep.  On reverting back to Reserve status eligibility to Regular officers’ tax allowance will cease at the end of the tax year in which reversion occurs.  The Service person will again become eligible to UUG in the following tax year. 

08.0117.
Payment.    The UUG is payable annually in respect of each training year ending 31 March when a Reserve Bounty has been earned.  UUG is not subject to Income Tax and should not, therefore, be shown in personal tax returns.  When a Reserve officer is exceptionally awarded a Bounty waiver, it does not automatically entitle them to the award of UUG.  In these instances, a case for payment is to be forwarded to SPVA PACCC for a decision.

08.0118.
Membership of Two Sections of the Reserve.    A member of 2 sections of the Reserves (eg a RNR officer who also holds an appointment as an officer of the Sea Cadet Corps) may receive the appropriate rate of UUG for both appointments in accordance with the single-Service dress regulations.

RATES

08.0119.
Rates.    The rates are reviewed by the single-Service Dress Policy staff and are based on the average cost by Service and, where appropriate, Regiment of the required uniform items officers purchase from authorised tailors.

METHOD OF CLAIM

08.0120.
Method of Claim.    Claims for uniform grants and reimbursement of tailoring expenses are to be submitted by officers through their Administrative Authority in accordance with single Service regulations.

METHOD OF PAYMENT

08.0121.
Method of Payment.    The various methods of payment for the different types of grant are as follows:

a.
Initial/Rejoining Uniform Grant.    Initial/rejoining Uniform Grants are authorised and input to JPA by the unit HR admin staff at the commissioning unit for payment via the Service person’s salary.

b.
Uniform Grants on Promotion.    Uniform Grants on promotion are paid automatically via the Service person’s salary following the publication of the promotion on JPA.

c.
Specific Appointment Grant.    Specific Appointment Grants are authorised under single Service procedures.  Details of the approved amount are then notified by the unit HR admin staff to JPAC for them to input the necessary payment via JPA and the Service person’s salary.

d.
Transfer Grant.    Transfer Grants are authorised under single Service procedures.  Details of the approved amount are then notified by the unit HR admin staff, or Army Manning and Career Management (MCM) Division, to JPAC for them to input the necessary payment via JPA and the Service person’s salary.

e.
Warm Weather Clothing Grant.    Warm Weather Clothing Grants are authorised under single Service procedures.  Details of the approved amount are then notified by the unit HR admin staff to JPAC for them to input the necessary payment via JPA and the Service person’s salary.

f.
Warm Weather Promotion Grant.    Warm Weather Promotion Grants are authorised under single Service procedures.  Details of the approved amount are then notified by unit HR admin staff to JPAC for them to input the necessary payment via JPA and the Service person’s salary.

g.
Uniform Upkeep Grants (UUG) (TA only).    UUG are authorised under single Service procedures.  Details of the approved amount are then notified by unit HR admin staff to JPAC for them to input the necessary payment via JPA and the Service person’s salary. 

CHAPTER 8

SECTION 2

FEMALE CLOTHING GRANT

08.0201.
Aim.    The aim of the Female Clothing Grant (FCG) was to make a token contribution towards the costs necessarily incurred by all female non-commissioned Service personnel and female Cadet Force instructors who are required to purchase items of clothing that are not issued to them at public expense (ie tights and/or petticoats), but which they are required to wear as part of their uniform.

08.0202.
Income Tax and National Insurance Contributions (NICs).    FCG attracted a liability for both tax and NICs which is met by MOD and paid by SPVA under a PSA.

ELIGIBILITY

08.0203.
Eligible Service Personnel.    This allowance was abolished in line with Defence Council instructions with effect 1 April 2010.  From this date any personnel who had not transitioned to Level 1 Rates of Pay will not receive payment of FCG.
CHAPTER 8

SECTION 3

CIVILIAN CLOTHING DAILY ALLOWANCE AND CIVILIAN CLOTHING ANNUAL GRANT FOR NON-COMMISSIONED PERSONNEL

GENERAL

08.0301.
Aim.    The aim of the Civilian Clothing Daily Allowance (CCDA) and Civilian Clothing Annual Grant (CCAG) is to contribute towards the extra expenditure non-commissioned Service personnel necessarily incur as a direct consequence of being required to wear civilian clothing on duty.

08.0302.
Income Tax and National Insurance Contributions (NICs).    CCDA and CCAG attract a personal liability for both tax and NICs which is payable via the Service person’s salary.

ELIGIBILITY

08.0303.
General.    Non-commissioned personnel of Regular and Reserve Forces (except Sponsored Reserves and Cadet Force Adult Volunteers) are eligible for CCDA or CCAG provided they are required to wear civilian clothing on duty, but are not supplied with such clothing at public expense.

08.0304.
Categories of Eligible Employment.    The following categories of non-commissioned personnel will receive either CCDA or CCAG provided they meet all other conditions and have not been reimbursed for their civilian clothing expenditure separately:

a.
Personnel employed in MOD Headquarters establishments.

b.
Personnel employed in NATO Headquarters establishments.

c.
Personnel employed in GCHQ.

d.
Personnel employed on the support staff to Military Attachés and Advisers.

e.
Personnel employed with Civil Industry.

f.
Personnel employed on close protection duties as may be designated from time to time and promulgated separately.

g.
Intelligence Corps, Special Air Service (SAS), Special Boat Service (SBS), and other personnel employed on Special Duties.

h.
Members of the Royal Navy Special Investigation Branch (RNSIB), Royal Naval Provost Headquarters’ Unit Investigators (RNPUI) and members of the Royal Marines Police Special Investigation Branch (RMPSIB).

i.
Adjutant General Corps (Provost) (Special Investigations Branch) ((AGC(PRO)(SIB)) and Unit Investigation Element (UIE).

j.
RAF Police employed on Special Investigation (SI) or Counter Intelligence (CI) duties as designated by Provost Marshal (RAF).

k.
Mechanical Transport Drivers (including HGV).

l.
Royal Engineer Clerks of Works serving with Military Engineering Services (Works).

m. Naval Personal and Family Royal Marines Welfare personnel.
n.
Army Welfare Workers and Ors in established posts within Unit Welfare Offices.



o.   
Army Housing Estate Managers.

p.
Army Absence Recovery Warrant Officers.
08.0305.
Exceptional Cases.    There may be cases outside the scope of this Section where a Service person is put to undue expense, either because their civilian clothing is subjected to excessive wear and tear for Service reasons or because of other circumstances (eg the nature of the clothing required).  Such cases, which should be rare and will invariably result from a Service person being employed on duties of an exceptional operational or security nature, are to be forwarded for special consideration to SPVA Pay and Allowances Casework Cell (PACCC).  These cases will be assessed on their merit.

INELIGIBILITY


08.0306.
Ineligible Service Personnel.    Commissioned officers are not entitled to either CCDA or CCAG.   During a Commissioned Officers career it is expected that uniform will not be worn at all times.  However, Income Tax relief for uniform upkeep is granted (by HMRC) even if an individual is not required to wear uniform during particular periods/assignments.  In view of this Commissioned Officers will not be entitled to CCAD/CCAG on the grounds that a financial benefit (i.e. tax relief) is already being provided during these periods. 

08.0307.
Secondary Duties.    The ordinary wear and tear of the Service person’s own civilian clothes when engaged in any form of secondary duty (eg OIC sport) does not generate an entitlement to CCDA or CCAG.

CONDITIONS

08.0308.
Wearing of Civilian Clothes on Duty.    CCDA and CCAG cannot be paid concurrently (but see paragraph 08.0309) and are subject to the following additional conditions:

a.
Civilian Clothing Daily Allowance.    CCDA is payable when the period during which the Service person is required to wear civilian clothes is less than 12 months.  When civilian clothing is not worn at all times on duty, CCDA will be paid for each day on which the Service person’s own civilian clothing is necessarily worn for Service reasons.  Payment of CCDA will commence only after the Service person has worn civilian clothes on duty for Service reasons for a total of 60 days within a 12-month period.  Payment commences on the 61st day and is retrospective to Day One.  Payment will commence on the 1st day of any subsequent period within the 12-month period.

b.
Civilian Clothing Annual Grant.    When civilian clothing is expected to be worn on duty at all times throughout the period of a permanent assignment, CCAG will be paid to assist with the purchase of necessary clothing for each complete 12-month period as follows:

(1)
CCAG is payable at the start of each assignment year during which civilian clothes are expected to be worn.

(2)
Where an assignment extends beyond a year to part of a second or subsequent 12-month period, proportions of CCAG will be paid at quarterly intervals.

(3)
In the event that a recipient of CCAG is not required to wear civilian clothes for as long as anticipated when CCAG was paid, no recovery action will be taken.

08.0309.
Concurrent Payment of CCDA and CCAG.    Concurrent payment of CCDA and CCAG is not permitted except where there is an unforeseen overlap between an unexpended period covered by CCAG and the start of a new assignment at a destination with a significantly different climate.  In this instance, further CCDA or a CCAG may be issued provided that all other eligibility criteria are met.

08.0310.
Concurrent Payment with Climatic Clothing Grant for Hot Posts (CCG(HP)).    Eligible Service personnel may not receive CCDA or CCAG and CCG(HP) in respect of the same overseas assignment.  However, receipt of CCDA or CCAG in respect of a previous assignment will not debar an eligible Service person from receiving CCG(HP).  In these circumstances, recipients who have not completed the assignment year for which CCAG was paid will not be required to repay that CCAG (see Section 4 of this Chapter).

RATES

08.0311.
Calculation of CCDA and CCAG Rates.    A rate of CCAG will be set annually by SP Pol P&M (Allces).  The CCAG rate is based on the average cost of a pre-determined (by SP Pol P&M (Allces)) list of clothing.  The list is validated by a review that SP Pol P&M (Allces) conduct every 5 years.  The CCAG rate will be divided by 365 (days) by JPA to produce the CCDA rate.

08.0312.
Current Rates.    The current rates of CCDA and CCAG are detailed in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are also shown at Chapter 1 Section 6.

METHOD OF CLAIM

08.0313.
Authority for Approval.    CCAG and CCDA are to be claimed on JPA F019 which is to be submitted to the unit HR admin staff for processing.  Authority for payment of CCDA or CCAG for the duties listed in paragraph 08.0304 is vested in the CO, not below the rank of OF4.

08.0314.
Action by Unit HR Admin Staff.    The unit HR admin staff will process the claims as follows:

a.
CCAG Claims.    Claims for CCAG will be processed using the JPA ‘Arrivals Process’.  Initial claims require that the Service person be assigned to an appropriate post for a minimum period of 12 months.  The CCAG will initially be paid for this full 12 month period.  At the end of the 1st and each subsequent 12 month period in a CCAG earning post, the unit HR admin staff will be prompted by a JPA system report to consider further entitlement and if appropriate submit further input.  The amount of CCAG subsequently payable will automatically be determined by the time left in the Service person’s current assignment (ie up to their expected assignment end date).

b.
CCDA Claims.    Claims for CCDA will be assessed and then processed by the unit HR admin staff who will create the appropriate ‘Element Entry’ on JPA.

METHOD OF PAYMENT

08.0315.
Method of Payment.    Both CCAG and CCDA are paid via the Service person’s salary.

CHAPTER 8

SECTION 4

CLIMATIC CLOTHING GRANT FOR HOT POSTS

GENERAL
08.0401.
Aim.    The aim of the Climatic Clothing Grant for Hot Posts (CCG(HP)) is to contribute towards extra expenditure necessarily incurred by non-commissioned Service personnel who are required to wear civilian clothes when working in certain hot countries overseas.

08.0402.
Income Tax and National Insurance Contributions (NICs).   In accordance with ITEPA 2003 Section 299 CCG(HP) is non- taxable.

ELIGIBILITY

08.0403.
Eligible Service Personnel.    CCG(HP) may be paid to Regular and Reserve Service personnel of non-commissioned rank, who are required to carry out their daily duties in civilian clothes and meet both of the following eligibility conditions:

a.
They are assigned to locations lying between the Tropics of Cancer and Capricorn, or to locations outside this region where temperatures and humidity are similar to tropical or sub-tropical conditions.  Authority for these latter areas should be obtained from SPVA Pay and Allowances Casework Cell (PACCC);


and

b.
They are Close Protection Unit (CPU) personnel who are assigned to an overseas appointment in support of the Foreign and Commonwealth Office (FCO) and Other Government Departments (OGDs).  Other non-commissioned personnel, who are not in receipt of any other allowances/grants associated with the FCO sponsored Hornby Package, are also eligible.  For details of the Hornby Package, see Chapter 6 Section 5.

INELIGIBILITY

08.0404.
Officers.    Commissioned officers are not entitled to CCG(HP).   During a Commissioned Officers career it is expected that uniform will not be worn at all times.  However, Income Tax relief for uniform upkeep is granted (by HMRC) even if an individual is not required to wear uniform during particular periods/assignments.  In view of this Commissioned Officers will not be entitled to CCG (HP) on the grounds that a financial benefit (i.e. tax relief) is already being provided during these periods. 

08.0405.
Defence Section Support Staff.    Service personnel in receipt of allowances or grants contained within, or associated with, the FCO Hornby Package are not eligible for CCG(HP) as the Package contains an appropriate level of provision.

CONDITIONS

08.0406.
Duration.    All eligible Service personnel must be assigned for a minimum of 2 months in order to qualify.  Service personnel may claim CCG (HP) only once in a 3-year period.

08.0407.
Concurrent Payment with Civilian Clothing Daily Allowance (CCDA) and Civilian Clothing Annual Grant (CCAG).    Eligible Service personnel may not receive CCDA or CCAG (see Section 3 of this Chapter) and CCG(HP) in respect of the same overseas assignment.  However, receipt of CCDA or CCAG in respect of a previous assignment will not debar an eligible Service person from receiving CCG(HP).

08.0408.
Cancellation of Assignment.    In the event of the CCG(HP) having been paid and then the assignment for which it was paid being cancelled, no recovery action will be taken if the Service person can demonstrate to unit HR admin staff that they have purchased necessary items of climatic clothing for the assignment.  Where appropriate purchases have not been made, unit HR admin staff will initiate recovery action.

RATES

08.0409.
Calculation of Rates of CCG(HP).    The rate of CCG(HP) is set annually by SP Pol P&M (Allces).  The CCG(HP) rate is based on the average cost of a pre-determined (by SP Pol P&M (Allces)) list of clothing.  The list is validated by a review that SP Pol P&M (Allces) conduct every 5 years.  

08.0410.
Publication of Rates.    The rate of CCG(HP) will be promulgated in the annual MOD SP Pol P&M (Allces) Directed Letter on “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also shown at Chapter 1 Section 6.


METHOD OF CLAIM
08.0411.
Method of Claim.    On notification of assignment to a post eligible for CCG(HP), the Service person is to contact their unit HR admin staff who are to validate that the Service person:

a. Is assigned to a post meeting the eligibility criteria at paragraph 08.0403.

b. Is assigned to the post for a minimum of 2 months.

c. Has not received a payment of CCG(HP) within the last 3 years.

Once validated the unit HR admin staff will enter the CCG(HP) entitlement onto JPA by creating the appropriate ‘Element Entry’.
08.0412.
Advance of CCG(HP).    CCG(HP) is to be paid prior to travel to the country where the CCG(HP) earning post is located.  However, it is not to be paid more than one month prior to the reporting date for the overseas CCG(HP) earning assignment reporting date.
METHOD OF PAYMENT

08.0413.
Method of Payment.    CCG(HP) is paid to the Service person via their salary.

CHAPTER 8

SECTION 5

SNCO MESS DRESS UNIFORM PROVISION

GENERAL

08.0501.
Aim.    The aim of the SNCO Mess Dress Uniform Provision is to equip newly-promoted POs/Sgts with a mess dress uniform
 that is required to be worn as a member of the WO/SNCOs’ Mess when attending formal functions or as required by the Services when on duty.  To achieve this, all JNCOs promoted to acting paid or substantive PO/Sgt rank
  on or after 1 Apr 09 will initially receive a one-off financial contribution towards the purchase and upkeep of Mess Dress uniform, obtained either from Service or non-Service sources.  The RN, RM and RAF intend to replace this grant with the issue of a Mess Dress uniform once their clothing contracts are suitably amended; this development will be notified in advance of implementation and require an amendment to this Section in due course.  Reserve forces are ineligible for the public provision of a SNCO Mess Dress uniform.

08.0502.
Income Tax and National Insurance Contributions (NICs).   In accordance with ITEPA 2003 Section 336 the provision of standard items of uniform and grants given to Regular SNCOs are non-taxable.

ELIGIBILITY

08.0503.
Eligible Service Personnel.    All regular LHs/Cpls promoted either to acting paid or substantive PO/Sgt rank with effect from 01 Apr 09 are eligible for the SNCO Mess Dress Uniform Provision. Except where otherwise authorised by single-Service Dress Policy staff, no further cash grants for mess dress uniform will be made during a Regular SNCO’s Service career
.  
ENTITLEMENT

08.0504.
Uniform Standard.    Single-Service Dress Policy staffs are responsible for setting uniform standards and the value of grants for Regular SNCOs.  Single-Service regulations should be consulted concerning detailed uniform standards and specifications.  The contact details for single-Service Dress Policy staffs are contained within the following regulations:


a.
RN/RM (Naval Service).    BR 81 Uniform Regulations and NC HQ Logs Div Supply Chain Circulars.


b.
Army.    Army Dress Regulations (All Ranks).


c.
RAF.    QRs and AP1358 Dress Regulations, Edition 6.

08.0505.
Uniform Grant.    On promotion to substantive, or acting paid PO/Sgt
 rank, SNCOs are entitled to a Mess Dress uniform grant towards the purchase cost, but the grant may be also be used to purchase insignia and the cost of necessary alterations to uniform within the total.

08.0506.
Maintenance of Uniforms.    The maintenance of Mess Dress uniform and, where necessary, its replacement or alteration on subsequent promotion(s) is the personal responsibility of the SNCO.  

RATES

08.0507.
Rates.    The rates are reviewed by the single-Service Dress Policy staff and are based on the average cost by Service of the required Mess Dress uniform purchase from authorised commercial or, where appropriate, regimental tailors.  The single-Service SNCO Mess Dress uniform grant rates are contained in Chapter 1, Section 6 Paragraph 01.0607.
METHOD OF CLAIM

08.0508.
Method of Claim.    Claims for Mess Dress uniform grants are to be submitted by the SNCOs through their Administrative Authority in accordance with single-Service regulations using the JS Form, JPA F011.
METHOD OF PAYMENT

08.0509.
Method of Payment.    The Mess Dress uniform grant is payable to all regular JNCOs on promotion, either to acting or to substantive PO/Sgt rank.  For RAF airmen aircrew an initial Mess Dress uniform grant is payable to all acting paid SNCOs on satisfactory completion of their initial training course, prior to undertaking their further training courses.  Army Lance Corporals of Horse and Lance Sergeants will receive the grant on appointment to the WOs and Sgts’ Mess; this includes attached Arms serving with Household Division units who are promoted to Lance Corporal of Horse and Lance Sergeant.  The grant will initially be payable in cash via unit imprest accounts and later via salary on JPA.
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CHAPTER 9

SECTION 1

CONTINUITY OF EDUCATION ALLOWANCES

GENERAL

09.0101.
Aim.    The aim of Continuity of Education Allowances (CEA) is to assist Service personnel to achieve continuity of education for their child(ren) that would otherwise be denied in the maintained day school sector if their child(ren) accompanied them on frequent assignments both at home and overseas.  In claiming CEA, a Service person must fully accept that accompanied service is the overriding principle for maintaining entitlement.

09.0102.
Principles.    The principles detailed in this section for entitlement and eligibility to CEA retain primacy in matters concerning eligibility or dispute and apply to the following CEA:

a.
CEA(Boarding) - Section 2.

b.
CEA(Special Educational Needs Addition) (SENA) - Section 3.

c.
CEA(Day) - Section 4.

d.
CEA(SENA(Day)) - Section 5.

e.
CEA(Guardians) - Section 6.

09.0103.
Maintenance of Continuity.
CEA are not general educational subsidies.  It is a fundamental condition of entitlement to CEA that a child continues to attend the school and completes a stage of education for which CEA is in issue.  Before applying for CEA, claimants are to read the regulations governing forfeiture of CEA on withdrawal of a child from school during a stage of education  (see paragraph 09.0123).  Service personnel should carefully consider all the domestic and financial implications of claiming CEA before they commit to the undertaking.  They should, for example, consider whether:

a.
Their child(ren) will be able to continue at the same boarding school irrespective of where they may be assigned.

b.
The school selected provides the appropriate standard of education bearing in mind the qualifications that may be required in order to proceed to the next stage of education.

c.
Satisfactory arrangements can be made for approved leave of absence of the child(ren) from the school and travel to and from the duty station during the school holidays.

d.
They are satisfied that they will be able to continue to afford to pay the balance of school fees for the anticipated duration of the child(ren)’s remaining education.

e.
They are encouraged to take out insurance protection to cover school fees due to a change in individual entitlement or eligibility that may result in the cessation of CEA.

f.
It is practical and desirable for a child to remain at a school when their sibling(s) moves to another school. Under such circumstances, there is no automatic eligibility for the children to move together to a new school (see paragraph 5 of Annex C of this Section).

To ensure that Service personnel have considered all of the above requirements and have been advised on the best options for the education of their child(ren) all Service personnel are to contact the Children’s Education Advisory Service (CEAS) for advice on the boarding of children before an initial claim for CEA is submitted or when any change of school is being planned.  CEAS can be contacted at:

Trenchard Lines

Upavon

Pewsey

Wiltshire SN9 6BE

Telephone: 01980 618244

Mil: 94344 8244 (email address enquiries@ceas.detsa.co.uk)

On completion of the advice process, CEAS will provide each Service person with an individually serial numbered CEA Eligibility Certificate application form which must be used for any application for a CEA Eligibility Certificate (a Specimen only copy is at Annex A).
09.0104.
Family Mobility.
Attention was drawn in paragraph 09.0101 to the acceptance of accompanied service and a commitment to family mobility which is inherent in claiming CEA.  An exception to this requirement is Service personnel classified as Involuntarily Separated (INVOLSEP) (see JSP 752 Chapter 1 Section 2 Annex B).


09.0105.
CEA Eligibility Certificate.    The CEA Eligibility Certificate has replaced the CEA Education Mobility Certificate and the aim of this revised certificate is to improve audit procedures to ensure that the allowance is being appropriately managed.   A new CEA Eligibility Certificate is required to be completed in the following circumstances:

a. for all initial claims.
b. on a change of school thereafter.
c. where the certificate is over 3 years old.
d. immediately upon a change of P Stat Cat in accordance with paragraph 09.0121.

e. immediately on arrival at each new assignment,  Service personnel who are assigned for 6 months or less, or on an operational tour of any length are not required to renew their CEA Eligibility Certificate subject to them already holding a valid CEA Eligibility Certificate (but see paragraphs 09.0105a to 09.0105d for exceptions).
The CEA claimant is required to obtain a new CEA Eligibility Certificate from CEAS, who will forward a uniquely serial numbered form to the Service claimant.  The certificate is to be completed as follows:

f. Part 1 is to be completed by the claimant.
g. Part 2 is to be completed by the claimant’s Assignment Authority.
h. Part 3 is to be completed by the claimant’s CO (or formally delegated representative).  They are to:
(1)
Confirm that an entitlement check has been carried out in accordance with paragraph 09.0106 below and that the Service claimant meets all the eligibility criteria.

(2)
Verify the Service person’s eligibility to CEA if either Paragraph 3 of Part 1 or Paragraph 2 of Part 2 of the certificate applies.  In these cases the CEA claimant is either unaccompanied at the new duty station or has been declared unlikely to move by the assignment authority.


(3)
In some circumstances, Paragraph 3 of Part 2 may apply for existing claimants entering their end of career assignment.  It is acknowledged that in these circumstances, the assignment authority will be unable to confirm that the claimant is likely to be assigned to an accompanied post more than 50 miles from their current duty station within the next 4 years.  Providing all other CEA criteria are met, CEA may still be paid.

i. Part 4 is to be completed in entirety by the claimant for initial applications and on a change of school only.  Otherwise, only the school details and the start date at that school should be entered.  Part 4 must however be signed in all cases.

j. Part 5 is to be completed by CEAS, who will stamp, sign and return it to the Service claimant, with a CEAS Boarding School Certificate if one is not yet in issue and relevant. 

k. On receipt of the final approval from CEAS, the claimant must then present a copy of the fully completed CEA Eligibility Certificate, the CEAS issued Boarding School Certificate and the previous terms receipted bills (for initial claims an unreceipted bill may be presented) to Unit HR Admin staff for authorisation of CEA claims through JPA. The reference and date of the certificate are to be entered on every claim submitted.

l. The original copy of the CEA Eligibility Certificate is to be retained by the Service claimant to be produced as and when requested for audit purposes for the duration of the child’s attendance at that school.

m. Unit HR are to retain copies of the CEA Eligibility Certificate and termly invoices on file for CEA Audit Assurance purposes for up to 3 years.  When the claimant is reassigned, the copies of the CEA Eligibility Certificate and termly invoices must be forwarded to the claimant’s new duty station.  In cases where the claimant is assigned to an operational location, the documentation should be retained with the claimant’s other Service documentation and forwarded when appropriate to the claimant’s next administrative Unit.

09.0106
Audit process.  To ensure that claimants maintain their commitment to the principles of family mobility and accompanied service, 2 levels of audit are necessary:

a.
The Entitlement Check at Unit Level (Internal Audit).    Whenever a new CEA Eligibility Certificate is completed in accordance with paragraph 09.0105, their CO (or formally delegated representative) is responsible for completing Part 3 of the certificate and must initiate an entitlement check of CEA with a view to ceasing the entitlement when eligibility rules are no longer fully met.  If, as a result of this, the CO (or formally delegated representative) decides that the Service claimant is to forfeit entitlement to CEA, a minimum of a full term’s notice is to be given to the Service claimant in writing, copied to Service Personnel and Veterans Agency (SPVA) Pay and Allowances Casework and Complaints Cell (PACCC), CEAS and Unit HR Admin staffs in order to substantiate the final claim (but see paragraph 09.0124).  If the CO (or formally delegated representative) feels that they are unable to make a decision, a formal case should be submitted to SPVA PACCC in accordance with Chapter 1 Paragraph 01.0108
b.
The Review of Entitlement (External Audit). To ensure appropriate governance, CEAS may initiate a review of CEA entitlement, specifically when the CEA Eligibility Certificate indicates that the family home has not relocated during 3 consecutive assignments.  CEAS will then assess continued eligibility and inform the respective CO who will be responsible for conducting a review of entitlement referring to SPVA PACCC as necessary.  A written response is required by CEAS once the review has been conducted.  Where the CO feels that the Service claimant does not meet the mobility criteria and is to forfeit entitlement to CEA, a minimum of a full term's notice is to be given to the Service claimant in writing, copied to SPVA PACCC, CEAS and Unit HR Admin in order to substantiate the final claim.

09.0107.
Income Tax and National Insurance Contributions (NICs).    CEA attracts a liability for both Income Tax and NICs when the Service person is serving in the UK and on HM Ships.  These are settled by the SPVA automatically via a PAYE Settlement Agreement (PSA).  In accordance with ITEPA 2003 Section 299 CEA is untaxed if, on the day that payment is made, the Service person is serving overseas on a permanent assignment.  Service overseas counts from the date the Service person is taken on strength of the overseas unit and continues until the reporting date for a new permanent assignment in the UK.  Temporary assignments or visits to/from the UK will have no impact on the tax and NIC liability unless they exceed 6 months in duration, in which case the Income Tax liability as at the date of payment will be based on the temporary location of the Service person (ie if in UK there will be an Income Tax and NIC liability, if overseas there will not).

DEFINITIONS

09.0108.
Academic Year.    These regulations are based on a 3-term academic year of 12 months’ duration starting from 1 September.  Where the school attended, or to be attended, does not apply a 3 term academic year (ie 2, 4 or 6 terms), advice is to be sought from SPVA PACCC.

09.0109.
Stages of Education.    For the purpose of CEA, a child’s education is broken down into 3 distinct stages as set out below.  The age of the child at which each stage commences may vary with the school attended but, in general, junior or preparatory school ceases between the ages of 11 and 13, and secondary or senior school education is generally complete by age 16 (see paragraph 09.0203d).  The 3 stages are:

a.
Primary, junior or preparatory school (see paragraph 09.0110).
b.
Secondary or senior school.

c.
A-Level or academic equivalent or equivalent vocational training or sixth form college studies.

09.0110.
Treatment of a Stage of Education for Eligibility Purposes.    For the purpose of eligibility each stage of education will be treated as a separate part of the educational process.  Many schools will, however, be able to provide continuous education for more than one stage.  The age at which children complete the preparatory stage of education will vary between schools, and hence Paragraph 17 of Annex C to this Section may apply, however only one change of school on moving from preparatory to secondary school is admissible. 

09.0111.
Boarding Pupils.    

a.
A full boarding pupil is one who lives (including sleeping overnight) at the school during term time 7 days a week, apart from exeats, half terms, holidays and, on the agreement of the head teacher, some weekends. These children attract CEA(Board) or CEA(SENA) provided they and their Service parent meet the eligibility and entitlement criteria. 

b.
A weekly boarding pupil is a child who lives (including overnight) at the school for a minimum of 4 consecutive nights per week, eg Monday-Thursday nights inclusive. Saturday night cannot be claimed as one of the 4 consecutive nights. For weekly boarders see also paragraph 16 to Annex C of this Section.

ELIGIBILITY

09.0112.
Eligible Service Personnel.    A Service person is eligible for CEA in respect of each eligible child provided that all the following criteria are met:

a.
They are serving on a Regular Commission or Engagement.

b.
They are in possession of a valid CEA Eligibility Certificate completed at Parts 1 to 5, stamped and signed by CEAS (see specimen at Annex A to this Section) and also a current Boarding School Certificate as issued by CEAS after an initial application or change of school.

c.
The Service parent is either accompanied by their family at the duty unit or is serving INVOLSEP.  Initial claims from personnel granted INVOLSEP status for compassionate or other reasons will be considered, but such cases must be submitted to SPVA PACCC for consideration before the claim is processed.  See Annex B of Section 2 to Chapter 1. 
d.
They are in receipt of full UK Service rates of pay (but see paragraphs 09.0131 to 09.0136 for exceptions).

e.
They are maintaining a family home at which they would normally reside with their child(ren) when the exigencies of the Services permit.

f.
When the Service person’s spouse/civil partner is also a Service person or a Civil Servant, only one spouse/civil partner is entitled to claim education allowance.
g.
 The Service claimant’s Personal Status Category (PStat Cat) is to be one of the following:

(1)
PStat Cat 1, 1s or 1c and provided neither parent has filed a petition for judicial separation, divorce or dissolution.  There will be no entitlement where a Civil Service spouse/civil partner who is a mobile grade chooses not to accompany the Service spouse/civil partner.

(2)
PStat Cat 2.    There is no entitlement where the child is normally resident with the non-Service parent or where, under a Residence Order of the Court, or any other arrangement, the Service parent is awarded equal rights with the non-Service parent.  The Service parent must hold a court order or legal agreement that demonstrates that they are the prime mover for the child and have sole responsibility for all decisions affecting the child’s education.  All PStat Cat 2 claimants must submit a case to the PACCC on change of PStat Cat to prove their continued entitlement to CEA.  All cases will be determined by the effective date of their PStat Cat change.

(3)
PStat Cat 3 and 4, but only in accordance with paragraph 09.0122.

(4) PStat Cat 5c, but there will be no entitlement for the Civil Service spouse/civil partner of the Service person to claim Civil Service education allowances in their own right.  Irrespective of this general eligibility, as for all other Service personnel, the broader eligibility conditions regarding maintenance of continuity and family mobility must still be met by the Service parent and their Civil Servant spouse/civil partner to maintain entitlement.

(5) Where Service parents exchange PStat Cat on assignment (eg PStat Cat 1s to 5s and vice versa), any conditions governing the payment of CEA will be applied to the new claimant (eg if CEA for a particular child has been forfeited it remains forfeited even though the Service parent claiming has changed).

h.
Any changes in a CEA claimant’s personal circumstances should be notified to Unit HR immediately (see Chapter 1, Paragraph 01.0114).  Failure to do so may result in the loss of entitlement to CEA for at least the remainder the child(ren)’s current stage of education (see paragraph 09.0123).  In certain circumstances, the SPVA  PACCC may authorise recovery of all CEA paid from the retrospective date of non-entitlement (see paragraphs 09.0124)

09.0113.
Service Person’s Mobility Requirement.    It is a requirement that upon initial application, change of school and the commencement of a new stage of education, the Service claimant is subject to the exigencies of the Service and, therefore, could be moved from their present duty station during the remainder of that stage of education.  This requirement is to be applied separately in respect of each child.

09.0114.
INVOLSEP Assignment for CEA Purposes.    A Service claimant serving INVOLSEP on an assignment at MOD (London), or in a post so designated at PJHQ (as confirmed in writing by PJHQ prior to assignment), or on assignment to a designated campaign continuity post and being within 6 months of deployment to that post, may retain CEA for the child(ren) for whom they were claiming CEA prior to their assignment there.  At any time during the assignment, they may make an initial claim for CEA for an eligible child.  On assignment away from MOD (London) or a designated INVOLSEP post at PJHQ, or on completion of their designated campaign continuity operational tour, the eligibility will be reviewed by the CO (or formally designated representative) on arrival at the new unit.  If the claimant is classified as Voluntarily Separated (VOLSEP) at the next assignment station and the review is adverse, in addition to losing continued eligibility, a case is to be made to SPVA PACCC.  They will determine whether the Service claimant is required to repay any CEA received in respect of any child for whom an initial claim was made under the provisions of this paragraph.

09.0115.
Eligible Child.    CEA is payable for a child as defined in Chapter 1 Section 2 of these regulations from the beginning of the academic year in which the child reaches the age of 8 until the end of the stage of education during which the child reaches their 18th birthday provided they are undergoing full-time education at a qualifying educational establishment (registered on the MOD Accredited Schools Database (ASD)).  CEA will be payable in some circumstances thereafter up to the end of the academic year in which the child reaches 19 years of age.  Continued entitlement will be determined following submission of a case to SPVA PACCC where the merits of the case will be considered (see paragraph 09.0203e).  The child must continue to attend the same educational establishment and be undertaking A-Levels or equivalent vocational training.  In exceptional circumstances, a Service person may be able to claim CEA for a child younger than 8 years of age, but such cases must be authorised in advance by SPVA PACCC (e.g. Service person assigned to a theatre where primary education is not provided).

INELIGIBILITY

09.0116.
Ineligible Service Personnel.    A Service person is ineligible for CEA if they are:

a.
A Reservist.

b.
A retired Service person re-employed or an individual employed specifically to fill an appointment (eg FTRS).

c.
Serving on any non-mobile engagement (eg MPGS).

d.  Gibraltar Regiment.

An initial claim will not normally be considered from a Service person who is due for normal discharge in the next 12 months or who has submitted an application for Early Termination within the same period.  However, if CEA is in issue when the residual service (last 12 months) is entered, it will not be withdrawn, provided the Service parent remains otherwise eligible.  The period of residual service is to be assessed from the date on which payment of the CEA would have fallen due.

09.0117.
Ineligible Child.    CEA is not payable in respect of a child who is:

a.
Attending a civilian school overseas for which the Service parent is receiving assistance directly or indirectly from public funds (eg ISODET Education Allowances) (see Section 8 of this Chapter).

b.
Attending a school overseas.

c.
Sent to a correction centre or committed to or received into the care of a local authority.

d.
Attending a university, college of education (formerly a teacher training college), finishing school or a school that provides a type of education not found within the State System (eg crammers).

e.
Attending a day school and is placed in the care of a guardian for a continuous period of less than 3 months.

f.
At a Service boarding school including Queen Victoria School (Dunblane), except Welbeck College for which a reduced rate is permitted (see paragraph 09.0203g).

g.
Attending boarding school, but for whom the basic boarding and tuition fees are met in full, either directly or by reimbursement by a Local Education Authority (LEA) or other public body, official benefactor, or the school.

ENTITLEMENT

09.0118.
Payment of CEA.    The payment of CEA is determined by the stage of education being undertaken and is payable in advance subject to the following:

a.
If a Service person joins the Services after a term has commenced, the maximum entitlement for the term will be abated on a pro-rata basis.

b.
If a Service person ceases to be entitled to pay and allowances for a period within a term, the maximum entitlement for the term will be abated on a pro-rata basis (but see paragraphs 09.0131 to 09.0136 for exceptions).

c.
Should the Service person complete their service during a school term, payment for the whole term is admissible.

d.
If the Service person completes their service whilst the child is on vacation between school terms, payment for the following term is inadmissible (see paragraphs 09.0133 and 09.0134 in cases of Death, Invaliding or Redundancy).

e.
CEA is not payable to a Service person who withdraws their child from school without prior SPVA PACCC authority and is required to pay fees in lieu of notice.  When the child is withdrawn during a term and SPVA PACCC approval for removal has not been given, entitlement to CEA will cease from the date of withdrawal and will be re-assessed on a pro-rata basis.  Where approval for removal of a child during a term is given by SPVA PACCC, entitlement to CEA for the full term will be unaffected.

f.
Where a school has 2, 4, 6 or any other number of terms (other than 3) in an academic year, application should be made to MOD SP Pol P&M (Allces) for the appropriate rates of the allowance payable (see also paragraph 09.0108).

09.0119.
Deductions.    A minimum parental contribution of 10% in respect of each child is to be applied to the actual boarding and tuition fees payable by the Service person, subject to the regulations for each CEA in this Chapter.  In assessing the allowance payable any grant or scholarship made by either the school, official benefactors, LEAs or other public bodies, or any discounts offered to the Service parent by the school (eg prompt payment discounts), must be deducted from the fees of each child for whom the grant is made before the 10% minimum parental contribution is calculated (but see paragraph 09.0140).

CONDITIONS

09.0120.
Changes in Entitlement.    A Service person is to notify their Unit HR Admin Staff of any changes to entitlement immediately they occur.  Failure to do so may result in forfeiture of CEA entitlement (see paragraph 09.0123) and possible recovery action (see paragraph 09.0124).
09.0121.
Changes in PStat Cat.    Immediately upon a change in PStat Cat a new CEA Eligibility Certificate application is to be completed in accordance with paragraph 09.0106 and a case submitted to SPVA PACCC for a decision on continued entitlement.  The application is to be supported by the Declaration of PStat Cat, a copy of any Court Order, the name of the person responsible for the school fees and other evidence appropriate to the care and control of the child(ren).  Any subsequent change in the circumstances is also to be reported to SPVA PACCC for consideration.  Changes in PStat Cat to which this paragraph relates are:

a.
The issue of, or change to, a legal order.

b.
The filing of a petition for judicial separation, divorce or dissolution by either party.

c.
The legal separation of the parties by a separation agreement or court separation order.

d.
Where the parties have lived apart, because of relationship difficulties, for a period exceeding 3 months, whether or not any legal proceedings have been commenced.

e.
Where the parties have divorced or the civil partnership has been dissolved.

09.0122.
Change to PStat Cat 3 or 4.    A Service claimant who changes to PStat Cat 3 or 4 and who was in receipt of CEA before the estrangement may only claim the allowance for one full term following estrangement.  For this final term, no specific authority is required from SPVA PACCC.  However, if any of the Service person’s children for whom CEA is being claimed are within 2 academic years of taking public examinations at the end of the current stage of education at the time of the estrangement, CEA will remain in issue up to and including the term in which the examination is taken for that child(ren) only, subject to continued eligibility for CEA in all other respects.  A Service claimant in these circumstances, who continues to receive CEA to complete GCSE examinations, will not have a further entitlement for A-Level studies for the same child.  All cases to retain CEA in excess of one term following estrangement are to be submitted, with supporting evidence from the school to SPVA PACCC for consideration and authorisation.

09.0123.
Forfeiture of CEA.    Whenever a Service Person ceases to be entitled to CEA they are to inform their Chain of Command and CEAS.  Where SPVA PACCC authority is required casework is to be submitted in accordance with paragraph 01.0108 and copied to CEAS.  Circumstances under which SPVA PACCC may consider forfeiture of CEA are:

a.
Breaking Continuity of Education.  Service parents contemplating changing school or withdrawing a child from a school for which CEA is paid, other than at the end of a stage of education, are to seek early advice from CEAS about the effect of such action upon the education of their child(ren).  It should be made clear whether the approach is a provisional request for advice, or a firm application for withdrawal or to change schools.  Care should be taken to substantiate the case fully. All cases for authority to withdraw a child are to be submitted with a completed Annex B to this Section and a letter from the school Head Teacher detailing their views on the early withdrawal.  This process must be instigated by the Service parent at the earliest opportunity, and before the date of withdrawal, to allow due processing of the case and to accommodate the need to give a term’s notice of withdrawal to the school.  Unless the case is fully justified in accordance with these regulations, future entitlement to CEA will be forfeited in respect of the child concerned for at least the remainder of the current stage of education.  Reasons that may in certain circumstances be acceptable for breaking continuity of education are outlined at Annex C to this Section.  
b.
Unaccompanied Service.  A CEA claimant who serves unaccompanied at their duty station is to be subject to an Internal Audit review in accordance with paragraph 09.0106.  In cases where there is any doubt as to the accompanied status of a CEA claimant, casework is to be submitted to the PACCC at the earliest opportunity.  For personnel in PStat Cat 2 paragraph 01.0202 is to be applied.

c.
Service Person declared Non-mobile.  Where a CEA claimant is declared by their Assignment Authority as unlikely to be posted more than 50 miles from their current duty station for at least 4 years (see paragraphs 09.0105 & 09.0106).

d.
Failure to Pay CEA.  Once the CEA payment has been received by the Service parent the full allowance is to be paid to the appropriate school or LEA no later than 30 calendar days after receipt and must not be passed through the account of a third party.  The CEA payment is not to be paid to the school/LEA in instalments.  Failure to pay the CEA in this manner will constitute a breach of these regulations, possibly necessitating the recovery of the full CEA payment immediately.  Claimants are reminded of the requirement to submit all receipts from the previous term before submitting a claim for a new term; Annex E to Section 1 to Ch 9 refers.

09.0124.
Recovery of CEA.  A CEA claimant who forfeits their entitlement to CEA is normally to be given one full term’s notice in writing.  In practice this will equate to one full term plus the remainder of the term during which entitlement ceases.  Incorrectly paid CEA may be recovered allowing for a full term’s notice from the date which rendered the claimant ineligible, however:

a.
Where a CEA claimant has rendered themselves ineligible for CEA for any reason, but fails to inform their Chain of Command and CEAS of their ineligibility and continues to submit claims for CEA, the SPVA PACCC reserves the right to recover all CEA received from the start of the stage of education during which the Service Claimant became ineligible. 

b.
Where the reasons for the withdrawal of a child from school are not fully justified the SPVA PACCC reserves the right to call upon the claimant to repay CEA already received for the current stage of education prior to the date of withdrawal, on the grounds that the objective for which the allowance was issued has not been achieved.  

09.0125.
Reinstatement of CEA.    Where CEA is forfeited because of a breach of continuity, the Service person may be permitted, at the discretion of SPVA PACCC, to repay the amount of CEA received before the breach of continuity occurred, so that future claims may be submitted in respect of that child.  A Service person who loses their entitlement to CEA may not apply for reinstatement of the allowance until the commencement of the next stage of education for the child concerned, unless an exceptional case is approved by SPVA PACCC.

09.0126.
Schools or Educational Establishments Qualifying for CEA.    Service personnel are required to consult CEAS in advance to confirm the eligibility of a school.  To qualify for CEA, the chosen educational establishment or school (hereafter referred to as the school) must be included on the MOD ASD which requires that:

a.
The school must be registered with the appropriate UK department of education.  The school must be inspected under a Department for Children, Schools and Families (DCSF), or similar, statutory regime and agree to the resulting report being placed in the public domain and available for scrutiny by parents.

b.
In addition to providing tuition, the school authority or LEA must manage, control and wholly maintain the facilities for the board and accommodation of the child.  Exceptionally, where a recognised boarding school is temporarily full and the child is boarded-out by the school for not more than 2 terms, entitlement to CEA will not be invalidated.  Children over the age of 16, for whom CEA is claimed, are permitted to live in residential accommodation or hostels run by the school/college.  In addition, they may be permitted to live in college-approved lodging schemes, which include non-school/college run hostels, provided that:

(1)
The scheme is approved by CEAS.

(2)
The Service person certifies by completion of Annex D to this Section that they have visited the accommodation and are satisfied that it is suitable.  The completed Annex D should then be forwarded to CEAS by the Service parent.

Any changes in accommodation arrangements must be reported, and continued entitlement to CEA reviewed by the Service person’s CO, who may seek advice from CEAS if required.

c.
The following types of educational establishment are eligible for inclusion on the MOD ASD, subject to the conditions shown:

(1)
Independent Sector.    Schools in the independent sector must be members of an organisation affiliated to the Independent Schools Council (ISC) or the Scottish Council for Independent Schools (SCIS).

(2)
Maintained Sector.    There are 3 categories of establishment in the maintained sector: those funded by LEAs; those funded directly by central government through the DCSF; and those catering for post-16 education (eg Colleges of Further Education).

(3)
Education Establishments Belonging to, or Governed by, an Appropriate Professional or Vocational Organisation.    These establishments are for children of the post-16 age group. CEA may be claimed for attendance at them as an alternative to, but not in addition to, A-Level or equivalent education (see paragraph 09.0128).

(4)
Schools Funded Through the Adjutant General’s (AG) Budget.    The Queen Victoria School (Dunblane) and Welbeck College are boarding schools funded through AG’s budget.  Of these, education allowances are payable for attendance at Welbeck College only (see paragraph 09.0203g).

Each school on the MOD ASD is annotated with an ASD Indicator Code identifying the type of school and for some schools, the stage at which the Senior rate of CEA will be paid.

09.0127.
Removal of a School from the MOD ASD.    When concerns are raised about a school on the MOD ASD that are not of sufficient gravity to warrant the raising of a formal Notice of Complaint against the school by MOD SP Pol P&M (Allces) (on advice from CEAS), Service personnel with children at the school will be notified, but the school will not immediately be removed from the MOD ASD.  In such cases, Service personnel may choose whether to remove their child(ren) without loss of future entitlement to CEA, or to maintain their child(ren) at the school with a continuing entitlement to CEA.  If a formal Notice of Complaint is raised against a school, or if it ceases to meet the criteria detailed in paragraph 09.0126a or b, Service personnel will be required to remove their child(ren) from it, if they wish to remain entitled to CEA.

09.0128.
Vocational and Technical Training.    Vocational and technical training courses are only permitted as a substitute for, and not in addition to, A-Level education and the following additional conditions apply:

a.
CEA is admissible until the end of the academic year in which a child reaches the age of 18 when undertaking full-time education in the form of courses that would be classed as post-16 GNVQ education by a LEA (but see paragraph 09.0203e when an academic year has been repeated).

b.
To qualify for CEA, courses (eg units of a GNVQ) must last for a minimum of one academic term.  A child may attend as many courses as are required under the structure of a recognised qualification, but the total period must not normally exceed 2 academic years.  Where a single course lasts for up to 3 academic years or 9 academic terms (eg BTEC), it will qualify for the payment of CEA until the end of the academic year in which the child’s 19th birthday is reached.

c.
Where the design of a course requires the child to move between educational establishments, a case for continued payment of CEA is to be submitted to SPVA PACCC.

d.
When a Service person in receipt of CEA dies, is invalided from the Service or is made redundant and their child has started the first term of the final 2 academic years of a recognised course from age 16 years the regulations at paragraphs 09.0133 and 09.0134 apply but instead of the term in which the examination is taken, insert the term in which the course ends. 

e.
When a Service person changes to PStat Cat 3 or 4 and their child has started the first term of the final 2 academic years of a recognised course from age 16 years, the Service parent must continue to serve until the course ends for the allowance to remain in issue.

09.0129.
Overseas Schools.    Service schools are provided, where possible, for children who accompany their Service parent(s) overseas, but in the absence of Service educational facilities a child may, in certain circumstances, be placed in a local civilian school.  For details of the relevant allowances in these circumstances see Section 8 of this Chapter and JSP 342 (The Education of Service Children) Chapter 13 - Educational Provision in Extra Command Areas and Isolated Detachments Overseas.

09.0130.
Travel Expenses for the Child.    Travel costs for the child between the school and the parental home may be reimbursed in accordance with the regulations for School Children’s Visits in Chapter 4 of this JSP and JSP 800 Volume 2 Part 2 Chapter 9 (Defence Movement and Transportation Manual).

09.0131.
Detention, Imprisonment and Desertion.    CEA is to continue in issue during periods of detention or imprisonment of a Service claimant where they remain admissible in all other respects.  If the Service person is to be discharged on completion of a period of detention or imprisonment, the entitlement to CEA is to cease from the end of the term following the term in which the detention or imprisonment started, thus covering any requirement to give a term’s notice to the school.  Cases for Service personnel with children in the 2-year lead up to public examinations are to be submitted to SPVA PACCC for consideration.  CEA is to cease during periods of desertion on a date to be notified by SPVA PACCC following the submission of a case by the unit on behalf of the spouse/civil partner.

09.0132.
Cessation of Payment as a Consequence of Absence.    On any occasion where the Service person claiming CEA is deemed to be absent, the continued entitlement to CEA is to be reviewed by the CO (or formally delegated representative) in line with the Absence Matrix at Chapter 1 Section 5 of this JSP.  In cases of doubt, advice is to be sought from SPVA PACCC.

09.0133.
Death or Invaliding.    If the Service claimant dies or is invalided from the Service, the following rules apply for further entitlement to CEA:

a.
There will be no new entitlement for any child(ren) not already in receipt of CEA when the Service parent dies or is invalided, irrespective of any future parental aspirations for the education of their child(ren).

b.
CEA will continue to be paid up to the end of the current stage of education or for up to 2 full terms after the term in which the death or invaliding of the Service person occurred for each child, whichever is the longer extension.

c.
If the child is already studying for public examinations, CEA will continue to be paid for up to 4 years or to the end of the term in which the child takes the examination and then leaves school, whichever is soonest (eg for a child aged 14-16 years who moves onto A-level studies, this would normally be up to 4 further years, for a child aged 16-18 years it would normally be up to 2 further years).

09.0134.
Redundancy.    If the Service claimant is made redundant (including Directed Early Retirement), the following rules apply for further entitlement to CEA:

a.
The final payment of CEA will be in respect of the school term following the term during which the actual exit date falls, provided there is a liability to pay school fees for that term.  If the exit date falls during one of the main school holidays, the final CEA payment would be for the term immediately following that holiday.   

b.
If the child is already studying for public examinations, CEA will continue to be paid up to the end of the term in which the child takes the examination (eg for a child aged 14-16 years this would normally be up to the completion of GCSEs at age 16; for a child aged 16-18 years, this would normally be up to the completion of A-level examinations).  Children who are taking GCSEs will not be allowed to continue to receive CEA for their A-level studies.

09.0135.
Servicewomen on Maternity Leave.    In recognition of the continuity of education principle, Servicewomen in receipt of CEA who take ordinary maternity leave will continue to be eligible to receive CEA, provided all other eligibility criteria continue to be met, for the duration of the maternity leave period.  No new claims for CEA will be admissible during the period of the ordinary maternity leave.  Entitlement to CEA will cease if the Servicewoman removes the eligible child(ren) from the boarding school for which CEA is paid, during the ordinary maternity leave.  This will not debar the Servicewoman from future entitlement to CEA on her return from ordinary maternity leave, provided all other eligibility criteria are met.  Should a Servicewoman choose to take additional unpaid maternity leave, the entitlement to continued payment of CEA must be reviewed on a case by case basis by SPVA PACCC.  Servicewomen who continue to receive CEA during ordinary maternity leave, and who do not return to duty on completion of ordinary or additional unpaid maternity leave, may be required to refund the full amount of the CEA received during the full maternity leave period as determined by SPVA PACCC.

09.0136.
Career Breaks.    Service personnel who opt to take a career break will become ineligible to receive CEA from the start of the term immediately after the first day of the career break.  CEA may be restarted from the start of the term following the return of the Service person to Regular Service after the career break, provided the Service person and the child(ren) meet the eligibility criteria.

RATES

09.0137.
Rates of CEA.    The rate calculation methodologies for the various types of CEA are included in each section in this Chapter.  The various rates of CEA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates of CEA are at Chapter 1 Section 6.
METHODS OF CLAIM

09.0138.
Methods of Claim.    The methods of claim for CEA are detailed at Annex E to this Section.  Service personnel should submit their claims in advance of the start of the term for which the claim is made. Details of latest receipt dates for payment prior to the start of the term will be published separately by each Service. 

METHODS OF PAYMENT

09.0139.
Methods of Payment.    The methods of payment of each type of CEA are as detailed in the specific sections for each allowance.

09.0140.
Childcare Vouchers.    Childcare vouchers may be used with CEA in accordance with the arrangements laid down in Defence Instruction and Notice 2009 01-121, but only where the qualifying school (see paragraph 09.0126) is able to separately identify the statutorily provided tuition fees from the total fees levied per term.  Subject to these conditions being met childcare vouchers may be used in conjunction with CEA for the following:

a. The minimum parental contribution of 10% (but see paragraph 09.0119),

b. Additionally, any fees levied by a qualifying school (see paragraph 09.0126) over and above the sum of the 10% minimum parental contribution (see paragraph 09.0119) and the relevant CEA maximum.  The current rates of CEA are at Chapter 1, Section 6.
c. Extras, both Admissible and Inadmissible that meet the criteria for childcare as defined in HMRC Guidance Pamphlet IR 115 and which, in the case of Admissible extras, are not compensated for within the allowance ceiling as explained at paragraph 09.0205 (see Annex A to Section 2).

Annexes:

A.
CEA Eligibility Certificate. (SPECIMEN COPY ONLY)

B.
CEA Case Information Sheet.

C.
Reasons for Breaking Continuity of Education Which May be Acceptable in Certain Circumstances.
D.
College Approved Lodging Scheme and Non-College Run Hostel Certificate.
E.
Method of Claiming CEA.

CEA ELIGIBILITY CERTIFICATE

	This certificate is to be read and signed immediately prior to the following occasions:

a.    Submission of Initial Claims, or 

b.    On change of school, or 

c.    The beginning of each new assignment, or 

d.    If the current certificate is more than 3 years old at the time a CEA claim is submitted, or
e.
Where there is a change of PStat Cat.

It is to be completed by Service claimants and submitted to CEAS. Once verified by CEAS, the orginial will be returned to the claimant and is to be retained for audit and to support future claims. 

	PART 1 - TO BE COMPLETED BY THE SERVICE CLAIMANT      CEAS No.                E/B

	Number:
	Rank:
	Name:

	Svc/Regt/Corps:…………………………… Current Unit:………………………WEF..……/……/……

Unit Address including postcode   ………………………………………………………….

………………………………………………………………………………………………….

Unit telephone number……………………….  Unit Fax number …………………………

Email …………………………………………    Current PSTAT Category:………………..
1.      I have read and understand the regulations relating to payment of CEA and I accept:

   a.    Continuity of education is a fundamental condition in claiming CEA and this condition applies for each stage of education.  I also accept that should I break the continuity of education for a child  for whom I am receiving CEA, for non-Service reasons, that the MOD reserves the right to recover all of the CEA I have received during that stage of education
b.    A commitment to family mobility and that when I am assigned I will continue to serve accompanied. If I fail to relocate my family on assignment my entitlement to CEA will be reviewed and may cease unless I am INVOLSEP or gain exceptional authority from PACCC in accordance with JSP 752 to serve unaccompanied and retain the CEA.

c.    I will immediately inform my unit HR of any changes to my personal circumstances that may impact upon my entitlement to claim CEA including a change of P Stat Cat.

2.*     My spouse/civil partner, or child(ren) (for PStat Cat 2), have accompanied me to my (new) assignment station and addresses are as follows:

    At my (new) Assignment Station/Unit                        Resident at Work Address (RWA) 

    My family currently reside at:                                    (if different from family address)

…………………………………………………….

…………………………………………………….

…………………………………………………….

…………………………………………………….

……………………………………………………..

……………………………………………………..

……………………………………………………..

………………………………………………………

3.*    My spouse/civil partner, or child(ren) (for PStat Cat 2), have not accompanied me to my new assignment station because:

……………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………..

……………………………………………………………………………………………………………………..
*Complete paragraph 2 or 3 as appropriate.

	HISTORY OF SERVICE CLAIMANT’S LAST THREE ASSIGNMENTS

(Last 3 preceeding assignments - not to include operational tour attracting INVOLSEP) Attach a continuation sheet where there is more than one address at any assignment or a mid assignment move.  

	DATE (mm/yy)
	ASSIGNMENT STATION
	     HOME ADDRESS   

(FAMILY RESIDENCE)          
	 RESIDENCE AT WORK ADDRESS (RWA)

	Assignment 1. 

	From: ………

To: ……………
	……………………

……………………

…………………………………………
	…………………………………………………………………………………………………………
	…………………………………………………………………………………………………………………...

	Assignment 2. 

	From: ………

To: ……………
	……………………

……………………

…………………………………………
	…………………………………………………………………………………………………………
	………………………………………………………………………………………………………..................

	Assignment 3. 

	From: ………

To: ……………
	……………………

……………………

………………………………………....
	…………………………………………………………………………………………………………
	……………………………………………………………………………………………………………………

	Signed ……………………………………………..    Dated ………………………………..…



	PART 2 - TO BE COMPLETED ONLY BY THE ASSIGNMENT AUTHORITY

	From:……………………………………..  Reference:……………………………………

	I have personally reviewed the claimant’s potential career options and it is my assessment that:

	Number……………….. Rank……………. Name……………………….
1.*  Is likely to be assigned to an accompanied post at least 50 miles

From their current duty station within the next 4 years.

or
	Signature………………...

………………………………

Date…………………………

	2.*  Because of the nature of the above Service person’s qualifications and projected career pattern, they are unlikely to be assigned more than 50 miles from their current duty station for at least 4 years
or
	Signature……………………

………………………………Date…………………………

	3.*  Is an existing claiment entering their end of career assignment (see para 09.0105 para h.3


	Signature……………………

………………………………Date…………………………

	Name and Rank:………………..………………………Telephone Number:………………………………. 
Appointment:………………………………Assignment Authority Stamp
* Please delete where applicable and sign against paragraph 1,2 or 3 as appropriate.

	   PART 3 – TO BE COMPLETED BY CLAIMANT’S CO (OR FORMALLY DELEGATED  

   REPRESENTATIVE) – See JSP 752 paragraph 090105h

	I confirm that an entitlement check has been carried out iaw JSP 752 Chapter 9 Section 1 and that the Service claimant meets all the eligibility criteria.

Signature ………………………….......................................  Date ……………………..

Appointment..................................... Rank ………………. Name ……………………………………..



	PART 4 - TO BE COMPLETED BY THE SERVICE CLAIMANT AS ADVISED BY CHILDREN’S EDUCATION ADVISORY SERVICE (CEAS)

	CHILD DETAILS
	CEAS UNIQUE NUMBER

	First Name(s):
	Surname:

	Date of Birth:
	Male/Female:

	Current home address including postcode    ……………………………………….............

………………………………………………………………………………………………………..

Contact Telephone Number:…………………………………………………………………….

THE SHORTLIST OF BOARDING SCHOOLS YOU HAVE CONSIDERED

1.   ……………………………………………………………………………….

2.   ……………………………………………………………………………….

3.   ……………………………………………………………………………….

4. ……………………………………………………………………………….

DETAILS OF CHOSEN SCHOOL

School name and address including postcode     …………………………………………..

…………………………………………………………………………………………………………

Telephone number …………………………….  Fax number …………………………………

Proposed start date ……………………………( A copy of the letter from the school offering a boarding/day place is to be enclosed with this application).  
This is for a Full Boarding*

                     Weekly Boarding*

                     Day Pupil Placement*

*  Delete those which are not applicable

Give your reasons for selecting the chosen school ………………………………………..

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

Current school with dates ……………………………………………………………………….

Previous schools attended with dates ………………………………………………………..

................................................................................................................................................

…………………………………………………………………………………………………………

1.   For a weekly boarding placement I am enclosing a signed copy of Appendix 1 to Annex C to Section 1 to Chapter 9 of JSP 752.

2.   For a day pupil placement I confirm that my child will be attending the same school as a sibling who has completed the statutory minimum 3 terms as a boarder.  I understand that my child will resume boarding when my circumstances change. (JSP 752 Chapter 9)

3.   I have considered a number of schools including the Duke of Yorks Royal Military School, Queen Victoria School, Dunblane and all State Boarding Schools.  If I need to reconsider these arrangements at any time I will notify you in writing.

Signature …………………………………. Date …………………………………………………

As this form is uniquely serial numbered and tracked, it must be returned to CEAS even if the application is not supported. 

Return all 4 pages of the completed form with a letter from school and a weekly boarders certificate as shown at Appendix 1 to Annex C to Section 1 of Chapter 9 JSP 752 (if applicable) to:

CEAS

Bldg 190

Trenchard Lines

Upavon

Pewsey

Wiltshire SN9 6BE

Tel:  Upavon Mil (94344) ext 8244, Civil 01980 618244

Fax:  Upavon Mil (94344) ext 8245, Civil 01980 618245

Email:  enquiries@ceas.detsa.co.uk


	

	PART 5 – TO BE COMPLETED BY CEAS ON RECEIPT OF COMPLETED CEA ELIGIBILITY CERTIFICATE FROM SERVICE CLAIMANT

	CEAS Action Only:                                                                  

Date Received                                                                           Stamp
Signature 
Boarding School Certifcate Issued   Yes/ No                        Supported  / To be Reviewed




CONTINUITY OF EDUCATION ALLOWANCE 

CASE INFORMATION SHEET

(Separate Information Sheet to be completed for each child)

SERVICE DETAILS
Number______________  Rank _______ Name _________________ Initials________

Svc/Regt/Corps_______________  Unit_____________________________

Date Arrived Current Unit_________ Date Current Engagement Due to Finish________

PStat Cat and Effective Date__________________  Future Availability Date__________
Serving Accompanied/VOLSEP/INVOLSEP*

CHILD AND SCHOOL DETAILS

Name of Child_______________________________  Male/Female* DOB___________

Name of School__________________________________________________________

Address of School________________________________________________________

Type:
Primary/Preparatory/Secondary/6th Form*
Is the school State aided? Yes/No*

How was the school selected? Advertisement/Advice from Children’s Education Advisory Service/Recommendation /Previous Use*

Was the school visited before the child entered?  Yes/No*

Date of entry_____________  Date of intended or actual* withdrawal_______________

Date current term began___________________  Date term ends__________________

Address of family residence when child entered boarding school___________________

_______________________________________ This was SFA/a Selected Place of Residence/a Residence at Work Address*

Current address of Residence at Station _____________________________________

___________________________________ Is this SFA/a Selected Place of Residence*

Current address of family__________________________________________________

_______________________________________ This is SFA/a Selected Place of Residence/a Residence at Work Address *

Brief reason for withdrawal_____________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Do you have other children at boarding school?  Yes/No*

Name of Child:   _________________    __________________  __________________

School Address: _________________    __________________  __________________

                           _________________    __________________  __________________

                           _________________    __________________  __________________

---------------------------------------------------------------------------------------------------------------------

FINANCIAL HARDSHIP

This section to be completed only if application is on grounds of financial hardship.

Boarding and tuition fees on entry £_________  First term’s extras £_______________

Current Boarding and tuition fees £__________  Current extras £__________________

Daily Rate of Pay on entry £_______________  Current Daily Rate of Pay £_________

Other relevant expenses to be taken into consideration__________________________

______________________________________________________________________

---------------------------------------------------------------------------------------------------------------------

SIGNATURE
Date__________________   Signature_______________________________________

This completed Information Sheet must be supported by a letter of explanation and any other relevant documentation to support a case for the withdrawal of a child from, or continuation of a child at, boarding school.  Cases for withdrawal are to be accompanied by a letter from the Head of the school detailing their views on the early withdrawal. Such cases are to be submitted to SPVA PACCC, copied to CEAS, at the earliest opportunity.

* Delete as appropriate.
REASONS FOR BREAKING CONTINUITY OF EDUCATION WHICH MAY BE ACCEPTABLE IN CERTAIN CIRCUMSTANCES 

1.
The underlying rationale for payment of CEA is to maintain continuity of education for the child.  Where Service parents have concerns about their child’s educational placement, they should, in the first instance, draw those concerns to the attention of the school and/or CEAS with a view to the resolution of the difficulty.  Should the parent have continuing concerns, then CEAS must be consulted.  If on conclusion of the consultation the parent believes that a change of school or breach of continuity is required then a case should be made to SPVA PACCC, copied to CEAS where indicated.  All cases will be considered on their individual merits in keeping with the underlying rationale of CEA.  Listed below are examples of reasons for the breaking of continuity of education, which may be acceptable to SPVA.

Parents Not Satisfied With Standards of Tuition or Conditions of Accommodation or Supervision at a Particular School

2.
In cases under this heading it may be difficult to decide whether the circumstances leading to an intended withdrawal are genuinely outside the parent’s control, on the grounds that it is the parent’s personal responsibility to satisfy themselves as to the suitability of the school before enrolling a child.  It is recognised, however, that not all schools measure up to the claims made in their prospectus and it may be difficult for a Service parent to make an accurate assessment by merely visiting the school to inspect it before deciding to enrol a child.  Parents considering sending a child to a school need to take particular care to ensure that the school is in every way satisfactory.  CEAS must be consulted.

3.
If evidence can be supplied to show clearly that the Service parent could not reasonably have foreseen the grounds for dissatisfaction, then SPVA PACCC will consider whether a withdrawal from the school is justified.  If evidence cannot be obtained, a case will be considered on its merits bearing in mind the previous reputation of the school and the weight of information available.

Children Unhappy at a Particular School
4.
The principle here is similar to that in the preceding paragraphs.  If independent evidence (eg psychological reports, written evidence from other parents) can be supplied showing clearly that it would be intolerable for a child to remain at the present school, it will be possible to regard a withdrawal as justifiable under the regulations.  Entitlement will, however, usually be retained only if it can be established that the child’s unhappiness was clearly connected with that particular school, and that there are no grounds for supposing that another school would not prove entirely suitable.  There may be cases where a child enters boarding school too early and, when more mature, will become suitable for boarding school education.

5.
It is possible that a child may become unhappy at a particular school following the departure of an older sibling.  Consideration will be given to allow a child to accompany an older sibling to another school without affecting the Service parents’ entitlement to CEA.  Such cases will be based on a comparison of the personal stability of the younger sibling with the continuity of their education and will require supporting independent advice from an Educational Psychologist.  Any costs incurred in this process will be the responsibility of the parents.

Poor Progress

6.
There may be cases when a boarding school is found to be unsuitable for a particular child, and the child’s progress at the school is adversely affected.  Where independent evidence is produced that a change of boarding school is desirable (eg from an education consultant), a transfer of school will be considered acceptable.

Permanent ill Health

7.  
Where a child is declared by a doctor to have permanent ill health, and not be able to remain at school, recovery of CEA already paid prior to the date of withdrawal from school will be waived.  The question of future entitlement will not arise.

Temporary ill Health

8.
Where a child is declared by a doctor to be in temporary ill health, requiring that child to live at home, recovery of the CEA paid prior to the date of withdrawal from school may be waived.  Further entitlement to CEA will be placed in abeyance, but may be reinstated on production of new medical evidence confirming that the child is fit to re-enter a boarding school.

Closure of School or Boarding House

9.
Where documentary evidence is provided that the school or boarding facilities at the school are to close, retention of entitlement for another school will be approved by SPVA PACCC and recovery of CEA paid prior to the date of the move will be waived.

Permanent Exclusion

10.
Where independent evidence from the school or other appropriate authority is provided as part of the case, permanent exclusion of a child from school will be regarded as a justifiable breach of the continuity principle.  Recovery of CEA paid prior to the date of withdrawal will be waived, but retention of further entitlement will be dependent on the new school providing documentary evidence that they are aware of the circumstances leading to the expulsion.  However, there must be no doubt that the permanent exclusion was irrevocable and entirely beyond the control of the parents.  A withdrawal instigated by the parents, even at the express suggestion of the school authorities and with their consent, will not be acceptable under this heading. 
Significant Alterations in School Fees

11.
Provided that documentary evidence of significant alterations in fees is supplied, it will be possible to regard a withdrawal as justifiable.  If the Service person wishes reinstatement or continuation of CEA, details of the proposed school fees and indication of the Service person’s financial circumstances are to be forwarded to SPVA PACCC.

Cessation of Parent's Ability to Pay the Uncompensated Balance of School Fees

12.
If a Service person is paying less than the maximum appropriate CEA rate for that particular stage of education, a withdrawal on financial grounds will be considered to breach the continuity principle and future entitlement will be forfeited.  Parents paying more than the maximum appropriate CEA rate for that particular stage of education should submit their case to SPVA PACCC, who will consider whether or not the withdrawal is justified and if recovery of CEA paid prior to the date of withdrawal may be waived.  Each case will be considered on its merits and SPVA PACCC will require adequate evidence of the present circumstances (eg a significant increase in the amount to be paid by the Service parent as a consequence of a significant increase in fees) which have led to the Service person’s inability to continue to meet the uncompensated balance of fees payable.  If future entitlement to CEA is required, evidence will subsequently be needed showing that the Service person's financial position has unexpectedly improved and that they are now able to meet the element of the new school fees for which they will be responsible.

Alteration of School's Curriculum or Standards

13.
Alteration of Curriculum.    Provided that documentary evidence from the present school authorities or an independent education consultant is supplied showing that the new curriculum is unsuitable for the child concerned, withdrawal of the child from the school will be considered a justifiable breach in continuity.

14.
Alteration of Standards.    Applications under this heading may be difficult to substantiate, since a school may well be reluctant to admit that a fall in its standards has taken place, and it is not always possible or indeed desirable to seek independent corroboration of this.  If it is possible for evidence to be supplied from a competent individual authority (eg educational consultant) showing that the altered standards now make the school unsuitable for the child in question, there should normally be no difficulty regarding a withdrawal as justifiable and permitting retention of entitlement to CEA under the normal rules.  If it is not possible to obtain such evidence, an application will be decided on its merits, based on the weight of information available.

Transfer from Boarding to Day Pupil Status at the Same School

15.
Transfer of a child from boarding to day status at the same school will not be regarded as a breach of continuity as no change of school is involved (but see paragraph 09.0403).  If, however, the school is subsequently unable to accept the child back again as a boarder, a withdrawal in consequence will not normally be accepted as justifiable. and further entitlement may be forfeited.

Weekly Boarders

16.
Certain schools accept boarders on a weekday basis, either in addition to or instead of full boarding.  There is no regulatory reason why education allowances cannot be claimed in such cases, but because of the practical problems which may arise if the parents are assigned before the child completes a stage of education, a claimant will be required to sign a Weekly Boarder’s Certificate (see Appendix 1 to this Annex).  If a boarding place does not subsequently become available at the school the child attends when the Service parent is next assigned, advice is to be sought from SPVA PACCC.  Further confirmation is required regarding the following:

a. It is the Service person’s intention that the child will continue at the school to complete a stage of education.

b. If, following assignment, satisfactory arrangements cannot be made for the child's accommodation at weekends, the Service person understands that a withdrawal in consequence will not be regarded as acceptable under the regulations.

c. If, following an assignment, the child becomes a full-time boarder, the Service person understands that the additional fees payable will not be regarded as an acceptable financial reason for withdrawal.

Change of School on moving from Preparatory to Secondary School

17.       Where a preparatory school ends at year 8 (age 13), it will be admissible to remove a the child at the end of year 6 (age 11) in order to start another school covering years 7 to 11 inclusive (ages 11 to 16) with the express intent of providing a greater continuity of education at secondary school.  There will be no allowance made for a further move at the end of year 8 (age 13) if this option is taken and hence CEA entitlement may be forfeited.  Parents must consult CEAS when considering this option, in accordance with Paragraph 09.0103, when approaching a change of school. 

Appendix:

1.
Weekly Boarder’s Certificate.

WEEKLY BOARDER’S CERTIFICATE

	This certificate is to be completed and signed by the Service person on the proposed placement of a child into a school on a weekly boarding basis.  It is to be retained by the claimant and produced to those responsible for authorising such claims as and when requested.

	Number:……………………  Rank:……………  Name:…………………………………..

Service/Regt/Corps:………………………….    Current Unit:.……………………………

Child’s Name:……………………………  Child’s DOB:….……………………………….

School:………………………………………………………………………………………..

I certify that I have considered the practical problems which may arise if my son/daughter undertake weekly boarding at the above school and I am content that appropriate arrangements have been made.  If I am subsequently assigned before the child completes a stage of education:

1.
It is my intention that my son/daughter will continue at the above school to complete a stage of education, irrespective of my assignment.

2.
If satisfactory arrangements cannot be made for my son/daughter’s accommodation at weekends, I will seek advice from SPVA PACCC but understand that a withdrawal in consequence will not be regarded as acceptable under the regulations.

3.
If my son/daughter becomes a full-time boarder, I understand that the additional fees payable will not be regarded as an acceptable financial reason for withdrawal.

Signature:………………………………………..    Date:…………………………………




COLLEGE APPROVED LODGING SCHEME AND NON-COLLEGE

RUN HOSTEL CERTIFICATE

	This certificate is to be read, completed and signed by the Service person on the proposed initial placement of a child into college-approved lodging accommodation, including non-college run hostels, and forwarded to CEAS for retention.

	From:

Number:……………………  Rank:……………  Name:…………………………………..

Service/Regt/Corps:…………………………  Current Unit:.…………………………….

Child’s Name:……….. …………………  Child’s DOB:….……………………………….

1.
I have visited and inspected the proposed accommodation for my son/daughter and I am satisfied that it is suitable for his/her occupation. 

2.
I will report any changes in the accommodation arrangements and understand that my continuing entitlement to CEA will be reviewed accordingly.

Signature:………………………………………..    Date:…………………………………




METHOD OF CLAIMING CONTINUITY OF 

EDUCATION ALLOWANCES (CEA)

METHODS OF CLAIM

1.         CEA(Board), CEA(SENA(SP), (DU) and (NSI)), CEA(Day), CEA(SENA)(Day)) Claims.    All CEA claims are to be made separately for each school term by the Service claimant via the JPA Benefits Self Service system and will be subject to the following conditions (see paragraph 2 for Service personnel who do not have access to the JPA system):

a.
To enter a claim for CEA on JPA, the Service person must have a child(ren), aged 8 years or over and below 19 years at the time of application, recorded on the JPA system.

b.
The Service claimant will be required to confirm that they have read, understood and agreed to the conditions applicable to the allowance claimed as they submit their claim.
c.
Initial Claims and Claims on Change of School.    All initial CEA claims and those submitted following the change of school will require the production of the following documents by the Service claimant to the Unit Allowances Checker, before claims will be released for payment:

(1)
A valid CEA Eligibility Certificate completed at parts 1 to 4 and at part 5 by CEAS (see paragraph 09.0105) Completion of this certificate is essential to confirm both eligibility and mobility of the Service claimant.

(2)
A valid Boarding School Certificate issued by CEAS to confirm that the Service claimant has sought their advice prior to choosing a new school.  Where no Boarding School Certificate has been issued because the child entered a previous school prior to September 2006, claimants must apply to CEAS for a certificate.

(3)
The current original school bills or other statement of fees from the school.  Where SENA or admissible extras are being claimed, this bill must be itemised.

(4)
Evidence of any grants payable.

(5)
Where a Certificate of SEN is in issue, it must list any items for which additional expenses may be claimed within the maximum rates allowed.

(6)
details of childcare vouchers used in accordance with paragraph 09.0140.

d.
Continuation Claims.   All continuation CEA claims will only require the production of the following documentation by the Service claimant to the Unit Allowances Checker, before claims will be released for payment:
(1)
The receipts for the previous term and where SENA or admissible extras are being claimed the current original bill which must be itemised.

(2)
A valid CEA Eligibility Certificate completed at Parts 1 to 4 and at Part 5 by CEAS (see paragraph 09.0105).  Completion of the CEA Eligibility Certificate is essential to confirm both eligibility and mobility of the claimant.

(3)
If applicable, a statement from the school confirming that there has been an increase in fees resulting in an increased claim.

(4)
Details of childcare vouchers being used in accordance with paragraph 09.0140.  Under these circumstances, receipts for the previous academic term must also be produced.

e.
Final Claims.    All Final CEA claims will require the production of the receipts for the previous term and a valid Eligibility Certificate and details of any childcare vouchers used in accordance with paragraph 09.0140 by the Service claimant to the Unit Allowances Checker.  Receipts for the final claim will be required to be submitted within 61 days of the date of payment of the claim or, if the claimant’s service is due to be terminated before this date, prior to the last day of service.  Failure to meet this requirement will result in unit HR admin staffs and SPVA PACCC being alerted to the failure to produce the receipts and recovery of the final CEA amount paid will be initiated against the Service person’s salary.
f.
Initial or Continuation Claims Submitted Following a Change in PStat Cat.    All CEA claims following a change in PStat Cat of the Service claimant (except for a change to PStat Cat 3 or 4) are to be completed in accordance with the instructions at paragraph 2 below and submitted manually to the SPVA PACCC in accordance with paragraph 09.0120.  Authority is required for any continuing entitlement to claim CEA from SPVA PACCC
g.
CEA(SENA).    Where CEA(SENA) or CEA(SENA(Day)) is being claimed, a Certificate of Special Educational Need (SEN), as issued by CEAS, is also to be provided.  Where applicable, this must list any items for which additional expenses may be claimed within the maximum rates allowed. 
h.
Parental Contribution.    The parental contribution will be calculated automatically by the JPA system prior to the claim being submitted on-line by the Service claimant.  There is no parental contribution in respect of claims for CEA(SENA(SP)) or CEA(SENA(DAY)) where a child is attending a SP school on a day basis.
i.
CEA(SENA) Educational Psychologist’s Report Costs.    Claims for Educational Psychologist’s Report Costs are to be submitted by Service claimants through the JPA Expenses Claim Self Service System subject to holding a valid authority issued by CEAS.

2.
No Access to JPA System.    Where a Service claimant does not have access to the JPA it will be necessary for them to complete a paper application form JPA F001.  Copies of the application form can be taken from the forms library on the Defence Intranet or they can be requested from SPVA.  The completed form is to be submitted through the respective unit HR admin staff to the SPVA.  Manual claims are to be supported by the appropriate documentation (including all receipts) detailed in paragraph 1 above.

3.
Claims for Eligible Widows/Widowers/Surviving Civil Partner.    Eligible widows/widowers/surviving civil partners should submit their claims in line with the procedures at paragraph 2 direct to SPVA.  They will confirm the entitlement and arrange payment to the claimant’s nominated bank account.

4.
Unit HR.
Unit HR are to retain copies of the CEA Eligibility Certificate and termly invoices on file, for CEA Audit Assurance purposes for up to 3 years.  When the claimant is reassigned, the copies of the CEA Eligibility Certificate and termly invoices should be forwarded to the claimant’s new duty station.  In cases where the claimant is assigned to an operational location, the documentation should be retained with the claimant’s other Service documentation and forwarded when appropriate to the claimant’s next administrative Unit.

CHAPTER 9

SECTION 2

CONTINUITY OF EDUCATION ALLOWANCE (BOARDING)
GENERAL

09.0201.
Aim.    The aim of Continuity of Education Allowance (Boarding) (CEA(Board)) is to assist Service personnel to achieve continuity of education for their child(ren) that would otherwise be denied in the maintained day school sector if their child(ren) accompanied them on frequent assignments both at home and overseas.  In claiming CEA(Board) a Service person must fully accept that accompanied service is an essential condition of maintaining entitlement.

09.0202.
Principles.    CEA(Board) regulations are based upon the general principles detailed at Section 1 of this Chapter and that Section retains primacy in matters of eligibility or dispute.
ENTITLEMENT

09.0203.
Rates and Conditions of Payment.    The rate of CEA(Board) is determined by the stage of education being undertaken and is payable in advance subject to the following:

a.
If a child is admitted to boarding school as a boarder after the term has begun, the full allowance for that term is payable (see sub-paragraph 09.0117a for new Service joiners).

b.
A minimum parental contribution of 10% calculated by reference to the actual boarding and tuition fees payable by the parent (see paragraph 09.0204).

c.
Admissible extras under paragraph 09.0205 may be included in the claim.

d.
Different education allowance rates apply for preparatory and middle/senior schools.  Junior rates will be paid for children attending primary, junior or preparatory schools.  Senior rates will be paid for children attending secondary/senior schools.  Where a school covers the junior and senior stages of education and has a substantial increase in fees for those entering Year 7 (normally aged 11/12), and there is evidence that the National Curriculum is being followed, the senior rate of CEA(Board) may be paid, from the beginning of Year 7 (start of the Autumn term).  Schools which do not increase their fees at Year 7 will not attract the senior rate at that point.  However, where a preparatory school ending at Year 8 (age 13) follows the National Curriculum, increases its fees at Year 7 (age 11/12) and considers that its final 2 academic years equate with the first 2 academic years of a senior school, an application may be submitted to CEAS to apply for authorisation of senior CEA (Board).   CEAS will investigate and authorise payment of Senior CEA (Board) where a National Curriculum in being followed equating to the first 2 academic years of senior school and provided  that there is a substantial increase in fees determined by SP Pol P&M (Allces),  The appropriate rate of CEA(Board) payable is indicated as a code on the MOD ASD and any questions on the entitlement should be staffed to the CEAS.
e.
A Service person will remain entitled to CEA(Board) in respect of a child who repeats an academic year and/or re-sits examinations, provided that the Head Teacher certifies that this has not been due to misbehaviour or deliberately poor performance and that the child is a realistic candidate for the qualification (eg that this is likely to result in an increased number of passes or improved grades).  A child(ren) attending ‘crammers’ for the purpose of examination re-sits will not qualify for CEA(Board), since such establishments have no equivalent in the State education system.  In cases where a child has repeated an academic year and remains in full time education beyond the academic year in which their 18th birthday falls, CEA(Board) may remain admissible, subject to prior SPVA PACCC approval.

f.
Where a Service person has 2 or more eligible children at school for which CEA (Board) or CEA(Day) is being claimed, they may claim the total admissible costs within the aggregate of the maximum rate per term for each eligible child, after deduction of the minimum 10% parental contribution.  Where the Service person is claiming CEA(Board) and CEA(SENA) (see Section 3 of this Chapter) or CEA(SENA(Day)) (see Section 5 of this Chapter) the charges cannot be aggregated.
g.
Where a child attends Welbeck College the maximum amount which may be claimed will be half the maximum appropriate rate of CEA(Board) for that child or the actual fee, whichever is the lesser.
CONDITIONS

09.0204.
Deductions.    A minimum parental contribution of 10% in respect of each child is to be applied to the actual boarding and tuition fees payable by the Service person.  In assessing the allowance payable any grant or scholarship made by either the school, official benefactors, Local Education Authorities (LEAs) or other public bodies, or any discounts offered to the Service parent by the school (eg prompt payment discounts), must be deducted from the fees of each child for whom the grant is made before the 10% minimum parental contribution is calculated (see paragraph 09.0140).  In cases where a sum is given in respect of 2 or more children for which CEA are claimed and separate details are not provided, it is to be divided equally between the children.  Service Sixth Form Scholarships will be ignored for the purposes of assessing the rate of CEA(Board) payable.

09.0205.
Admissible Extra Expenditure which may be Reimbursed.    If the net fee (including tuition payable, after taking into account deductions detailed in paragraph 09.0204 and the 10% parental contribution) is less than the appropriate maximum rate of CEA(Board), then extra expenditure may be admissible within the allowance ceiling.  In general, admissible costs are those incurred for items/tuition that would normally be provided free of charge under a UK State system of education or, when extra costs are related specifically to boarding expenses, they are costs incurred over and above those which would be expected if the child were living at home with their parents.  The 10% parental contribution is to be applied to these costs.  See Annex A to this Section for a list of Admissible and Inadmissible extras.  Where there is scope to pay admissible extras, the previous terms actual admissible extras will normally be paid with the current terms bill (eg admissible extras for the Spring Term will normally appear on the bill for, and be refunded as part of, the Summer Term claim).  When a Service person who normally has scope to claim extras submits their Final CEA claim for a particular child, they may request SPVA PACCC authority to claim any admissible extras incurred in that final term but notified by the school after submission and payment of the Final CEA claim.    

RATES

09.0206.
Rate Calculation Methodology.    During the Strategic Review of Remuneration of Allowances (2005 – 2008) the methodology was changed to better reflect a greater coverage of schools compared with the previous methodology which only covered 60% of schools. The new method uses separate lists for senior and junior schools with fees data being obtained for all schools attended by 15 Service children or more, compared with 30 previously.  The 10% most and least expensive schools are then removed to avoid distortion of the average fee levied. Using this new methodology a new set of rates were confirmed and this is now the baseline. Having established a baseline, an index had to be selected to uplift the baseline on an annual basis.

There are a range of indices which could have been used to set the CEA rates:  The Retail Price Index (RPI), The Consumer Price Index (CPI), The Education element of the CPI, Independent Schools Council (ISC) data, and Employment Conditions Abroad (ECA) data.  The decision was taken to use ECA data to set the CEA rates,  This data is already used for setting the rates of MOD civilian schooling allowance and is based on a survey of school fees for the forthcoming academic year and is available in time to allow rates of allowance to be issued in late July for the coming autumn term.

09.0207.
Rates of CEA. 
New rates are calculated by CEAS and notified to SP Pol who will promulgate by publishing in the annual MOD Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates for CEA(Board) are in Chapter 1 Section 6.

METHOD OF CLAIM

09.0208.
Method of Claim.    The method of claim for CEA(Board) is detailed at Annex E to Section 1 of this Chapter.

METHOD OF PAYMENT

09.0209.
Method of Payment.    CEA(Board) claims are paid via the Service person’s salary.

Annex:

A. Admissible and Inadmissible Extras.

ADMISSIBLE AND INADMISSIBLE EXTRAS

	ADMISSIBLE
	INADMISSIBLE (See Note 11)

	BOOKS AND MATERIALS
	

	Textbooks.

Stationery.

Drawing or Art Pads.

Prayer and Hymn books.

Bible (or equivalent for other religions).

Music books.

Sheet music.


	Composite or consolidated charges (See Note 1).

Calculators.

Writing implements.

Drawing or Art Materials.

Computers and IT Equipment/Consumables.

	CLEANING AND REPAIRS
	

	Laundry (See Note 2).

Extra laundry (See Note 2).

Wear and tear to school furnishings etc, when this is a compulsory charge levied on all children at the school.
	Cleaning.

Dry cleaning.

Mending (personal).

Replacement of personal breakages.

Footwear repairs.

Barber, haircuts, or hairdressing.

Purchase of school uniform or personal clothing.



	MEDICAL (See Note 3)
	

	Medical honorarium or fee (where compulsory).

Doctors capitation (where compulsory).
	Medical fees.

Chemist sundries.

Toilet sundries.

Toilet requisites.

Vitamins.

Dental fees.

Prescriptions.



	EXAMINATIONS AND SUBSCRIPTIONS
(See Note 3)
	 

	General sports subscriptions.

Examination entrance fees.

Club subscriptions.

Boy Scouts/Girl Guides subscriptions.

Combined Cadet Force subscriptions.


	


	ADMISSIBLE
	INADMISSIBLE

	EXPENSES
	

	Lectures on academic matters.

Hire of bedding and linen (See Note 5).

Library fees.

Registration fee for Social Services inspections under the Children’s Act.

Travel expenses (See Note 6).


	Lectures and films for entertainment or interest.

Concerts unless related to admissible studies (advice should be sought from CEAS).

Expeditions.

Travel expenses, for pleasure, entertainment or interest only.

Pocket money.

All insurance costs.



	GROUP TUITION
	

	
	

	Art.

Choral.

Commercial subjects.

Computer studies.

Cooking.

Domestic science.

Drama (See Note 7).

Duke of Edinburgh’s Award Scheme costs (except the entry fee which is to be paid by the parent).

Games and PT.

Glasswork.

Handiwork.

Languages.

Metalwork.

Musical instrument.

Music Books

Needlework 

Physical education.

Remedial lessons and assessment costs (See Note 9).

Sewing. 

Singing.

Sheet Music

Swimming.

Typewriting.

Woodwork.


	Ballet lessons.

Dancing (See Note 8).

Drama school (See Note 7).

Materials for any Handicraft.

Penalties for late payment of tuition fees (See note 10).

Personal coaching and extra personal instruction.

Purchase or hire – games equipment.

Purchase or hire – musical instruments.

Riding lessons.




The items listed above apply to group tuition only.  Fees for individual coaching are not admissible. 

Notes:

1.
Composite or Consolidated Extras.

a.
Charges shown by a generic title such as composite, consolidated or un-described general overheads will not be admissible unless details are given and these details refer mainly to otherwise admissible extras.

b.
When it is not clear to which items the charges refer the Service person is to obtain from the school a breakdown of the sum or description of the charge.  Normal consideration will then apply.

2.
Laundry.    The costs of laundry and extra laundry are not admissible under the terms of CEA(Day).

3.
Medical, Examinations & Subscriptions.    Medical fees and the costs of examinations and subscriptions are only admissible where it can be shown that both attendance and fees are compulsory.

4.
Boy Scout/Girl Guide Subscriptions.   The cost of Boy Scout and Girl Guide Subscriptions will only be admissible if attendance is mandated by the school.

5.
Bedding and Linen.    The costs of expenses incurred in respect of bedding and linen are not admissible under the terms of CEA(Day).

6.
Travel Expenses.   Travel expenses are only admissible in cases where membership of a team or choir is deemed to be essential to the school (eg selection to represent a school First Team).

7.
Drama.    This subject is admissible under normal circumstances.  Full time attendance at a drama school does not, however, fall within the category of vocational training.

8.
Dancing.    When this is of a type forming part of normal class activities, additional fees are admissible.  Such fees will only be admitted when the school certifies that the subject is a compulsory part of the school curriculum.

9.
Remedial Lessons and Assessment Costs.    The cost of remedial lessons for those with recognised Special Educational Needs may be refunded as admissible extras on an individual basis.  The costs of Educational Psychologist’s reports are reimbursed under the terms of CEA(SENA) only if authorised.  

10.
Penalties.    Penalties for late payment of fees are not admissible, unless the Service authority is at fault, when a separate case for reimbursement must be submitted.

11.
Childcare Vouchers.   Childcare Vouchers may be used to pay for certain Extras, both Admissible and Inadmissible in accordance with paragraph 09.0140 subject ot such inadmissible extras being classified as childcare in accordance with HMRC Guidance Pamphet IR 115.
CHAPTER 9

SECTION 3

CONTINUITY OF EDUCATION ALLOWANCE

(SPECIAL EDUCATIONAL NEEDS ADDITION)

GENERAL

09.0301.
Aim.    The aim of Continuity of Education Allowance (Special Educational Needs Addition) (CEA(SENA)) is to assist Service personnel with the additional costs where their child(ren), for whom they are already claiming or have just submitted an initial claim for CEA(Board), have Special Educational Needs (SEN).  It is paid to reimburse the board, tuition and actual fees, within a maximum rate (see paragraphs 09.0118 and 09.0311a and b), charged by an authorised school for the additional tuition of subjects identified on a child’s certificate of SEN as issued by CEAS or a Statement of SEN issued by a Local Authority (LA).

09.0302.
Principles.    CEA(SENA) regulations are based upon the general principles of CEA at Section 1 of this Chapter and that Section retains primacy in matters of eligibility or dispute.

DEFINITIONS

09.0303.
Specialist Schools.    For the purpose of these regulations, a Specialist School is one approved by the Department for Education (DfE) within the UK as catering for children with SEN, or is registered with the Council for the Registration of Schools Teaching Dyslexic Pupils (CReSTeD) and categorised as Specialist “Specialist Provision” (SP) or as Specialist “Dyslexia Unit” (DU).  CEAS may also categorise some schools as SP or DU. Furthermore, a school may be named in a child’s statement of SEN by a LEA or given exceptional approval by SPVA PACCC on the advice of CEAS.

09.0304.
Non-Specialist Independent (NSI) Schools.    For the purpose of these regulations, a NSI School is a school which appears on the MOD’s ASD but is not categorised by CReSTeD as a Specialist SP or as a Specialist DU school and which is exceptionally authorised for CEA(SENA) purposes on the advice of CEAS.
09.0305.
Statement of SEN.    For the purposes of these regulations a Statement of SEN is as defined in the 1981 Education Act (as consolidated in the 1993 and 1996 Acts).  In Scotland there will be a Co-ordinated Support Plan.
ELIGIBILITY

09.0306.
Eligible Child.    A child is eligible for CEA(SENA) provided they meet the eligibility criteria for payment of CEA(Board) at Section 2 of this Chapter and in addition:

a.
Attends a Specialist SP or DU school (see paragraph 09.0303); and

b.
Is included on the CEAS register of children with SEN; or
c.
Has a Statement of SEN (see paragraph 09.0305) maintained by a LA and subject to annual review or is in the process of being assessed for a Statement of SEN (documentary evidence of which is required).

d.
Has been assessed by a Dyslexia Action Chartered Educational Psychologist (CEP) as having a Specific Learning Difficulty within the dyslexia or SpLD spectrum.  If it is determined by Dyslexia Action that a child has SEN beyond the dyslexia or SpLD spectrum then the child must have been assessed by a CEP as recommended by Dyslexia Action.  Dyslexia Action may be contacted through:
www.dyslexiaction.org.uk
E-Mail:  egham@dyslexiaaction.org.uk
The CEP Report must be less then 18 months old at the time of the initial application.
e.
Attends a NSI school (see paragraph 09.0304) and has been assessed by a CEP as having a Specific Learning Difficulty (see paragraph 09.0306d), or is in the process of being assessed by a LA for a statement of SEN (see paragraph 09.0306d).  In these circumstances there may be an entitlement to CEA(SENA(NSI)), subject to the entitlement regulations that follow at paragraph 09.0309c.
09.0307.
Eligible CEA(SENA) Schools.    A list of schools which attract CEA(SENA(SP)) or CEA(SENA(DU)) can be found at Annex A to this Section.  
ENTITLEMENT

09.0308.
General.    The conditions detailed in Sections 1 and 2 of this Chapter for CEA(Board), apply equally to CEA(SENA).  These include the requirement to maintain continuity of education and the requirement for mobility of the Service parent and their family.

09.0309.
CEA(SENA).    CEA(SENA) is paid to reimburse the fees charged by an eligible school in respect of the board, tuition and additional tuition of subjects identified on a child’s certificate of SEN.  Entitlement to CEA(Board) is a pre-requisite for eligibility to CEA(SENA) which may be claimed in the following circumstances:

a.
CEA(SENA (SP)).    A child with SEN may be placed in a Specialist SP school, and the Service parent will be eligible for CEA(SENA(SP)) subject to their meeting the eligibility criteria.  Entitlement to CEA(SENA(SP)) will continue until either the child or the Service parent ceases to meet the eligibility requirements (but see sub-paragraph 09.0314a).
b.
CEA(SENA(DU)).    A child with SEN may be placed in a Specialist DU school, and the Service parent will be eligible for CEA(SENA(DU)) subject to their meeting the eligibility criteria.  Entitlement to CEA(SENA(DU)) will continue until either the child or the Service parent ceases to meet the eligibility requirements (but see sub-paragraph 09.0314b).
c.
CEA(SENA(NSI)).    The Service person is to apply to CEAS for authority to claim CEA(SENA) within a NSI school.  Where CEAS consider it favourable to the child’s continuity of education and no other appropriate funding source is available, a child with SEN may be placed in, or continue in, a NSI school under the terms of CEA(Board).  The Service parent may be refunded the additional costs of the tuition provided in respect of the subjects identified on the child’s certificate of SEN.  Entitlement to CEA(SENA(NSI)) may be claimed for a maximum initial period of up to 2 academic years (normally 6 terms) from the date of the award (but see sub-paragraph 09.0314c(2)).
CONDITIONS

09.0310.
Parental Contribution.    The 10% minimum parental contribution, payable by a Service person as a condition of CEA(Board) remains payable by claimants of CEA(SENA(DU)) and CEA(SENA(NSI)) (but see paragraph 09.0140).  The parental contribution will be applied to the boarding and tuition fees payable by the Service parent, less the actual cost of the additional SEN tuition in respect of the subjects identified on a child’s certificate of SEN as issued by CEAS.  No parental contribution is required from Service personnel in receipt of CEA(SENA(SP)).
09.0311.
Reimbursements.    Reimbursements will be made in accordance with the following:

a.
CEA(SENA(SP)).    CEA(SENA(SP)) is payable up to the maximum of the CEA(SENA(SP)) published capped rate.

b.
CEA(SENA(DU)) and CEA(SENA(NSI)).    CEA(SENA(DU)) and CEA(SENA(NSI)) are the actual fees charged by an eligible school in respect of the board, tuition and additional tuition provided in respect of the provision identified on a child’s certificate of SEN.  Such tuition is to be itemised on the school’s invoice if reimbursement is to be claimed.  When the actual SEN costs are added to the CEA(Board) entitlement, the total amount reimbursed will not exceed the maximum of the appropriate published rate for the CEA(SENA(SP)) cap.

c.
Chartered Educational Psychologists’ Reports.    The cost of CEP reports (see paragraph 09.0306d) and any other professional reports such as Consultant Paediatric Neurologist reports, requested by CEAS may be reimbursed to a Service person who, as a result of the report(s) is granted a Certificate of SEN and becomes, or remains, entitled to CEA(SENA(SP)), CEA(SENA(DU)) or CEA(SENA(NSI)) for the child concerned.

09.0312.
Admissible Extras.    If the net fee (having taken into account deductions and parental contribution deductions) is less than the maximum rate of CEA(SENA) for CEA(SENA(SP)) claimants, extra expenditure may be admissible within the appropriate CEA(SENA) ceiling (see paragraph 09.0205 but where that paragraph refers to CEA(Board) read CEA(SENA(SP)).

09.0313.
Aggregation.    Where a Service person has a child for which CEA(SENA) is received there is to be no aggregation.  

09.0314.
Monitoring of Child’s Performance.    CEAS are required to monitor the progress of children for whom CEA(SENA) and CEA(SENA(Day)) is claimed to ensure that financial support continues to be appropriate.  The following requirements apply:
a.
A Child Attending a Specialist SP School as a Result of a CEP Assessment or LA’s Statement of SEN.    A Service person claiming CEA(SENA(SP)) or CEA(SENA(Day)) for a child attending a Specialist SP school as a result of a CEP assessment or LA’s Statement of SEN is required to submit to CEAS an annual school report or a copy of the Annual Review.  CEAS will issue the Service parent with a certificate authorising CEA(SENA(SP)) or CEA(SENA(Day)) for a named school and notify the requirement for further CEP assessments, on a reporting cycle individually tailored to suit the needs of each child (see paragraph 09.0306d).
b.
A Child Attending a Specialist DU School.    For an initial claim for CEA(SENA(DU)), the Service person is required to submit to CEAS a current CEP report on the child (see paragraph 09.0306d).  For continuing entitlement into the second year, a school report must be submitted to CEAS.  In order for the entitlement to CEA(SENA(DU)) to continue into a further 2-year period, the Service parent is required to submit to CEAS a detailed school report annually, unless requested by CEAS to provide a new CEP report.  If the Performance Monitoring process identifies that the child has a degree of SEN not supportable at a Specialist DU school, the entitlement to CEA(SENA(DU)) will cease and the Service parent may submit a case to CEAS to transfer the child to a Specialist SP School and claim CEA(SENA(SP)).

c.
Extra Tuition Costs at a NSI School.
(1)
CEA(SENA(NSI)) will be payable to a Service person for an initial period of up to 2 academic years in respect of each eligible child.  For an initial claim, the Service person is required to submit a current CEP report on the child to CEAS.  At the end of the second year, the entitlement to CEA(SENA(NSI)) will normally cease.  However, if the child’s learning difficulties continue, the Service person may submit a case to CEAS to either transfer the child to a Specialist SP school and claim CEA(SENA(SP)) or to a Specialist DU school and claim CEA(SENA(DU)).

(2)
Where the continued placement of a child at a NSI school is considered favourable at the end of the 2 year period, the Service parent may request an extension to the payment of CEA(SENA(NSI)) by submitting a case to CEAS.  A further updated CEP’s report on the child may be required to support the case. CEAS will advise on this requirement on a case-by-case basis when they receive the extension casework.  Any extension case must be made at least 2 terms prior to the end of the existing valid certificate.  An extension to the entitlement to CEA(SENA(NSI)) will not normally continue beyond the end of the current stage of education.

09.0315.
A Child Assessed as No Longer Having SEN.    When a child who is attending a Specialist SP or Specialist DU school and for whom CEA(SENA(SP)) or CEA(SENA(DU)) is payable, is assessed as no longer having SEN:

a.
The Service parent may keep the child at the Specialist SP school and continue to claim CEA(SENA(SP)) or CEA(SENA(Day)) for a further 2 academic years, or until the end of the current stage of education, or until a change of school, whichever is the earliest, 

or

b.
The Service parent may withdraw the child from the Specialist SP school and place them in a Specialist DU school or a NSI school included on the MOD’s ASD and claim CEA(Board) only; and

c.
Any entitlement to CEA(SENA(DU)) for a child at a Specialist DU school will cease. The Service parent may, however, continue to claim just CEA(Board) subject to their continuing to meet the CEA(Board) eligibility requirements.

09.0316.
Children Over 18 with Continuing Severe Mental and Physical Disabilities.    Service parents of children with severe mental and physical disabilities who require CEA(SENA) to enable continued specialist full time education beyond the end of the academic year in which they become 18 years of age, are to submit cases for extended entitlement via CEAS to SPVA PACCC.  Cases are to be supported by medical and educational evidence of continuing need and details of the anticipated period of extension and will normally be limited to the end of the academic year that the child reaches the age of 19.

RATES

09.0317.
Rate Calculation Methodology.    CEA(SENA) was originally set at £6,000. In order to increase this rate to recognise increased school costs, the CEA(Board) rate calculation process outlined in Section 2 of this Chapter is completed.  The annual percentage increase in the senior rate for CEA(Board) is then calculated and applied to the current CEA(SENA) rate to give the new rate of CEA(SENA) for the following academic year.

09.0318.
Rates of CEA(SENA).    The various rates of CEA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates of CEA(SENA) are at Chapter 1 Section 6.  

METHOD OF CLAIM

09.0319.
Method of Claim.    The method of claim for CEA (SENA) is detailed at Annex E to Section 1 of this Chapter.

METHOD OF PAYMENT

09.0320.
Method of Payment.    CEA(SENA) claims are paid via the Service person’s salary.

Annex A:

A.
Qualifying Schools for CEA(SENA).

QUALIFYING SCHOOLS FOR CEA(SENA)
(Please note these schools are recognised by the MoD as specialist schools with the ability to take pupils with a specific learning difficulty of a dyslexia nature.  They may be able to provide for other learning difficulties such as ADHD, Aspergers, Autism, but they are not Special schools.)

	SCHOOL

(a)
	ADDRESS

(b)
	TEL No

(c)
	AGE RANGE

(d)
	TYPE

(e)
	CATEGORY

(f) 

	Appleford
	Shrewton, Salisbury, Wilts. SP3 4HL
	01980 621020
	7-13
	Co-ed
	CEA SENA(SP)

	Barnardiston Hall Preparatory School
	Barnardiston, Nr. Haverhill, Suffolk. CB9 7TG
	01440 786316
	2 - 13
	Co-ed
	CEA-SENA(DU)

	Bethany School
	Curtisden Green, Goudhurst, Cranbrook, Kent.

TN17 1LB
	01580 211273
	11-18
	Co-ed
	CEA SENA(DU)

	Bloxham School
	Bloxham, Banbury, Oxfordshire. OX15 4PE
	01295 720222
	11-18
	Co-ed
	CEA SENA(DU)

	Bredon School
	Pull Court, Bushley, Tewkesbury, Glos. GL20 6AH
	01684 293156
	7-18
	Co-ed
	CEA SENA(DU)

	Clayesmore Preparatory School
	Iwerne Minster, Blandford Forum, Dorset.  

DT11 8PH
	01747 811707
	2.5-13
	Co-ed
	CEA SENA(DU)

	Clayesmore School
	Iwerne Minster, Blandford Forum, Dorset. 

DT11 8LL
	01747 812122
	13-18
	Co-ed
	CEA SENA(DU)

	Clifton College Preparatory School
	The Avenue, Clifton, Bristol. BS8 3HE
	0117 315 7501
	8-13
	Co-ed
	CEA SENA(DU)

	Cobham Hall School
	Cobham, Kent. DA12 3BL
	01474 823371
	11-18
	Girls
	CEA SENA(DU)

	Edington & Shapwick School
	Shapwick Manor, Shapwick. Bridgwater, Somerset. TA7 9JN
	01458 210384
	8-18
	Co-ed
	CEA SENA(SP)

	Ellesmere College
	Ellesmere, Shropshire. SY12 9AB
	01691 622321
	9 -18
	Co-ed
	CEA SENA(DU)

	Finborough School
	The Hall, Great Finborough, Stowmarket, Suffolk.


	01449 773600
	2.5-18
	Co-ed
	CEA SENA(DU)

	Forres Sandle Manor
	Station Road, Sandleheath, Fordingbridge, Hants. SP6 1NS
	01425 653181
	7 -13
	Co-ed
	CEA SENA(DU)

	Frewen College
	Brickwall, Northiam, Rye, Sussex. TN31 6NL
	01797 252494
	10 -17
	Co-ed
	CEA SENA(SP)

	Friends School
	Saffron Walden, Essex. CB11 3EB
	01799 525 351
	7-18
	Co-ed
	CEA SENA(DU)

	Fulneck School
	Fulneck, Pudsey, Leeds, West Yorkshire. LS28 8DS
	0113 257 0235
	3-18
	Co-ed
	CEA SENA(DU)

	Hazelgrove School
	Sparkford, Somerset. BA22 7JA
	01963 440314
	7-13
	Co-ed
	CEA SENA(DU)

	Holmwood House School
	Lexden, Colchester, Essex. CO3 5ST
	01206 574305
	4-13
	Co-ed
	CEA SENA(DU)

	Hordle Walhampton
	Lymington, Hampshire. SO41 5ZG
	01590 672013
	7-13
	Co-ed
	CEA SENA(DU)

	King’s School
	Bruton, Somerset, BA 10 0ED
	01749 814200
	13-18
	Co-ed
	CEA SENA(DU

	Kingsley School
	Northdown Road, Bideford, Devon EX39 3LY
	01237 471701
	8-18
	Co-ed
	CEA SENA(DU)

	Kingham Hill School
	Kingham, Chipping Norton, Oxfordshire.

OX7 6TH
	01608 658999
	11-18
	Co-ed
	CEA SENA(DU)

	Lime House School
	Holm Hill, Dalston, Carlisle, Cumbria. CA5 7BX
	01228 710225
	4-18
	Co-ed
	CEA SENA(DU)

	Llandovery College
	Llandovery, Carmarthenshire. SA20 0EE
	01550 723000
	11-18
	Co-ed
	CEA SENA(DU)

	Mark College
	Mark, Highbridge, Somerset. TA9 4NP
	01278 641632
	11-18
	Co-ed
	CEA SENA(SP)

	Monkton Combe School
	Monkton Combe, Bath, Avon. BA2 7HG.
	01225 721102
	7-18
	Co-ed
	CEA SENA(DU)

	More House School
	Moons Hill, Frensham, Farnham, Surrey. 

GU10 3AP
	01252 792303
	9-18
	Boys
	CEA SENA(SP)

	Moyles Court School
	Moyles Court, Ringwood, Hants. BH24 3NR
	01425 472856
	4-16
	Co-ed
	CEA SENA(DU)

	Northease Manor School
	Rodmell, Lewes, Sussex. BN7 3EY
	01273 472915
	10-17
	Co-ed
	CEA SENA(SP)

	Nunnykirk Centre for Dyslexia
	Netherwitton, Morpeth, Northumberland. 

NE61 4PB
	01670 772685
	7-16
	Boys only boarding.
	CEA SENA(SP)

	Riddlesworth Hall Preparatory School
	Diss, Norfolk. IP22 2TA
	01953 681246
	7-13
	Co-ed
	CEA SENA(DU)

	Sibford School
	Sibford Ferris, Banbury, Oxfordshire. OX15  5QL
	01295 781200
	5-18
	Co-ed
	CEA SENA(DU)

	Sidcot School
	Oakridge Lane, Winscombe, N. Somerset BS25 1PD
	01934 843102
	11-18
	Co-ed
	CEA SENA(DU)

	Slindon College
	Slindon House, Slindon, Arundel, Sussex, BN18 0RH
	01243 814320
	10-18
	Boys
	CEA SENA(DU)

	St. Bees School
	St. Bees, Cumbria. CA27 0DS
	01946 822263
	11-18
	Co-ed
	CEA SENA(DU)

	St. David’s College
	Llandudno, Conwy. LL30 1RD
	01492 875974
	10-18
	Co-ed
	CEA SENA(SP)

	Stanbridge Earls 

School
	Romsey, Hants.SO51 0ZS
	01794 5516777
	11-18
	Co-ed
	CEA SENA(SP)

	Sunnydown School
	Portley House, 152 Whyteleafe Road, Caterham, Surrey. CR3 5ED
	01883 342281
	11-16
	Boys
	CEA SENA(SP)

	Tettenhall College
	Wolverhampton, WV6 8QX
	01902 751119
	8-18
	Co-ed
	CEA SENA(DU)

	Wycliffe Prep. 
	Ryefield Hall, Stonehouse, Glos. GL10 2LD
	01453 820470
	2.5-13
	Co-ed
	CEA SENA(DU)

	Wycliffe College
	Bath Road, Stonehouse, Glos. GL10 2JQ
	01453 822432
	13-18
	Co-ed
	CEA SENA(DU)


(Date last amended: 24.08.10)

CHAPTER 9

SECTION 4

CONTINUITY OF EDUCATION ALLOWANCE (DAY)

GENERAL

09.0401.
Aim.    The aim of Continuity of Education Allowance (Day) (CEA(Day)) is to assist a Service parent who is claiming CEA(Board) with the costs of a day school education for their child when they have an opportunity to alter the education of the eligible child from boarding to become a day pupil, at the same school, and then to live at home when family circumstances permit.

09.0402.
Principles.    CEA(Day) regulations are based upon the general principles of CEA at Section 1 of this Chapter and that Section retains primacy in matters of eligibility or dispute.  Where a school is unable to accept a child as a boarder, following a period on CEA(Day) arrangements, a withdrawal from that school will not normally be accepted as justifiable and further entitlement to CEA(Board) will be forfeited for the remainder of that stage of education.

ELIGIBILITY

09.0403.
Eligible Child.    Before an initial claim for CEA(Day) can be made, CEA(Board) must normally have been claimed in respect of the child for at least 3 consecutive academic terms at the same school as that for which CEA(Day) is sought, unless a specific exemption has been granted by SPVA Pay and Allowances Casework Cell (PACCC).  Such exemptions may include a change of school on completion of a stage of education that coincides with a Service person’s assignment.  No such JPAC exemption is required, however, in cases where a Service parent, already claiming CEA(Board)/CEA(Day)/CEA(SENA) or CEA(SENA(Day)) for a child, who has already completed the qualifying period of 3 terms, subsequently wishes to claim CEA(Day) for a younger sibling of that child at the same authorised school, ie In these circumstances, the 3 term requirement is waived for the younger sibling. There is no entitlement, under any circumstances, to CEA(Day) for the first child on commencing boarding education at a boarding school where CEA is being claimed.
09.0404.
Eligible Educational Establishment.    The eligible school or college, which must feature on the MOD’s ASD, must have a published day school prospectus showing that a child will not be disadvantaged on changing from boarder to day pupil.  Advice should be taken from the CEAS in cases where there is any doubt about the academic implications of a change from boarding.

ENTITLEMENT

09.0405.
Cessation of Entitlement.    A Service parent will cease to be entitled to CEA(Day) when either one of the following applies:

a.
The child ceases to attend the school or college as a day pupil.

b.
The Service parent ceases to meet the eligibility criteria for CEA(Board).

CONDITIONS

09.0406.
Effect on Other Allowances.    CEA(Day) is not admissible concurrently with any other CEA in respect of the same child.
09.0407.
Applications for a Change to CEA(Guardians).    A Service parent who changes from claiming CEA(Day) to claiming CEA(Guardians) (see Section 6 of this Chapter) for a child during a stage of education will have no further entitlement to any other CEA for that child for the remainder of that stage of education.

09.0408.
Parental Contribution.    A minimum parental contribution of 10% in respect of each child is to be applied to the actual tuition fees payable by the parent (but see paragraph 09.0140).

09.0409.
Admissible Extras.    If the net fee (after taking into account the 10% parental contribution (see paragraph 09.0408) is less than the maximum rate of CEA(Day) then extra expenditure may be admissible within the ceiling.  The 10% parental contribution is to be applied to these costs. See Annex A to Section 2 of this Chapter for a list of Admissible and Inadmissible extras.

09.0410.
Changing Between CEA(Board) and CEA(Day).    If a Service parent in receipt of CEA(Board) wants to change to CEA(Day), or is in receipt of CEA(Day) and where there is a requirement for their child to resume boarding, this should normally be effected at the start of a school term.  Where this is not possible a case is to be submitted to SPVA PACCC for consideration.  Where the parents choose not to move the child back to boarding or where no boarding place is available, further entitlement to CEA may be forfeited (but see paragraph 15 of Annex C to Section 1 of this Chapter).

09.0411.
Aggregation.    CEA(Day) may be aggregated with CEA(Board) as defined in paragraph 09.0203f.

RATES

09.0412.
Rate Calculation Methodology.    See paragraph 09.0206).
09.0413.
Rates of CEA(Day).    The various rates of CEA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates of CEA(Day) are at Chapter 1 Section 6.
METHOD OF CLAIM

09.0414.
Method of Claim.    The method of claim for CEA(Day) is detailed at Annex E to Section 1 of this Chapter.

METHOD OF PAYMENT

09.0415.
Method of Payment.    CEA(Day) claims are paid via the Service person’s salary.

CHAPTER 9

SECTION 5

CONTINUITY OF EDUCATION ALLOWANCE (SPECIAL 

EDUCATIONAL NEEDS ADDITION (DAY))

GENERAL

09.0501.
Aim.    The aim of Continuity of Education Allowance (Special Educational Needs Addition (Day)) (CEA(SENA(Day))) is to assist a Service parent who is claiming CEA(SENA), with the costs of a day school SEN education for their child when they have an opportunity to alter the education of the eligible child from boarding to a day pupil, at the same school, and then to live at home when family circumstances permit. 

09.0502.
Principles.    CEA(SENA(Day)) regulations are based upon the general principles of CEA at Section 1 of this Chapter and that Section retains primacy in matters of eligibility or dispute.  Where a school is unable to accept a child as a boarder, following a period on CEA(SENA(Day)) arrangements, a withdrawal from that school will not normally be accepted as justifiable and further entitlement to CEA(Board) or CEA(SENA) will be forfeited for the remainder of that stage of education.

ELIGIBILITY

09.0503.
Eligible Child.    Before an initial claim for CEA(SENA(Day)) can be made, CEA(Board) or CEA(SENA) must normally have been claimed in respect of the child for at least 3 consecutive academic terms at the same school as that for which CEA(SENA(Day)) is sought, unless a specific exemption has been granted by SPVA PACCC.  Such exemptions might include a change of school on completion of a stage of education that is closely associated with a change in the Service parent’s assignment.  No such JPAC exemption is required, however, in cases where a Service parent, already claiming CEA(Board), CEA (Day), CEA(SENA) or CEA(SENA(Day)) for a child, subsequently claims CEA(SENA(Day)) for a younger sibling of that child at the same authorised school.  There is no entitlement, under any circumstances, to CEA(SENA(Day)) for the first child on starting school.

09.0504.
Eligible Educational Establishment.    The eligible school or college, must feature on the MOD’s ASD or the list at Annex A to Section 3 of this Chapter and must have a published day school prospectus showing that a child will not be disadvantaged on changing from boarder to day pupil.  Advice should be taken from the Children’s Education Advisory Service (CEAS) in cases where there is any doubt about the academic implications of a change from boarding.

ENTITLEMENT

09.0505.
Cessation of Entitlement.    A Service parent will cease to be entitled to CEA(SENA(Day)) when either one of the following applies:

a. The child ceases to attend the school or college as a day pupil.

b. The Service parent ceases to meet the eligibility criteria for CEA(Board).

CONDITIONS

09.0506.
Effect on Other Allowances.    CEA(SENA(Day)) is not normally admissible concurrently with any other CEA in respect of the same child.  Exceptionally, concurrent payment of CEA (SENA(Day)) and CEA(Guardians) (see Section 6 of this Chapter) may be authorised by SPVA PACCC where a child remains in the same school, but is placed with a Guardian, when the Service parent and the remainder of the dependant family are assigned away from the area.

09.0507.
Reimbursements.
CEA(SENA(Day)) reimbursements will be made as follows:

a.
Specialist Provision (SP) School.    Those on day terms within a SP school will receive payments for specialist tuition within the maximum of the CEA(SENA(Day)) published rates.

b.
Dyslexia Unit (DU) & Non-Specialist Independent (NSI) Schools.    Those within a DU or NSI school on a day basis will receive the actual fees charged by an eligible school for tuition and additional tuition provided in respect of the provision identified on a child’s certificate of SEN.  The total amount reimbursed will not exceed the maximum of the published rate for CEA(SENA(Day)).

c.
Educational Psychologists’ Reports.    The cost of Chartered Educational Psychologists’ reports and any other professional reports, such as Consultant Paediatric Neurologist reports, requested by CEAS may be reimbursed to a Service parent who, as a result of the report(s) is granted a Certificate of SEN and becomes, or remains, entitled to CEA(SENA(Day)) for the child concerned.

09.0508.
Parental Contribution.    The 10% minimum parental contribution, payable by a Service parent as a condition of CEA(SENA) remains payable by claimants of CEA(SENA(Day)) whose children are attending a DU or NSI school on a day basis (but see paragraph 09.0140).  The parental contribution will be applied to the tuition fees payable by the Service parent, less the actual cost of the additional tuition in respect of the subjects identified on a child’s certificate of SEN.  No parental contribution is required from Service parents in receipt of CEA(SENA(Day) for children attending a SP school on a day basis.
09.0509.
Admissible Extras.    If the net fee, including tuition payable, after taking into account the parental contribution (see paragraph 09.0508), is less than the maximum rate of CEA (SENA(Day)) then extra expenditure may be admissible within the allowance ceiling (see Annex A to Section 2 of this Chapter for a list of Admissible and Inadmissible extras).

09.0510.
Aggregation.    Where a Service parent has a child for which CEA(SENA(Day)) is received there is to be no aggregation of CEA(SENA(Day)) or any other CEA for other child(ren) with the CEA(SENA(Day)) entitlement.   

09.0511.
Monitoring of Child’s Performance.    A child for whom CEA(SENA(Day)) is claimed is subject to the same requirement for performance monitoring as detailed at paragraph 09.0314.
09.0512.
Changes to Education Provision.    A Service parent who is exceptionally authorised to claim CEA(SENA(Day)) in addition to CEA(Guardians) for a child during a particular stage of education will have no further entitlement to any other CEA for that child for the remainder of that stage of education.  A Service parent in receipt of CEA(SENA) who wishes to change to CEA(SENA(Day)), or in receipt of CEA(SENA(Day)) and wishes the child to resume boarding, should normally make the change at the start of a school term.  Where, however, this is not possible, a case is to be submitted to SPVA PACCC through CEAS.
09.0513.
Children Over 18 with Continuing Severe Mental and Physical Disabilities.    Service parents of children with severe mental and physical disabilities who require CEA(SENA(Day)) to enable continued specialist full-time education beyond the end of the academic year in which they become 18 years of age, are to submit cases for extended entitlement via CEAS to SPVA PACCC.  Cases are to be supported by medical and educational evidence of continuing need and details of the anticipated period of extensionv and will normally be limited to the end of the academic year in which the child reaches the age of 19.
RATES

09.0514.
Rate Calculation Methodology.    The CEA(Day) rate calculation process outlined in Section 4 of this Chapter is completed.  The annual percentage increase in the senior rate for CEA(Day) is then calculated and applied to the current CEA(SEN(Day)) rate to give the new rate for the following academic year.

09.0515.
Rates of CEA (SENA(Day)).    The various rates of CEA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current CEA(SENA(Day)) rates are at Chapter 1 Section 6.

METHOD OF CLAIM

09.0516.
Method of Claim.    The method of claim for CEA(SENA(Day)) is detailed at Annex E to Section 1 of this Chapter.

METHOD OF PAYMENT

09.0517.
Method of Payment.    CEA(SENA(Day)) claims are paid via the Service person’s salary.

CHAPTER 9

SECTION 6

CONTINUITY OF EDUCATION ALLOWANCE (GUARDIANS)

GENERAL
09.0601.
Aim.    The aim of Continuity of Education Allowance (Guardians) (CEA(Guardians)) is to financially assist Service parents who elect to place their child in the care of a guardian so that the child may attend a particular day school continuously.  The allowance is intended to cover the additional costs of a child living away from the Service parent’s family home, such as postage, telephone calls and stationery.  The allowance is not intended to cover school fees.

09.0602.
Principles.    CEA(Guardians) regulations are based upon the general principles of CEA at Section 1 of this Chapter and that Section retains primacy in matters of eligibility or dispute.
DEFINITIONS

09.0603.
Guardian.    An eligible guardian is any person in whose care a child is placed to enable them to remain at a particular day school that the child could not attend if resident with their Service parents.  In this context, guardianship is deemed to exist if the parent arranges private accommodation for the child (eg with a relative, a friend, a private landlady, or in a YMCA or similar privately-run hostel).  The safety and security of each child is the responsibility solely of the parents in such an arrangement.

09.0604.
Child.    An eligible child is one who meets the criteria at paragraph 09.0115, who is attending a day school and is placed in the care of a guardian for a continuous period of more than 3 months.

ENTITLEMENT

09.0605.
Entitlement.    A Service parent may claim CEA(Guardians) from the first day of school when a child is in the care of the eligible guardian for a continuous period of more than 3 months.
09.0606.
Cessation in Entitlement.    CEA(Guardians) ceases on the date which the child ceases to be in the care of a guardian for the purposes of attending school or when the child ceases to attend full time education, whichever is the soonest.  Service parents of children with severe mental and physical disabilities who require CEA(Guardians) to enable continued specialist full time education beyond the end of the academic year in which the child becomes 18 years of age, are to submit cases for extended entitlement via the CEAS to SPVA PACCC.  Cases are to be supported by medical and educational evidence of continuing need and details of the anticipated period of extension.  Entitlement is not affected if a child joins their Service parents for school holidays.

CONDITIONS

09.0607.
Deductions, Extras and Aggregation.    No deductions (eg parental contributions) are made from CEA(Guardians) and there is no entitlement to admissible extras or for aggregation with other CEA.

09.0608.
Effect on other Allowances.    Exceptionally CEA(Guardians) may be paid concurrently with CEA(SENA(Day)) for the same child (see paragraph 09.0506).

09.0609.
Review.    Payment of CEA(Guardians) will cease automatically 12 months from the start date, unless entitlement ceases prior to that date, and will be subject to an annual eligibility review by the CO before it can be re-started.
09.0610.
Detention, Imprisonment and Desertion.    CEA(Guardians) is to continue in issue during periods of detention or imprisonment of a Service parent where they remain admissible in all other respects.  If the Service person is to be discharged on completion of a period of detention or imprisonment, the entitlement to CEA(Guardians) is to cease from the end of the term following the term in which the detention or imprisonment started, thus covering any requirement to give a term’s notice to the school.  It is to cease during periods of desertion on a date to be notified by SPVA PACCC following the submission and consideration of an appropriate case.
09.0611.
Death, Redundancy or Invaliding.    CEA(Guardians) may continue to be paid while the child remains in the care of the guardian and attends the same school for a period not exceeding 13 weeks from the date of death, invaliding or redundancy (including Directed Early Retirement) of the Service parent.

09.0612.
Servicewomen on Maternity Leave.    In recognition of the continuity of education principle, Servicewomen in receipt of CEA(Guardians) who take maternity leave will continue to be eligible for receipt of this allowance in accordance with the rules at paragraph 09.0135, but for CEA read CEA(Guardians).

09.0613.
Career Breaks.    Service parents in receipt of CEA(Guardians) who opt to take a career break will become ineligible to receive CEA(Guardians) in accordance with the rules at paragraph 09.0136, but for CEA read CEA(Guardians).

09.0614.
Cessation of Payment as a Consequence of Absence.    On any occasion where the individual claimant of CEA(Guardians) is deemed to be absent, the continued entitlement to CEA(Guardians) is to be reviewed in line with the CEA(Board) row on the Absence matrix at Chapter 1 Section 5 of this JSP.  In cases of doubt, advice is to be sought from the SPVA PACCC.

RATES

09.0615.
Rate Calculation Methodology.    The rates of CEA(Guardians) are reviewed annually by SP Pol P&M (Allces).  The calculations take account of the sum of the actual costs of a pre-determined list of standard items of stationery, phone calls and postage sufficient for daily usage.

09.0616.
Rates of CEA (Guardians).    The various rates of CEA are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates of CEA(Guardians) are at Chapter 1 Section 6.
METHOD OF CLAIM

09.0617.
Method of Claim.    The pre and post-JPA methods of claiming CEA(Guardians) are at Annex A to this Section.

METHOD OF PAYMENT

09.0618.
Method of Payment.    CEA(Guardians) is paid monthly in arrears via salary at the appropriate rate.

Annex:

A.
CEA(Guardians) Method of Claim.

CEA(GUARDIANS) METHOD OF CLAIM
METHOD OF CLAIM

1.
CEA(Guardians) claims are to be made annually (from the date of commencement of the allowance) by the Service claimant on the tri-Service manual application form, JS Form JPA F002.  Copies of the application form can be taken from the SPVA InfoCentre Documentation forms library on the Defence Intranet. The completed form is to be submitted by the claimant to their unit HR admin staff for approval and input of the relevant element entry to the JPA system to effect payment via the claimant’s salary.

CHAPTER 9

SECTION 7

DAY SCHOOL ALLOWANCE (NORTH WALES)

GENERAL

09.0701.
Aim.    The aim of Day School Allowance (North Wales) (DSA(NW)) is to assist any accompanied Service parent on assignment in North Wales with the costs of independent day schooling where tuition is given exclusively in English.  Payment of the allowance is limited to those areas where teaching in the State sector is on a bilingual or non-English basis.

09.0702.
Income Tax and National Insurance Contributions (NICs).    DSA(NW) attracts a liability for both Income Tax and NICs. The Income Tax and NICs will be met by MOD and paid by SPVA under PSA.

09.0703.
Advice to Parents.    In common with all other educational issues, parents considering placing their child in a school eligible for the payment of DSA(NW) must seek advice from the Children’s Education Advisory Service (CEAS) before entering into any firm contractual arrangement with the school (see paragraph 09.0103).  On completion of the advice process and subject to the Service parent meeting all eligibility criteria, CEAS will provide the Service person with a certificate for each child, which is to be produced to the unit HR admin staff prior to the authorisation of an initial claim for DSA(NW).  A specimen DSA(NW) Certificate application form is at Annex A.

ELIGIBILITY

09.0704.
Eligible Service Personnel.    Regular Service personnel are eligible for DSA(NW) providing they:

a.
Are serving in an established post at one of the following establishments:

(1)
RAF Valley, Isle of Anglesey.

(2)
Joint Services Mountain Training Centre (JSMTC), Isle of Anglesey.

(3)
Joint School for Adventurous Training Instructors (JSATI), Llanrwst.

(4)
Resource and Initiative Training Centre (RITC), Fairbourne.

(5)
Minor Army Units located at: Capel Curig, Kimbel Park and Dolwyddelin.

b. Are resident within the counties of Conwy, Denbighshire, Gwynedd, the Isle of Anglesey or Flintshire.

c. Are in possession of a valid DSA(NW) Certificate completed by CEAS.

Reserve Personnel undertaking Full Time Reserve Service (FC) who are serving on the assigned strength of any of the above units, providing they have not been recruited locally or were residing locally at the time of recruitment, are also entitled to DSA(NW).

09.0705.
Eligible Child.    A child must be aged 5 or over during the academic year of the initial claim and under 19 years of age in the first academic year of attendance at the school in North Wales to qualify for the payment of DSA(NW).
09.0706.
Eligible Schools.    DSA(NW) may be paid in respect of any independent day school within the counties of Conwy, Denbighshire, Gywnedd, the Isle of Anglesey and Flintshire, provided they are members of an organisation affiliated to the Independent Schools Council.  A list of schools admissible for the payment of DSA(NW) is at Annex B.
ENTITLEMENT

09.0707.
Entitlement.    DSA(NW) is payable each term in advance, subject to the following provisions:

a.
The actual tuition fees will be refunded up to the maximum rate of DSA(NW) (but see paragraph 09.0712).  Admissible school fees are defined as normal tuition fees, including registration and enrolment fees, and any other compulsory components such as insurance or school medical charges.  Fees will only be reimbursed in respect of those National Curriculum subjects that would normally be provided free within the Local Education Authority (LEA) maintained sector.  Any grants or bursaries or discounts are to be deducted from the school fees prior to reimbursement.

b.
The following items are normally admissible for refund:

(1)
Field Study Trips/Residential Educational Courses.    The cost of field study and residential educational courses (but not the board and lodging element) will be refunded if attendance is compulsory as part of a syllabus for a prescribed public examination within the scope of the National Curriculum.

(2)
Daily Transport.    Official duty transport should be provided wherever possible.  When no Service provision is made, the refund will be confined to the cheapest method of travel but, if the school provides daily transport, the actual cost is to be reimbursed.  Where a Service parent chooses to send their child(ren) to an admissible school other than the one nearest to their RWA, the reimbursement of transport costs will be limited to the distance from their RWA to the nearest admissible school. If however, the Service parent can demonstrate that no suitable place existed for their child(ren) at the nearest admissible school then the reimbursement of transport costs to the school chosen may be allowed.  The paying authority is to ensure that parents exercise economy in arranging school transport, particularly when the use of a private motor vehicle is authorised.

c.
The following items are not admissible for refund:

(1)
Books and stationery, unless the costs form part of the standard school fees.

(2)
All items of clothing and sportswear.

(3)
Advance payments to secure entry to school.

(4)
The cost of meals, except where attendance at lunch is mandatory and included within the standard school fees.

(5)
Minor charges, for example, the School Fund that parents would normally expect to pay in the maintained sector.

(6)
Charges for extra-curricular activities (eg societies, clubs, school camps) which do not form part of the National Curriculum.

CONDITIONS

09.0708.
Maintenance and Continuity.    DSA(NW) forms part of the package of education allowances provided to minimise the disruption to a child’s education resulting from the exigencies of Service life.  DSA(NW) may only be claimed from the beginning of the term during which the parent is assigned to a qualifying unit and up to the end of the term during which the parent is assigned outside the North Wales area.  If assignment dates coincide with school holidays, payment of DSA(NW) may be authorised from the start of the term following arrival in the new unit until the end of the term in which the assignment is completed.

09.0709.
Parental Contribution.    No parental contribution will be recovered from the Service parent in receipt of DSA(NW).

09.0710.
Effect on CEA (Board) Eligibility.    DSA(NW) is aimed at those Service parents who would, were it not for the bilingual teaching medium policy adopted in North Wales, opt to place their child in the LEA maintained sector.  DSA(NW) is not to be used to infringe the principle of continuity of education underpinning CEA(Board); therefore, a child may not be withdrawn from a school for which CEA(Board) is claimed simply because the Service parent is assigned to North Wales.  Children for whom CEA(Board) or CEA(Day) is claimed cannot therefore become eligible for DSA(NW) until completion of a stage of education.  However, a DSA(NW) claimant will be able to send a child for whom DSA(NW) is currently being paid and who meets the CEA(Board) eligibility criteria, to a CEA eligible school at the start of any new term.

09.0711.
Aggregation.    There is no entitlement to aggregate DSA(NW) with any CEA or for 2 or more recipients of DSA(NW).

09.0712.
Excessively High Charges.    In some eligible schools, day school fees may be set at such a level that the Service parent considers that their contribution over the maximum DSA(NW) rate is excessive.  In such cases, the Service parent may submit a case for additional reimbursement of fees to the SPVA Pay and Allowances Casework and Complaints Cell (PACCC) for consideration.  The Reimbursement of fees in excess of the maximum DSA(NW) rate will be limited to the fees charged by the admissible school nearest to the Service parents RWA unless the Service parent can demonstrate that there was no place for their child(ren) at the admissible school nearest to their RWA.
09.0713.
Detention, Imprisonment and Desertion.    DSA(NW) is to continue in issue during periods of detention or imprisonment of a Service parent where they remain admissible in all other respects.  If the Service person is to be discharged on completion of a period of detention or imprisonment, the entitlement to DSA(NW) is to cease from the end of the term following the term in which the detention or imprisonment started, thus covering any requirement to give a term’s notice to the school.  It is to cease during periods of desertion on a date to be notified by SPVA PACCC following the submission and consideration of an appropriate case.

09.0714.
Death, Invaliding or Redundancy.    If the Service parent dies, is invalided from the Service or is made redundant, DSA(NW) may continue to be paid up until the end of the term following the death, invaliding or redundancy provided the child continues to attend the same school.

09.0715.
Servicewomen on Maternity Leave.    In recognition of the continuity of education principle, Servicewomen in receipt of DSA(NW) who take maternity leave will continue to be eligible for receipt of this allowance in accordance with the rules at paragraph 09.0135, but for CEA read DSA(NW).

09.0716.
Career Breaks.    Service parents in receipt of DSA(NW) who opt to take a career break will become ineligible to receive DSA(NW) in accordance with the rules at paragraph 09.0136, but for CEA read DSA(NW).

09.0717.
Cessation of Payment as a Consequence of Absence.    On any occasion where the individual claimant of DSA(NW) is deemed to be absent, the continued entitlement to DSA(NW) is to be reviewed in line with the CEA(Board) row on the Absence matrix at Chapter 1 Section 5 of this JSP. In cases of doubt, advice is to be sought from the SPVA PACCC.

09.0718.
Change of Assignment.    Where a Service person is assigned to a new duty station away from an eligible establishment or moves residence from North Wales for Service reasons (see paragraph 09.0704), DSA(NW) may continue to be claimed for those children within 2 years of taking GCSE or A-Level examinations or equivalent at the time of starting the new assignment or the move of residence, providing they continue to attend the same school in North Wales.  A child for whom DSA(NW) continues to be paid during GCSEs following the assignment of the Service parent away from North Wales will not be entitled to the allowance for the A-Level phase of their education unless their Service parent re-establishes eligibility. 

RATES

09.0719.
Rate Calculation Methodology.    DSA(NW) rates are reviewed annually by CEAS.  The current DSA(NW) rate is uplifted by the same percentage increase as is applied to the Senior CEA(Day) rate.

09.0720.
Rates of DSA (NW).    Rates are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate of DSA(NW) is at Chapter 1 Section 6. 
METHOD OF CLAIM

09.0721.
Method of Claim.    The method of claim of DSA(NW) is detailed at Annex C to this Section.

METHOD OF PAYMENT

09.0722.
Method of Payment.    DSA(NW) is paid via salary.

Annex:

A.
Specimen DSA(NW) Certificate application form.

B.
List of schools admissible for the payment of DSA(NW).

C.
Method of Claim for DSA(NW).

	

	Children’s

Education

Advisory

Service




APPLICATION FOR

Day School Allowance (North Wales)

Claimants Signature: . . . . . . . . . . . . . . . . . . . . . . . . . Date: . . . . . . . . . . . . . . . . . . . .

Enclosure check list

 (  )  copy of the school offer letter
QUALIFYING SCHOOLS FOR DAY SCHOOL ALLOWANCE (NORTH WALES)

	School name 
	School address
	Tel. No

	
	
	

	Treffos school 
	Llansadwrn, Ynys Mon, Anglesey, LL59 5Dc
	01248 712322

	Howells Prep school 
	Park Street, Denbigh, Denbighshire, LL16 3EN
	01745 813631

	Howells school
	Park Street, Denbigh, Denbighshire, LL16 3EN
	01745 813631

	Lyndon Prep
	Pwllycrochan Avenue, Colwyn Bay, Conwy, LL29 7BP
	01492 530381

	Rydal Penrhos
	Pwllycrochan Avenue, Colwyn Bay, LL29 7BT
	01492 530155

	St Gerrards
	Ffriddoedd Road, Bangor, Gwynedd, LL57 2EL 
	01248 351656

	St David’s College
	Llandudno, Conwy, LL30 1RD
	01492 875974

	Hillgrove School
	5 Ffriddoedd Road, Bangor, LL57 2TL
	01248 353568

	Ruthin School
	Mold Road Ruthin, Denbighshire, LL15 1EE
	01824 702543


METHOD OF CLAIM FOR DSA(NW) 

METHOD OF CLAIM

1.
DSA(NW) claims are to be made separately for each school term by the Service claimant via the JPA Benefits Self Service System (BSSS) and will be subject to the following conditions (see paragraph 2 for Service personnel who do not have access to the JPA system):

a.
To enter a claim for DSA(NW) on the BSSS the Service person must have a child(ren) aged 5 years of age or over and below 19 years of age at the time of application, recorded on the JPA system.

b.
Where a claim is to be submitted for a child who will reach 5 years of age during the academic year, or is over 18 years of age, the claimant will be required to request access to the BSSS. This request is to be made to the JPAC by unit HR admin staff.

c.
The authority for payment of DSA(NW) is the CO of the qualifying unit.  This authority may be delegated to a Crown servant within the chain of command.

d.
The Service parent will be required to confirm that they have read, understood and agreed to the conditions applicable to the allowance claimed as they submit their claim. 

e.
Initial Claims.    All initial DSA(NW) claims will require the production of the following documents by the Service claimant to the Unit Allowances Checker, before claims will be released for payment:

(1)
The current original school bills or other statement of fees from the school.

(2)
A certificate provided by CEAS to the effect that the Service parent has sought their advice prior to choosing a new school.

(3)
Evidence of any grant payable.

f.
Continuation Claims.    Continuation claims will only require the production of the receipts for the previous term by the Service claimant to the Unit Allowances Checker, before claims will be released for payment, except in the following circumstances when the current original bill, or other statement as appropriate, is to be provided:

(1)
A change of school for the child; or

(2)
Applicable “Extras” (ie Field Study Trips/Residential Educational Courses/Daily Transport Costs) are being claimed; or

(3)
There has been an increase in fees resulting in an increased claim.

g.
Final Claims.    All Final DSA(NW) claims will require the production of the receipts for the previous term by the Service claimant to the Unit Allowances Checker.  Additionally, receipts for the final claim will be required to be submitted within 61 days of the date of payment of the claim or, if the claimant’s service is due to be terminated before this date, prior to the last day of service.  Failure to meet this requirement will result in unit HR admin staff and SPVA PACCC being alerted to the failure to produce the receipts and recovery of the final DSA(NW) amount paid will be initiated from the Service person’s salary. 
h.
Parental Contribution.    There is no parental contribution in respect of claims for DSA(NW).

i.
Excessively High Charges.    Where the Service claimant believes that they have a case for a higher refund in accordance with paragraph 09.0712 they are submit a manual application in accordance with paragraph 2 below, under cover of their case for the excessively high charges.

2.
No Access to JPA System.    Where a claimant does not have access to the JPA BSSS it will be necessary to complete a manual application form JS Form JPA F001.  Copies of the application form can be taken from the forms library on the Defence Intranet or they can be requested from JPAC.  The completed form is to be submitted through the respective unit HR admin staff to the JPAC.  Manual claims are to be supported by the documentation detailed in paragraph 1 above.

CHAPTER 9

SECTION 8

EDUCATION OF SERVICE CHILDREN IN EXTRA COMMAND AREAS AND ISOLATED DETACHMENTS

GENERAL
09.0801.
Aim.    The aim of Extra Command Areas and Isolated Detachment (ECA and ISODET) Education Allowances is to assist Service personnel serving overseas in ECAs and ISODETs with the costs of educating their accompanying children in a local school, where there is no Service Children’s Education (SCE) provision.  The provision of education will be made within the regulations at JSP 342 (Education of Service Children) Chapter 13. 

09.0802.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 ECA and ISODET Education Allowances are non-taxable.

ELIGIBILITY

09.0803.
Eligible Personnel.    All Regular Service personnel and Reserve Personnel undertaking Full Time Reserve Service (Full Commitment) who are assigned to an ECA or ISODET where they are accompanied by their eligible children and where there is no SCE overseas school available, are entitled to claim ECA and ISODET Education Allowance.

ENTITLEMENT

09.0804.
Entitlements.    Entitlements will be as detailed in JSP 342 Chapter 13.
CONDITIONS

09.0805.
Detention, Imprisonment and Desertion.    ECA and ISODET Education Allowances are to continue in issue during periods of detention or imprisonment of a Service parent where they remain admissible in all other respects.  It is to cease during periods of desertion.

09.0806.
Death, Redundancy or Invaliding.    If the Service parent dies, is invalided or made redundant from the Service, ECA and ISODET Education Allowances may continue to be paid up until the end of the term following the death, invaliding or redundancy provided the child continues to attend the same school.

09.0807.
Servicewomen on Maternity Leave.    In recognition of the continuity of education principle, Servicewomen in receipt of ECA and ISODET Education Allowances who take maternity leave will continue to be eligible for receipt of this Allowance in accordance with the rules at paragraph 09.0135, but for CEA read ECA and ISODET Education Allowances.

09.0808.
Career Breaks.    Service parents in receipt of ECA and ISODET Education Allowances who opt to take a career break will become ineligible to receive ECA and ISODET Education Allowances in accordance with the rules at paragraph 09.0136, but for CEA read ECA and ISODET Education Allowances.

09.0809.
Cessation of Payment as a Consequence of Absence.    On any occasion where the individual claimant of ECA and ISODET Education Allowances is deemed to be absent, the continued entitlement to ECA and ISODET Education Allowances is to be reviewed in line with the CEA(Board) row on the Absence Matrix at Chapter 1 Section 5 of this JSP.  In cases of doubt, advice is to be sought from the SPVA Pay and Allowances Casework Cell (PACCC).

RATES

09.0810.
Rates of ISODET Education Allowance.    ISODET Education Allowances are paid as a percentage of the actual costs of the local school as directed in JSP 342 Chapter 13.

METHOD OF CLAIM

09.0811.
Method of Claim.    Claims are to be submitted in accordance with JSP 342 Chapter 13.

METHOD OF PAYMENT

09.0812.
Method of Payment.    Claims are paid under local arrangement via the unit Public/Imprest account, normally direct to the school.

CHAPTER 9

SECTION 9

NURSERY EDUCATION FOR SERVICE CHILDREN IN EXTRA COMMAND AREAS AND ISOLATED DETACHMENTS

GENERAL
09.0901.
Aim.    The aim of Extra Command Areas and Isolated Detachment (ECA and ISODET) Nursery Education Allowance is to assist Service parents in ECAs and ISODETs to fund the provision of nursery education for their accompanying children.

09.0902.
Value and Provision.    The allowance looks to mirror the value of the entitlement to free nursery education in England and Wales for children of nursery school age (3 or over) who are entitled to free part-time nursery education.  The nursery education would normally be provided in Service Children’s Education (SCE) schools or in pre-schools provided under unit and Garrison/Station arrangements, however, where such pre-schools are unavailable, such as in ECAs and ISODETS then the provision of nursery education will be made within the regulations at JSP 342 (Education of Service Children) Chapter 9.

09.0903.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 299 ECA and ISODET Nursery Education Allowance is non-taxable.

ELIGIBILITY

09.0904.
Eligible Personnel.    All Regular Service personnel and Reserve Personnel undertaking Full Time Reserve Service (Full Commitment) who are assigned to an ECA or ISODET where they are accompanied by their eligible nursery school aged child(ren) and where there is no SCE or other Service provision available, are entitled to claim ECA and ISODET Nursery Education Allowance.  

ENTITLEMENT

09.0905.
Entitlements.    Entitlements to ISODET and ECA Nursery Education Allowance are detailed in JSP 342 Chapter 9.

CONDITIONS

09.0906.
Detention, Imprisonment and Desertion.    ECA and ISODET Nursery Education Allowance is to continue in issue during periods of detention or imprisonment of a Service parent where they remain admissible in all other respects.  It is to cease during periods of desertion.

09.0907.
Death, Invaliding or Redundancy.    If the Service parent dies, is invalided or made redundant from the Service, ECA and ISODET Nursery Education Allowance may continue to be paid up until the end of the term following the death, invaliding or redundancy provided the child continues to attend the same nursery school.

09.0908.
Servicewomen on Maternity Leave.    In recognition of the continuity of education principle, Servicewomen in receipt of ECA and ISODET Nursery Education Allowance who take maternity leave will continue to be eligible for receipt of this allowance in accordance with the rules at paragraph 09.0135, but for CEA read ECA and ISODET Nursery Education Allowance.

09.0909.
Career Breaks.    Service parents in receipt of ECA and ISODET Nursery Education Allowance who opt to take a career break will become ineligible to receive ECA and ISODET Nursery Education Allowance in accordance with the rules at paragraph 09.0136, but for CEA read ECA and ISODET Nursery Education Allowance.

09.0910.
Cessation of Payment as a Consequence of Absence.    On any occasion where the individual claimant of ECA and ISODET Nursery Education Allowance is deemed to be absent, the continued entitlement to ECA and ISODET Nursery Education Allowance is to be reviewed in line with the CEA(Board) row on the Absence Matrix at Chapter 1 Section 5 of this JSP. In cases of doubt, advice is to be sought from the SPVA Pay and Allowances Casework Cell (PACCC).

RATES

09.0911.
ISODET Nursery Allowance Rates.    The rates of ISODET Nursery Allowance are set by HQ SCE and they are aligned to the UK Government financial allowance per child for Nursery School education in the UK.

09.0912.
Publication of Rates.    The rates of ISODET Nursery Allowance are published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate of ISODET Nursery Allowance is at Chapter 1 Section 6.

METHOD OF CLAIM

09.0913.
Method of Claim.    Claims are to be submitted in accordance with JSP 342 Chapter 9.
CHAPTER 9

SECTION 10

GENERAL

09.1001.
Reserved.    

CHAPTER 9

SECTION 11

INDIVIDUAL RESETTLEMENT TRAINING COSTS GRANT
GENERAL

09.1101.
Aim.    The aim of the Individual Resettlement Training Costs (IRTC) Grant is to assist Service Leavers (SL) with the cost of resettlement training through either the Career Transition Partnership (CTP) or External Training Providers (ETP) or a combination of both.  Detailed rules and procedures are contained within JSP 534 (The Tri-Service Resettlement Manual).  This Section illustrates the main eligibility and method of claim.

09.1102.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 311 IRTC is a non-taxable grant.

ELIGIBILITY

09.1103.
Eligible Service Personnel.    To be eligible for the IRTC Grant, SL (Regular Service personnel and FTRS but no other Reserve personnel) must have completed at least 5 years Service if they enlisted before 1 Sep 02 and at least 6 years Service if they enlisted on, or after, 1 Sep 02.  All SL eligible for Graduated Resettlement Time (GRT) are entitled to receive the full IRTC Grant for training undertaken.  The IRTC Grant is normally claimed in the last 24 months before discharge but may be claimed earlier if necessitated by circumstances (eg limited course availability), at the discretion of the Service Resettlement Advisor (SRA). All personnel who are medically discharged this includes FTRS, and other mobilised Reservists who are medically discharged due to injuries sustained during operational commitments are entitled to receive resettlement provision, including the IRTC Grant, regardless of their length of service. 
ENTITLEMENTS

09.1104.
Entitlement.    A refund for fees paid up to the maximum of the IRTC Grant may be claimed regardless of the length of course being undertaken.  The maximum amount that may be paid will be reduced pro-rata for any CTP in-house training course attended.

RATES 

09.1105.
Rates of Payment.    IRTC Grant rates are set by the Director Resettlement and are published in JSP 534, Section 4.

METHOD OF CLAIM

09.1106.
Method of Claim for IRTC.    Submission of applications and payment will be in accordance with JSP 534.

CHAPTER 9

SECTION 12

LEARNING CREDIT SCHEMES

STANDARD LEARNING CREDIT SCHEME

GENERAL

09.1201.
Aim.    The aim of the Standard Learning Credit (SLC) scheme is to provide an educational initiative to encourage full-time members of the Services to pursue personal development.  Full detailed rules and procedures are contained within a Defence Information Notice (DIN) published annually by Director General Training and Education (DGT&E). This Section illustrates the main eligibility and method of claim.

09.1202.
Income Tax and National Insurance Contributions (NICs).  In accordance with ITEPA 2003 Section 250 payments made under the SLC scheme are non-taxable.

ELIGIBILITY
09.1203.
Eligible Personnel.    All Regular Service personnel and personnel serving on a full-time basis with Reserve Forces, (eg Full-Time Reserve Service (FTRS) and Non-Regular Permanent Staff (NRPS)) are eligible to claim SLCs.

09.1204.
Approval.    Service personnel are to consult with, and gain approval from, their local Service Educational Staff and CO/Line Manager and, when necessary, seek specialist advice and guidance from DGT&E before making any commitment to courses.

ENTITLEMENT

09.1205.
Percentage Claimable.    Eligible Service personnel are entitled to claim from  public funds up to 80% of fees paid up to an annual limit, which is set by HM Government and promulgated by DGT&E in the DIN.

09.1206.
Pro-Rata Claims for Reserves.    FTRS and NRPS personnel will have their claims calculated pro-rata with their in-year qualifying service (eg a Service person who has completed 6 month’s full-time service in the 12 months preceding the date of the examination/end of course or module will only be able to claim up to half the SLC).

09.1207.
Payment with Other Allowances.    Fees paid for training courses which form part of an individual’s resettlement strategy may be eligible for partial refund under the SLC terms as outlined in the current SLC DIN.  SLCs and Individual Resettlement Training Costs (IRTC) grants (see Section 11 of this Chapter) are not to be used for the same resettlement courses, with the exception of examination fees leading to a nationally recognised qualification as defined in the current edition of “British Qualifications”, or those recognised by professional/awarding bodies.  In effect SLCs could be used to refund the examination fees and IRTC to assist with the course fees.

ENHANCED LEARNING CREDIT SCHEME

GENERAL

09.1208.
Aim.    The aim of the Enhanced Learning Credit (ELC) scheme is to complement the SLC scheme as an educational initiative to further motivate full time members of the Services to pursue their personal development.  Detailed rules and procedures are contained within DINs, this Section illustrates the main eligibility criteria and method of claim.

09.1209.
Income Tax and National Insurance Contributions (NICs).    Payments under the ELC scheme may in some circumstances be liable for Income Tax and NICs.  Further guidance is contained in the current DIN.

ELIGIBILITY

09.1210.
Eligible Personnel.    All Regular Service personnel are eligible to claim ELCs once they have registered (which they must do in their first year of Service) and completed an initial 4-year qualification period of Service.  Personnel serving on a full-time basis with Reserve Forces (eg FTRS or NRPS) are deemed for the purposes of ELCs to be Regular Service personnel and, therefore, eligible to claim.

09.1211.
Approval.    Service personnel are to consult with, and gain approval from, their Education/Training and Development Staff and CO or line manager and, when necessary, seek specialist advice and guidance before making any commitment to courses.

ENTITLEMENT

09.1212.
Percentage Claimable.    Eligible Service personnel may claim from public funds up to 80% of the fees paid up to an annual limit, as detailed in the DIN.  ELCs are subject to a 2-tier funding system; individuals qualify for Tier 1 payments after 4 years and Tier 2 payments after 8 years qualifying service.  Service personnel can only claim 3 times, either during their career and/or during the 10 years immediately after leaving the Services.  Additionally, the funding will only be granted for approved courses run by approved training providers.

09.1213.
Payments with Other Allowances.    ELCs cannot be combined with other MOD public monies for the same learning purpose.

RATES

09.1214.
Rates.    SLC and ELC rates are set by DGT&E.

METHOD OF CLAIM

09.1215.
Method of Claim.    Payment and submission of applications are to be in accordance with DINs.

METHOD OF PAYMENT

09.1216.
Method of Payment.    SLC entitlements are paid via the Service person’s salary.  ELCs are paid in accordance with the DIN.

CHAPTER 9

SECTION 13

LANGUAGE AWARDS

GENERAL

09.1301. Aim.   The aim of Language Awards is to offer a financial reward to encourage Service personnel to obtain military language competences that are related to the needs of the Services.

09.1302. Scope.   Awards are given only to those who pass a Ministry of Defence Language Examination Board (MODLEB) examination at an appropriate level and whose competences are recorded so that personnel can be called on to use their skills for Service reasons if required.  There are currently 2 language awards schemes.  These provide a common set of terms and conditions for all uniformed personnel across Defence and are administered by the Defence Operational Languages Support Unit (DOLSU), with payments made through centralised JPA arrangements. DOLSU can be contacted at:


DOLSU

DJtCap


Trenchard Lines


Upavon


Pewsey


Wiltshire, SN9 6BE


Telephone: 01980 615358/615362


Mil: 94344 5358/5362 (e-mail-Mail address: so1@dolsu.mod.uk)

The 2 schemes are:

a. 
The Defence Basic Languages Award Scheme (BLAS).   This is a new name for the Defence Language Award Scheme 2007 which replaced the previous single Service award schemes and provides a single payment for qualification in a wide range of languages.  For details see paragraphs 09.1304 to 09.1315)

b. 
The Defence Operational Languages Award Scheme (DOLAS).   This scheme applies to designated operational languages only.  It provides a single payment for qualification in these designated languages and a daily payment for active use of these languages when a qualified individual is deployed to an appropriate operation or is assigned to a designated non-deployable linguist post supporting operations.  The DOLAS replaces the present Defence Pilot Languages Award Scheme (POLAS). For details see para 09.1316 onwards.

The 2 language schemes are mutually exclusive in respect of a single language,  Service personnel may however qualify for awards in more than one language.  
09.1303.     Income Tax and National Insurance Contributions (NICs). Language Awards attract a personal liability for Income Tax and NICs. These are deducted automatically from the individual’s salary

THE DEFENCE BASIC LANGUAGES AWARD SCHEME

ELIGIBILITY

09.1304. Eligible Personnel.   All Service personnel (including Reserve personnel but with the exception of non-mobilised Regular Reserves, Sponsored Reserves and Cadet Force Adult Volunteers) are eligible for an award under this scheme.


INELIGIBILITY

09.1305. Ineligible Personnel.   The following categories of Service personnel will be ineligible for an award under this scheme:

a. Service personnel who, on the day they take the MODLEB examination have less than one year of their engagement still to serve.

b. Service personnel who, on the day they take the MODLEB examination have elected to benefit from the DOLAS for the language in which they are being examined.

ENTITLEMENT


09.1306. Awards.   Eligible Service personnel will be entitled to one of the following types of award:

a. Initial Awards.   All eligible Service personnel may take a MODLEB examination at public expense to qualify for an initial award at any appropriate level under the scheme.  Formal    language training prior to MODLEB examination is provided only to those with direct Service reasons for learning a language. More information regarding MODLEB examinations is available from the DOLSU.

b. Incremental Awards.   All eligible Service personnel who have received an Initial Award under the scheme may qualify at any time thereafter for an Incremental Award by passing a further higher level MODLEB examination in the same language at public expense. 

c. Re-qualification Awards.   All eligible Service personnel who have received an Initial, Incremental or Re-qualification Award under the scheme will qualify for a Re-qualification Award by passing a further MODLEB examination in the same language at public expense not less than three years after their previous MODLEB examination.  Service personnel who re-qualify at a higher level than their previous qualification will also be eligible for the appropriate Incremental Award. Competences will lapse for Service personnel who choose not to re-qualify.

09.1307. Lapsed Competences.   If more than nine years have passed between one MODLEB examination, giving rise to an award under the scheme, and the next in the same language, the individual is entitled to receive a further Initial Award at the appropriate rate.

CONDITIONS
09.1308. Repayment of Awards.   Service personnel who voluntarily leave the Services less than one year after the date of an examination, which resulted in an award under this scheme, will be required to repay the award. Personnel who are discharged or released prematurely on disciplinary or administrative grounds (ie not at their person’s own request), will also be required to repay, in it’s entirety, any award under this scheme. Personnel medically discharged, or who leave under a compulsory redundancy scheme will not be required to repay any award under this scheme.

09.1309. Language Groups.   Languages are arranged into 3 Groups.  Group 1 includes all languages not written in a form of Roman or Cyrillic script.  Group 2 includes all languages not in Groups 1 and 3.  Group 3 includes all Western European and Scandinavian languages.  Examples of languages in each group are given below:

a. Group 1.  Arabic, Chinese, Japanese, Thai, Pashto, Farsi and Dari.

b. Group 2.  Russian, Swahili, Lithuanian and Malay.

c. Group 3.  German, French, Portuguese, Swedish, Spanish and Dutch.

The DOLSU can advise exactly which group any language falls into and the possibility of providing an examination in that language.

09.1310. Assessment of Award.   An individual’s entitlement to a Language Award is calculated as follows:


a.  Examination.   A MODLEB Examination leads to an assessment of the Service persons ability in each of the 4 language competence areas (Listening, Speaking, Reading and Writing) and awards Standardized Language Profile (SLP) points from 1 to 4 for each competence.  For example:

(1). Service personnel who can listen and speak a language very well but read and write the language less well might score 3,3,1,1 – a total of 8 SLP points.

(2) Service personnel who can read and write a language very well, listen to it well, but have difficulty in speaking the language might score 2,1,3,3 – a total of 9 SLP points.

All awards below 10 SLP Points must include Listening and Speaking competences at least at SLP Level 1; therefore the minimum total is 2. 

b. Calculation.   Service personnel’s total number of SLP points awarded are then applied to the relevant language group, as described at paragraph 09.1309, in order to calculate the level of award earned.  For example, a Service person who achieved 6 SLP Points at a Group 2 Language would receive an initial award of £648.  The current rates of award are at Chapter 1 Section 6.


RATES & LANGUAGE POLICY


09.1311. Rates of Award.   The Defence Cultural Capability Management Board (DCCMB) is the authority for periodic changes to the levels of award used for the scheme and for recommending the rates of award that should be paid at each level subject to single Service budgetary approval.  The current rates are at Chapter 1 Section 6.  


09.1312. Language Policy.   The DOLSU is the authority that determines which languages are included in the scheme and in which group a language is placed. It may sometimes not be practical or affordable to provide an examination for every language.  Enquiries with regard to MODLEB examinations and other language training matters should be made to the DOLSU direct.

METHOD OF CLAIM

09.1313. Method of Claim.  Awards under this scheme will be promulgated by the DOLSU after MODLEB examination results for each examination sitting have been confirmed.  Service personnel who have not opted for the DOLAS, where available, will automatically be given awards under this scheme and will not have to submit a claim for it.

09.1314. Casework.   Any Service personnel wishing to dispute a decision regarding eligibility for awards under this scheme, may submit casework in accordance with paragraph 01.0108.  (For PACCC read DOLSU)


METHOD OF PAYMENT

09.1315. Method of Payment.   DOLSU staff will update competence records on JPA and make payment of awards under JPA arrangements to all entitled Service personnel.
THE DEFENCE OPERATIONAL LANGUAGES AWARD SCHEME

09.1316. Background.   Notwithstanding the arrangements detailed in paragraphs 09.1303 to 09.1315 above, the DOLAS offers alternative arrangements for linguists qualified in designated operational languages. 

09.1317. Aim.   The aim of the DOLAS is to provide a financial incentive to all ranks of the Armed Forces to declare, develop and maintain their ability in operationally important languages, (see paragraph 09.1318) in order to support Defence missions.

09.1318. Eligible Languages.   The languages currently designated as operational languages are Arabic, Farsi/Dari, Pashto and Somali.  Awards will be paid to individuals joining the DOLAS who have qualified at an appropriate level in a MODLEB examination.  JSP 752 will be revised as and when changes to the list of designated operational languages are approved by the DCCMB. 

ELIGIBILITY
09.1319. Eligibility.   All Service personnel (including Reserve personnel but with the exception of non-mobilised Regular Reserves, Sponsored Reserves and Cadet Force Adult Volunteers) are eligible for an award under this scheme. 
INELIGIBILITY

09.1320. Ineligibility.   The following categories of Service personnel will be ineligible for an award under this scheme:

a.
Service personnel who on the day they take the MODLEB examination have less than one year of their commission or engagement still to serve.

b.
Service personnel who, on the day they take the MODLEB examination, have elected to benefit from the BLAS.

c.
Service personnel who have not yet completed basic training Phase 1 (RN & RAF) or Phase 2 (Army).

ENTITLEMENT

09.1321. Awards.   Eligible Service personnel will be entitled to the following types of award.

a Qualification Awards.   All eligible personnel may take a MODLEB examination at public expense to qualify for an initial qualification award at any appropriate level under the scheme.  Formal operational language training prior to MODLEB examination is provided only to those with direct Service reasons for learning an operational language.  More information regarding MODLEB examinations is available from the DOLSU.  Initial Qualification awards are paid as a single lump sum for the appropriate skill level following the relevant MODLEB examination.

b. Incremental Qualification Awards.   All eligible personnel who have received an Initial Award under the scheme may qualify at any time thereafter for an Incremental Award by passing a further higher level MODLEB examination in the same language at public expense.  Incremental Qualification awards are paid as a single lump sum for the appropriate skill level following the relevant MODLEB examination.

c. Re-qualification Awards.   All eligible personnel who have received an Initial, Incremental or Re-qualification Award under the scheme will qualify for a Re-Qualification Award by passing a further MODLEB examination in the same language at public expense not less than three years after their previous MODLEB examination.  Personnel who re-qualify at a higher level than their previous qualification will also be eligible for the appropriate Incremental Award. Competences will lapse for personnel who choose not to re-qualify after three years.  Re-qualification awards are paid as a single lump sum for the appropriate skill level following the relevant MODLEB examination.

09.1322. Active Use Awards.   Any individual in receipt of an Initial, Incremental or Re-qualification Award who has a current recognised qualification will be eligible for an Active Use Award in the following circumstances:

a. Deployed Active Use.  When deployed on an operational tour of duty to a theatre for which they have the relevant operational language skills.  Deployed Active Use awards are paid as a single lump sum for the appropriate skill level following completion of the operational tour of duty based on the number of days the individual was in the designated theatre.  This award is paid at one of 5 tiers, for each of the 4 qualification levels, depending on the total accrued number of days in the operational theatre on the current and previous tours of duty as follows:  Tier 1, 0 - 180 days; Tier 2, 181 – 360 days; Tier 3, 361 – 540 days; Tier 4, 541 – 720 days; Tier 5, 721 days and over.

b. Non-Deployed Active Use.  When assigned to a non-deployed Defence Intelligence linguist post that has been specifically designated as being in support of operations by the Defence Intelligence Staff.  Non-Deployed Active Use awards are paid monthly with salary for the appropriate skill level while the individual is assigned to a post designated by the Defence Intelligence Staff.  This award is paid at a single tier for each of the four qualification levels.

09.1323. Lapsed Competences.   If more than 9 years have passed between one MODLEB exam and the next in the same language, the individual will be entitled to receive a further Initial Award, again at the appropriate rate.  Service personnel with lapsed competences wishing to re-qualify should clarify their position with the DOLSU.

09.1324. Levels of Award.  There are 4 skill levels of award (set periodically by the DCCMB) as follows:
a Survival.   Between 2 and 4 SLP points, with at least 1 SLP point in each of the speaking and listening skills.

b Functional.   Between 5 and 8 SLP points, with at least 2 SLP points in each of the speaking and listening skills and 1 SLP point in the reading skill.

c Professional.   Between 9 and 12 SLP points, with not less than 6 SLP points for either speaking and listening together or listening and reading together.

d Expert.   13 SLP points and above with no skill lower than SLP2.

CONDITIONS

1.1325. Cessation of Entitlement.   Service personnel’s entitlement to language awards will cease with effect from:

a.
The day after they depart a designated theatre.  This excludes days spent out of the designated theatre on Rest & Recuperation or, for eligible ships, RN standoff time. 

b.
The day after departure, if deploying to another theatre also designated for the payment of language awards on the same day.  In this instance, the effect is that the payment will be continuous but is payable in one location only, ie this clause avoids payment of 2 language awards concurrently.

c.
The 1st day of any period that pay is not in issue and for periods for which pay is subsequently forfeited.

d.
The 1st day of Absence Without Leave (AWOL) or when an individual is declared as having deserted, whichever is earlier.

09.1326. Repayment of Awards.   Personnel who voluntarily leave the Services less than one year after the date of an examination which resulted in a qualification award under the scheme will be required to repay the award in its entirety.  Personnel who are discharged or released prematurely on disciplinary or administrative grounds (ie not at their person’s own request), will also be required to repay, in it’s entirety, any award under this scheme. Personnel medically discharged, or who leave under a compulsory redundancy scheme will not be required to repay any award under this scheme.

09.1327. Transitional Arrangements.   Any Service person in receipt of the POLAS on 30 Nov 09 will not have to re-qualify for the DOLAS.  These personnel will be placed on the appropriate DOLAS award level but will be paid an adjusted rate that takes into account any POLAS award already received; (Example; a Service person who qualified for POLAS on 1 Dec 08 at the SLP 2210 level has, on 1 Dec 09, 2 years of their current competence remaining.  In place of POLAS they will receive a DOLAS initial qualification payment at 2/3rds of the normal rate for the Functional level.)  For the purposes of re-qualification or lapsing of competencies, time periods will be counted from the date of the original MODLEB examination in which the Service person qualified for the original, Initial, Incremental or RE-Qualification Award.

09.1328. Method of Claim.   Different methods apply to qualification and active use awards.

a. Qualification Awards.   Service personnel taking MODLEB examinations must indicate if they are opting for the DOLAS and whether they are applying for an initial, incremental or re-qualification award.  DOLSU staff will check records and arrange payments in accordance with MODLEB examination results. 

b. Deployed Active Use Awards.  Service personnel wishing to claim deployed active use awards must register with the DOLSU prior to deployment and again on their return.  DOLSU staff will check records and arrange payment in accordance with qualifying periods and recorded skill levels.

c. Non-Deployed Active Use Awards.   Service personnel wishing to claim non-deployed active use awards must register with the DOLSU upon taking up a designated post.  DOLSU staff will check records and arrange for payments to be made with salary while the individual is in the designated post, in accordance with recorded skill levels.

09.1329. Method of Payment.   DOLSU staff will update competence records on JPA, process entitlements under the scheme and make payment of awards under JPA arrangements to all entitled Service personnel.

09.1330. Casework.   Service personnel wishing to dispute a decision regarding eligibility for awards under this scheme, may submit casework in accordance with paragraph 01.0108 (For PACCC read DOLSU).
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CHAPTER 10

SECTION 1

UNPLEASANT WORK ALLOWANCE

GENERAL

10.0101.
Aim.    The aim of Unpleasant Work Allowance (UWA) is to compensate Service personnel for operating in conditions involving an exceptional degree of discomfort or fatigue, or exposure to noxious substance beyond that compensated for by the X-factor.  Similarly, it is paid for the wide range of activities that Service personnel may be expected to undertake which fall outside their normal range of military duties and are considered to be of an objectionable, or harrowing, nature.

10.0102.
Income Tax and National Insurance Contributions (NICs).    UWA attracts a personal liability for both Income Tax and NICs.  These are deducted automatically from the Service person’s salary.
10.0103.
Duty of Care.    The availability of this allowance does not in any way reduce the commander’s duty of care.  Commanders are to conduct risk assessments prior to requiring Service personnel to work in exceptionally unpleasant or objectionable conditions and every care should be taken to reduce the unpleasant nature of the task.

ELIGIBILITY

10.0104.
General.     All Service personnel (including Reserve personnel) irrespective of rank, who undertake exceptionally unpleasant duties or those of an objectionable nature, as outlined at paragraphs 10.0106 to 10.0108, are eligible for UWA.

ENTITLEMENT

10.0105.
Levels of Allowance.    UWA has 3 levels of payment.  The activities have been grouped together in terms of the nature of the task, the associated level of hardship faced and, for some tasks, the duration the task is undertaken, as follows:

a.
Level 1 is paid for tasks (see Task Codes 1 to 6 at paragraph 10.0106) that are carried out for a total of at least 4 hours in any one locally determined working day/shift or equivalent and are unpleasant because of:

(1)
Environmental factors; or

(2)
The need to wear protective clothing in exceptionally dirty or otherwise unpleasant conditions; or

(3)
They involve working with noxious substances (excluding human excrement). 

Level 1 is also paid for tasks (see Task Code 7 at paragraph 10.0106) that involve the wearing of protective clothing while handling human excrement for up to 4 hours in any one locally determined working day/shift or equivalent.  

b.
Level 2 is paid for tasks that:

(1)
Involve the wearing of protective clothing while normally handling some particularly unpleasant form of waste (including human excrement) for over 4 hours in any one locally determined working day/shift or equivalent; or

(2)
Involve recovery, handling or exhumation of small numbers of un-coffined corpses or remains.

c.
Level 3 is paid for tasks that involve the recovery, handling or exhumation of large numbers of un-coffined human remains (eg following a major civil disaster, during humanitarian relief operations or significant loss of military personnel).

10.0106.
Level 1.    This level is to be authorised by the Contingent Commander1 or, in operational overseas scenarios, the National Support Element (NSE) Commander based on the advice of the J1 staff in JFLogC/NSE.  Level One tasks are grouped into 7 Task Codes:

a.
UWA Task Code 1.    Work carried out in a confined space, which is not fitted with built-in ventilation and where the work must be done in a cramped position or in abnormally dirty conditions (eg cleaning-out fuel tanks).

b.
UWA Task Code 2.    Work undertaken in unusually hot/humid and uncomfortable conditions, where temperatures are well in excess of the outside ambient temperature and where air conditioning is not installed (eg kitchens/galleys, boiler rooms, metal ISO containers and armoured vehicles).  In operational situations, Theatre J1 staffs will assess the prevailing temperature, humidity and any available Environmental Health/medical advice and advise COs accordingly.

c.
UWA Task Code 3.    Working whilst unprotected in a particularly hot sun or extreme cold and constantly handling metal and/or oil and lubricants (eg mechanics); or working in particularly hot or humid conditions where full protective clothing is required by Health and Safety regulations or operational conditions dictate (eg specialist fire retardant clothing, breathing apparatus, anti-flash clothing or body armour/helmets).

d.
 UWA Task Code 4.    Working with hazardous or noxious substances where the operators necessarily wear protective masks and clothing as required by Health and Safety regulations (eg employment on phenol paint stripping duties, working with carbon fibre, lagging duties on ships, stripping oil soaked ISO containers in extreme weather conditions and chemical cleaning of aero-engines).

e.
UWA Task Code 5.    Carrying out target maintenance duties in protective clothing on the coastal ranges necessitating arduous work in water and mud along the coastline.

f.
UWA Task Code 6.    Providing assistance to the civil authorities where working conditions are more unpleasant than those normally encountered and necessitate wearing protective clothing (eg during a fireman’s strike or disaster relief/humanitarian operations).
g.
UWA Task Code 7.
 Sanitary duties, for up to 4 hours in any one locally determined working day/shift or equivalent, where protective clothing is required.  This includes:

(1)
The emptying of sewage treatment plants (STPs), slop drain and sewage tanks, cesspits, latrines, port-a-loos and stagnant wells (eg ‘Honey Sucker’ duties); or

(2)
Multi-engine aircraft toilet servicing/emptying duties.  For aircraft with 4 or more toilets payment will be limited to a maximum of 2 Service personnel per aircraft turn around.  For aircraft with between one and 3 toilets, payment will be limited to 1 Service person per aircraft turnaround.

(3)
Cleaning or repair work inside an STP, unblocking toilet systems (ie a system that requires more significant work than use of a plunger) or sealing a breach in the sewage or slop pipe work; or

(4)
 The disposal of human excreta or animal carcases by incineration or otherwise. 

10.0107.
Level 2.    This level is to be authorised by the Contingent Commander1 or, in operational overseas scenarios, the NSE Commander based on the advice of the J1 staff in JFLogC/NSE.  Level 2 tasks are grouped into 4 Task Codes:

a.
UWA Task Code 8.    Sorting, handling, bagging and/or compacting of food waste and general garbage for at least 4 hours in any one locally determined working day/shift or equivalent, where protective clothing is required (eg personnel operating a gash compactor on a ship or involved in the disposal of large quantities of rotting waste when providing assistance to the civil authorities in clearing refuse during industrial action).  This does not include those personnel involved in the routine disposal of gash/waste in circumstances which can be regarded as forming a normal part of Service life (covered as part of the X- factor of basic pay).  Nor does this include supervision of gash/waste disposal, working in the pot wash or in galleys.

b.
UWA Task Code 9.    Cumulative periods of employment on sanitary duties that total more than 4 hours in any one locally determined working day/shift or equivalent, where protective clothing is required.  This covers the same duties as detailed in Task Code 7 (which attracts Level 1 UWA), but the higher Level 2 UWA is paid for cumulative periods in excess of 4 hours in any one locally determined working day/shift or equivalent.

c.
UWA Task Code 10.    Recovery and handling of small numbers of un-coffined military corpses and remains.

d.
UWA Task Code 11.    Exhumation or identification, recovery or handling of un-coffined corpses beyond the exigencies of normal Service life (eg Search and Rescue duties).
10.0108.
Level 3.     UWA Task Code 12.    This level is to be paid under the authority of a National Contingent Commander or Lead Headquarters; they may delegate to COs where operational circumstances dictate.  As already stated at paragraph 10.0105c, Level 3 is for tasks that involve the recovery, handling or exhumation of large numbers of un-coffined human remains (eg following a major civil disaster, during humanitarian relief operations or significant loss of military personnel).

CONDITIONS

10.0109.
Other Deserving Cases.    The guidelines at paragraphs 10.0106 to 10.0108 are illustrative only.  If COs consider other cases deserving, advice is to be sought from SPVA Pay and Allowances Casework Cell (PACCC).  Once authorised, these will be input as UWA Task Codes 13 to 15, as appropriate.

10.0110.
Concurrent Payments.    No Service person may receive more than one payment of UWA concurrently.  Where different duties in a single day fall into more than one level, the highest qualified level achieved should be paid for that day. Concurrent payment of UWA and Unpleasant Living Allowance (ULA) is permitted.

RATES

10.0111.
Rate Calculation.    The Secretary of State for Defence confirms the rate of UWA.  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of UWA will be published annually by the AFPRB.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rates are also at Chapter 1 Section 6.

METHOD OF CLAIM

10.0112.
Method of Claim.    Completed and authorised copies of Annex A to this Section are to be submitted monthly in arrears to the unit HR admin staff.  They will then process the forms and enter them onto JPA using an ‘Element Entry’ for payment to the entitled personnel. 

METHOD OF PAYMENT

10.0113.
Calculation of Payment.    Service personnel undertaking any duties meeting the requirements outlined at paragraphs 10.0106 to 10.0108 for the minimum time within the locally determined working day, where applicable, will receive the appropriate daily rate of UWA for that day.  UWA is paid as a daily allowance, for the days that qualify for payment of UWA via the Service person’s salary.

10.0114.
Record of Payment.    Payment should normally be for limited periods only and a detailed record of the work for which UWA is claimed is to be maintained by the authorising unit (see Annex A to this Section) on a unit UWA record file and a copy placed on the Service person’s file.

10.0115.
Auditing.    The details recorded in the unit records are to be retained for 6 years for audit purposes. For operations manned by non-formed units, the records are to be forwarded to the JPAC for archiving on closure of the associated operational admin unit.

Annex:

A. Individual Monthly UWA Authorisation Control Sheet.

INDIVIDUAL MONTHLY UWA AUTHORISATION CONTROL SHEET

Number ____________ Rank _______ Name _____________  Op/Exercise  __________   Unit  ______________ Sub-Unit ____________Month ______Year  _____

	Date
	UWA EARNING ACTIVITY
	MONTHLY SUMMARY TOTALS
	LEVEL

	
	Working Conditions1
	Description of Tasks2
	Hours on Task3
	Remarks 
	
	

	1
	
	
	
	
	No of Days
	
	Task Code 1
	1

	2
	
	
	
	
	No of Days
	
	Task Code 2
	1

	3
	
	
	
	
	No of Days
	
	Task Code 3
	1

	4
	
	
	
	
	No of Days
	
	Task Code 4
	1

	5
	
	
	
	
	No of Days
	
	Task Code 5
	1

	6
	
	
	
	
	No of Days
	
	Task Code 6
	1

	7
	
	
	
	
	No of Days
	
	Task Code 7
	1

	8
	
	
	
	
	No of Days
	
	Task Code 8
	2  

	9
	
	
	
	
	No of Days
	
	Task Code 9
	2

	10
	
	
	
	
	No of Days
	
	Task Code 10
	2

	11
	
	
	
	
	No of Days
	
	Task Code 11
	2

	12
	
	
	
	
	No of Days
	
	Task Code 12
	3 

	13
	
	
	
	
	No of Days
	
	Task Code 13
	1

	14
	
	
	
	
	No of Days
	
	Task Code 14
	2

	15
	
	
	
	
	No of Days
	
	Task Code 15
	3

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	24
	
	
	
	

	25
	
	
	
	

	26
	
	
	
	

	27
	
	
	
	

	28
	
	
	
	

	29
	
	
	
	

	30
	
	
	
	

	31
	
	
	
	


The detail contained on this control sheet is an accurate record of the claimant’s entitlement to UWA and I authorise payment as

summarised in the Monthly Summary Totals above right.  Name ___________________ Rank4 ______ Appointment_________ Date__________

Payment Actioned By ________________________ Rank    ______ Initials ______Unit________________________________ Date ______

CHAPTER 10

SECTION 2

UNPLEASANT LIVING ALLOWANCE(SEA)
GENERAL

10.0201.
Aim.    The aim of Unpleasant Living Allowance(Sea) (ULA(S)) is to support and improve retention by compensating certain Service personnel accommodated in RN ships and submarines where living conditions when alongside fall below a minimum standard, assessed against Fleet Accommodation Standards.  It also recognises that personnel serving in seagoing surface units, unlike personnel who work in submarines, have no entitlement to Single Living Accommodation (SLA) ashore when their unit is alongside in the UK and that, other than accompanied personnel, their permanent living accommodation in Base Port is normally on board ship.  ULA acknowledges the continuing hardships of living on board a seagoing unit when alongside in Base Port or elsewhere in the UK.

10.0202.
Income Tax and National Insurance Contributions (NICs).    ULA(S) attracts a personal liability for both Income Tax and NICs.  These are deducted automatically from the Service person’s salary.
ELIGIBILITY

10.0203.
Eligible Service Personnel.    Service personnel, irrespective of Personal Status Category (PStat Cat) or rank, will be eligible for payment of ULA(S), as follows:

a.
When accommodated overnight in a ship or submarine alongside in the UK where living conditions fall below Fleet Accommodation Standards; and

b.
When occupying multiple occupancy accommodation of 3 berths or more (irrespective of the number of actual occupants).

INELIGIBILITY

10.0204.
Ineligible Service Personnel.    The following Service personnel are ineligible for payment of ULA(S) :

a.
Those in receipt of Longer Separation Allowance (LSA).  ULA(S) and LSA are mutually exclusive because ULA is only payable to Service personnel when alongside in the UK.  In these circumstances Get You Home (GYH) Travel would normally be payable (other than at Base Port).

b.
Those in Base Port, occupying public or private accommodation and commuting daily to their unit.  This includes personnel who carry out rostered overnight duties on board their ship.
c.    Sponsored Reserves and Cadet Force Adult Volunteers.

CONDITIONS

10.0205.
Qualifying Units.    Annex A to this Section lists all types of seagoing unit and whether they are either eligible or ineligible for ULA(S).  This list will be reviewed annually by the staff of Fleet N1 and held by the SPVA Pay and Allowances Casework Cell (PACCC).

10.0206.
Commencement of Payment.    Payment of ULA(S) to eligible Service personnel will commence on:

a.
The 1st day a Service person joins a seagoing unit that is eligible for ULA(S) and is permanently accommodated on board in appropriate accommodation when alongside in the UK (in a Base Port or any other port); or

b.
The 1st day that a seagoing unit that is eligible for ULA(S) arrives alongside in its Base Port, and a Service person is accommodated onboard overnight in appropriate accommodation (but see paragraph 10.0204b); or

c.
The 1st day that a seagoing unit that is eligible for ULA(S) arrives alongside in a UK port other than Base Port, where the visit is of 15 days or more, and the Service person is accommodated onboard overnight in appropriate accommodation.  Where a visit is programmed to be of less than 15 days, but is subsequently extended, entitlement to ULA(S) will commence from the day the change is notified.  LSA will cease on the day prior to the start of ULA(S) in such circumstances.

10.0207.
Cessation of Payment.    Payment of ULA(S) to eligible Service personnel will cease in the following circumstances:

a.
The 1st day that a Service person is no longer accommodated onboard overnight in a seagoing unit eligible for ULA(S) alongside in its Base Port.

b.    The 1st day of any period of absence from the eligible seagoing unit in excess of 72 hours, when the individual is not accommodated onboard overnight.
c.
The 1st day that a Service person is no longer accommodated onboard overnight in a seagoing unit eligible for ULA(S) alongside in a UK port other than Base Port, where the visit is of 15 days or more.

d.
The 1st day of any period that pay is not in issue and for periods for which pay is subsequently forfeited.

e.
The 1st day of Absence Without Leave (AWOL) or when an individual is declared as having deserted, whichever is earlier.

10.0208.
Concurrent Eligibility for Other Allowances.    Service personnel who qualify for ULA(S) and are engaged in work which would give them an entitlement to Unpleasant Work Allowance (UWA), may claim the appropriate level of UWA and ULA(S) concurrently.  Annex A to Chapter 5 Section 4 details the entitlement of seagoing personnel to LSA, GYH Travel and ULA(S) allowances.
RATES

10.0209.
Rate Calculation.    The Secretary of State for Defence confirms the rate of ULA(S).  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of ULA(S) will be published annually by the AFPRB.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also at Chapter 1 Section 6.

METHOD OF CLAIM
10.0210.
Method of Claim.    Payment of ULA(S) will be automatically processed on the application of the appropriate accommodation type by the Single Accommodation Administrator.
METHOD OF PAYMENT

10.0211.
Method of Payment.    Payment will be at a daily rate through the Service person’s salary.

Annex:

A.
Eligibility for ULA(S).

UNPLEASANT LIVING ALLOWANCE(OPERATIONAL)
GENERAL

10.0212.
Aim.    The aim of Unpleasant Living Allowance (Operational) (ULA(O)) is to support and improve retention by compensating those Service personnel accommodated in qualifying Forward Operating Bases (FOBs) and Patrol Bases (PBs) in authorised Operational Locations where living conditions fall below a minimum standard, assessed against Tier 1 Deployed Accommodation Standards.   ULA(O) acknowledges the continuing hardships of living in FOBs and PBs for extended periods of time on Operational Deployments.

10.0213.
Income Tax and National Insurance Contributions (NICs).    ULA(O) attracts a personal liability for both Income Tax and NICs.  These are deducted automatically from the Service person’s salary.
ELIGIBILITY

10.0214.
Eligible Service Personnel.    All Service personnel with the exception of Sponsored Reserves, irrespective of Personal Status Category (PStat Cat) or rank, will be eligible for payment of ULA(O) for every complete 24 hr period when accommodated overnight in a qualifying FOB or PB.

CONDITIONS

10.0215.
Qualifying Locations.    PJHQ will maintain a list of the locations where the payment of ULA(O) is permitted.  This list will be reviewed on a 6 monthly basis by the J1 staff within the relevant theatres of Operation to confirm continued entitlement. Currently only personnel serving in qualifying FOBs and PBs in Afghanistan are eligible for the payment of ULA(O).

10.0216.
Commencement of Payment.    Payment of ULA(O) to eligible Service personnel will commence on the 1st day that a Service person is accommodated overnight in a qualifying FOB or PB.

10.0217.
Cessation of Payment.    Payment of ULA(O) to eligible Service personnel will cease in the following circumstances:

a.
The 1st day that a Service person is no longer deemed to be on the reported strength of the qualifying FOB or PB.  When the FOB or PB is not their primary operational or duty location payment will cease on their day of departure from the qualifying location.

b.    Where the FOB or PB is their primary operational or duty location, from the 1st day of any period of temporary absence from the qualifying location  in excess of 72 hours including hospitalisation, when the individual is not accommodated overnight in the qualifying location.  Periods spent on long patrols or taskings after which the individual returns directly to the qualifying FOB or PB are not deemed to be periods of absence.

c.
Any period of time spent on R&R.  For the purposes of ULA(O)the commencement of R&R will be classified as the 1st day of absence from the from the qualifying FOB or PB.   
d.
The 1st day of any period that pay is not in issue and for periods for which pay is subsequently forfeited.

e.
The 1st day of Absence Without Leave (AWOL) or when an individual is declared as having deserted, whichever is earlier.

10.0218.
Concurrent Eligibility for Other Allowances.    Service personnel who qualify for ULA(O) and are engaged in work which would give them an entitlement to Unpleasant Work Allowance (UWA), may claim the appropriate level of UWA and ULA(O) concurrently.  The payment of LSA is permitted concurrently with ULA(O). 

RATES

10.0219.
Rate Calculation.    The Secretary of State (SofS) for Defence confirms the rate of ULA(O).  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of ULA(O) will be published annually by the AFPRB.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also at Chapter 1 Section 6.

METHOD OF CLAIM
10.0220.
Method of Claim.    Payment of ULA(O) will be automatically processed on the application of the appropriate accommodation type by the Single Accommodation Administrator.
METHOD OF PAYMENT

10.0221.
Method of Payment.    Payment will be at a daily rate through the Service person’s salary.

ELIGIBILITY FOR ULA(S)
	SERIAL

(a)
	FLEET ACCOMMODATION STANDARD

(b)
	CLASS OF SEAGOING UNIT

(c)
	ELIGIBLE FOR ULA(S)
(d)

	1


	DEFENCE STANDARD 02107
	Future aircraft carrier and future designs of ship
	No

	2


	Z STANDARD
	Type 45 Destroyer
	No

	3
	NAVAL ENGINEERING STANDARDS 107/17 (now obsolete)
	Current aircraft carriers; Landing Platform Dock (eg BULWARK); Landing Platform Helicopter (OCEAN); T22 Frigates; T23 Frigates; T42 Destroyers;  S, T and V Class submarines; Hunt Class mine counter measures ships; Sandown Class minehunters, Island and Castle Class Patrol ships and transit RFA accommodation if appropriate.


	Yes, but only for personnel in multi occupancy cabins of 3 bunks or more

	4
	COMMERCIAL STANDARDS
	Coastal Survey Vessels; Survey Vessels Hydrographic; Inshore Patrol Ships; River Class Patrol Ships; RFA.


	No


CHAPTER 10

SECTION 3

EXPERIMENTAL TEST ALLOWANCE

GENERAL

10.0301.
Aim.    The aim of Experimental Test Allowance (ETA) is to provide a small compensatory payment in recognition of the discomfort and effort involved by those Service personnel who participate in officially approved experimental tests.
10.0302.
Income Tax and National Insurance Contributions (NICs).    ETA attracts a personal liability for both Income Tax and NICs.  These are deducted automatically from the Service person’s salary.
ELIGIBILITY

10.0303.
Eligible Service Personnel.    All Service personnel (including Reserve personnel but with the exception of Sponsored Reserves and Cadet Force Adult Volunteers) participating in experimental tests outlined at paragraph 10.0304 are eligible for ETA.

CONDITIONS

10.0304.
Types of Experimental Tests.    For the purposes of ETA, an approved experimental test is one of the following:

a.
Invasive Procedures.    A single invasive procedure (eg the use of monitoring instruments in or on the body).

b.
Provision of Samples.    The production of each sample (eg blood, urine or faeces).

c.
Exposure to Stressful Conditions.    A test in stressful conditions that usually lasts for more than 10 minutes.  It may be appropriate for a test period of 30 minutes to apply to immersion in cold water or physical exercise in NBC protective clothing.  In extremely stressful conditions, such as high G acceleration, exposure to arctic or tropical climates, or those involving real personal risk, a test period of less than 10 minutes may apply.  The appropriateness of any test period for each test would be for the Director of Establishment or Medical Officer-in-Charge to determine, bearing in mind that a cash incentive to undergo stressful conditions beyond the reasonable safety health margin, is not acceptable.

d.
Parachute Testing.    The testing of experimental parachutes and novel parachuting techniques.

e.
Clothing and Equipment.    Accelerated-wearing trials and/or physiological tests for new pattern equipment, arctic or tropical clothing under actual or simulated arctic or tropical conditions.

f.
Other Tests.    Other tests approved by the Ethics Committee of the relevant authorising establishment.

10.0305.  
Approval of Tests.    Irrespective of the type of test outlined at paragraph 10.0304, the Ethics Committee at the relevant establishment must approve all tests prior to them taking place.  Tests qualifying for the allowance and the maximum number of tests permitted on each Service person per day are to be approved by the Director of Establishment or Medical Officer-in-Charge.

10.0306.  
Authorised Testing Establishments.    Tests must be conducted at, or on behalf of, an authorised establishment.  The list of establishments eligible to authorise ETA is at Annex A to this Section.

10.0307.
Test Records.    The establishment carrying out the tests is to record details of the tests carried out, and is to retain the original information sheet and completed consent form in perpetuity.

RATES

10.0308.
Rate Calculation.    The Secretary of State for Defence confirms the rate of ETA.  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of ETA will be published annually by the AFPRB.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also at Chapter 1 Section 6.

METHOD OF CLAIM

10.0309.
Method of Claim.    Payment is to be authorised at the relevant establishment and notified by the unit HR admin staff at that establishment direct to JPA via a ‘batch element entry’.  This allows an entry to be made by a unit without having access to the Service person’s full JPA record. 

METHOD OF PAYMENT

10.0310.
Method of Payment.    Payment of ETA will not be made without the authority of the Officer authorising the performance of the test (eg the Medical Officer-in-Charge).  Payment of ETA is on a ‘per test’ basis, which varies depending on the trial or study undertaken.  Payment will be through the Service person’s salary.

Annex:

B. Authorising Establishments for Experimental Test Allowance.

AUTHORISING ESTABLISHMENTS FOR EXPERIMENTAL TEST ALLOWANCE

	Serial

(a)
	Establishment

(b)
	Type of Test

(c)

	1
	Institute of Naval Medicine (INM), Alverstoke (Environmental Medicine Unit)
	Motion, noise and vibration testing and experiments into modified sleep and rest patterns. 

	2
	Chemical Defence Establishment (CDE), Porton Down
	Chemical, biological and clinical tests.

	3
	MOD Boscombe Down
	New parachute and associated testing as well as testing parachuting techniques.

	4
	Centre for Aviation Medicine (CAM), RAF Henlow
	Tests relating to degrees of sensitivity in the Air environment, such as noise and motion.


CHAPTER 10

SECTION 4

COMPENSATION FOR LOST AND DAMAGED PERSONAL EFFECTS

GENERAL

10.0401.
Aim.    The aim of Compensation for Lost and Damaged Personal Effects is to compensate a Service person for articles lost, destroyed or damaged resulting from the exigencies of the Service, and relate only to one-off payments for which the MOD is not otherwise liable (ie ex gratia payments).

10.0402.
Income Tax and National Insurance Contributions (NICs).    Compensation for Lost and Damaged Personal Effects attracts a liability for both Income Tax and NICs.  These are met by the MOD and paid by SPVA under PSA.

ELIGIBILITY

10.0403.
Admissible Compensation.    Regular and Reserve personnel, (except for Sponsored Reserves, whose claims require the exceptional authority of the SPVA Pay and Allowances Casework Cell (PACCC)) are eligible to claim in the following circumstances:

a.
When the loss or damage results from the exigencies of military service (see paragraph 10.0413); and

b.
When compensation for the loss or damage cannot be obtained under an existing insurance policy or from other sources; and

c.
When the loss or damage was not due to carelessness or negligence on the part of the claimant or their representative and could not have been avoided by them.

d.
When a claim is partially settled by an insurance company and the shortfall (inclusive of any excess on the insurance policy) exceeds £20, as long as all the conditions in sub-paragraphs 10.0403a to c are met.
INELIGIBILITY

10.0404.
Inadmissible Compensation.    Service personnel (including Reserve personnel in accordance with paragraph 10.0403 above) are ineligible to claim in the following circumstances:

a.
When claims are submitted to the CO more than one month after the date of loss or damage (without reasonable cause for delay).

b.
When losses or damage are sustained to items in the possession of the Service person while proceeding on, during or returning from all types of leave.

c.
When money is lost or stolen.

d.
When an article is covered by insurance, for which reimbursement has been received as a result of an insurance claim (other than as at paragraph 10.0403d).

e.
When any loss or damage amounts in all to less than £20 in value.

f.
When damage is caused to a private motor vehicle or aircraft, except when used in public service (see paragraph 10.0413c).

g.
When the loss or damage is to the private property of children’s nurses or other private civilian employees of Service personnel.  Such private employees should be advised of the desirability of fully insuring their effects against all risks.

h.
When the loss of property is due to theft by a Service person’s employee (eg cleaner, babysitter).

10.0405.
Insurance.    Except to the extent permissible under paragraphs 10.0403 and 10.0413, compensation will not be paid for any loss or damage which arises from the ordinary risks of civil life, such as fire, theft, loss in transit, etc.  The fact that these risks arise during Service life does not mean that they arise from the exigencies of the Service or are uninsurable risks.  Service personnel are therefore advised to protect themselves by taking out insurance against loss for which compensation cannot be granted in full or in part from public funds.

10.0406.
Cost of Insurance Premiums.    The cost of insurance for personal effects cannot be admitted as a charge against public funds, except as provided for within Disturbance Allowance and by Insurance Allowance (see Chapter 7 Sections 1 and 3).

CONDITIONS

10.0407.
Public Property Held on Personal Charge.    Service personnel are advised that they may be liable to make good the loss of, or damage to, public property (eg clothing or equipment) that they hold on personal charge or loan if the loss or damage has been caused through negligence on their part.  In addition to insuring against loss of personal private property from the normal hazards of fire, theft, damage and the like, it is in their interest to insure any public property on personal charge.  A Service person will not be held responsible for loss or damage which, after due investigation, was deemed to be outside their control.

10.0408.
Losses Occurring During Transit.    Compensation claims for losses occurring during transit should be made against the carrier company or an insurance company.  It is important that claims are made in writing within the periods prescribed in the company’s regulations.  Failure to obtain compensation, because a claim is not made in due time or is otherwise invalid, or because insurance had not been effected in respect of the articles and risks described in paragraph 10.0404, will not be accepted as grounds for a claim for compensation from public funds.  Any legal costs incurred by Service personnel in pursuit of insurance claims will not be borne by the MOD.

10.0409.
Baggage.    Baggage should always be insured against the risks of transit, whether or not it is accompanied by the claimant, including moves to and from the UK and between overseas stations (see also paragraph 10.0408).

10.0410.
Band/Mess Property.    Band committees are to take out adequate insurance for all band property vested in the Defence Council and, in view of the provisions of this Section, they are also strongly advised to insure all other property owned by or on loan to such committees and so protect themselves from the cost of replacement in the event of loss or damage.  Guidance on the insurance of Mess property is contained in single-Service Queen’s Regulations.

10.0411.
Investigation of Loss and Damage.    Where apparently admissible loss, damage or destruction occurs, the circumstances and the extent of the loss or damage are to be investigated by the CO, who may, if necessary, convene a Unit Inquiry for the purpose.  If the circumstances appear to warrant it, a Board of Inquiry may be convened.  The Board of Inquiry or Unit Inquiry is to report and record an opinion as to:

a.
Whether the loss or damage was the fault of the claimant.

b.
Whether the loss occurred in circumstances unavoidable by the claimant.

c.
Whether every effort was made to prevent the loss or minimise the damage.

d.
What efforts were made by the claimant, or their unit, to trace and recover any missing articles.

e.
What efforts were made by the claimant to recover the loss or damage through private insurance. 

10.0412.
Claims from Service Personnel on Loan Service or Secondment.    Claims from Service personnel on loan or secondment to other Nation Forces are not covered by these regulations but, in exceptional circumstances, cases may be referred to the MOD D S & C Claims for consideration.

LOSS OR DAMAGE

10.0413.
Causes of Loss or Damage.    Loss or damage will be regarded as being caused by the exigencies of military service when it arises out of any of the following circumstances:

a.
The conditions of active service.

b.
During transit at public expense where normal insurance against loss was unobtainable.

c.
Loss or damage caused as a consequence of a transport accident (eg driving or flying) whilst on duty.

d.
Fire or flood in barracks, or other planned Service accommodation areas (eg tented camps, ships, misappropriated SFA), except in cases where it is clear that the MOD has no liability. 

e.
Loss of, or damage to, property returned to the unit store or otherwise entrusted to official custody during the absence of the claimant (eg on leave, long courses, operations).

f.
Destruction by official order to prevent the spread of infectious or contagious disease (see paragraph 10.0414).

g.
The faulty construction or bad repair of all forms of Service accommodation.

h.
Death or destruction of horses in consequence of disease contracted from Service animals or infected quarters or of exceptionally unsanitary conditions (eg on board ship
) or of accidental injuries, not arising from any internal disorder, received while the animal was being used in the public service.

10.0414.
Destruction Orders.    If infected uniform is ordered to be destroyed, and the destruction is as a result of a Service need, compensation may be assessed in accordance with paragraphs 1 and 2 of Annex A to this Section.  A list of the articles destroyed should be made and a certificate from the medical officer stating the necessity for destruction should be attached to the claim.

10.0415.
Exceptional Circumstances.    If loss or damage should arise from exceptional circumstances not mentioned in paragraph 10.0413 but which might be considered to be military exigencies, special consideration of the case will be given in accordance with Annex B of this Section.  Claims considered under this paragraph must still satisfy the requirements of paragraph 10.0403b and c.

ENTITLEMENT

10.0416.
Articles for Which Compensation may be Granted.    Compensation may be granted within the following classes:

a.
Class A.    Articles of uniform, military kit and equipments which are required by regulations and are replaced at private expense.  Claims for articles falling within this Class are to be decided at the time, but payment may be withheld until re-provision becomes necessary.

b.
Class B.    Subject to the exclusions referred to under paragraph 10.0416e, personal effects and clothing not covered in paragraph 10.0416a and single-Service Materiel Regulations, which it was reasonable for the Service person to have in their possession at the time of loss.  Compensation is intended to cover such items as personal toiletries, civilian and sports clothing, but other items not otherwise excluded by these regulations may be admitted.  However, the CO or, for claims in excess of £500, the appropriate approving authority in accordance with Annex B to this Section, must be satisfied that each article has been reasonably valued and that the appropriate depreciation has been applied.

c.
Class C.    Articles of civilian clothing where such clothing has been specially ordered to be worn on military duty.

d.
Class D.    Books and instruments which are necessarily used for the benefit of the Service.

e.
Class E.    Family effects, not covered by insurance polices due to the Service implication of the claim, being such articles in the possession of a Service person or their family as are conventionally necessary to conform to the military standing of the Service person concerned but excluding consumable stores and articles of luxury and of artistic and antiquarian value.  Compensation will, however, be considered to the extent to which such articles replace conventional articles and on the basis of the value of the latter.

f.
Class F.    Private furniture not included under paragraph 10.0416e, but within the scales laid down for single accommodation furnished at public expense.

g.
Class G.    Band and Mess property, limited to articles considered necessary, and in the case of mess property excluding silver plate, consumable stores and any items provided as an approved official issue (see also paragraph 10.0410).

h.
Class H.    Horses, which are the private property of Service personnel, necessarily kept for military purposes within the number for which forage is admissible.

RATES

10.0417.
Rate Calculation.    The compensation will be assessed on the reasonable cost of replacing the article with a new one, less depreciation, where applicable in the respect of wear and tear according to the condition of the article at the time of loss.  Guidelines for calculating the amount of compensation payable are published periodically in Defence Information Notices (DINs) by MOD – D S & C Claims.  Compensation in respect of the family effects of a Service person (Class E) will be assessed by MOD - D S & C Claims in accordance with paragraph 10.0416e.  Compensation cannot be granted for loss or damage which amounts, in all, to less than £20 in value (see paragraphs 10.0403d and 10.0404e).  Limits for certain Class B items are set down at paragraph 10.0416b.

METHOD OF CLAIM

10.0418.
Reporting.    A claimant’s report of loss or damage is to be made immediately upon discovery, and failure to do this, with the consequent delay in the investigation of the circumstances thereof, may be held as sufficient reason for rejection of any claim.

10.0419.
Claim Process.    The claim process is at Annex A to this Section.  Where a claim is made which alleges negligence on the part of the MOD, its servants or agents, it should be submitted through the chain of command to MOD D S & C Claims under the provisions of the appropriate single-Service Queen’s Regulations.

METHOD OF PAYMENT
10.0420.
Method of Payment.    Claims that are approved are paid through the Service person’s salary.

Annexes:

A. Method of Claim.

B.
Levels of Approval Required for Claims.

METHOD OF CLAIM

1.
Submission of Claims.    Claims are to be submitted on JPA F014 to the CO of the unit within one calendar month of the date of the incident, whether or not full information is available.  Additional information should be forwarded as and when it becomes available.
2.
Evidence of Ownership.    Claimants may be required to produce evidence of ownership and of the value of the article for which they are claiming compensation.  Where the claimant has subsequently died, MOD D S & C Claims may require proof that replacement of lost articles was made before death.  Authorised compensation payments for deceased Service personnel will be paid into their estates.

3.
Substantiating a Claim.    A Service person who is insured against loss or damage should, when necessary, for the purpose of substantiating a claim against an insurance company, apply to their CO for a suitable document, giving such factual information as is available concerning the loss or damage.

4.
Cleaning or Repair of Damaged Articles.    Claims for the cost of cleaning or repair of damaged articles will be subject to the same eligibility assessment as claims for losses.  They are to be supported by receipted bills.  The full cost of cleaning or repair may be paid provided that this does not exceed the depreciated
 value of the article for which compensation has been claimed.

5.
Replacement - A Condition of Compensation.    When it is necessary to replace a lost/damaged article, the claimant is to produce the receipt of purchase of the new article or to give written undertaking that replacement will be effected as soon as possible after compensation has been received.

6.
Approval and Payment of Claims.    The levels of approval required for claims are at Annex B to this Section.
7.
Settlement of Claims.    Claims which can be settled within the financial powers set down in Annex B to this Section should be dealt with without delay.  All other claims, including doubtful or disputed claims, are to be forwarded to the MOD D S & C Claims as necessary for consideration and advice.

LEVELS OF APPROVAL REQUIRED FOR CLAIMS

	Serial
(a)
	CLASS OF CLAIM, (SEE 10.0416) AND WHETHER INDIVIDUAL OR MULTIPLE 
(b)
	AMOUNT OF AN INDIVIDUAL CLAIM


	
	
	£500 or less 
(c)
	Exceeding £500 but not more than £1,000
(d)
	Exceeding £1,000, but not more than £3,000
(e)
	Exceeding £3.000, but below £5,000
(f)
	£5,000 and above
(g)

	1
	Individual Claims, Classes A, B, C and D
	COs
	Nominated HLB Staff
	Nominated TLB Staff
	Through appropriate channels to SPVA Pay and Allowances Casework cell (PACCC)
	MOD D S & C Claims supported by CO’s report in accordance with paragraph 1 of Annex A to this Section and comments of HLB/TLB as appropriate.

	2
	Individual Claims, Classes  E to H
	MOD D S & C Claims supported by CO’s report in accordance with paragraph 1 of Annex A and comments of HLB/TLB as appropriate.

	3
	Multiple Claims (ie from different personnel arising from the same incident), any Class 
	COs
	Nominated HLB Staff
	If any individual claim exceeds £1,000, it must be sent to MOD D S & C Claims accompanied by the CO’s report in accordance with paragraph 1 of Annex A to this Section and comments of HLB/TLB as appropriate.


All exceptional claims (see paragraph 10.0415), if supported by the chain of command, are to be passed to MOD D S & C Claims for consideration. 

CHAPTER 10

SECTION 5
NORTHERN IRELAND MOTOR INSURANCE REFUNDS

GENERAL

10.0501.
Aim.    The aim of Northern Ireland Motor Insurance Refunds (NIMIR) is to meet the full cost of any loading on motor insurance premiums directly attributable to a permanent assignment in NI.

10.0502.
Income Tax and National Insurance Contributions (NICs).    NIMIR attract a liability for both Income Tax and NICs.  These are met by MOD and paid by SPVA under a PSA.

ELIGIBILITY
10.0503.
Eligible Service Personnel.    Regular Service personnel, Full Time Reserve Service (Full Commitment) and (Limited Commitment) and Additional Duties Commitment personnel, who are serving on the assigned strength of a resident unit within NI are eligible for refunds of additional motor insurance (but see paragraph 10.0504).

INELIGIBILITY
10.0504.
Ineligible Service Personnel.    Reserve personnel who are either outside the categories listed in paragraph 10.0503 or who have been locally recruited and are normally resident in NI, are ineligible for refunds of additional motor insurance.

ENTITLEMENTS

10.0505.
Service Entitlements.    Personnel are entitled to the cost of any loading on motor insurance premiums which can be directly attributable to service in NI.  The part of the premium to be refunded will be the amount by which the NI premium exceeds the notional comparable Central London premium.

10.0506.
Admissible Refunds.    Refunds are admissible as follows:

a.
Initial and Renewal.    Refunds of the full excess premium will be admissible for the period of the NI motor insurance policy provided the Service person has an expectation to serve in NI for the duration of the period for which the premium is paid.

b.
Departure from NI.    Refunds of excess premiums charged for a period beyond the Service person’s anticipated departure date from NI are to be calculated on a pro rata basis.  In the event that any refund of premium is made to a Service person for a period during which they are not entitled to such a refund (eg when departure from NI is earlier than the anticipated departure date), they must notify their unit HR admin staff as they will be required to repay the amount of this refund through their pay account.  Unit HR admin staff will calculate the repayment and set up the debit on the Service person’s pay account.  It is the Service person’s responsibility to reclaim the extra premium from their insurance company.
c.
Paid Breaks in Service.    No recovery will be made of a refund that has already been paid for a period that falls within a paid break in service (eg statutory maternity leave).  If the claimant continues to reside in NI during the paid break in service new claims will be admissible.
d.
Unpaid Breaks in Service.    No recovery will be made of a refund that has already been paid for a period that falls within an unpaid break in service.  No new claims will be admissible during such unpaid breaks.

RATES

10.0507.
Calculation of Refund.    Refunds of NI motor insurance premiums are limited to the actual difference in cost between insuring the same vehicle in the highest car insurance area in the UK (currently Central London) and insuring it in NI, as explained at paragraphs 10.0505 - 06 and 10.0608.
METHOD OF CLAIM

10.0508.
Insurance Quotations.    Claims are to be based on written quotations from the same insurance company or broker, stating the difference between insuring the same vehicle in Central London and NI.  The claim submitted is for the difference between the 2 quotations.  When an insurance company or broker is unable to supply both quotations the Service person is to obtain confirmation of this fact in writing from the company or broker.  In such circumstances, a comparative quotation from NAAFI based on the same criteria detailed in the NI quotation is to be obtained.

10.0509.
Submission of Claims.    Claims are to be submitted by the Service person using the JPA Expenses Claim system, as detailed in the JPA Employee Self-Service Desk Manual, as soon as the premium has been paid.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and submitted to unit HR admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to the JPAC for input to JPA.  Supporting documentary evidence from the insurance company or broker must be retained by the claimant.  If premiums are being paid in instalments, the claim may not be submitted until the final instalment has been paid.  Under no circumstances should claims be submitted for a period that extends beyond the anticipated end of the Service person’s assignment.

METHOD OF PAYMENT

10.0510.
Method of Payment.    All NIMIR, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 10

SECTION 6
SERVICE RISKS INSURANCE PREMIUM REFUNDS

GENERAL

10.0601.
Aim.    The aim of Service Risks Insurance Premium Refunds (SRIPs) is to contribute towards the extra cost incurred by eligible Service personnel when insuring themselves against particular Service risks.

10.0602.
Income Tax and National Insurance Contributions (NICs).    SRIPs attract a liability for Income Tax and NICs for personnel on a UK assignment.  The Tax and NICs will be met by MOD and paid by SPVA under PSA.  In accordance with ITEPA 2003 Section 299 SRIPs are non-taxable for Service personnel assigned outside UK.

10.0603.
Geographical Limitations and Double Accident Cover.    Service personnel are advised to examine very carefully any insurance policy they are offered to ensure it meets their needs as caveats may be included that limit the cover being offered.  For example, flying risk cover may be offered that has a geographical limitation (eg Europe only).  Such limitations will almost invariably be unsuitable for military aircrew.  It should be possible to obtain worldwide cover although an additional premium may be required.  The term “double accident” cover may be used by insurers and may bring with it certain limitations to the cover provided.  Service personnel should satisfy themselves that they fully understand and accept what terms such as “double accident” cover mean and any limitations they impose before adopting the policy.

ELIGIBILITY

10.0604.
Eligible Service Personnel.    Regular and Reserve personnel, (except for Cadet Force Adult Volunteers, who are ineligible and Sponsored Reserves who may claim only with the exceptional authority of the SPVA Pay and Allowances Casework Cell)  who are required to pay extra premiums if they wish their insurance policies to cover Service risks, may receive assistance from public funds towards the costs incurred if they are:

a.
Training for, or employed on, aircrew duties which require them to fly in Service aircraft and incur Service flying risks.

b.
Not currently employed as indicated in sub-paragraph 10.0604a, but have so served and expect to undertake such duties again.

c.
Service personnel other than those in sub-paragraphs 10.0604a and b who, by virtue of their duties, are required to fly regularly (as either passengers or crew) in Service aircraft (eg RN Flight Maintainers).

d.
Called upon to make parachute descents as part of their normal duties.

e.
Employed on bomb disposal and/or mine clearance duties.

f.
Employed as divers as part of their normal duties.

g.
Serving, or warned to serve, in Northern Ireland.

h.
Serving on operations overseas or within the UK.  These claims will require the exceptional authority of the SPVA PACCC (for Afghanistan see sub-paragraph 10.605 below).

i.
Employed on mountain leader and/or mountain rescue duties.

j.
Employed on aerial erector and/or maintenance duties.

k.
Special Forces and/or Special Duty personnel.

l.
Employed on Submarine Escape Training Tank and Submarine Parachute Assistance Group duties.

10.0605.    Additional premiums will be refunded on any eligible policies where the premiums have risen due to being deployed on the land or in the airspace over Afghanistan, and insurers require an extra premium to enable Personal Accident policies to provide cover whilst there.  These claims will not require the exceptional authority of the PACCC.

CONDITIONS

10.0606.
Premium Reduction.    Expenditure on insurance against the above Service risks will not be refunded unless it has been necessarily incurred.  In the event of any change of circumstances or if there is a general reduction in the rate of premium charged by companies, it is the claimant’s responsibility to check whether extra premiums should be reduced.  Failure to take this action may result in the payment of the claim being delayed or disallowed or the amount incorrectly claimed recovered from the claimant.

10.0607.
Casual Flying Risks.    Assistance will not normally be granted towards extra premiums sometimes payable to cover "casual" flying risks such as an infrequent air trooping flights or as a passenger, whether on or off duty.  However, SPVA PACCC will consider a claim where a Service person can show that no acceptable alternative insurance cover could be obtained.

10.0608.
Eligible Policies.    The type of policies that qualify for partial refunds of extra premiums paid for particular Service risks are as follows:

a.
Whole life.

b.
Endowment.

c.
Family income.

d.
Mortgage protection.

e.    
Life insurance only pension policies, for which the whole of the premium is attributable to term life cover. Life insurance only pension policies, which were issued before December 2006, qualify for tax relief. For such policies the refund should be calculated by applying the limitation on refunds set down in paragraph 10.0621 to the premium loading with tax relief deducted.
f.
Short term and temporary life policies, provided they are taken out for terms of not less than 4 years; policies for shorter terms may be authorised at the discretion of SPVA PACCC.  The sum assured in “family income” or similar policies will be deemed to be the value of the capital sum assured, plus the commuted value of the “family income” benefit in the first year of the policy.

g.
Personal Accident policies covering those serving on operations in Afghanistan only.

Refunds will be admissible on policies held by the spouse/civil partner of eligible Service personnel but not on policies held by other persons.

10.0609.
Ineligible Policies.    Personal Accident policies (with the exception of those on operations in Afghanistan) do not normally qualify for a refund of extra premiums for Service risks.  However, SPVA PACCC will consider a claim if a Service person can show that they could only obtain cover against Service risks by resorting to accident insurance.

10.0610.
Limitations of Refunds.    Entitlement is limited to refunds on a policy or policies which offer cover up to the total maximum sums assured as detailed at Annex A to this Section.  Where 2 or more policies are held totalling more than the maximum sum assured, refunds will be made on the policies most favourable to the claimant.  Once decided, however, the policies selected cannot subsequently be changed.  If a refund is due on only part of the sum assured of any one policy it is to be calculated on a proportionate amount of the extra premium payable. If the cover offered exceeds the maximum sum assured then a proportionate refund is due only on the maximum sum assured.
10.0611.
Family Income and Decreasing Term Policies.    In applying the limits in paragraph 10.0610, the sum assured of a family income or similar policy, or a decreasing term policy, is to be calculated as follows:

a.
Family Income or Similar Policy.    The commuted value of the family income benefit in the first year of the policy plus the value of any capital sum is to be regarded as the sum assured.

b.
Decreasing Term Policy.    In decreasing term policies the sum assured, or in certain cases the commuted value of the sum assured, decreases annually over the term of the policy; the extra premium being related to the sum assured in the first year of the policy and remaining constant throughout.  For individuals holding such policies, the sum assured will be regarded as being 8/9ths of the sum assured in the first year of the policy, subject to the current maximum allowable as shown at paragraph 10.0610 and Annex A. This formula does not apply to any fixed capital sum that may be included in the policy.

Example:

Fixed Capital Sum





-
£500

Decreasing Term Element (£900 x 8/9ths)
-
£800 

Assessed Sum Assured



-
£1300

Renewals and extensions of short term and temporary life policies will be considered as new contracts and will count towards maximum entitlement.

10.0612.
Lapsed, Surrendered or Converted Policies.    In the case of lapsed, surrendered or converted policies, the surrender or conversion value of the policy should be deducted from the agreed ceiling (as shown at paragraph 10.0610 and Annex A to this Section) in order to assess the maximum assured sum on which refunds may be made on future policies.  Where extra premiums in respect of Service risks are being paid on more than one policy the amount of refund will be calculated as in paragraph 10.0611, as if the individual concerned were paying extra premiums on one policy within the maximum referred to at paragraph 10.0610 and Annex A to this Section.  Refunds will be admissible on policies held by the spouse/civil partner of eligible Service personnel but not on policies held by other persons.  Renewals and extensions of short-term and temporary life assurance policies will be considered as new contracts and will count towards maximum entitlements.  Claimants must provide evidence from the insurers of the surrender value and the date on which premiums ceased.

10.0613.
Modification and Termination.    DCDS Pers P&M (Allces) may modify or terminate SRIPs entitlements at any time.  Any claim submitted before the termination or modification was announced, would not, however, be affected.  Those who have already taken out insurance against Service risks and as a consequence of significantly increased risk to Service personnel are required to pay an increased premium, retain an entitlement to SRIPs at the existing rate of payment.  If existing policy holders take out a new policy it will be subject to any limitation on SRIPs at that time.

10.0614.
Terminated Liability.    Any claimant who has been reimbursed in respect of expenditure on extra premiums, and is subsequently able to reclaim the whole or part of the extra premium because they have ceased to incur the risks for which the extra premium was charged or because the policy has been cancelled, will be required to refund to public funds the whole, or a portion of the amount originally paid to them.
10.0615.
Extra Premiums Charged for Other Risks.    Extra premiums charged for risks other than those in paragraph 10.0604  and 10.0605 (eg civilian flying) are outside the scope of SRIPs.  However, if, for example, a Service person incurs additional premiums because they carry out a significant amount of private non-Service as well as Service related flying, one half of the additional premiums will be regarded as covering the Service element and refunds will be in accordance with paragraph 10.0610.

10.0616.
Discharged Personnel.    If a claimant is due to leave the Service before the expiration of a period for which refund has been made, the over-issue is to be assessed by the unit HR admin staff and recovered prior to the claimant leaving the Service.  Recovery action need not be taken if the claimant provides the unit HR admin staff with a statement from the insurers that the company will not repay the amount of the extra premium.

10.0617.
Deceased Personnel - Outstanding Refunds.    Unit HR admin staff are to obtain details from the insurance company concerned of any extra premiums paid since the last claim and submit a claim on behalf of the individual’s estate.

10.0618.
Paid Breaks in Service.    No recovery will be made of a refund that has already been paid for a period that falls within a paid break in service (eg statutory maternity leave).
10.0619.
Unpaid Breaks in Service.    No recovery will be made of a refund that has already been paid for a period that falls within an unpaid break in service.  No new claims will be admissible during such unpaid breaks.
RATES

10.0620.
Calculation of Refunds.    The total maximum sum assured is increased annually in line with the annual AFPRB pay award.  It is calculated by taking the top rate of flying pay, plus the pay of a Flt Lt or equivalent after 5 years and then multiplying the total by three.  Flt Lt or equivalent after 5 years in receipt of top rate flying pay is a “marker rank” for one of the high risk trades, who receive specialist pay and are eligible to claim SRIPs.  The total is multiplied by 3 years’ pay which is a reasonable level of insurance cover for an individual to take out and is in line with the death in service benefit payable under AFPS 75.

10.0621.
Limitations of Refunds.    Assistance is limited to a maximum refund as follows:

a.
For Policies Taken out Prior to 14 March 1984.    75% of the extra premiums paid on a policy, or policies, having a total sum assured not exceeding the amounts shown in Annex A to this Section.

b.
For Policies Taken out on or After 14 March 1984.    90% of the extra premiums paid on a policy, or policies, having a total sum assured not exceeding the amounts shown in Annex A to this Section.  The current maximum is also shown in Chapter 1 Section 6. 
c.
Wef 1 February 2010 For Policies (Both Personal Accident and Life) Taken out by those Deployed on the Land or in the Airspace over Afghanistan.   100% of the extra premiums paid on a policy, or policies, being the total sum assured for life cover (including the life cover element of a personal accident policy) not exceeding the amounts shown in Annex A to this Section.  The current maximum is also shown in Chapter 1 Section 6. 

Maximum amounts will be published in the annual SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”. 

10.0622.
Trainees and Students.    Some trainees and students may initially be charged excess premiums at a lower rate. They may elect, if they wish, to waive claims for refund until on excess premium is charged on a policy at the full higher rate; in either case, refund is payable for a maximum of 6 years.

10.0623.
Belated Claims.    A belated claim may be submitted, on verification by unit HR admin staff, up to 6 years in arrears.

METHOD OF CLAIM

10.0624.
Method of Claim.   The extra costs incurred by those with PAX insurance will be calculated automatically by MOD and will be paid direct to Chartis; individuals need take no action.  All other claims are to be submitted by individuals using JPA F010 after completion at Part D by the relevant insurance company. The completed JPA F010s are to be forwarded to unit HR admin staff for authorisation.  The JPA F010s are to be submitted as follows:
a.
Annual Premium Payments.    Where the extra premium is paid annually as a lump sum, a claim is to be made immediately the annual extra premium is paid.  If the extra premium is paid by monthly or quarterly instalments, a claim is to be made immediately the final instalment of a 12 month period has been paid, but for Personal Accident policies for those on operations in Afghanistan, see sub-para c.

b.
Quarterly Refunds.    Students and trainees who decide to claim refunds during training may submit claims quarterly if they wish.

c. Personnel who are claiming SRIPs on Personal Accident policies other

than PAX may be eligible for an advance of pay iaw JSP 754 02.0505k.  Separate arrangements are in place for PAX; see paragraph 10.0624 above.
Unit HR admin staff will input the entitlement to JPA via an ‘Element Entry’.

METHOD OF PAYMENT
10.0625.
Method of Payment.    SRIPs will be paid via the Service person’s salary.
    
Annex:

A. Maximum Total Sums Assured.

MAXIMUM TOTAL SUMS ASSURED

1.
1.
Refunds are limited to a policy or policies which offer cover up to the following total maximum sums assured as at the dates shown below  (paragraph 10.0610 refers):

	Serial

(a)


	Detail

(b)


	Date Policy Commenced

	
	
	1 Apr 99

(c)
	1 Apr 00

(d)
	1 Apr 01 

(e)
	  1 Apr 02

(f)
	1 Apr 03 

(g)
	1 Apr 04 

(h)

	1
	Maximum Sum Assured
	£120,000
	£124,000
	£130,000
	 £135,000
	£140,000 
	£143,000 


	Serial

(a)
	Detail

(b)
	Date Policy Commenced

	
	
	1 Apr 05

(i)
	1 Apr 06

(j)
	1 Apr 07
	1 Apr 08

(l)
	1 Apr 09

	1
	Maximum Sum Assured
	£148,000
	£152,000
	£157,000
	£162,000
	£167,000


CHAPTER 10

SECTION 7
DISCHARGE GRANT FOR SERVICE PERSONNEL UNDER SENTENCE

GENERAL

10.0701.
Aim.    The aim of the Discharge Grant for Service personnel Under Sentence (SUS) is to ensure that personnel discharged from the Services from the Military Corrective Training Centre (MCTC) have sufficient funds on their discharge to meet their immediate needs.  The Grant is paid in line with Prison Service guidelines and it replaces Income Support, which would otherwise be claimed from the Department for Work and Pensions (DWP).

10.0702.
Income Tax and National Insurance Contributions (NICs).    In line with the tax treatment of Prison Service Grant the Discharge Grant is non-taxable.
ELIGIBILITY

10.0703.
Eligible Service Personnel.    All Service personnel (including Reserve personnel, but not non-mobilised Regular Reserves and Cadet Force Adult Volunteers) aged 18 or over who are discharged from the MCTC into the civilian community will receive the Discharge Grant.

ENTITLEMENT

10.0704.
Rate of Discharge Grant.    The Discharge Grant has one rate and is payable to eligible Service personnel aged 18 and over.  A further sum may be paid direct to a genuine accommodation provider for a Service person who requires rented accommodation to be arranged prior to their release.

RATE

10.0705.
Rate.    The rate of payment is set at the rate of the Prison Service Discharge Grant, authorised by the Prison Service Operational Policy Group through the Prison Service Management Board on behalf of the Secretary of State for the Home Department.  The rate is notified to SP Pol P&M (Allces) by MCTC and is then published in the annual MOD SP Pol Pay and Manning (Allowances) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  The current rate is also shown in Chapter 1 Section 6.



METHOD OF PAYMENT

10.0706.
Method of Payment.    Payment is made in cash by MCTC via the Imprest/Public account, against RAC NPA001 (LPC ZZP 1L96661).  A receipt should be provided to the discharged Service person, which they should retain to be shown to the DWP on demand.  The additional payment (see paragraph 10.0704) must not be made to the Service person, friend or relative of the Service person, but direct to the accommodation provider.

CHAPTER 10

SECTION 8
REFUND OF NUGATORY HOLIDAY EXPENDITURE

GENERAL

10.0801.
Aim.    The aim of Nugatory Holiday Expenditure (NHE) is to contribute towards the actual financial loses, within defined parameters, incurred in connection with planned holidays necessarily cancelled or curtailed because of the needs of the Service.

10.0802.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 62 NHE attracts a liability for Income Tax and NICs.  The tax and NICs will be met by MOD and paid by SPVA under PSA.

DEFINITION

10.0803.
Holiday Expenditure.    For the purpose of this Section, holiday expenditure is defined as travel, accommodation and food for which payment has already been made prior to the holiday being cancelled or curtailed.  Where a package holiday of any type is booked, holiday expenditure is defined as the whole package costs.  Holiday expenditure may also include activities pre-booked as part of the holiday (eg diving lessons, ski equipment hire, excursions) for which refunds cannot be obtained.

ELIGIBILITY

10.0804.
Eligible Service Personnel.    All Service personnel (including Reserve personnel but with the exception of non-mobilised Regular Reserves, Sponsored Reserves and Cadet Force Adult Volunteers) are eligible to claim when their holiday plans and, where appropriate, those of their accompanying immediate family (see paragraph 10.0810c) are cancelled or curtailed as a result of unforeseen and unavoidable Service requirements.  The following list of acceptable events is for guidance and is not exhaustive:

a.
Unplanned military commitments which could not have been foreseen and are outside the normal run of peacetime activity.

b.
Deployment of the UK Armed Forces at short notice in civil emergencies in the UK.

c.
Deployment of the UK Armed Forces overseas at short notice in support of the civil authorities or international organisations (eg United Nations or NATO), on the specific direction of HM Government.

d.
Temporary restrictions on leave travel to Northern Ireland or the Republic of Ireland.

e.
Service personnel being summoned to give evidence at a Court Martial, or at a civil court, following an incident witnessed during the course of military duties, or an incident witnessed by an off-duty member of the UK Armed Forces at their place of duty.

f.
Service personnel who are required to act as direct substitutes for those who qualify under sub-paragraphs 10.0804a to c.

g. RN personnel who are sent on unplanned TOPMAST moves.

h.
Service personnel recalled from leave who qualify under paragraph 10.0813.

INELIGIBILITY

10.0805.
Ineligible Service Personnel.    Refunds are not admissible in cases where:

a.
Holiday arrangements have been made either:

(1)
After the Service person has been nominated for a pre-planned emergency standby (eg Emergency Relief Pool, Spearhead Battalion, Deployment Warning Role); or

(2)
After Service personnel have been nominated for standby under emergency reinforcement or similar schemes.

b.
A unilateral decision to curtail a holiday is taken by the Service person concerned in advance of and/or without a prior written order from their CO or equivalent.

c.
Cancellation or curtailment of a holiday is due to normal exigencies of the Service, such as:

(1)
A Service person actively volunteers for duty in an existing, or forthcoming, military operation, regardless of the expected dates of any related assignments.

(2)
A Service person is facing disciplinary or criminal proceedings involving either the military or the civil authorities.

(3)
A Service person is faced with changes to, or continuation or extension of, normal peacetime duties (eg attendance at meetings, replacement personnel becoming unavailable, or extension of a military exercise).

d.
Cancellation or curtailment of a holiday is due to a Service person’s participation in Adventurous Training, or adventurous pursuits.

e.
A Service person is required to give evidence to a civil court about an incident they have witnessed when off duty away from their duty station and which has no connection with their military duties.

f.
A family visit arranged within the Families Assistance for Visits Abroad (FAVA) Scheme is cancelled or curtailed as a result of the normal exigencies of the Service.

10.0806.
Rest and Recuperation (R&R) and Operational Stand Down (OSD).    Private holidays or travel arrangements booked to coincide with periods of R&R or OSD carry an increased risk of cancellation or curtailment.  When this occurs there will be no entitlement to refunds of NHE.

10.0807.
Timeshare Properties.    Claims for losses relating to the maintenance of timeshare properties (eg ownership/leasehold periods, administration fees, running costs), are not admissible for refunds of NHE, as Service personnel should be aware of the risks posed by Service life to such long term arrangements.  Losses in connection with actual expenditure incurred for a specific holiday planned in a timeshare (eg flight costs, car hire) may be reclaimed as described within this Section.

10.0808.
Delayed Departure.    No claim for additional expenditure or losses resulting from a delay in departure is admissible under NHE.

10.0809.
Inadmissible Costs.    Claims may not be submitted under these regulations for expenditure resulting from:

a.
Kennelling, quarantine or veterinary arrangements for any animal.

b.
Membership fees and hire costs relating to individual or group social and sports clubs, events and functions.

ENTITLEMENT

10.0810.
General.    NHE payments will be considered only where holiday expenditure already incurred in anticipation of normal leave is rendered wholly or partly nugatory as a result of the cancellation or curtailment of that leave.  Claims are to be limited to actual losses incurred and are subject to all the following conditions:

a.
There must be proof of expenditure (eg receipts).

b.
There must be evidence that all reasonable steps have been taken to obtain a refund of the original expenditure from the holiday operator, travel agent or insurance company; claims will not be considered until all such efforts have been exhausted.  If, however, a refund is obtained from the holiday operator/travel agent or insurance company after receiving compensation from the MOD, the claimant must repay to the MOD such a sum as to ensure that the net compensation/refund does not exceed the original outlay.

c.
The loses should relate only to expenditure incurred by the Service person in respect of themselves and their immediate family (ie spouse/civil partner and/or dependant children) and not to that incurred by or on behalf of another relative, fiancé/fiancée, intended civil partner or friend.  Claims may, however, be submitted in respect of expenditure incurred by, or on behalf of, a fiancé/fiancée or intended civil partner in cases where a marriage or registration of a civil partnership has been arranged which would have taken place before or during the cancelled holiday.

10.0811.
Insurance.    Service personnel are advised that they are expected to plan their personal travel and holiday arrangements in a responsible manner, with due regard to their Service commitments.  They are strongly advised to purchase suitable insurance cover whenever they travel.  The insurance cover purchased or any failure to arrange suitable insurance cover will influence any subsequent claim against the MOD as follows:

a.
A Service person who has purchased an insurance policy which includes cancellation cover, who subsequently manages to reclaim cancelled holiday costs, less the cost of the insurance policy and excess, from the insurance company will be refunded the cost of the insurance premium and any excess.

b.
A Service person who has purchased an insurance policy which does not include cancellation cover and must reclaim NHE from public funds, will be refunded the costs incurred less the difference in cost between the inadequate insurance purchased and the cost of suitable insurance as quoted by  a Services Insurance & Investment Advisory Panel (SIIAP) member
, assuming the former is cheaper than the latter.

c.
A Service person who has not purchased any insurance policy, and must reclaim NHE from public funds will be refunded the costs incurred less the cost of suitable insurance as quoted by a SIIAP member.

10.0812.
Use of Air Miles.    Where Service personnel use Air Miles as full or part payment for a holiday which is subsequently cancelled, leading to a NHE claim, no refund will be authorised for the lost Air Miles element of the claim.  Only the actual cash value loss over and above the Air Miles will be considered for an appropriate refund.

10.0813.
Recall From Leave.    A Service person who is recalled from leave before the conclusion of their holiday arrangements may submit a claim for refund of NHE which will be subject to the following factors:

a.
Package Holidays.    Admissible expenditure on package holidays may be refunded as a percentage of the total cost of the holiday.  The refund is calculated by taking into account the planned length of the holiday and the actual number of nights spent on holiday, using the table at Annex A to this Section.  Provisions for the reimbursement of additional travelling expenses incurred in the event of recall from leave are contained in Chapter 4 Section 1.

b.
Other Holidays.    Refunds of expenditure for other holidays, where the travel and accommodation elements have been separately booked, will be admissible subject to the following guidelines.

(1)
Accommodation Element.    Refunds of pre-booked and pre-paid accommodation expenditure will be limited to those nights which have been paid for but not used.

(2)
Travel Element.    Where the return portion of a pre-paid travel ticket cannot be used, due to the curtailment of a holiday, any refund will be based on the cost of the inward fare.  In any case, no more than 50% of the cost of a return ticket will be refunded when a holiday is curtailed.  Provisions for the reimbursement of additional travelling expenses incurred in the event of recall from leave are contained in Chapter 4 Section 1.

10.0814.
Death in Service.    If the Service person dies on duty and the death results in the cancellation of a family holiday, where expenditure has already been incurred, a claim for NHE may be submitted on behalf of the widowed spouse, surviving civil partner or dependent child(ren).

RATES

10.0815.
Rates of NHE Refund.    Refunds of NHE are limited to the actual costs which cannot be reclaimed from other sources (eg travel insurance).  The refundable rate of NHE will be adjusted in accordance with paragraph 10.0811 to take account of the Service person’s insurance arrangements.
METHOD OF CLAIM

10.0816.
General.    Claims are to be submitted on JPA F013.  NHE claims are to be supported by:

a.
Documentary evidence stating:

(1)
Why the holiday was cancelled or curtailed, including a copy of the written order cancelling or curtailing the leave.

(2)
That the claimant’s intended leave had been approved in the proper manner.

b.
Proof of expenditure either in original form or clear photocopies.

c.
Evidence to show that all reasonable steps have been taken to obtain a refund.

d.
In the case of claims submitted under paragraph 10.0810c documentary evidence to show that at the time of, or during the planned holiday/honeymoon the fiancé/fiancée or intended civil partner would have been, or become, the claimant’s spouse/civil partner.
e.
Details of any insurance cover (see paragraph 10.0811).

10.0817.
Certification.    Certifying officers must satisfy themselves that the likelihood of cancellation could not have been foreseen at the time of booking.  Claims are to be forwarded through the chain of command to the appropriate delegated authority holder for consideration.

10.0818.
Authority for Approval.    All claims must be staffed to the following authorities who may approve individual claims for reimbursement of NHE as follows:

a.
Under £1,000
-
Top Level Budget Holders (TLBs)






(TLBs may sub-delegate).

b.
£1,001 - £5,000
-
SPVA Pay and Allowances Casework Cell 






(PACCC).

c.
£5,001 and over
-
SP Pol P&M (Allces).

d. In addition to paragraph 10.0818c, where a claim is contentious or where a number of claims have resulted from the same event (and in total exceed £5,000) they are to be submitted via the chain of command, to SPVA PACCC who will subsequently forward the claim(s) to SP Pol P&M (Allces) for a decision.

10.0819.
Input of Authorised Sums to JPA.    Completed authorised claims for payment of NHE refunds authorised by, or on behalf of TLBs (up to £1,000) will be passed to the unit HR admin staff for input to JPA via an ‘Element Entry’.  All other authorised claims will be passed to JPAC who will input to JPA via an ‘Element Entry’.

METHOD OF PAYMENT

10.0820.
Method of Payment.    Irrespective of who inputs the detail to JPA the authorised NHE refund will be paid to the relevant Service person via their salary.

Annex:

A.
Percentage Refund of NHE for Recall from Leave.
PERCENTAGE REFUND OF NHE FOR RECALL FROM LEAVE

	Serial

(a)
	Planned Number of Nights Holiday

(b)
	Percentage Refund for Number of Nights Actually Spent on Holiday

	
	
	4 or less

(c)
	5

(d)
	6

(e)
	7

(f)
	8

(g)
	9

(h)
	10

(i)
	11

(j)
	12

(k)
	13

(l)
	14

(m)
	15

(n)
	16

(o)
	17

(p)
	18

(q)
	19

(r)
	20

(s)
	21

(t)

	1
	21
	100%
	94%
	88%
	82%
	76%
	71%
	65%
	59%
	53%
	47%
	41%
	35%
	29%
	24%
	18%
	12%
	6%
	0%

	2
	20
	100%
	94%
	88%
	81%
	75%
	69%
	63%
	56%
	50%
	44%
	38%
	31%
	25%
	19%
	13%
	6%
	0%
	

	3
	19
	100%
	93%
	87%
	80%
	73%
	67%
	60%
	53%
	47%
	40%
	33%
	27%
	20%
	13%
	7%
	0%
	
	

	4
	18
	100%
	93%
	86%
	79%
	71%
	64%
	57%
	50%
	43%
	36%
	29%
	21%
	14%
	7%
	0%
	
	
	

	5
	17
	100%
	92%
	85%
	77%
	69%
	62%
	54%
	46%
	38%
	31%
	23%
	15%
	8%
	0%
	
	
	
	

	6
	16
	100%
	92%
	83%
	75%
	67%
	58%
	50%
	42%
	33%
	25%
	17%
	8%
	0%
	
	
	
	
	

	7
	15
	100%
	91%
	82%
	73%
	64%
	55%
	45%
	36%
	27%
	18%
	9%
	0%
	
	
	
	
	
	

	8
	14
	100%
	90%
	80%
	70%
	60%
	50%
	40%
	30%
	20%
	10%
	0%
	
	
	
	
	
	
	

	9
	13
	100%
	89%
	78%
	67%
	56%
	44%
	33%
	22%
	11%
	0%
	
	
	
	
	
	
	
	

	10
	12
	100%
	88%
	75%
	63%
	50%
	38%
	25%
	13%
	0%
	
	
	
	
	
	
	
	
	

	11
	11
	100%
	86%
	71%
	57%
	43%
	29%
	14%
	0%
	
	
	
	
	
	
	
	
	
	

	12
	10
	100%
	83%
	67%
	50%
	33%
	17%
	0%
	
	
	
	
	
	
	
	
	
	
	

	13
	9
	100%
	80%
	60%
	40%
	20%
	0%
	
	
	
	
	
	
	
	
	
	
	
	

	14
	8
	100%
	75%
	50%
	25%
	0%
	
	
	
	
	
	
	
	
	
	
	
	
	

	15
	7
	100%
	67%
	33%
	0%
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	16
	6
	100%
	50%
	0%
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	17
	5
	100%
	0%
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


CHAPTER 10

SECTION 9
PROFESSIONAL BODY SUBSCRIPTIONS/FEES
GENERAL

10.0901.
Aim.    The aim of Professional Body Subscriptions/Fees (PBF) was originally to contribute to the cost of subscriptions/fees paid by Service personnel to professional or civilian organisations, when considered by Branch/Trade sponsors to be mandatory for the performance of their duties in the Service.  This provision has now been withdrawn.

10.0902.
Income Tax and National Insurance Contributions (NICs).    N/A.
10.0903.
Alternative Refunds.    Payment or reimbursement of subscriptions to professional or civilian organisations from public funds is no longer permitted.  Service personnel who are members of professional bodies/civilian institutes may be entitled to claim tax relief for their annual subscriptions/fees where these are approved by HM Revenue and Customs (HMRC).  Please refer to the HMRC website Section 201 ICTA 1988 for further guidance.

RATES

10.0904.
Refunds.    Refunds of PBF are not permissible from public funds.

CHAPTER 10

SECTION 10
REFUND OF FOREIGN CURRENCY EXCHANGE COSTS

GENERAL

10. 1001.
Aim.    The aim of Refund of Foreign Currency Exchange Costs is twofold: 

a.
To reimburse Service personnel who have necessarily incurred charges in respect of essential purchases and redemption of foreign currency and/or of traveller’s cheques for temporary duty journeys overseas.  

b.
To make good any loss otherwise incurred by differences in the value of currency purchased commercially and the Forces Fixed Rate (FFR) of exchange.  

10.1002.
Income Tax and National Insurance Contributions (NICs).    In accordance with ITEPA 2003 Section 370 Refunds of Foreign Currency Exchange Charges are non-taxable.

ELIGIBILITY

10.1003.
Eligible Service Personnel.    All Service personnel who have incurred charges when purchasing and/or redeeming foreign currency and/or traveller’s cheques for necessary temporary duty journeys overseas.  Service personnel must have purchased this foreign currency and/or traveller’s cheques from commercial sources and not through Service related sources and they must suffer a net financial loss from their currency purchase transaction (eg a claim would not be appropriate if the Service person made a £5 gain on purchase of local currency and only incurred a £3 commission charge - net gain of £2).  Overseas currency and/or traveller’s cheques purchases are to be restricted to the minimum amount necessary to enable a Service person to meet their daily expenses until they are able to cash a Sterling cheque through local Service facilities at FFR.  Minimum amounts of overseas currency should be obtained to minimise the amounts the Service person may have to redeem at the end of their temporary overseas duty journey.

RATES

10.1004.
Refund Entitlements.    A refund may be claimed when foreign currency and/or traveller’s cheques purchased from or redeemed at a commercial source, inclusive of any commission costs, result in a Service person obtaining a worse rate of exchange than the FFR of exchange.  The FFR that should be used is the one that was in force for the foreign currency and/or traveller’s cheques on the day that they were purchased or redeemed by the Service person.  Where there is no FFR for the temporary duty country, the General Accounting Rate (GAR) is to be used.  An example of when a refund can be claimed is a follows: 

A Service person proceeds on a temporary duty journey from UK to the USA and has a requirement to use commercial messing and accommodation facilities throughout the duty.  In preparation for this expense, the Service person purchases $800 at an exchange rate of $1.48 to £1 plus a 1% commission charge.  The cost of the commercial transaction was £545.95 ($800 at $1.48 equals £540.54 plus 1% charge of £5.41), whereas the cost through the Service would have been £533.33 ($800 at a FFR rate of $1.50 to £1).  The Service person has therefore incurred additional expenditure of £12.62 which will be refunded.  If the same Service person has US Dollars remaining at the end of the duty journey and further costs are incurred to exchange these back to Sterling, these costs may also be claimed.

METHOD OF CLAIM

10.1005.
Method of Claim.    Refunds of Foreign Currency Exchange Costs are claimed through the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the period concerned or the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR Admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto a JPA Form F016a which will then be despatched to JPAC for input to JPA.  The Service person is to retain full details of the transactions, including the number and denominations of any traveller’s cheques purchased, supporting receipts and details of the bank or agency from which they were obtained.  These records are to be retained by the Service person for 24 months.  Similar information is to be retained regarding traveller’s cheques cashed during the duty visit or foreign currency and traveller’s cheques redeemed on return from the temporary overseas duty.

METHOD OF PAYMENT

10.1006.
Method of Payment.    All refunds of Foreign Currency Exchange Costs, irrespective of whether they have been claimed using the on-line self-service system or the manual alternative, will be paid direct to the Service person’s nominated bank account.

CHAPTER 10

SECTION 11
MISCELLANEOUS ALLOWANCES

GENERAL

10.1101.
List of Miscellaneous Allowances.    A number of miscellaneous allowances and entitlements are detailed in other regulations and these are summarised at Annex A to this Section.

Annex:

A.      Miscellaneous Allowances.

MISCELLANEOUS ALLOWANCES

	SERIAL

(a)
	TITLE OF ALLOWANCE

(b)
	AIM AND ADDITIONAL INFORMATION 

(c)
	TAXABLE STATUS

(d)
	REGULATIONS AND REFERENCES

(e)

	1
	Detainees Under Sentence Reimbursement Allowance (DUSRA)
	Aim:  To enable Service Detainees under Sentence (DUS) to purchase toiletries and other clearly defined miscellaneous items.

Rates: DUSRA rates are calculated annually by MCTC based on the actual costs of a MCTC pre-determined list of items such as toiletries, cleaning materials, writing paper, envelopes, stamps and cigarettes.  The weekly cost of these items is calculated and then divided by 7 to give the daily rates.
	Attracts a liability for both Income Tax and National Insurance Contributions.  These are met by MOD and paid by SPVA under a PSA.  MCTC and Service Custody Falicities (SCF) are required to provide a consolidated return of all DUSRA expenditure as at 31st March each year to  SPVA PACCC Recoveries and Writes-Off, Mail Point 600, APC Glasgow.
	JSP 837 (Code of Practice for the Management of Personnel in Service Custody)

Rates are published in the annual SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  Current rates are also at Chapter 1 Section 6.

	2
	Funeral Grants
	Aim: To provide assistance towards the cost of funeral expenses following the death of a Service person.

Rates: Funeral Grant rates are calculated by SP Pol P&M (Allces), using the average costs of various SP Pol P&M (Allces) pre-determined items/services included within funerals and cremations from 6 RAF station standing funeral service provision contracts with local undertakers across the UK.  This exercise is undertaken every 5 years and in the intervening years the rates are uplifted by the All Items RPI.
	Non-taxable. (in accordance with ITEPA 2003 section 406a).
	JSP 751 Chap 11 (Casualty and Compassionate Policy & Procedures)

Rates are published in the annual SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”.  Current rates are also at Chapter 1 Section 6.


	SERIAL

(a)
	TITLE OF ALLOWANCE

(b)
	AIM AND ADDITIONAL INFORMATION 

(c)
	TAXABLE STATUS

(d)
	REGULATIONS AND REFERENCES

(e)

	3
	Reimbursement of Medical, Dental, Optician & Prescription Fees
	Aim: To reimburse charges incurred by Service personnel for dental and medical treatment, treatment by an optician and prescriptions from civilian facilities that would otherwise be provided by Service sources free of charge.

Rates:  The refunds are paid as actual receipted admissible costs.

Method of Claim: Refunds are claimed using the JPA Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual.  They are to be submitted within one month of the period concerned or the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system,  JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA.
	Non-taxable.
	RN: BR 1991 

Army: AGAIs Chapter 66

RAF: AP 1269



	4
	Provision of Driving Licence Fees
	Aim: To pay the driving licence fees for those Service personnel employed in driver trades, or those who are required to drive regularly as part of their Service duties.

Method of Payment: The actual costs of driving licences are normally paid direct from the unit Imprest/Public account. 
	Non-taxable. (in accordance with ITEPA 2003 sections 250 & 251).
	JSP 800 Volume 5 (Defence Road Transport Regulations)

	SERIAL

(a)
	TITLE OF ALLOWANCE

(b)
	AIM AND ADDITIONAL INFORMATION 

(c)
	TAXABLE STATUS

(d)
	REGULATIONS AND REFERENCES

(e)

	5
	Provision of Passports and Visas at Public Expense
	Aim: To provide Service personnel and their immediate family travelling on official journeys with the necessary identity documentation. 

Method of Payment: The actual costs of passports and visas are normally paid direct from the unit Imprest/Public account.
	In accordance with ITEPA 2003 Section 299 (but see notes below this Table).
	JSP 800 Volume 2 Part 2 Chap 17 (Defence Movement and Transportation Manual)

	6
	Official Entertainment (OE)
	Aim: OE supports MOD objectives, facilitates wider public understanding of the Armed Forces, enhances professional contacts, furthers Defence policy interests and meets Defence Diplomacy objectives.  OE also aims to support management objectives or enhancement of esprit de corps.

Rates: Indicative rates of OE are set every 2 years by SP Pol P&M (Allces) based on the average costs of various menu items from a SP Pol P&M (Allces) pre-determined survey of various eating establishments within central London and elsewhere across the UK.  In the interim year, rates will be uplifted by the relevant RPI.
	In accordance with ITEPA 2003 section 336 non-taxable allowance, except OE expenditure authorised under Annex A, Serial 3 of DIN 2010 DIN 08-029 which covers the entertainment of Crown Servants by other Crown Servants for the purpose of enhancing and developing cohesiveness and an effective team spirit.  Income Tax and National Insurance Contributions for unit cohesiveness events are met by MOD and paid by SPVA under a PSA.
	DIN 2010 DIN 08-029

Indicative rates are published in the annual SP Pol P&M (Allces) Directed Letter “Rates of Entitlement for Allowances for Service Personnel”. Current rates are also at Chapter 1 Section 6.




	SERIAL

(a)
	TITLE OF ALLOWANCE

(b)
	AIM AND ADDITIONAL INFORMATION 

(c)
	TAXABLE STATUS

(d)
	REGULATIONS AND REFERENCES

(e)

	7
	Domestic Assistance (DA)
	Aim: To provide domestic support at public expense.  This is normally received by officers who are in command appointments and have a functional requirement to entertain.

Entitlement: As explained in single-Service regulations at column (e).
	Non-taxable.
	RN: PLAGO Articles 0207/0208.

Army: AGAIs Vol. 3 Chapter 86.

RAF: AP 3390 Vol. 2, Part 2, Chapter 9.

	8
	Reimbursement of Telephone and Postal Fees
	Aim: To reimburse charges incurred by Service personnel for telephone and postal charges that would otherwise be provided by Service sources free of charge.

Rates:  The refunds are paid as actual receipted admissible costs.

Method of Claim: Refunds are claimed using the JPA I Expenses Claim system as detailed in the JPA Employee Self-Service Desk Manual, through ‘Other Duty Travel’.  They are to be submitted within one month of the period concerned or the date on which the expenditure was incurred.  For those personnel with no access to the JPA on-line system, JPA Form F016 is to be completed and submitted to unit HR Admin staff for input onto JPA using the Zoom facility.  Cadet Force Adult Volunteer (CFAV) should complete JPA Form F016 and submit it to unit HR admin staff who will check the form and confirm entitlement prior to transcribing the full entitlements onto JPA Form F016a which will then be despatched to JPAC for input to JPA.
	Non-taxable.
	Telephone:

Army:  PAM Part 12 Chapter 1 Section 7 Annex A Ser 62.

Postage:

Army:  PAM Part 12 Chapter 1 Section 2 Para 12.01089.

	9
	Ex Gratia Payments in lieu of Maternity Allowance
	Aim: To pay the equivalent of Maternity Allowance to Service personnel whose spouses/civil partner accompany them overseas to countries where there is no reciprocal maternity arrangement and would have otherwise been entitled to receive the Maternity Allowance had they remained in the UK.
Method of Payment: Payment once authorisedby the Department for Works and Pensionsis paid at the actual equivalent costs of Maternity Allowance All payments to personnel overseas are normally paid direct from the unit Imprest/Public account. 
	In accordance with ITEPA 2003 Section 299 Compensation for loss of National Insurance Benefits are non-taxable.

	Rules on the entitlement to Maternity Allowance are governed by the following DIN: 

2009DIN01-032


NOTES:    The provision of passports and/or visas to Service personnel, and in certain circumstances to accompanying dependants, has an Income Tax and NICs liability as follows:

a.
There is no liability for Income Tax and NICs when Service personnel are provided with a new, renewal or replacement passport and/or visa, and travel to a country which requires a valid passport and/or visa, within 6 months of a passport and/or visa being provided at public expense.

b.
There is a liability for Income Tax and NICs when Service personnel are provided with a new, renewal or replacement passport and/or visa and do not travel to a country which requires a valid passport and/or visa within 6 months of purchase at public expense.  This liability will be met by MOD and paid centrally by SPVA under a PSA.  To limit this liability, passports and/or visas are, where possible, only to be purchased where overseas travel requiring the passport and/or visa within the next 6 months is expected.

c.
The immediate family of Service personnel are only provided with a passport and/or visa at public expense when they have an entitlement to travel at public expense to a country that requires them to hold a valid passport and/or visa.  It is envisaged that as passports and/or visas provided for dependants at public expense will only be purchased when their use within 6 months of procurement is confirmed, there will therefore be no liability for Income Tax or NICs.

d.
There is a liability for Income Tax and NICs for visas that are provided at public expense for Gurkhas and other Foreign & Commonwealth British Service personnel and their accompanying dependants to enable them to enter and remain in the UK during UK-based assignments.  This liability will be met by MOD and paid centrally by SPVA under a PSA.

CHAPTER 10

SECTION 12
OPERATIONAL ALLOWANCE 

GENERAL

10.1201.
Aim.    The aim of the Operational Allowance is to recognise the significantly increased and enduring nature of the danger in specified operational locations (SOL), over and above that compensated for within the X Factor.  

10.1202.
Income Tax and National Insurance Contributions (NICs).    The Operational Allowance is non-taxable. This is in accordance with Amendment 6 to The Social Security (Contributions) Regulations 2006 (in respect of NICS) and the forthcoming Finance Act 2007 (in respect of Income Tax). 
ELIGIBILITY

10.1203.
General.    Service personnel in operational locations specified by MOD will be eligible for the Operational Allowance.  Qualifying locations will be determined at least every 6 months following PJHQ advice on the danger of current operations and the challenge of a deployment. The qualifying locations and dates on which an Operational Allowance begins and ceases to be payable, in a SOL, will be announced by SP Pol Pay and Manning (Allowances) in a Directed Letter.   

10.1204.
Eligible Service Personnel.    Regular Service personnel, mobilised Reserves and Full Time Reserve Service (Full or Limited Commitment) personnel are eligible for the Allowance if they are in a SOL where the Allowance has been declared as payable.  
INELIGIBILITY

10.1205. 
Ineligible Service Personnel.   The following personnel are ineligible for the Operational Allowance as they receive different remuneration packages:

a.
Attachés, Advisers and Embassy/ High Commission-based personnel.

b.
Loan Service personnel. 

c.  Sponsored Reserves.

d.
Expeditionary Forces Institute (EFI) personnel.

ENTITLEMENT
10.1206.
Scope.    The Operational Allowance is paid for each day that eligible Service personnel are in a SOL where the Allowance has been declared as payable.  The geographical boundary includes personnel serving on RN ships in specified waters and those flying sorties over or into a designated operational area, provided that they directly support the operation.  Detailed eligibility for aircrew and personnel whose duties require them to fly over or into a SOL are at Annex A.

10.1207.
Continuation of the Allowance.  The Allowance will be paid:

a.
For the duration of the planned length of the Service person’s assignment to the operational deployment, if the recipient is hospitalised
 in theatre or elsewhere. The  Allowance is to be paid for the full length of the planned deployment, up to a maximum of 6 months, even if the Service person is discharged from hospital and does not return to the operational theatre.
b. For the planned length of the Service person’s assignment to the operational deployment, if the recipient dies.    

c. When a Service person serving in a SOL is declared ‘Missing’ or ‘Returned from Missing’ (RFM), until such time as the Joint Casualty and Compassionate Centre (JCCC) categorises them otherwise.  The following will subsequently apply:

(1).
If the Service person is subsequently declared ‘Dead’, their pay account will be credited with the amount that would otherwise had been paid if they had completed their planned operational deployment.  If that date has passed, entitlement to the Operational Allowance will cease the day after they are declared ‘Dead’.  

(2).
‘Missing’ Service personnel who return and pending repatriation to the UK are re-categorised as ‘Returned from Missing’ (RFM) (eg after a period of detention against their will by a hostile group) will continue to be paid the Operational Allowance until they leave the specified operational location.  

(3).
‘Missing’ Service personnel who return and resume their duties in a SOL will continue to receive Operational Allowance.

10.1208.
Cessation of Entitlement.    The Service person’s entitlement will cease with effect from:

a.
The day after they depart a SOL (unless the Allowance continues in accordance with paragraph 10.1207).  This excludes days spent out of a SOL on Rest & Recuperation or, for eligible ships, RN standoff time.  The rate calculation methodology takes account of projected days out of theatre on Rest and Recuperation.  

b.
The day after departure, if deploying to another Operational Allowance earning location on the same day.  In this instance, the effect is that the payment will be continuous but is payable in one location only ie this clause avoids payment of 2 daily rates of Operational Allowance.

c.
The 1st day of any period that pay is not in issue (unless the Allowance continues in accordance with paragraph 10.1207) and for periods for which pay is subsequently forfeited.

d.
The 1st day of Absence Without Leave (AWOL) or when an individual is declared as having deserted, whichever is earlier.

10.1209
Concurrent Payment of the Operational Allowance with Other Allowances.    The Operational Allowance is payable concurrently with any other allowance for which the Service person is eligible.


RATES

10.1210.
Rates of Operational Allowance.    The daily rate of Operational Allowance is based upon the tax and National Insurance contributions paid by a Private Soldier, with 5 years service, on his/her salary and separation allowance when deployed for 6 months. The current daily rate is at Chapter 1 Section 6.  

METHOD OF CLAIM

10.1211.
Method of Claim.
Entitlements to the Operational Allowance will be captured by unit HR admin staff in accordance with separate instructions issued by SPVA.  

METHOD OF PAYMENT

10.1212.   
Method of Payment.    Payment will be at the daily rate of Operational Allowance, as a lump sum following the end of their period of duty a SOL, via the Service person’s salary.

REVIEW PROCESS

10.1213

Review Process.
PJHQ will submit to DCDS Pers P&M (Allces) a list of locations that they believe should attract OA bi-annually, no later than 1 Mar and 1 Sep.  Upon receipt of the proposal MOD DCDS Pers Allces will staff the submission through DCDS(Cts), Def Res and HMT in order to gain agreement on which of the proposed locations will qualify for OA and which will attract reserve funded OA.  Once agreed by all parties DCDS Pers P&M (Allces) will return the list to PJHQ for promulgation as necessary wef 1 Apr and 1 Oct.

PAYMENT OF THE OPERATIONAL ALLOWANCE TO PERSONNEL FLYING OVER OR INTO A SPECIFIED OPERATIONAL LOCATION

1.
General.    The OA is to be paid to those personnel deployed to Forward Operating Bases outside the SOL, whose role requires them to fly into or over the SOL directly in support of operations there.  Payment of the OA is either continuous for the duration of the deployment, or paid at a daily rate.

2.
Continuous Payment.    Payment of the OA is continuous (ie it is paid for every day of a qualifying deployment) for the following:


a.
Personnel deployed for the primary purpose of flying sorties over or into a SOL who, for the duration of their deployment undertake these duties for at least 50% of the time (eg for a deployment of 60 days, flying sorties must be undertaken for a minimum of 30 days). 


b.
Personnel undertaking flying duties from ships stationed outside of a SOL who spend the majority of their working week flying sorties over or into a SOL (ie a minimum of 4 out of 7 days per week). 


c.
Any other personnel whose duties require them to fly over or into a SOL for at least 50% of the time that they are deployed (eg. for a deployment of 120 days, these duties must be undertaken for a minimum of 60 days).  Examples of eligible personnel are: aeromedical staff, aircraft engineers and air despatch personnel.  

3.
Daily Payment.    Personnel, irrespective of their branch or trade, whose duties require them to fly over or into a SOL for 3 days or less per week, will be paid OA only for those days when they do fly over or into a SOL.

4.
Clarification of Entitlement.    Where eligibility for a particular group of personnel is unclear, Unit HR admin are to seek guidance, via their J1 staffs within their front line command HQs, from their MOD single Service Allowances Policy staffs.  They, in turn, will seek a ruling from SP Pol Pay and Manning (Allowances).

5.
Review of Entitlement.    Front line command HQs should keep the eligibility for aircrew and personnel whose duties require them to fly over or into a SOL under review, to ensure that the appropriate OA is paid (either continuous or daily), as employment patterns alter.

CHAPTER 10

SECTION 13
EXPERIMENTAL DIVING ALLOWANCE (DEEP)
GENERAL

10.1301.
Aim.  The aim of Experimental Diving Allowance (EDA) (DEEP) is to compensate Service personnel for carrying out experimental dives over and above that which is compensated for by Specialist Diving Pay.   It is paid for dives undertaken in both authorised Compression Chambers and open water.

10.1302.
Income Tax and National Insurance Contributions (NICs).  DEEP Allowance attracts a personal liability for both Income Tax and NICs.  These are deducted automatically from the Service person’s salary.

ELIGIBILITY

10.1303.
General.  All Service personnel (including Reserve personnel), irrespective of rank, who undertake experimental diving, as outlined in the paragraphs below are eligible for EDA (DEEP) Allowance.

10.1304.
Experimental Diving.   The term Experimental Diving is to be interpreted as the use of human subjects during investigative hyperbaric procedures which significantly extend the physiological knowledge associated with hyperbaric exposure.  This may include decompression and treatment table development/validation, hyperbaric exercise investigations, thermal physiology studies, gas mixture studies and the use of breathing apparatus, emergency breathing systems and thermal protection systems which do not comply with British Standards, European Norm (BSEN) standards or extend human physiological limits.

10.1305.
Hyperbaric Exposure.   The term hyperbaric exposure is to be interpreted as subjection to an increase in ambient pressure and subsequent decrease as a result of this procedure.  This may be conducted either in an approved hyperbaric chamber or open water as prescribed by the Experimental Protocol/Test Plan (EP/TP).  Total hyperbaric chamber time, where relevant, is associated with a particular experiment.

ENTITLEMENT

10.1306.
Regulations for Allowance.   EDA(DEEP) Allowance is payable in the following circumstances:

a.
Payment is made to all qualified personnel who volunteer for Experimental Hyperbaric Protocols/Test Plans.

b.
Provided medical requirements are in accordance with BR 1750A.

c.
Qualifying posts are in accordance with BR 2806 (The UK Military Diving Manual).

10.1307.
Authorisation to Conduct Experimental Dives.  Experimental Dives conducted by MOD personnel must be subject to scientific and ethical approval by the MOD(N) Personnel Research Ethics Committee prior to commencement of the experiment.  The appropriate grade will be authorised by the Superintendent of Diving (SofD) prior to the commencement of the experiment and is to be stated in the ET/TP.  Experiments conducted outside the regulations in BR 2806 must be authorised in advance by the SofD even if approval by the MOD(N) Personnel Research Ethics Committee (REC) has been granted.

10.1308.
Categories of Payment.  There are five grades of payment awarded to personnel who volunteer for Experimental Hyperbaric Protocols/Test Plans.  These experiments can be carried out at sea or in shore establishments.  In addition, volunteers may participate in experiments conducted overseas provided the relevant EP/TP has been subject to ethical review and approval process by the host nation.  For experiments conducted overseas, the REC will also review the appropriate EP/TP to confirm that the proposed experiment is acceptable.

10.1309.
Hyperbaric experiments may be conducted either in authorised Compression Chambers or open water as dictated by the EP/TP.  Providing scientific and ethical approval has been granted by the relevant EC and the regulations concerning Experimental Protocols (BR 2806 Vol 1 Chap 6) have been adhered to, volunteers participating in such experiments are entitled to receive EDA(DEEP) as described within the Experimental Diving Allowance Grade guidelines below.  In recognition that experimental diving hyperbaric exposures are different from submarine escape and rescue hyperbaric exposures the grades for these have been individually defined.  The rates of allowance for each experimental grade are laid down in the AFPRB Annual Report and relevant pay letters covering the period during which the experiments are conducted.

10.1310.
The five grades of payment for EDA(DEEP) are:

a.
Grade 1.  Experimental hyperbaric exposure and diving trials not in excess of 42 metres where the planned total hyperbaric exposure time is less than or equal to 1 hour and has required the approval of the REC.

b.
Grade 2.  Experimental hyperbaric exposure and diving trials not in excess of 42 metres where the planned total hyperbaric exposure time exceeds 1 hour but is less than or equal to 2 hours and has required the approval of the REC.

c.
Grade 3.  Experimental hyperbaric exposure and diving trials not in excess of 42 metres where the planned total hyperbaric exposure time exceeds 3 hours and has required the approval of the REC.

d.
Grade 4.  Experimental hyperbaric exposure and diving trials in excess of 42 metres where the planned total hyperbaric exposure time is less than or equal to 2 hours and has required the approval of the REC.

e.
Grade 5.  Experimental hyperbaric exposure and diving trials in excess of 42 metres where the planned total hyperbaric exposure time exceeds 2 hours and has required the approval of the REC.
10.1311.
Submarine Escape and Rescue Experiments.  The following grades apply for EDA(DEEP) for Submarine Escape and Rescue Experiments:

a.
Grade 1.  Submarine escape and rescue experiments not in excess of 30 metres where the total hyperbaric exposure time is less than or equal to 6 hours and has required the approval of the REC.

b.
Grade 2.  Submarine escape and rescue experiments not in excess of 46 metres where the total hyperbaric exposure time is less than or equal to 12 hours and has required the approval of the REC.

c.
Grade 3.  Submarine escape and rescue experiments not in excess of 46 metres where the total hyperbaric exposure time exceeds 12 hours but is less than or equal to 24 hours and has required the approval of the REC.

d.
Grade 4.  Submarine escape and rescue experiments in excess of 46 metres where the total hyperbaric exposure time is less than or equal to 2 hours and has required the approval of the REC.

e.
Grade 5.  Submarine escape and rescue experiments in excess of 46 metres where the total hyperbaric exposure time exceeds 2 hours and has required the approval of the REC.

10.1312.
Diving Equipment Trials.  Dives not in excess of 60 metres, using in-Service procedures to assess the suitability of Life Support Equipment or ancillary diving equipment, may be conducted in accordance with the regulations in BR 2806.  Such minor equipment trials should be supported by a Test/Trial Plan stating the objectives of the test.  Dives of this nature, using commercial off the shelf equipment which conforms to British and European legislation/standards, will not normally be considered as experimental dives for entitlement to SP.  Exceptions to this regulation may be made if, in the opinion of the SofD, the physiological risk and hyperbaric stress associated with the trial justify the award of Experimental Diving Allowance.  The SofD will be the arbiter of the grade to be awarded.  

10.1313.
In cases of doubt or where the EP/TP does not fit the guidelines above; the Superintendent of Diving (Navy) (SofD), in consultation with the Consultant Adviser Diving Medicine INM and the SMO (Underwater Medicine) INM, will be the final arbiter in the award of Experimental Diving Allowance.

10.1314.
Authorisation.   For submarine escape and rescue equipments approved by the REC, the experimental grade is to be stated in the EP/TP.  The grades for submarine escape and rescue experiments must be authorised by FLEET COMOPS prior to commencement of the experiment.

10.1315.
In cases of doubt or where the EP/TP does not fit the guidelines above, the SofD in consultation with the Consultant Adviser Diving Medicine INM and the SMO (Underwater Medicine) INM and OIC SETT, will be the final arbiters in the award of Experimental Diving Allowance.
RATES

10.1316.
Rate Calculation.  The Secretary of State for Defence confirms the rate of Experimental Diving Allowance.  The SofS bases those rates upon recommendations made by the Armed Forces Pay Review Body (AFPRB) annually.  The AFPRB base their recommendation on evidence gathered (eg from MOD Papers of Evidence, visits to military establishments, other specially commissioned studies).  Normally, they recommend that the rate increases at the same percentage as the annual pay award.  The rate of EDA will be published annually by the AFPRB.  The rate is also published in the annual MOD SP Pol P&M (Allces) Directed Letter ‘Rates of Entitlement for Allowances for Service Personnel’.  The current rate is also at Chapter 1 Section 6.
METHOD OF CLAIM

10.1317.
Method of Claim.  Payment is to be authorised at the relevant diving unit and authorised by the OiC on locally produced forms.  Forms are then to be submitted to unit HR admin staff in order for payment to be processed.

METHOD OF PAYMENT
10.1318.
Method of Payment.  Payment of EDA(DEEP) will be made upon presentation of the appropriately authorised forms.  Payment of EDA is on a ‘per dive’ basis, which varies depending on the grade of dive undertaken.  Payment will be through the Service person’s salary.  EDA may be paid concurrently with other allowances/pay.

CHAPTER 10

SECTION 14
PART TIME SERVICE INSTRUCTORS ALLOWANCE

GENERAL

10.1401.
Aim.    The aim of Part Time Service Instructors Allowance (PTSIA) is to recompense individuals who provide instruction to other Service personnel in Service units (including ships) where the employment of other full-time instructors or attendance at part-time civilian courses is impractical or not financially viable to meet the educational needs of the unit.  The detailed rules and procedures regarding the delivery of part time instruction by Service personnel are laid down in the following single Service regulations
:

a.
RN - BR 1797 Chapter 2.

b.
RAF - AP 3379 - The RAF Manual of Training – Chapter 15 & Leaflet 2140.

10.1402.
Income Tax and National Insurance Contributions (NICs).    PTSIA attracts a personal liability for both Income Tax and NICs.  These are deducted automatically from the Service person’s salary.
ELIGIBILITY

10.1403.
General.     With the exception of Service education officers (i.e. RN E(TM), Army ETS and RAF Admin(Trg) personnel), all Service personnel (including Reserve personnel) irrespective of rank, with suitable educational qualifications, who undertake part-time educational instruction, as outlined at paragraphs 10.1404 to 10.1410, are eligible for PTSIA.

10.1404.
Instruction must involve delivery of classes outside an individual’s normal Service duties and must be conducted outside normal working hours.  Payments for time spent in preparing classes or marking work may not be claimed, but are implicit in the rates of payment.  Personnel will not be eligible for payment if the terms of reference for their post require them to undertake instructional duties that fall outside either their normal working hours or their normal Service duties.

10.1405.
Instruction should only be arranged when sufficient demand for a course has been identified, and only after an assessment that the applicable Service persons’ attendance at an existing local civilian educational establishment is deemed as impractical or not financially viable.  Instruction is to be authorised by the Unit Education Officer, Commanding Officer or delegated officer (minimum rank of OF3).

10.1406.
The subjects studied must be educational and should normally be in direct preparation for an examination or be vocational subjects such as word processing or foreign language conversation classes, studied for their own enjoyment.  Recreational subjects such as the training of bands, dancing, sport, physical training etc are excluded.  

Service Physical Training Instructors are not eligible to receive payment for sport, or other physical training subjects.  The prior approval of single Service education authorities must be sought in cases of doubt.

10.1407.
Instruction must not form part of any Service’s professional or trade training.  A course must comprise a minimum of 4 lessons or lectures.  Tutorials do not qualify for payment.

10.1408.
A class is not to be started for fewer than 6 students, but when overseas this may include entitled civilians (for Naval Service see BR1797 Art 1210).  Payment must cease if the number falls permanently below 3.  In ships or units with establishments of less than 200 Service personnel, classes may be started for not fewer than 3 people with prior approval from single Service education authorities.  

10.1409.
If a unit cannot find part-time instructors from its own resources, part-time instructors from the other Services may be used.  In such cases payment to the instructor will be made by the unit to which he or she belongs.

10.1410.
Further advice and clarification can be sought from single Service education authorities.

ENTITLEMENT

10.1411.
Levels of Allowance.    PTSIA has 2 levels of payment based on an hourly rate.  It is only paid for ‘contact time’ but rates include recognition of any time spent by instructors in marking and preparation outside these hours.   The 2 levels are:

1.
Academic/Leading to Examination or Qualification – Basic Skills, GCSE and ‘A’ Level.

2.
Vocational - Word processing, foreign language conversation classes etc.

RATES

10.1412.
Rate Calculation.    PTSIA rates will be reviewed annually by the RN (as lead) in consultation with other single Service education authorities, with the recommended rates formally endorsed through the Defence Education Strategy Group for implementation on 1 Apr of each year.  The rates are linked to equivalent UK civilian supply teaching rates.  The rates can be found in Chapter 1 Section 6. 

METHOD OF CLAIM

10.1413.
Method of Claim.    Completed copies of Annex A to this Section, are to be authorised by the Unit Education Officer, Commanding Officer or delegated officer (minimum rank of OF3), and are to be submitted monthly in arrears to the unit HR admin staff.  They will then process the forms and enter them onto JPA using an ‘Element Entry’ for payment to the entitled personnel. 

METHOD OF PAYMENT

10.1414.
Calculation of Payment.    Service personnel undertaking any instruction meeting the requirements outlined at paragraphs 10.1404 to 10.1410 will receive the appropriate hourly rate of PTSIA for that day.  PTSIA is paid as an hourly allowance, for the lessons that qualify for payment of PTSIA, via the Service person’s salary.

10.1415.
Record of Payment.    A detailed record of the work for which PTSIA is claimed is to be maintained by the authorising unit (see Annex A to this Section) on a unit PTSIA record file and a copy placed on the Service person’s file.

10.1416.
Auditing.    The details recorded in the unit records are to be retained for 6 years for audit purposes.  For operations manned by non-formed units, the records are to be forwarded to the Service person’s permanent unit on closure of the associated operational admin unit.

Annex:

A.      Individual Monthly PTSIA Authorisation Control Sheet.
INDIVIDUAL MONTHLY PART TIME SERVICE INSTRUCTORS ALLOWANCE AUTHORISATION CONTROL SHEET
Number ____________ Rank _______ Name _____________   Unit  ______________ Sub-Unit ____________Month ______Year  _____

	Date
	Time of Instruction
	Subject Instructed
	Number of Students in attendance
	Number of Hours Claimed for Rate 1 Allowance
	Number of Hours Claimed for Rate 2 Allowance

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	

	19
	
	
	
	
	

	20
	
	
	
	
	

	21
	
	
	
	
	

	22
	
	
	
	
	

	23
	
	
	
	
	

	24
	
	
	
	
	

	25
	
	
	
	
	

	26
	
	
	
	
	

	27
	
	
	
	
	

	28
	
	
	
	
	

	29
	
	
	
	
	

	30
	
	
	
	
	

	31
	
	
	
	
	


Allowance Rates: 

	1
	Academic - Leading to Examination or Qualification
	Basic Skills, GCSE and ‘A’ Level

	2
	Vocational
	Word processing, foreign language conversation classes etc.


Total Monthly Claim:

	Rate
	Total Hours Claimed

	1
	

	2
	


1  Unit Education Officer, Commanding Officer, or delegated   

   Authority. Minimum rank OF3.  
The detail contained on this control sheet is an accurate record of the claimant’s entitlement to PTSIA and I authorise payment as summarised in the Monthly Totals above.  

Name ____________________Initials _______ Rank ___________ Appointment1 ___________​​​​​​​​​​​​​​​____________ Date __________

Payment Actioned By:  Name _______________________ Initials ________  Rank ________Unit ________________________________ Date ________
CHAPTER 10

SECTION 15

CAMPAIGN CONTINUITY ALLOWANCE 

GENERAL

10.1501.
Aim.    The aim of the Campaign Continuity Allowance (CCA) is to recognise and compensate for the significantly increased burden placed on personnel assigned to specific campaign continuity posts for longer operational tours than would normally be experienced.

10.1502.
Income Tax and National Insurance Contributions (NICs).  CCA attracts a personal liability for Income Tax and NICs.  These are deducted automatically from the Service person’s salary.

ELIGIBILITY

10.1503.
General.    Service personnel permanently assigned to campaign continuity posts specified by MOD will be eligible for the CCA after 228 days qualifying service in the relevant operational theatre, in a qualifying post.  Qualifying posts are designated and approved by ACDS (Ops).  At present, CCA will only be granted for posts which are deployed on operations in Afghanistan or Iraq, or on operations in direct support of either operational theatre. In extraordinary circumstances, other posts may be considered.

10.1504.
Eligible Service Personnel.    Regular Service personnel, mobilised Reserves and Full Time Reserve Service (Full Commitment) personnel are eligible for the allowance if they are permanently assigned into a post on the Ops Directorate campaign continuity database for operational tours of over 9 months duration.  


15.1505.  Ops Directorate Campaign Continuity Database.  The Defence Augmentation Cell, part of MOD Main Building, will maintain the database of CCA posts.  All extended tour posts are scrutinised and authorised by ACDS(Ops) as the 2* proponent for Defence Augmentation.  The number of posts will be closely monitored by MOD Finance Staffs (D (S&R)).  It is anticipated that the imperative for campaign continuity will apply to very few operational tours, and any changes will normally be initiated by the Defence Augmentation Cell.  In the event that an in-theatre commander considers there to be compelling evidence for adding an existing post to the CCA eligibility list,  applications are to be made  to PJHQ setting out a full justification of the campaign continuity requirement.  If supported by PJHQ, these  applications will be passed to the Ops Directorate who will consult the Front Line Commands for impact statements.  No additions to the CCA list will be permitted unless authorised by ACDS(Ops).

INELIGIBILITY

10.1506. 
Ineligible Service Personnel.  The following personnel are ineligible for the CCA:

a.
Personnel who are not permanently assigned to a post on the Ops Directorate campaign continuity database.

b.
Personnel who are permanently assigned to a post on the Ops Directorate campaign continuity database but who serve for 228 days or less in that post.


c.
Personnel who are permanently assigned to an operational theatre in excess of 228 days but in a post which is not on the Ops Directorate campaign continuity database.

d.
Personnel who are permanently assigned to a post in an operational theatre in receipt on Overseas Loan Service Allowance or FCO or UN remuneration packages. 

ENTITLEMENT
10.1507.
Scope.  A Service person must accumulate 228 days of CCA qualifying service before CCA can be paid.  CCA will be paid for each day thereafter that the SP continues to serve in a designated campaign continuity post.  Payment will continue until the SP permanently departs the relevant operational theatre or that post, whichever is sooner.  


10.1508.  CCA Qualifying Service.  CCA qualifying service will begin on the date of permanent arrival in the operational theatre to take over the designated post.  Preliminary visits to theatre prior to taking up the designated post will not count towards CCA qualifying service.  Once the Service person has accumulated 228 days of CCA qualifying service, CCA will be payable from the 229th day.


10.1509.
Interruption of Operational Tour before 228 days.  A SP who begins an operational tour in a campaign continuity post but does not accumulate 228 days of CCA qualifying service for any reason other than those  stipulated in 10.1510, will not be eligible to receive any portion of CCA.  All periods of rest and recuperation (R&R) will count towards CCA qualifying service.  Other periods of temp duty absence from theatre such as courses, briefings, meetings, medical appointments, hospitalisation or compassionate leave will count as CCA qualifying service but only for periods of up to 10 days’ absence from theatre.  

10.1510.
Continuation of the Allowance.  Once payment has commenced CCA will continue to be paid:

a. For the duration of the planned length of the SP’s assignment to the campaign continuity post in excess of 228 days.  CCA will continue to be paid for all periods of R&R and, for eligible maritime units, operational stand-down periods

b.
CCA will continue to be paid for any periods of temporary duty outside the appropriate theatre for periods up to and including the 10th day.  This will include meetings, briefings, courses, compassionate leave and hospitalisation and any other authorised absence.  SP undertaking temporary duty outside the appropriate theatre in excess of 10 days will continue to receive CCA for the first 10 days, but CCA will cease to be paid from the 11th day until the Service person returns to the appropriate theatre.  Where military flights are delayed or diverted, CCA will be paid provided the SP has reported for duty at the appropriate point of embarkation by the 10th day of absence. 


c.
For the planned length of the SP’s assignment to the campaign continuity post in excess of 228 days, if the recipient dies.  


d. When a Service person serving in a campaign continuity post is declared ‘Missing’ or ‘Returned from Missing’ (RFM), until such time as the Joint Casualty and Compassionate Centre (JCCC) categorises them otherwise.  The following will subsequently apply:

(1)
If the Service person is subsequently declared ‘Dead’, their pay account will be credited with the amount that would otherwise have been paid if they had completed their planned campaign continuity deployment.  If the date on which they would have completed their campaign continuity deployment has passed, entitlement to the CCA will cease the day after they are declared ‘Dead’.  

(2)
‘Missing’ SP who return and pending repatriation to the UK are re-categorised as ‘Returned from Missing’ (RFM) (e.g. after a period of detention against their will by a hostile group) will continue to be paid the CCA until they leave the operational theatre in which the campaign continuity post is located.  

(3)
‘Missing’ SP who return and resume their duties in a campaign continuity post will continue to receive CCA.


e. Where an SP is moved in-theatre mid-tour from one CCA post to another, any previously accumulated CCA qualifying service will be carried forwards to the new post.  Where an SP is moved mid-tour from a non CCA post into a designated campaign continuity post, a case should be submitted to the SPVA PACCC in accordance with 01.0108 to determine whether any previous period in the operational theatre should count as CCA qualifying service.

10.1511.   Cessation of Entitlement.  The SP’s entitlement will cease with effect from:

a.
The day after they permanently depart the operational theatre or relinquish a campaign continuity post (unless the Allowance continues in accordance with paragraph 10.1510).  


b.
The day after departure, unless re-assigned to another campaign continuity post on the same day.  In this instance, the effect is that the payment will be continuous but is payable for one post only i.e. this clause avoids payment of 2 daily rates of CCA.

c.
The 1st day of any period that pay is not in issue (unless CCA continues in accordance with paragraph 10.1510 Paras c and d) and for periods for which pay is subsequently forfeited.

d.
The 1st day of unauthorised absence or when an individual is declared as having deserted, whichever is earlier.

e.
After an authorised temp duty absence from the operational theatre extends over a period of 10 consecutive days. The allowance will cease to be paid from the 11th day of absence.

10.1512
Concurrent Payment of the CCA with Other Allowances.    The CCA is payable concurrently with any other allowances for which the SP is eligible, with the exception of Overseas Loan Service Allowance, or FCO or UN  Remuneration packages.

RATES

10.1513.
Rates of CCA.    The current daily rate of CCA is at Chapter 1 Section 6.  

METHOD OF CLAIM

10.1514.
Method of Claim.
Until payment through JPA can be automated, payment of CCA will be initiated through the completion of a JS Form JPA F023.  The form will be initiated by the Defence Augmentation Cell, who will forward it on to the relevant theatre for action by in-theatre HR Admin staff.  On completion of the campaign continuity operational tour, the completed form should be sent to the JPAC for payment.  From 1 Apr 10, JPA will be configured to deliver CCA in a similar way to other allowances; further guidance will be promulgated – via this article - in due course.     

METHOD OF PAYMENT

10.1515.   Method of Payment.
 Until Apr 10, CCA will be paid as a lump sum, as part of an eligible claimant’s salary, at the end of the qualifying operational tour, through JPA.  From Apr 10 onwards, CCA should be paid monthly as part of the claimant’s salary through JPA.
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Defence Hotel Reservation Service BOOKING FORM (E-MAIL/FAX) 








NATURE OF ENQUIRY 


E OF ENQUIRY





YOUR DETAILS  








GUEST  DETAILS (if different from above) 


DETAILS (if different from above)





BOOKING REQUIREMENTS 


OKING REQUIREMENTS





PERSONAL PREFERENCES 


PERSONAL PREFERENCES





AMENDMENTS 


ENDMENTS





0    -     Default (Civilian)�
�
7    -     Navy (service)�
�
8    -     Army (service)�
�
9    -     Air Force (service)�
�









       /      /

















       /      /











       /      /





     /      /

















UNIT STAMP











IPG STAMP











UNIT STAMP











IPG STAMP





1 Use the following Task Codes: 


1 = Work in confined space.


2 = Work in unusually hot/humid conditions.


3 = Work unprotected in extreme temps with metal/lubricants or in 


particularly hot/humid conditions in protective clothing.


4 = Work with hazardous/noxious substances.


5 = Target maintenance.


6 = Assistance to civil authorities.


7 = Sanitary duties (with human excrement) for up to 4 hours.


8 = Work with food waste/garbage.


9 = Sanitary duties (with human excrement) in excess of 4 hours.


10 = Handling small numbers of un-coffined military corpses.


11 = Exhumation/Identification/Recovery of un-coffined corpses.


12 = Large numbers of un-coffined human remains.


13 = Spec Auth UWA Level 1.


14 = Spec Auth UWA Level 2. 


15 = Spec Auth UWA Level 3.


2 Outline description eg Patrolling in CBA, Welding in protective clothing, chef, 


repairing vehicles, etc.


3 Total hours on unpleasant working task in the locally determined


 working day/shift or equivalent. Where appropriate, only days


 where the necessary 4 hours have been completed are to be carried forward


 to the summary for payment. 


4 Minimum rank OF 3

















PARENT DETAILS


Service number: . . . . . . . . . . . . . . . .    Rank: . . . . . . . . . . . .  . .  Initials: . . . . . . . . . .


Surname: . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . .  Service :   Army   /   Navy   /   RAF 


Unit address: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


Postcode: . . . . . . . . . . . . . . 


Unit telephone number: . . . . . . . . . . . . . . . . . . . Unit fax number . . . . . . . . . . . . . . . . .


Email: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  





CHILD DETAILS


First Name(s): . . . . . . . . . . . . . . . . . . . .  . . Surname:………………………….


Date of birth: . . . . . . . .  . .                   Male / Female


Current home address: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


Postcode: . . . . . . . . . . . . . . 


Telephone number: . . . . . . . . . . . . . . . . . . . Fax number . . . . . . . . . . . . . . . . .


Email: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  





SCHOOL DETAILS


Name of school: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 


Date starting school: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 


Address: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


Postcode: . . . . . . . . . . . . . . 


Telephone number: . . . . . . . . . . . . . . . . . . . Fax number . . . . . . . . . . . . . . . . .


Email: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 








Claimants Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Date:. . . . . .  . .  . . . . . . . . . .








Signature: . . . . . . . . . . . . . . . . . . . . . . . . . Date: . . . . . . . . . . . . . . . . . . . .


Enclosure check list


 (  )  School offer letter


Please return to: 	CEAS�Bldg 190,  Trenchard Lines


Upavon, Pewsey


Wiltshire,  SN9 6BE


Tel: Upavon Mil (94344) ext 8244, Civil 01980 61 8244


Fax: Upavon Mil (94344) ext 8245, Civil 01980 618245


Email: enquiries@ceas.detsa.co.uk





(Last amended 08.10.08)








� With effect 1 April 10 Missed Meals Payments is renamed Reclaim the Daily Food Charge/Core Meal.	


� For complete regulations on Service Complaints see JSP 831


� A CO may decide to investigate any matter brought to his attention irrespective of whether it results in a Service complaint being made.


� JSP 462 Part 3, Chapter 4 paragraph 0417: ‘Contentious: where those evaluating the proposal believe a higher authority would be likely to reject the proposal were it to be submitted.  A proposal would also be contentious if it would be likely to arouse public or Parliamentary censure of the Department or cause political controversy.’


� Recognised welfare organisation – Council of Voluntary Welfare Workers (CVWW), Women’s Royal Voluntary Service (WRVS), Sailors Soldiers and Air Force Association (SSAFA), Forces Help and Services Hospital Welfare Department (SHWD) will carry the suffix ‘c’.


� The automated HDT(Public) rate appropriate to the mileage travelled between the public residence and the place of duty will be paid for each day of the month, via salary. A PC deduction of the 1 mile automated HDT(Public) rate (£0.30 for motor vehicles or £0.18 for pedal cycles) will be automatically deducted for each day of the month, via salary. 


� The manual HDT(Public) rate appropriate to the mileage travelled between the public residence and the place of duty will be claimed for each HDT journey completed in each month, via the JPA Expenses Claims system.  A PC deduction of the 1 mile manual HDT(Public) rate (£0.50 for motor vehicles or £0.30 for pedal cycles) must be deducted for each HDT journey completed in the month, via the JPA Expenses Claims system.   





� The automated HDT(Private) rate appropriate to the mileage travelled between the private residence and the place of duty will be paid for each day of the month, via salary. A PC deduction of the 9 mile automated rate of HDT(Private) (£2.66 for motor vehicles or £1.60 for pedal cycles) will be automatically deducted for each day of the month, via salary.


� The manual HDT(Private) rate appropriate to the mileage travelled between the private residence and the place of duty will be claimed for each HDT journey completed in each month, via the JPA Expenses Claims system.  A PC deduction of the 9 mile manual HDT(Private) rate (£4.50 for motor vehicles or £2.70 for pedal cycles) must be deducted for each HDT journey completed in the month, via the JPA Expenses Claims system.  


� Grade 2 reflects the normal Service standards of accommodation overseas.  





� Description is to include colour, defining features (eg 6 beech dining chairs with green leather upholstery), serial number and, where required by the Admin Unit, a photograph of the item. 





� With effect 1 April 10 Missed Meals Payments is renamed Reclaim the Daily Food Charge/Core Meal	.


� This regulation will not apply to those personnel who require advances to cover resettlement course fees.


� WWR = White Water Racing.


� S&M= Sprint and Marathon.





� For the purposes of this Section, property ownership includes both legal and beneficial ownership. Service personnel will be considered to have beneficial (part) ownership of a property if they have contributed to the purchase price by supplying capital (including a deposit payment), and/or by regularly paying/contributing to the mortgage payments


� All Categories have an entitlement to occupy SFA by virtue of their appointment; however entitlement to FIA is determined by the nature of their appointment and individual Service ethos. Any requests for changes to the above table or individual casework that merits consideration for exception authority are to be staffed to SPVA PACCC.


� Such soldiers must notify their intention to bring their family to the duty station within 1 month of return from operations.  SFA Application Form (MOD Form 1132) is to be submitted to DE-HD before deployment and subsequent allocation discussions effected, on behalf of the soldier, through the unit families office, whilst the soldier is on operations.


� JPA will continue to refer to this allowance as Gurkha Trek Allowance.


� Such as those undertaken for the purposes of pension payment and recruiting.


� The local Army Divisional Movements staff are referred to because it is likely that HQ Land will be the lead Command for these Operations.


� For the purposes of CTF only, ‘Europe’ is the continental land mass of Europe, west of the Ural mountains in the Russian Federation and north of Asian Turkey plus Northern Ireland.


� LSA and ULA are mutually exclusive.


� For personnel with a qualifying address in the Islands surrounding the UK mainland, if the individual is in their first 3 years of service when a GYH(S)/GYH(S) Additional journey is made  they may have a publicly funded flight between the sole mainland airport and the Island airport or, if it is cheaper to the Crown than the equivalent rail journey to the sole UK mainland airport, personnel may travel from airports closer to their place of duty (see Section 3 of this Chapter (GYH(EY)). Beyond 3 years Service personnel will be refunded MMA for the sea distance between the normal ports of embarkation and disembarkation.


� This is 1 additional warrant to GYH(S) for consecutive periods of 30 days in a displaced port.


� Payable to personnel who own or occupy a qualifying property more than 50 miles from the Base Port and have not been given exceptional approval to travel daily in excess of 50 miles.  


� Seagoers have no entitlement to GYH(Islands).


� ULA will be paid to personnel of any rank occupying multi-occupancy accommodation of 3 berths or more in specific classes of ships and submarines which fall below Fleet Accommodation Standards.  It will not be paid to those normally living ashore but onboard for duty.  It will not be paid concurrently with LSA.  


� Yes provided period alongside is programmed to complete within 12 months.


� Yes provided period alongside is programmed to complete within 12 months.


� Yes provided in a displaced port for a period programmed to complete within 12 months and the unit has not had its Base Port formally changed to the displaced port.


� Includes at sea, anchor or buoy, or in foreign ports or when nuclear propulsion staff are required to maintain sea watches alongside (LSA will however cease on the first day a claimant no longer meets the qualification criteria for the allowance).


� In the event of the case being an ex-Service person, HQNI will complete this part of the form.





� RN/RM is No 2B Mess Undress; Army is No 10 Mess Dress; and RAF is No 5 Service Dress.


� Including Army Lance Corporals of Horse and Lance Sergeants.  Including attached Arms serving with Household Division units who are promoted to Lance Corporal of Horse and Lance Sergeant.


� Exceptionally, a newly-promoted PO/Sgt (from 1 Apr 09) who had transferred from another Service where he/she had previously received a Mess Dress grant may be issued with a Mess Dress uniform on promotion in their new Service.  Similarly, if the newly-promoted PO/Sgt (from 1 Apr 09) had previously been issued with a Mess Dress uniform, he/she may receive a Mess Dress grant on promotion in their new Service.


� Including Army Lance Corporals of Horse and Lance Sergeants.  Including attached Arms serving with Household Division units who are promoted to Lance Corporal of Horse and Lance Sergeant.


1 Contingent Commander – The local commander of the team undertaking the duties leading to the potential payment of UWA. Where the contingent commander is below the rank of OF3 higher level authority must be sought.


� Military horses are moved on ships or aircraft depending on where they are bought and/or where they work (eg from the Republic of Ireland to the GB mainland).





� The straight-line method of depreciation will be used, where depreciated value = (Cost – Resale value (if applicable) ÷ life expectancy) x years of life expectancy remaining.





� SIIAP (the Services Insurance & Investment Advisory Panel) is an advisory panel of regulated insurance and independent investment advisers.  The Panel consists of companies who have specialist knowledge and experience in the provision of Insurance and Investment advice to individual members of the Armed Forces.  Further information on members is available on WWW.siiap.org





� This includes in-patients in a hospital or rehabilitation centre.


� The Army’s educational requirement is funded through existing Army Education Centres.
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