ANNEX A

EMPLOYERS CLAIM FORM FOR AWARDS UNDER THE RESERVE FORCES (CALL OUT AND RECALL) (FINANCIAL ASSISTANCE) REGULATIONS 2005 (STATUTORY INSTRUMENT 2005/859)
This form is for employers of mobilised reservists or self-employed reservists to make a claim for financial assistance in respect of financial loss suffered by them as a result of the mobilisation for service in the armed forces of a person they employ.  Employers should have received a mobilisation letter from the reservist’s service prior to completing this form – if you have not been sent such a letter, please contact the relevant service point of contact (details at the bottom of this form).  Details of the financial assistance available should be included with your mobilisation letter, however for further information please see the DRM SaBRE website.

The latest you should normally make any claim, other than for training, is within 4 weeks of the date of your reservist’s last day of mobilised service. There is no requirement to wait to submit every claim in one go - use this form to submit claims as they arise.  If you think you may have difficulty completing the form within that period, contact the Adjudication Officer (details at the bottom of this form).

A claim for a training awards must be made within 8 weeks of the reservist completing the relevant training, and the training must ordinarily be completed within 6 months of the date of your reservist’s return to employment following mobilisation. However, it may be completed within 12 months of the date of your reservist’s return to employment if the relevant training is not available within 6 months of the date of their return to employment and you notify the Adjudication Officer in writing of your intention that the reservist undertake such training within 12 months of their return to employment.
How to complete this form

If you wish to make a claim, please complete the attached form (which is designed to be completed electronically) and forward, along with any evidence you wish to provide, to the relevant (Navy, Army, RAF) Adjudication Officer.  The Adjudication Officer may require you to furnish further information or documents in connection with the claim.  

To complete this form:

1. Ensure that the ‘claimant details’ section has been completed in full.


2. Tick which aspects you intend to claim for in the ‘details of claim’ structure.


3. Click on the links in the ‘details of claim’ section or scroll through the form and complete the relevant section(s) using the tick and free text boxes.

You must notify the Adjudication Officer of any inaccuracy in, or change to, any information supplied, or any event which might materially affect the claim, no later than 14 days after the inaccuracy, change or event comes to your attention.
CLAIMANT DETAILS

Your Full name:      
Business address:      
Phone number:      
Fax number:      
Email address:      
Reservist employee’s full name:      


Reservist’s Date of Birth:      


Reservist’s civilian staff, work or clock number:      

Reservist employee’s National Insurance number:      
Reservist’s military number (See mobilisation letter):     
DETAILS OF CLAIM

I intend to claim for (select those that apply and then complete the relevant section):

 FORMCHECKBOX 

Additional salary (cap at £110 per day) – please complete section 1

 FORMCHECKBOX 

Agency fees – please complete section 2

 FORMCHECKBOX 

Handover/takeover costs - please complete section 3

 FORMCHECKBOX 

Specialist clothing allowance - please complete section 4

 FORMCHECKBOX 

Self-employed overheads - please complete section 5

 FORMCHECKBOX 

Training for replacement employees - please complete section 6

 FORMCHECKBOX 

Costs incurred advertising for a replacement - please complete section 7

 FORMCHECKBOX 

Costs incurred retraining reservists following mobilisation - please complete section 8
Section 1 – Additional salary cap

1.1. Please ensure that you have provided the following evidence:


a. Proof of reservist’s daily rate of pay (eg payslip).  Please specify what evidence you have included:     


b. Proof of replacement’s daily rate of pay (eg payslip).  Please specify what evidence you have included:     


c. Reservist and replacement’s contracts of employment:     
Section 2 – Agency fees

2.1. What agency costs have you incurred in recruiting a replacement:
One off total:£     
Or

Monthly fee of £      for       months.
2.2. Please provide proof of the agency fee incurred (for example an invoice).  Please specify what evidence you have included:     
Section 3 – Handover/takeover costs

3.1. What is being claimed for (please tick all that apply):

 FORMCHECKBOX 

Handover

 FORMCHECKBOX 

Takeover
Number of days worked:      

3.2. What are the objectives of the training?

Handover: 
     
Takeover: 
     


3.3. What is the cost of the training: 
Handover: £
     
Takeover: £
     
3.4. Please provide evidence (for example the training provider’s invoice, or if internal training, a training programme including resourcing cost breakdown):


Handover - please specify what evidence you have included:     
Takeover - please specify what evidence you have included:     
Section 4 – Specialist clothing allowance

4.1. Please state what specialist clothing has been purchased:       and how much the specialist clothing cost:£     

4.2. Why is this clothing required for the role?     


4.3. Please provide evidence (for example a receipt or invoice).  Please specify what evidence you have included:     
Section 5 – Self-employed overheads
5.1. What costs have been incurred in placing your business into abeyance:

	Ser
	Activity
	Evidence included
	Cost (£)

	Eg
	For example placing key business equipment into storage
	Storage company invoice
	£1000

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	
	
	Total
	


If more, please indicate here and list on a separate piece of paper  FORMCHECKBOX 

Section 6 – Training for replacement employees

6.1. What training do you require the replacement to undertake?      

6.2. What are the objectives of this training and why are they critical to the role?       


6.3. What is the cost of this training: £     


6.4. Please provide evidence (for example the training provider’s invoice, or if internal training, a training programme including resourcing cost breakdown).  Please specify what evidence you have included:      

6.5. Please tick this box to confirm that you have made the maximum use of all opportunities to re-acquire the necessary standard at no additional cost through such free training as may be available or workplace experience.  FORMCHECKBOX 

Section 7 - Costs incurred advertising for a replacement

7.1. What costs have been incurred advertising for a replacement? £     

7.2. Please provide evidence (for example agency invoice, advertising receipt) along with a copy of the advertisement made.  Please specify what evidence you have included.       
Section 8 - Costs incurred retraining reservists following mobilisation

8.1. What training do you require the replacement to undertake?      


8.2. What are the objectives of this training and what are they critical to the role?      


8.3. What is the cost of this training: £     


8.4. Please provide evidence (for example the training provider’s invoice, or if internal training, a training programme including resourcing cost breakdown).  Please specify what evidence you have included:      
ADJUDICATION OFFICERS’ CONTACT DETAILS 
Royal Navy/Royal Marines

Royal Navy and Royal Marines Adjudication Officer 
Navy Command Headquarters 
West Battery (MP G-2) 
Whale Island 
PORTSMOUTH PO2 8DX
Tel: 02392 623527
Fax: 02392 628660
Email: NAVYLEGAL-RESERVESADJSO2@MOD.UK
Army Reserve

Army Adjudication Officer
Army Personnel Centre 
PO Box 26703 
GLASGOW G2 8YN 

Tel: 0800 389 6585 
Fax: 0141 224 2689
Email: apc-cmops-mob-so2@mod.uk

 HYPERLINK "mailto:aapc-cmops-mob-so2@mod.uk" 


 HYPERLINK "mailto:aapc-cmops-mob-so2@mod.uk" 


 HYPERLINK "mailto:apc-cmops-mob-so2@mod.uk" 
Royal Auxiliary Air Force 

Royal Air Force Adjudication Officer
Royal Air Force Adjudication Service
c/o Imjin Barracks
GLOUCESTER GL3 1HW 

Tel: 01242 682545
Fax: 01242 682510
Email: aira1-woadj@mod.uk
Where to obtain advice:

Defence Relationship Management Website
