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8728.—Travelling and Subsistence, Billeting, etc.—Workpeople

(L. 12062/44.— 2 Nov. 1944.)
S e c t i o n  I — S u b s i s t e n c e  A i x o w a n c e s  (see also paragraph 69).

A. General Remarks. .
1. Subsistence allowance is no t an emolument, b u t is designed to  cover 

reasonable ex tra expenses incurred for food and accommodation during absences 
from home and normal place of du ty  on official business. Where sleeping accommo
dation is provided for a workm an absent overnight, only two-thirds of the subsistence 
allowance, to  which he would otherwise be entitled, is allowable.

2. Each night’s subsistence allowance covers a  period of 24 hours. The day 
rate  of subsistence allowance is payable in addition to  the night ra te  when the 
absence exceeds 5 hours beyond the  period covered by the night allowance, and 
also for absences, no t involving paym ent o f the night rate , from home or normal 
place of work of not less than  10 hours. I f  the workman returns to  home or normal 
place of work before 3 a.m ., he does no t qualify for paym ent of the nightly rate 
for th a t night. Time spent a t  the norm al place of work or on journey from home 
to  normal place of work (or vice versa) is no t reckonable towards the qualifying 
period specified above.

3. When a workman proceeds on an  official journey direct from home or 
returns home direct, subsistence allowance is payable only up to  an am ount not 
exceeding th a t which would have been admissible in respect of a  journey between 
the normal place of work and the place of detached duty , i.e., the period allowed 
to  reckon for subsistence purposes will be the tim e actually taken for the direct 
journey or the tim e which would have been allowed for a  journey between the 
ordinary place of em ployment and the place of detached du ty , whichever is the less.

4. W hen a workman on detached d u ty  for a  long period in  one place, and 
receiving the  reduced ra te  o f subsistence allowance, proceeds elsewhere on subsidiary 
business for a  period not exceeding 10 days, he is on return  to  the original place of 
employment on detached du ty , to  recommence subsistence allowance a t  th e  reduced 
ra te  only.

5. Claims from workmen, whose prom otion into the non-industrial class m ay 
be ante-dated, th a t they  should receive a  corresponding increase in the  rates of 
subsistence allowance payable to  them  in th e  past, will be considered only if 
receipted accounts are produced showing th a t  th e  ex tra expenses incurred for board 
and accommodation during the  period concerned were in excess of the  subsistence 
allowance received.

B. Rates of subsistence allowance—
6. (a) N ightly rates—

(i) F or periods of absence expected not F or first week ... 10«. 6d. 
to  exceed one calendar m onth  F or second week ... 7«. 6d.

Thereafter ................ 5«. 6d.
(ii) F or periods.of absence expected to  F or first week ... 10s. 6d. 

exceed one calendar m onth  Thereafter ................ 5s. 6d.

Note.—M en joined by fam ily. I f  a  workm an is joined by  his fam ily a t  the 
place of detached duty , subsistence allowance will cease to  be payable. An 
allowance w ithin a  m axim um  of 21«. a week will, however, be payable 
in respect o f continuing rent liability a t  the  old s ta tion  and/or excess cost of 
accom m odation a t  th e  new station.

(6) Daily rates—
(i) I f  absence from usual place of du ty  and  home exceeds

5 hours b u t no t 10 h o u r s ................ ............................. 2s. Od.
(ii) I f  absence exceeds 10 h o u r s .......................................................4«. 0d.

C. Conditions of payment.
7. Married workpeople (or unm arried workpeople w ith equivalent domestic 

responsibilities) will be entitled to  n igh t rates o f subsistence allowance so long as 
they  are absent on tem porary du ty  and  are separated by  tem porary  d u ty  from 
their families (or dependants) and  continue to  m aintain them  elsewhere.
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8. Unm arried workpeople, other th an  those referred to  in paragraph 7, will 

no t be eligible for the nightly ra te  o f subsistence afte r the  first calendar m onth of

I absence. They m ay, however, receive subsistence allowance a t  the ra te  of 3«. 
a  night for th e  second calendar m onth of absence.

9. Any exceptional case where th e  cessation o f subsistence allowance would 
cause hardship will be dealt w ith on its m erits. F u ll details should be subm itted 
to  the Adm iralty.

10. Workpeople concerned should in every case be inform ed beforehand whether 
the absence is or is not expected to  exceed a-m onth and whether allowances will be 
paid under sub-paragraph (i) or (ii) or paragraph 6 (a).

11. In  no case is a  day  ra te  of subsistence allowance to  be paid continuously 
for periods in  excess of three m onths w ithout prior A dm iralty approval.

12. Normally, subsistence allowance is no t admissible for absence on du ty  
a t  a  place which is w ithin four miles by  the  m ost direct route either of the 
individual’s residence or his usual place of du ty  or, a t  th e  outports, for detached 
d u ty  in  th e  vicinity  o f the port to  which he is attached , e.g., a t  Rosyth, subsistence 
allowance is no t payable for detached d u ty  a t  Crombie d r P ort Edgar, nor a t  
Portland for detached d u ty  a t  W eym outh. /

13. Payment when absent on leave.—W hen workmen employed away from the 
yard  to  which they  belong, and in receipt of subsistence allowance, are granted 
leave o f absence, they are no t to  be paid any subsistence allowance between the 
dates o f ceasing and returning to  duty , including Sundays, public holidays, and 
days directed to  be closed days, unless they  furnish the Cashier w ith a  w ritten 
statem ent th a t  they  necessarily paid continuously for their lodgings during their 
absence on leave, in which case they are to  be paid for each 24 hours of leave, one- 
th ird  of the  allowance which they  are entitled to/receive while on detached duty. 
Subsistence allowance is, however, to  be paid ill full for Sundays and days fixed 
for public holidays, or closed days, provided they are not immediately preceded or 
followed by  leave. W here a  Sunday or a  public holiday or closed day occurs 
im m ediately before the re tu rn  of a m an o n ' leave to  his work, full subsistence 
allowance is payable in respect of i t  if  the m»n enters the yard  a t  the usual hour 
on' the  day following, or is absent on account o f sickness or any other unforeseen 
circumstance, provided th a t he was present in th e  town on the previous day. 
Otherwise, subsistence allowance is no t payable, or, if  the conditions mentioned in 
the first p a r t  o f this paragraph are satisfied* is payable a t  the reduced ra te  only.

R eturn  home under Home Dockyard ¡Regulations, Article 1157, paragraph S, 
is not regarded as breaking th e  continuity pf the stay  a t  the place of detached du ty  
for the purpose of determining the rate  of subsistence allowance (if any) payable 
under this paragraph and also the rate  to  be paid on return.

14. Workmen falling sick while ori detached duty.—Subject to  Adm iralty 
approval, a  workm an who falls sick whilst on detached duty , and is tem porarily 
unfit to  discharge his duties, m ay continue to  be paid subsistence allowance if 
already entitled thereto. Should the workman be fit to  travel, he m ay be required 
to  return  home if it is evident from the nature of the illness and its anticipated 
duration th a t  th is course is likely to  entail less expense to  the Crown. Claims 
for paym ent of subsistence allowance in these circumstances are to  be forwarded 
to  the A dm iralty for consideration on their merits, accompanied by  (a) medioal 
evidence of th e  individual’s unfitness to  discharge his duties and/or to  travel, and
(6) evidence th a t he continued to  pay for his board and lodgings during the period 
of illness.

15. Workmen in  H .M . ships.—W hen workmen are embarked in H.M. ships 
for du ty  beyond the limits o f the port they will, if  the absence extends overnight, 
be victualled and no subsistence allowance will be payable. I f  the absence does 
no t extend overnight, bu t is no t less than  10 hours, an allowance of 1« 6d. is payable 
for subsistence, provided ex tra  expense is incurred for meals. (See also Cash Duties 
Instructions, Article 101.)

16. Trade agreements.—W hen it is necessary to send on tem porary detached 
d u ty  employees who are engaged locally a t rates o f wages and under conditions 
prescribed in trade agreements, any subsistence allowance should be paid in 
accordance w ith and a t  the rates laid down in those agreements instead of a t the 
rates provided in paragraph 6 above.
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The circumstances of each case are to  be reported to  the Adm iralty for covering 

approval, particulars being furnished as to  the date, etc., of the trade agreement 
under which paym ent is being made.

17. Workmen travelling with officers.—When it  is necessary fo r  official purposes 
(not, for example, on account of restricted choice of accommodation) for a  workman 
to  stay  w ith an officer a t  th e  same hotel, he m ay receive subsistence allowance a t  
the rates prescribed or class D.2 of the  non-industrial staff. This arrangem ent is 
subject to  a certificate being given by the head of the departm ent th a t it was 
necessary for the despatch of work th a t workman and officer should stay  a t  the 
same hotel.

18. Short tours of duty abroad.—W orkmen sent from  the U nited Kingdom on 
short tours of du ty  abroad will be paid subsistence allowance a t  the rates prescribed 
for classes B and below of the non-industrial staff in such circumstances. I t  
should be understood th a t  these rates, like home subsistence rates, are n o t intended 
to  cover the full cost o f food and accommodation, b u t only the excess cost over 
th a t of norm al living expenditure a t  home.

19. Subsistence allowance will n o t normally be paid for absences abroad in 
excess of four m onths. W here it  is known a t  the outset th a t the workm an will 
be absent for a  longer period, he will be paid the  appropriate ra te  of foreign 
service allowance.

20. F or journeys in respect of which a  berth  in  a  sleeping car is provided a t  
public expense, no claim will be adm itted  for porterage, cab fares, or o ther similar 
incidental expenses, b u t subsistence allowance will be paid w ithout deduction 
account of the  provision of sleeping accommodation.

21. F or ocean voyages when the  cost of passages includes meals, the allowance 
payable on board ship will be a t  the  ra te  of 2s. 6d. a  day. A special ra te  of 5s. 
a  day, in lieu of 2s. 6d., will, however, be allowed to  workmen in respect of 
the N orth  A tlantic crossing. I t  should be clearly understood th a t stew ard’s 
fees and other gratuities, and incidental expenses on board ship, are n o t chargeable 
against public funds.

22. These arrangem ents (i.e. paragraphs 18-21) apply equally to  m arried and 
unm arried workmen.

23. Agreement workmen.—W orkmen serving under agreement abroad, when 
employed on detached du ty  away from  the ir norm al place of duty , should be paid 
subsistence allowance (including paym ents for absences of ten  hours or more) on 
the basis of the rates applicable to  Class B and below of the non-industrial staff.

24. W here the stay  in one place exceeds three m onths (91 days) the paym ent 
of subsistence allowance will be reviewed in th e  light of vouched ex tra  expenses. 
I f  detached to  another establishm ent abroad and the  period is likely to  last three 
m onths or more, the workmen should forthwith receive the foreign service allowance 
appropriate to  the new station. If, a t  th e  outset, the period of detachm ent is not 
expected to  last as long as three m onths, b u t is prolonged owing to  unforeseen 
circumstances, the workman should receive the foreign service allowance appropriate 
to  the new station on the elapse of th e  three m onths period, unless his retu rn  within 
a few days is imm inent.

25. While the present embargo on the provision of passages for wives and 
families to  and from stations abroad a t  public expense continues, married workmen 
proceeding to  or returning from appointm ents abroad or on transfer from one 
station abroad to  another, who are or have been precluded from receiving passage 
a t  public expense for their families to  the  station  abroad m ay, while on passage, 
be paid the daily allowances set out in paragraph 21 .

26. Workmen transferred or evacuated to or from  stations abroad.—The following 
procedure concerning the paym ent of com pensatory allowances should be adopted 
for workmen transferred or evacuated to  or from stations abroad who are employed 
a t  another station en route or who are waiting onward passage to  the United 
Kingdom or to  their new station  abroad.

27. W here the period of active du ty  a t  the place en route is four m onths or 
over, foreign service allowance appropriate to  th a t place is to  be paid, If, however, 
th e  period is less than  four m onths and the workman is merely awaiting onward 
passage, he should not be paid foreign service allowance, bu t be refunded his ex tra  
expenses for himself and/or family on the  basis prescribed in the nex t paragraph.
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28. Generally, the provisions of Home D ockyard Regulations, Article 439 (8) 

an d  paragraph 18 of th is Order will apply—i.e. the  workm an will receive subsistence 
allowance for himself a t  the rates allowed by  th a t  paragraph and one-third of these 
rates for each m em ber of his fam ily over three years of age when travelling together. 
A lternatively, paym ent will be m ade on the  basis o f ac tua l reasonable expenses, less 
messing contribution, a t  th e  rates laid down in the above quoted article. W here 
wives and families are obliged to  travel alone, the  wife will be eligible for the  full 
ra te  of subsistence allowance herself.

29. No subsistence allowance will be payable where families voluntarily  remain 
abroad  when th e  workm an is appointed to  the  U nited Kingdom  nor while they  
come under evacuation arrangem ents where special provisions apply, nor in cases 
where board and  lodgings are provided.

30. Claims for subsistence allowance are to  be forwarded on Form  D.267 
through the  usual channels to  the A dm iralty (D.N.A.2) for approval before paym ent.

31. W here foreign service allowance has been paid  for periods of d u ty  en route 
of less th a n  four m onths, th e  Cashier or Paying Officer is to  report th e  am ount sr 
paid  and the  period concerned to  the  Cashier or Paying Officer a t  the  new sta tion  
(if th is  has no t already been done by  m eans of Form  D.135 or otherwise) and the 
la tte r  is to  take the  necessary steps to  recover the  am ount of foreign service allowance 
so paid, the  recovery being suspended un til th e  au tho rity  for paym ent of the 
w orkm an’s claim to  subsistence allowance has been received. F or workmen 
appointed to  the U nited Kingdom, the  reports concerning paym ent of foreign 
service allowance for periods of less th an  four m onths should be forwarded to  the 
A dm iralty  (D.N.A.5), if  the  home sta tion  is unknown.

32. Investitures.—W hen a  workm an a ttends a t  an investiture in response to  
a  command to  receive a decoration for gallantry; etc., and  is allowed travelling 
expenses (see paragraphs 58-61) he m ay claim subsistence allowance for himself 
only on the  following scale :—

(a) W here absence from home is 10 hours or more, b u t does not
involve a  n igh t’s lodging ... /... ... ... ... {¡s . od.

(b) W here absence overnight is necessary : for each period of
24 hours..:. .............................  j ........................................... 10«. 0d.

(c) An additional 5s. m ay be paid  where the  absence involved is ten  hours
in excess of a period or periods of 24 hours.

S e c t i o n  I I —R e m o v a l  o r  F u r n i t u r e .

33 In  certain  circumstances (see Section V, P a r t B) workpeople, transferred 
from  one establishm ent to  another in the interests of the Service, m ay be refunded 
actual expenditure on rem oval of furniture and household effects, subject to  the 
following conditions i—

(а) In  all cases where the regulations provide for the  refund of removal
expenses a transferee is n o t entitled  to  remove furniture to  the new 
sta tion  a t  public expense un til he has secured unfurnished accom
m odation there. If, for any personal reason, a  transferee wishes to  
undertake th is  rem oval before he has secured unfurnished accom
m odation instead of placing/ the  furniture in store a t  or in the  vicinity 
of the old sta tion  he m ay sis a  special concession be gran ted  one-third 
of the cost of rem oval to  the new station , the  balance being refunded 
when unfurnished accom modation has been secured. Rem ovals of 
fu rn iture for distances of more th an  60 miles, and, where suitable 
railway facilities are available for removals of less th a n  th a t  distance, 
should norm ally be undertaken by  rail. W here the  desirability of 
using rail transport seems doubtful (whether for distances over or 
under 60 miles) by  reason of the  possibilities of substantial delay or 
some such factor as a  long road haul from  th e  rail heads, the  
Regional T ransport Commissioner in whose region the journey com 
mences should be consulted by  H eads of D epartm ents or E stab lish
m ents for approval to  use road transport.

(б) Removal by road m ay generally be allowed w ithin a radius o f 60 miles
from  the loading point, provided always th a t  suitable railway facilities 
are no t available. H eads of D epartm ents and Establishm ents should 
give careful consideration to  all applications to  use road transport

(68889) A*
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before approaching the  Regional T ransport Commissioner, and where 
sanction is given to  use road transport two or th ree com petitive 
tenders should continue to  be obtained. I t  is essential th a t  as m uch 
em pty  running of vehicles as possible should be elim inated, and 
therefore only the  tender of a  rem oval contractor w ith  vans based near 
to  or available a t  the  loading point should be accepted. W here the 
application for rem oval by  road has been approved by  th e  Regional 
T ransport Commissioner a  copy of th e  relevant correspondence should 
be forwarded w ith the  claim for rem oval expenses.

(c) W here the  furniture is actually  conveyed by  rail, th e  railway companies 
allow th e  transferee and members of his fam ily to  trave l a t  tw o-thirds 
of th e  ordinary fare upon production of a certificate from  th e  railway 
com pany's goods departm ent. Care should be taken  th a t  such a  
certificate is obtained and  produced to  the  booking clerk, together 
w ith the  Travelling W arran t (Form D.N.A.833) su itab ly  endorsed th a t 
th e  furn itu re is being conveyed by rail. (The w arran t should n o t be 
endorsed “ Bulk Travel ” .) This fare concession applies equally to  
removals undertaken by  private contractors where th e  furniture is 
consigned by  rail.

S e c t i o n  I I I —T r a v e l l i n g  E x p e n s e s , E t c .

A. Assisted Travel Scheme.
34. A scheme of assisted travel for workpeople has been approved for adoption 

in Government establishm ents, as a  purely tem porary measure, where the  following 
conditions exist :—

(а) The establishm ent is a new one, or an  older one where present abnorm al
circumstances have changed conditions into those of a v irtually  new 
establishm ent.

(б ) The establishm ent is s ituated  in a  rem ote area where there is no available
recruiting ground for labour in  the  locality, or owing to  th e  exhaustion 
of local labour resources, is compelled to  draw  its labour from  con
siderable distances.

(c) There is a scarcity, o r com plete lack of accom modation in th e  neighbour
hood of th e  establishm ent and employees are, for th a t  reason, unable 
to  live w ithin a reasonable distance of the ir work.

H eads of establishm ents are reminded th a t  all A dm iralty  employees are 
norm ally expected to  present themselves a t  the ir place of d u ty  a t  the ir own expense, 
and variations from th is general rule can only be approved under th is scheme 
where the  conditions s ta ted  above apply. P rior A dm iralty  approval to  apply  the  
scheme should be sought, and  applications should no t be m ade merely because 
the  concession operates a t  o ther establishm ents, where conditions m ay be quite 
different.

35. W here the  scheme is authorized, its application is subject to  th e  following 
restrictions, viz. :—

(a) The scheme will be lim ited to  all industria l workpeople and  to  non
industrials in receipt of a salary of less th a n  £420 a year, inclusive of 
Civil Service W ar Bonus.

(b) No concession will be gran ted  to  employees living w ithin three miles of
the  establishment.

(c) Full-tim e employees concerned will be required to  pay  3s. a week.
(d) P art-tim e employees who w ork for three norm al working days or on three

full shifts o r for six half days or six h a lf  sh ifts a  week will be required 
to  pay  only Is. 6d. a  week.

(e) No concession will be m ade in respect o f travelling expenses incurred
between th e  employee’s home and th e  term inal point o f th e  m ain road 
or rail journey. I t  is recognized th a t  in  certain  cases th e  m ain journey 
m ay be perform ed in  tw o or more substan tia l parts , and where th is  is 
so, th e  p arts  m ay be aggregated for the  purpose of refunding the  excess 
trave l over 3«: a  week.
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(/)  Every  endeavour will be. made to  recruit labour from the  nearest possible 
sources, and from  places on a  convenient line of route.

(g) The scheme is a  purely war-time measure and is subject to  review from
tim e to  tim e as circumstances m ay require.

(h) As shown below, assistance under th is scheme will no t be by cash re
im bursem ent of travelling expenses to  individual employees.

36. The details of operation of the scheme, where authorized, should be 
arranged locally in conjunction w ith the Regional T ransport Commissioner where 
additional facilities are required, and w ith the Railway and/or Road Transport 
Companies concerned. I t  will be necessary to  devise a  weekly voucher in exchange 
for which weekly tickets will be issued by the Company concerned, valid for all 
journeys to  and from work for seven days, from Sunday to  Saturday, in cases where 
Sunday work is in progress. Agreement should be reached as to  the per caput or 
tot&l cost to  the  establishm ent for each rou te involved.

37. The following procedure will in m ost cases be found practicable for the  
issue of vouchers to  th e  employees concerned, though modifications will be perm itted  
where circumstances render them  necessary :—

(i) Form al w ritten  application for inclusion in th e  scheme should be m ade
by  th e  employee on a  form  to  be provided on which he will, a t  the 
same tim e, authorize a  deduction of 3s. a  week from  his pay  in exchange 
for a voucher which will enable him  to  obtain a  weekly ticket free of 
fu rther cost to  himself. A specimen form  of application is given 
below. A ny substantial variation in the  form  should be subm itted  
for prior approval.

(ii) The voucher for the  following week’s ticket will be enclosed each week
in the  pay  envelope.

(iii) A n unused voucher m ay be returned and refund m ade of 3s. deducted.
Similarly, refund m ay be m ade in  respect of a  returned  ticket which 
has n o t been used for any  p a r t of the  week in  question, where the 
Railw ay or R oad T ransport Company agree to  waive the  charge. 
No refund will be made in  respect of tickets partially  used.

I j
Specimen Form  of Application for Participation  in  “ Am  is ted  Travel 

I  certify th a t  I  norm ally reside a t  the  following address :—

.......... ....... I................... / ............ ....

.....................................; ........................................I...................................
and th a t  I  norm ally travel daily from th a t address to  (name of establishment) by 
th e  following means and p ay  the  fare shown.

Means of Transport (stating name S tation or W orkm an’s
of Company providing transport) Fare Stage Fare

i  = ± =  p  . :::::::
(if more than  one bus or rail journey is involved, particulars of each 

should be given.)
I  undertake to  furnish imm ediately particulars of any  change in respect of 

place of residence or mode of travel to  and from the establishment.
I  authorize the deduction, from m y wages, of 3s. a  week un til further notice, 

in  respect of vouchers, exchangeable for tickets, issued to  me under the  above 
scheme.

S ig n a tu re ......................................................................
Shop or D epartm ent ....................................................
No. ...................................................................................
D ate ............... ..................................................................

A*2
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38. I t  will be necessary to  secure early  notice of any  change in an  employee’s 

place of residence to  ensure th a t *a correct voucher is enclosed in his pay  envelope 
where participation in the  scheme is still admissible.

B. Assisted Trips Home.
39. Workers transferred by M in istry of Labour.—Workpeople who have been 

transferred aw ay from the ir homes by  th e  M inistry of Labour and N ational Service 
for en try  a t  A dm iralty establishm ents m ay, subject to  over-riding emergencies, 
receive two travelling w arrants under th e  Cheap Travel Scheme for Industrial 
Workera. The scheme is lim ited to  th e  period 1st April to  30th September. The 
general conditions are set out below :—

40. A travelling w arran t will be issued to  such workers by  th e  A dm iralty  
establishm ent a t which they  are employed and will be exchanged a t  th e  railway 
booking office for a  re tu rn  ticket. The worker will be required to  pay  7s. 6d. 
tow ards th e  cost o f th e  w arran t (see paragraph 48).

41. W arrants should be issued only—■
(1) for a  re tu rn  journey to  the  nearest point to  the  worker’s destination to

which a  ticket can be issued by  a  railway com pany ; and
(2) where th e  re tu rn  railway fare by th e  cheapest rou te exceeds 7s. 6d.

42. In  order to  be eligible for th e  special travelling w arrant, workers m ust 
no t have received household rem oval assistance in respect of th e  current transfer, 
or be in receipt of continuing liability allowance, and the ir dependants m ust not 
be living in the  same area w ith  them .

43. E ligibility for a special travelling w arran t will no t be affected by  the  
previous issue of free emergency w arrants in  accordance w ith  the  M inistry of Labour 
Circular 7/76 or vice versa.

44. (a) W orkers from  N orthern  Ireland or E ire m ay receive cheap w arrants 
under these arrangem ents, except th a t  a  leave certificate endorsed by  th e  police 
o r a  valid sailing ticke t w ith  evidence th a t  an  ex it perm it has been granted  to  
enable the  worker to  re tu rn  to  Ire land  for the  period of the  visit m ust be produced. 
Subject to  (b) and (c) below, such workers m ay receive bo th  w arrants in  the period 
1st April to  30th September, or one w arran t in  th a t  period and  one in  the  period 
1st October to  31st March.

(b) W hen an  application is m ade by  a  m arried worker transferred from  Eire, 
the  local Em ploym ent Exchange will ascertain w hether the  worker’s wife or 
husband resides in  E ire o r th e  U nited  Kingdom. I f  resident in  Eire w arrants m ay 
be issued in accordance w ith  (a)

(c) I f  husband and wife are living together in the  U nited Kingdom, a  w arran t 
should no t be issued. In  o ther cases w arran ts should be issued to  the  home area 
in the  U nited K ingdom  (i.e. where th e  wife or husband is living), b u t w inter travel 
facilities will no t be available— see paragraph 50 concerning reference to  Em ploym ent 
Exchange as to  entitlem ent in  all cases.

45. W orkers who have been re-transferred m ay receive a travelling w arrant 
to  th e  place from  which th ey  were first transferred by th e  M inistry of Labour and 
N ational Service.

46. I f  th e  relatives w ith  whom the  worker was living before th e  transfer have 
moved to  another area, a  w arran t m ay be issued to  enable th e  employee to  trave l 
to  the  place where th ey  are now residing.

47. Railw ay w arrants (D.N.A. F orm  No. 833) should be issued to  workers 
eligible, in tim e to  reach them  on the day  before the  date  of travel. W arran ts 
should be endorsed “ Bulk T ravel.”

48. The sum  of 7s. 6d. to  be contributed by  each employee (see paragraph  40) 
is to  be collected when the w arran t is issued and  taken  on charge in  the  Cash 
Account.

49. W here application has been m ade by  large num bers of workers who desire 
to  travel a t  the same tim e, advance notification should be given to  th e  sta tion  
m aster by  the  local A dm iralty authorities.

50. The scheme outlined above can only be effectively operated by  co-operation 
between th e  officers of A dm iralty  establishm ents and the  local Em ploym ent
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Exchange authorities, and it  should be m ade clear to  all concerned th a t the special 
travelling w arrants cannot be issued by A dm iralty establishm ents before reference 
to  the Em ploym ent Exchange and entitlem ent has been established in every case.

51. Workers transferred or sent cm detached duty by Adm iralty .—A dm iralty 
industrial employees now serving on detached duty , or who have been transferred 
by the Adm iralty, and who are in receipt of subsistence or lodging allowances, 
respectively, under the conditions laid down in Section V will continue to  be dealt 
w ith under existing arrangem ents. Similarly, employees transferred from their 
homes by the M inistry of Labour and N ational Service for en try  in an A dm iralty 
establishm ent who are subsequently sent on detached du ty  or transferred by  the 
Adm iralty elsewhere will be dealt w ith under the  existing A dm iralty arrangem ents 
following such transfer, etc. Generally the A dm iralty  have au thority  to  gran t 
two free travelling w arrants, during each period of 12 m onths after the date  of 
transfer, to  workpeople who have been transferred aw ay from  their homes under 
A dm iralty orders and, in addition, consideration is given to  the question of granting 
a further partly  free w arran t (i.e. a  return  w arran t issued on paym ent of the 
appropriate single fare) in any particular case of hardship where an/em ployee 
had  to  m ake a  further journey home afte r using the  two free w arrants. As regards 
employees on detached du ty  and in receipt of subsistence allow ance,'the pre-war 
rule w hereby the  D epartm ent has discretion to  issue free w arrants a t  intervals 
of no t less than  a m onth has n o t actually  been w ithdraw n, b u t under-war conditions 
th is discretion has to  be exercised w ith considerable reserve, regard being had to  
th e  lim itations in the  m a tte r of leave and  the  desirability of restricting travel as 
much as possible on account of the general transport situation. /

52. General.—I t  is impressed upon H eads of Establishm ents concerned th a t 
i t  is im portant to  do everything possible to  ease the  strain  on transport, e.g. by  
ensuring th a t workers’ trips home are spread as evenly as possible over the whole 
period by staggering the  trips o f individual workers where the  numbers in an 
establishm ent are a t  all considerable, to  the  highest degrfee possible consistent 
w ith existing A dm iralty orders ; by  arranging th a t  wheiy considerable num bers 
of workers are likely to  go home a t  the same tim e (e.g. o|i the  occasion of annual 
leave) th is does no t coincide; w ith  the  tim e when workers from  neighbouring 
establishm ents are also going home in num bers ; and ' by  consulting the  local 
railway authorities well in ad vance if the num ber of/w orkers travelling a t  the  
same tim e is likely to  be large. I

53. In  no circumstances; should workpeople enratled to  such privileges be 
allowed the use of free or partly  free travel passes during the W hitsun Bank Holiday 
period, August B ank H oliday period, or any other pejfod of restricted travel which 
it  m ay be necessary to  impose.

C. Travelling Expenses in  connection with medical examination, trade test or
interview before acceptance.

54. The following arrangem ents apply in connection w ith th e  paym ent of 
fares and other expenses, incurred by workpeople Aent from a M inistry of Labour 
and National Service Em ploym ent Exchange to  A pm iralty Establishm ents for the 
purpose of medical exam ination, trade te st or interview.

55. Fares.—Free travelling w arrants will be provided by the  home Em ploym ent 
Exchange, where appropriate, and in certain  circumstances (for the homeward 
journey only) by  th e  A dm iralty Establishm ent concerned (see * below). The 
precise arrangem ents are as follows

(1) Applicants who travel six miles or less to  the Establishm ent or place of 
interview (by the  actual route travelled) :—

(а) I f  accepted \  Will, receive no paym ent from any source in respect of
(б) I f  rejected J  fares incurred.

(2) Applicants who travel more th a n  six miles to  the  Establishm ent b u t less 
than  reasonable daily travelling distance :—

(а) I f  accepted* : Will have been issued, by the M inistry of Labour, w ith
a free w arrant for the outw ard journey.

(б) I f  re jec ted : As in  (2) (a) and should be issued by  the  Adm iralty
Establishm ent w ith a  free w arrant for the  homeward
journey.
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(3) Applicants who travel more th an  reasonable daily travelling distance :—

(а) I f  accepted* : As in (2) (a).
(б) I f  rejected : As in (2) (6).

*The Em ploym ent Exchange will issue return  travelling w arrants in
the  following cases

(i) where they  have been able to  ascertain beforehand from the
A dm iralty Establishm ent concerned th a t th e  applicant, if 
accepted, will not be required to  commence work immediately, 
and

(ii) where the  applicant,if accepted, will have to  return  home in order
to  term inate his present employment.

If, in any  particu lar case under (i) or (ii) above, a  return  w arrant has not been 
issued by the  Em ploym ent Exchange, the A dm iralty Establishm ent will issue a 
w arrant for the  homeward journey.

56. Travelling T im e .— Allowances will be paid to  applicants in certain circum 
stances, in respect of the  tim e spent on the journey (including th a t occupied by 
the  interview and by any  necessary re tu rn  journey) as indicated hereunder. All 
paym ents in respect of travelling time, where issuable, will be made by the Adm iralty 
Establishm ent concerned.

(A) Unemployed Workers.
(1) Applicants who travel six miles or less to  the  establishment or place of 

in terv iew :—

(6) i f  refected } No allowance will be payable.

(2) Applicants who travel more th an  six miles to  the establishment, bu t less 
th an  reasonable daily travelling distance :—

(а) I f  accepted to  s ta rt work im m ediately : No allowance will be payable.
(б) I f  rejected or required to  s ta rt work a t  a la ter date : Will be paid an

allowanoe of 2s.
(3) Applicants who travel more th an  reasonable daily travelling distance :—

(a) I f  accepted ~| Will be paid an allowance of 5s. where the journey (including
tim e spent a t  the interview, etc., and on any necessary

- return  journey) does not occupy more th an  four hours, 
or 10s. where the journey, etc., occupies more than

(b) I f  rejected J  four hours.
(B) Employed Workers.

Will be paid for the  norm al working tim e necessarily lost by  the  interview, 
travelling, etc., a t  the  plain tim e ra te  of the existing employment. The sum  due 
will normally be calculated, roughly, on the tim e occupied in travelling to  the 
place of interview, etc., plus a similar allowance for th e  return  journey (in addition 
to  the period of tim e taken  up by th e  interview, etc.). Any case where doubt arises 
should be referred to  the  home Em ploym ent Exchange.

In  the  case of accepted candidates, paym ent for lost tim e is no t to  be made 
un til the applicant actually  commences employment in  the Establishm ent, and 
should only then be m ade on condition th a t there has been no unnecessary delay in 
taking up duty . (These conditions will have been explained to  applicants, before 
they  come for interview, by  the home Em ploym ent Exchange).

The home Em ploym ent Exchange will give the worker a le tter for presenta
tion to  the authorities a t  the appropriate Establishm ent stating whether he is 
employed or unemployed and also providing the following information :—

(1) in the  case of unemployed applicants—
(а) whether the applicant has travelled—

(i) beyond reasonable daily travelling distance ;
(ii) more than  six miles by the route travelled, bu t less than  reasonable

daily travelling distance ; or
(iii) six miles or less ; and

(б) whether a single or return  fare has been paid.
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(2) in the  case of employed applicants—

(а) th e  hourly ra te  o f wages (at plain-tim e ra te  in the case of piece-workers)
w ith an intim ation to  show whether the employer has confirmed the 
rate . N .B .—W here the rate  has not been so confirmed, paym ent for 
lost tim e is to  be deferred pending confirmation through the Em ploy
m ent Exchange.

(б) whether a  single or a return  fare has been paid.
57. The necessity for an  interview when workpeople are being engaged should 

n o t arise unless in exceptional circumstances, and a journey a t  the public expense 
for th is purpose should be authorized only when it is considered to  be essential for 
a personal interview to  be arranged before a candidate can be accepted. In  such 
cases, Heads of Establishm ents are authorized to  make paym ents as detailed above. 
Travelling w arrants issued for the return  journey (where applicable) should be 
endorsed “ Bulk Travel ” .

58. Attendance at Investitures.—W orkmen, to  whom aw ards for gallantry 
and other im m ediate awards (George Cross, M.B.E. imm ediate award, George Medal,
B.E.M., etc.) have been made, m ay be re-imbursed the  travelling expenses (third 
class) necessarily incurred in attending Investitures, together w ith travelling 
expenses (third class) of no t more than two relatives or friends who have been 
issued w ith perm its to  be present a t th e  ceremony and  are accom panying th e  
recipient.

59. W hen decorations are awarded posthum ously, the  travelling expenses 
(th ird  class) of two relatives or friends m ay be allowed.

60. So far as practicable, the civilian form  of travelling w arran t (D.N.A.833) 
should be issued for these journeys.

61. During the war, recipients of honours which appear in the New Y ear and 
B irthday  Honours Lists m ay be refunded expenses cfn the basis of paragraph 59, 
when they  are summoned to  Investitures.

D. Mileage allowances— Private motor cars, motor bicycles, etc., used on official
business

62. The general regulations concerning the paym ent o f mileage allowances to  
employees who use their own vehicles while on official business m ay be applied to  
workpeople.

S e c t i o n  IV —L o d g i n g  A c c o m m o d a t io n  a n d  C o m p u l s o r y  B i l l e t i n g .

63. In  certain areas concerned w ith the im portation of large num bers of workers 
th e  lodging accommodation for workpeople on a  voluntary  basis m ay become 
exhausted. A scheme has been adopted by the  Ministry of Labour and  National 
Service in conjunction w ith the M inistry of H ealth  (in Scotland the D epartm ent of 
H ealth  for Scotland) and Looal Authorities, whereby compulsory billeting m ay be 
resorted to  in such circumstances. In  addition, in certain  areas and  in respect of 
certain essential workers, the  wives and families of such workers will be billeted 
w ith them . (But see paragraph 73.)

64. I t  is, of course, desirable th a t  lodgings for transferred workers should, 
wherever possible, be obtained on the  voluntary principle and when it is proposed 
to  bring in workers to  an  A dm iralty Establishm ent either as new en tran ts or from 
another A dm iralty establishm ent close contact should be m aintained w ith  the 
Em ploym ent Exchange in each area in  order th a t  arrangem ents m ay be m ade for the 
preparation if possible of lists o f lodgings by th e  local au thority  and for the reception 
of the workers. As long notice as possible should be given of the transfers.

If, however, lodgings on the voluntary principle are not available th e  Em ploy
m ent Exchange in the area to  which the  workers are being transferred should be 
asked to  arrange for the introduction of compulsory billeting.

65. W here it  becomes necessary to  resort to  compulsory billeting the following 
conditions will be applicable so far as A dm iralty employees are concerned :—

(a) Arrangements for billeting will be m ade in  respect o f workers newly 
entered from a  distance through the E m ploym ent Exchange machinery, 
or sent from other A dm iralty establishments, provided th a t particulars 
are supplied to  th e  Local A uthority  by the  Em ploym ent Exchange 
Manager or an  Officer deputed by  him  for th a t purpose or by  the
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accredited representative of an Admiralty establishment (see (b) 
below). Workers already in Admiralty employment may be brought 
within the scope of the scheme where necessary, subject to the necessary 
arrangements being made between the accredited representative of the 
Admiralty establishment and the Local Authority. Forma E.D.248, 
and E.D.249, supplies of which will be obtainable from the local 
employment exchange, should be used for these purposes in the case of 
workers who are to be billeted individually. Copies of these Forms 
are given below. (See (c) as regards wives and families.)

(6) Heads of Admiralty establishments should nominate an officer to the 
local Employment Exchange and the Local Authority who would be 
regarded as the accredited representative for the purpose of notifying 
the Local Authority of particulars of workers to be billeted under the 
scheme if and when brought into operation in the particular district. 
This officer would also be responsible for furnishing the Expense 
Accounts Officer or the Cashier with full particulars of workers so 
billeted in order that the necessary deductions might be made from 
pay (see (/) and (g) below) or from subsistence allowance (see (h) 
below).

(c) In cases where it is desired to billet wives and families a notification
to that eSect should be forwarded to the Admiralty (U.S.O.) 
Bath, indicating approximate numbers involved, in order that 
the necessary arrangements may be made direct with the M i n i s t r y  
of Health (or Department of Health for Scotland). Wives and families 
of workers may be billeted only if the Head of the Establishment is 
notified by the Ministry of Health (or the Department of Health for 
Scotland) (1) that his establishment is one to which the scheme is 
applicable and (2) as to the number of workers at the establishment 
whose wives and families can be billeted. On receipt of such notification, 
arrangements should be made for the workers concerned to complete 
Form E.D.248A and for completed Form E.D.249A to be sent to the 
Local Authority. Copies of these forms are given below and supplies 
will be obtainable from the local Employment Exchange.

(d) There should be direct consultation between the accredited representa
tive and the local authority to ensure that all appropriate deductions 
from the workmens’ wages are made in respect of the billeting 
payments to householders.

(e) Householders on whom workers are billeted “ unaccompanied ” (i.e., in
all cases where the arrangements described in (c) do not apply— 
whether or not the worker’s family may have actually removed with 
him) are required to provide only shelter and access to water supply 
and sanitary conveniences and for this they will receive a payment of 
5s. (id. a week, payable at the Post Office on production of a billeting 
notice furnished to the householder by the Local Authority. The 
provision of meals and of other services will be a matter of arrangement 
between the householder and the billeted worker. If, however, wives 
and families are billeted with the workers, rooms will be designated 
for the exclusive use of the worker and his family and the billeting 
rate will be 5s. for a wife or any member of the family aged 14 or over 
and 3s. for each child under 14.

(/) The cost of the billet will be recovered by the Admiralty from the worker’s 
wages. The recovery will be at the rates shown in paragraph (e) above 
but if. a worker or a member of his family occupies a billet for less than 
a week it will be at the rate of Is. 0d. a night for each person aged 14 or 
over, subject to a maximum of 5s. 0d., and 6d. a night for each child 
under 14.

(¡7) The deductions from wages should be credited to Private Individuals 
“ Ministry of Health—Billeting Charges ” (or “ Department of Health 
for Scotland—Billeting Charges ”.)

(h) Any Admiralty industrial employee who is employed on detached duty 
away from his normal headquarters and in receipt of subsistence allow
ance, and who takes advantage of the compulsory billeting scheme 
will be required to pay the prescribed charge referred to in (f) above,
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which should be deducted from his subsistence claim and brought to 
account as directed in (g) above.

(t) The following returns showing the amounts recovered from wages are to 
be forwarded in duplicate to the Director of Navy Accounts (Branch 5) 
as soon as possible after the end of each quarter :—

Establishments in England and Wales
A return in manuscript with a certificate that the number of 

recoveries shown has been compared with the statements furnished 
by the Local Authority weekly (see paragraphs (d) and (e) below) 
and is correct. A specimen of the required return is given below.
Establishments in Scotland 

Men unaccompanied by wives and/or families
A  return is to be forwarded on Form E.D. 250 amended, as 

necessary, together with a certificate that the number of recoveries 
shown has been compared with the statements furnished by the 
Local Authority (see paragraph 66 (6) and (c) below) and is correct.
Men accompanied by wives and/or families for whom billeting 

arrangements have been made.
A  return is to be forwarded on Form E.D. 250A ; amended as 

necessary, together with a certificate as above. In the event of there 
being any discrepancy between the amounts recovered and the 
weekly statements furnished by the Local Authority a detailed 
explanation is to be furnished. Supplies of forms E.D. 250 and
E.D. 250A, copies of which are given below, should be obtained 
from the local Ministry of Labour Employment Exchange.

(j) Payment of the amounts recovered will be made to the Ministry of Health 
or Department of Health for Scotland by the Director of Navy Accounts.

66. The following is an extract from the instructions issued to Local 
Authorities in England and Wales by the Ministry of Health in connection with the 
scheme (for the corresponding instructions to be issued to local authorities in 
Scotland, see paragraph 67) :—

(a) A  careful record must be kept of all persons billeted and the record should
be maintained to show clearly the particulars of the employees of each 
establishment who are billeted.

(b) As soon as billeting takes place a register is to be compiled for each estab
lishment showing the name of the worker billeted and the name and 
address of the householder on whom he is billeted.

(c) This register will enable a check to be made of the weekly payments to
householders against the duplicate receipts which will be received 
from the post office.

(d) At the same time a statement showing the total number of employees
billeted must be sent to the appropriate Admiralty Officer, to the 
Senior Regional Officer of the Ministry of Health and to the Ministry 
of Health, Whitehall, S.W.l.

(e) Each week thereafter a statement showing the numbers of additions to
and deletions from the Register and the new total of workers in billets 
should be agreed with the Admiralty representative and sent to each 
of the persons referred to at (d) above. These statements, which must 
be certified by a responsible Officer of the Local Authority, will serve, 
inter alia, as a check on the amounts which are to be recovered from the 
employees by the Admiralty.

(f) Where the wives and families of workmen are billeted the records and
statements must show this clearly by entries in separate columns and 
distinguishing between adults and children in order to ensure that the 
full amount of the appropriate recoveries may be made.

(g) It is essential that very close liaison should be maintained with the
Manager of the Employment Exchange and with the accredited 
representative of the Admiralty Establishment in order to ensure 
that every change, such as absences through sickness, discharge of
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the workmen, cessation of work, or other circumstances which may 
necessitate the withdrawal of billeting notices, may be known as 
early as possible. Close liaison also will enable the billeting officer 
to be informed in due time of probable further demands for billets, 
in order that he may undertake the necessary preparatory work.

67. The following is an extract from the Instructions issued to Local 
Authorities in Scotland by the Department of Health for Scotland in connection with 
the scheme :—

(а) The workers billeted will be included in the central record of persons
billeted—see D.H.S. Circular 70/41. They should be designated on 
Form H.C.2 under the heading “ Type ” as “ EW (Admy.) ” and the 
name of the Admiralty establishment by which the worker is employed 
should be entered in the space at the bottom right hand comer of the 
form headed “ Remarks ”. If a worker is accompanied by his wife 
or wife and children, they also should be designated as type “ EW 
(Admy.).” Form ED 249 or ED 249A will be completed by the 
appropriate officer applying to have the workers billeted and will give a 
list of such persons.' The form will also serve as the “ Authorization 
to billet ” and should accordingly be serially numbered along with 
the other authorizations and the serial numbers entered on Form H.C.2.

(б) A list should be made up from the Form H.C.2 showing the name, date of
birth (where of school age), date of billeting, rate of billeting allowance, 
and the name of the Admiralty establishment when persons of this 
type (EW (Admy.) ) are first billeted. Copies of the list should be 
sent to the appropriate Admiralty officer, a copy being retained by the 
local authority.

(c) Each week thereafter a statement showing under the above headings—
the particulars of persons whose names fall to be added to or deleted 
from the list should be compiled and copies sent to the Admiralty as 
in the case of the original list. A copy of each statement should be 
retained by the local authority. The statements should contain, where 
appropriate, the date on which billeting ceased. All statements should 
be certified by the Chief Reception Officer or in the case of an area other 
than a receiving area by the Chief Billeting Officer.

(d) As in paragraph 66 (¡7) above.

Form E.D. 248
DEFENCE REGULATIONS 1939 (REGULATION 22 (1))

Part I
Billeting of War Workers.

Tn connection with my employment with Messrs......................................................
at................................................................................... I hereby apply to be billeted in
that area.

I understand that the cost of the billet will be 5s. per week : I hereby authorize
my employer to pay this sum* weeldy to the Manager of the.......................................
Local Office of the Ministry of Labour and National Service, payment to be made 
out of my wages. I  also understand that the billeting involves the provision of 
lodging only and that I must make my own arrangements concerning the provision 
of meals or other services.

My present address is....................................................................................................

and my Unemployment Book No. is Serial ^ 0 °°......
................................................... Signature.

....................................... Date.
Witnessed by...........................................
Date.......................................................... [P.T.O.
E.D. 248.
N. B .—Delete—

*“ Weekly to the Manager of the....................................................... Local Office
of the Ministry of Labour and National Service.” 
and insert

“ to the Ministry of Health.” (or “ to the Department of Health for Scotland.”)
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Part II

FOR USE OF APPLICANT’S LOCAL OFFICE
The Manager.

The applicant named overleaf, who is proceeding to your Vacancy Order
No................................ should arrive at....................................................... (destination)
on........................................................(date) at................................................(time).

................................................... Signature

................................................... Rank

................................................... Date

Form E.D. 248A 
Defence Regulations 1939 (Regulation (22(1)) 

Billeting of War Workers together with Wives and Families

In connection with my employment with
Messrs........................................................................................................................................
at .............................................................................................................................................
I hereby apply to be billeted in that area and. for the persons shown in the statement 
below to be billeted with me.

j* haY.e----- made a previous application to be billeted in the area. I under-
have not

stand that the cost of the billet will be at the rate shown below and I hereby 
authorize my employer to pay this sumf weekly to the Manager of the
.................................................................................... Local Office of the Ministry of
Labour and National Service, payment to be made out of my wages.

Deductions to be made from  
Persons to be billeted. wages (per week)

£ s. d.
Worker (at 5s. per week) ... ... ... ... 5 0
....... other persons aged 14 and over (at 5s. per week) ................................
....... children under 14 years of age (at 3s. per week) ...............................

Total

I understand "that the billeting involves the provision of lodging only and 
that I must make my own arrangements concerning the provision of meals and 
other services.

My present address is....................................................................................................

TT . , „  . „  . /L ocal Office ...............................................and my Unemployment Book No. ls^_ger aj

........................................................................Signature.

................................................................Date.
Witnessed by....................................................................................
Date....................................................

•fN.B.—Delete “ Weekly....................................... National Service ” and insert
“ to the Ministry of Health ” (or “ to the Department of Health for Scotland ”.) 

*Delete whichever is inapplicable.



Form E.D. 249
DEFENCE REGULATIONS 1939 (Regulation 22 (1) )

BILLETING OF WAR WORKERS

................................................Name of employer

................................................Name of Employment
...................................  Exchange

To the Clerk,
.................... ...................(Name of Local Authority)

Dear Sir,
The workers named overleaf require to be billeted. Will you please advise

—----- -----------*of the date upon which billeting commences in each case.the employer
Yours faithfully,

Accredited representative of Employer 
Manager, Employment Exchange. *

* Delete whichever is inapplicable.
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Quarterly Return to D .N.A.

BILLETING OF WORKPEOPLE 

ENGLAND AND WALES 

DEFENCE REGULATIONS 1939 (Regulation 22 (1))
To : Director of Navy Accounts,

(Branch 5, Shore).
Admiralty,

Bath.

(Name of Establishment)

BILLETING OF WORKPEOPLE
Certified that the total amount recovered from the wages of workpeople in

respect of billeting charges during the quarter ended........................................................
was £ s. d. and that the recoveries made have been compared with the weekly 
statements furnished by the Local Authority and are correct.

Accredited Representative Expense Accounts Officer. Cashier

............................................... 194... ................................................194....
Notes.—(a) In the event of there being any discrepancy between the amounts 

recovered and the weekly statements furnished by the Local Authority a detailed 
explanation is to be furnished.

(6) Return is to be rendered in duplicate.

Form E.D. 249A 
Defence Regulations 1939 (Regulation 22 (1)). 

Billeting of War Workers together with Wives and Families
...............................„....................................... (Name of Employer)
.......................................... ..............................(Address)
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To the Clerk,
.................................................................... (Name of Local Authority)

Dear Sir,
The workers named overleaf require to be billeted and the persons shown to 

be billeted with them. In the cases marked with an asterisk the worker has already 
made application to be billeted and you will no doubt make such alterations in 
the arrangements as are necessary.

Will you please advise me of the date on whioh billeting commences in 
eaoh case.

Yours faithfully,

Accredited representative of Employer.

Name of Worker.
(In oases marked * the 
worker has already made 
an application to be billeted 

in this area.)

Is the 
worker’s 

wife to be 
billeted 

with him ?

Number of other persons to be 
billeted.

Aged 14 and over Under 14 years

Male Female Male Female
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Form E.D. 250A 

Defence Regulations 1939 (Regulation 22 (1»
Manager, ...............................•—.....•.................... —

Employment Exohange,

(Name and address of firm)

ttillnting of War Workers together with Wives and Families
I hereby oertify that the total amount recovered by pie from wages of workers 

employed by me in respect of . billeting oharges for the workers themselves and for 
their wives and families during the week ended...................................... ..........................
was £................................................................  A cheque for that amount is enolosed.

1.................Recoveries of 5a. in respeot of workers have been
made amounting t o ................ ... ... ... £ : ;

I .................Recoveries o f 5s. in respeot of other persons aged
14 or over have been made amounting to ... £ : :

 3 Recoveries of 3«. in respect of children under
14 years have been made amounting to ... ... £ : :

 4 Recoveries of less than a full week’s billeting rate
have been made as shown overleaf amounting to £ : :

Total ... £ : s

.................................................................................. (Signature).
................................................................................. Position held

(I f  signed on behalf of employer)
............................................................ Date

Note.—Cheques should be made payable to the “ Ministry of Labour and 
National Service ” and crossed “ Bank of England, A/c. Paymaster General ”.

Name of Worker

Amount reoovered in respect of

RemarksWorker 
(at 

Is. per 
night).

Other 
persons of 
14 years of 
age or over 
(at Is. per 

night).

Children 
under 

14 years 
(at 6d.

per
night).

*

19 5722
S e c t i o n  V — W a r  T i m e  T r a n s f e r  o r  W o r k p e o p l e .

88. The following instructions are to be carefully observed when, in the 
exceptional circumstances of war, it is necessary in the interests of the Service
(o) to send workpeople away on detached duty, (6) to transfer workpeople from one 
Admiralty establishment to another, and (c) to transfer workpeople with the work 
of an establishment, as a result of serious damage to or destruction of the 
establishment, or if the establishment or a section of it is moved for other reasons.
A. Workpeople absent from home and normal place of employment on temporary

detached duty.
69. Subsistence allowance on the scale prescribed in paragraph 6 (a) is 

payable for so long as the workman continues to be absent on detached duty and 
to maintain his family or dependants elsewhere. If joined by his family at the 
place of detached duty, subsistence allowance will cease to be payable. An

allowance within a maximum of 21«. a week will, however, be payable in respect 
of continuing liability for rent, rates, mortgage interest, storage of furniture at 
the old station, and/or excess cost of accommodation at the new station.

B. Workpeople necessarily “ transferred ” from one establishment to another in  the
interests of the Service, or transferred with the work of an establishment, as a
result of serious damage to or destruction of the establishment, or i f  the establish
ment or a section of it is moved or other reasons.

70. Payments under the following conditions may be granted as applicable :—
(i) Cost of travel (3rd class if by rail) for employees and dependants from

home to new establishment. If temporary sleeping accommodation 
is necessary between the time of loading furniture and its delivery to 
unfurnished accommodation at the new station, lodging allowance of 
3s. 6d. a night for the employee and 1«. 9d. for each dependant may be 
allowed for not more than three nights, subject to satisfactory evidence 
of expenditure.

(ii) Refund of actual expenditure on removal of furniture (see Section II)
subject to a maximum payment of the amount of the lowest of three 
competitive tenders (including one from a railway company if 
practicable). It should be noted that it is often cheaper if the removal 
is undertaken by a firm from the neighbourhood to which the move 
is made than if by one from the neighbourhood of the original 
establishment.

(iii) When a married workman (or an unmarried workmen with equivalent
domestic responsibilities) proceeds to the new establishment alone and 
continues to maintain his family or dependants elsewhere, lodging 
allowance at the rate of 3«. 6d. a night is payable. An unmarried 
workman may be paid lodging allowance at the rate of 3s. 6d. a night 
for one week, if not billeted (see paragraph 73). Payment of this 
allowance will, however, cease in the case of any man sent temporarily 
elsewhere on detached duty and paid subsistence allowance in 
accordance with paragraph 6 (a). (The necessary arrangements are 
to be made with the Ministry of Labour Employment Exchange to 
ensure that workmen, entered from a distance through the Exchanges 
and drawing lodging allowance of 3s. 6d. a night under Ministry of 
Labour Regulations and who are sent on detached duty, receiving 
subsistence allowance under Admiralty regulations, are not paid 
lodging allowance concurrently by the Employment Exchange).

(iv) An allowance up to 21s. weekly may be allowed in respect of continuing
liabilities (see paragraph 69). Unmarried workers will be eligible for 
an allowance up to 21s. a week in respect of an unavoidable liability 
for rent at the old station, but no compensation can be given in respect 
of excess cost of rent at the new station. Storage charges may be 
allowed if the rent liability is terminated and the furniture removed 
to store at the old station.

C. Change-over from  “ detached duty ” terms to “ transfer ” terms.
71. Where the absence of an employee, who was sent from his headquarters on 

temporary detached duty, is likely to be prolonged indefinitely and he can no longer 
be regarded as having a connection with his headquarters, the head of the depart
ment or establishment should arrange for the formal transfer of the employee to
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the new place of employment. Transfer terms under paragraph 70 above will 
apply from the date of transfer. The employee should be given not less than one 
month’s notice of the impending change in his position.

Note.— Before a workman is sent out on detached duty or transferred his position 
is to be explained clearly to him

72. Heads of departments or establishments are to review at intervals of three 
months all cases of workpeople at present on detached duty and in receipt of 
subsistence allowance.

73. Billeting.—As a general rule, the Civil Service billeting arrangements will 
not be applied to industrial employees, since they will normally be eligible for 
subsistence allowance if on detatached duty or transfer terms if transferred ; 
the fact that the Civil Service billeting scheme is in operation in a particular area 
will not debar an industrial employee from the payment of subsistence allowance 
or lodging allowance. Accommodation may be provided under arrangements 
detailed in paragraph 63, etc., but these employees will continue to receive 
subsistence allowance if they are on detached duty or lodging allowance, if 
transferred.

74. No distinction is to be drawn between male and female employees in the 
rules governing the payment of subsistence, etc., allowance.

75. The directions in this section are not applicable to workpeople newly entered 
from a distance from the Employment Exchanges, who are also entitled to be 
billeted as provided in paragraph 63, etc., but for whom special regulations 
as to payment of allowances have been laid down by the Ministry of Labour and 
National Service, and are operated by that Department.

D. Repayment of expenses arising from dispersal
76. Industrial workpeople dispersed with their establishments as a war measure 

who, for reasons regarded by the head of the department as adequate are not 
required to remove, and who travel daily from their homes at the previous station 
to the new station, may be granted the excess cost of travelling necessarily incurred 
over their pre-dispersal liability.

77. Workpeople who have been allowed to remove their homes to the new 
station will not be eligible for the above concession, but will be eligible for the 
benefits of an assisted travel scheme, if such a scheme is operating in the new 
district (see paragraphs 34, etc.).

78. In some cases workpeople who travel daily from their old homes in the 
circumstances outlined above may be put unavoidably to extra expense on account 
of the cost of meals at the new station exceeding the cost in the old district. Heads 
of establishments are empowered in such cases, after satisfying themselves by 
suitable enquiries as to what should be regarded as a reasonable and economical 
charge for the meals in question—

(a) at the old station,
(b) at the new station,

to grant an allowance not exceeding 5s. a week towards the extra cost.

79. It is desired to emphasize that payment of the allowance can only be 
permitted on the understanding that heads of establishments are satisfied in the 
particular cases that the extra expense under this heading is unavoidable ; and it 
is desirable that evidence of the extra expense should be available.

80. The amounts authorized by heads of establishments within the maximum 
rate of the allowance should be determined on a general basis after due consideration 
of the “ reasonable charges ” referred to at (a) and (6) above in the various groups 
of cases, i.e., it is not the intention that individual workpeople should make specific 
claims based on vouched extra expenses.

81. Claims for the approved weekly rate of meal allowance should be included 
with claims for excess travelling expenses. Paying officers should make a pro rata 
deduction from the weekly rate for any days of absence.

21 5722
E. Transferred boys and youths—maintenance allowance

82. Payment of a temporary maintenance allowance is authorized to boys and 
youths who are transferred for Service reasons from one Admiralty establishment 
to another and who incur extra expenses for board, lodging and daily travelling as 
a result of such transfer. •

83. The grant of this special maintenance allowance is made with the object 
of assisting youths, etc., to meet the extra cost of living away from home. The 
allowance (based on actual necessary extra expenses) payable in each case will be 
a weekly amount not exceeding the difference between the total of the youths’ basic 
wage and bonus, and 40s. a week, and is at the discretion of the head of the establish
ment, who should ascertain from the boy his actual expenses—

(a) in respect of lodging or home expenses and daily travelling expenses
prior to transfer ;

(b) in respect of lodging expenses and daily travelling expenses subsequent
to transfer.

84. Payment will be subject to adjustment as the employee’s wages and bonus 
increase and all payments are to be reviewed by the head of the establishment at 
intervals of eight weeks to establish that the extra expenses are continuing.

85. Claims for this allowance should be prepared in manuscript and forwarded 
to the Cashier after approval by the head of the establishment.

86. Employees entitled to this special maintenance allowance will not be 
allowed, in addition, payment of lodging allowance for one week as provided for 
single workmen transferred from one Admiralty establishment to another (see 
paragraph 66 (iii)).

87. Boys and youths sent away from their normal place of employment, on 
temporary detached duty, will continue to be eligible for the payment of subsistence 
allowance under the prescribed conditions.

F. Workmen accommodated at Naval A ir Stations or other Fleet Establishments, or
Royal A ir Force Stations
88. It may be necessary from time to time for industrial employees serving 

in H.M. dockyards or other Admiralty establishments to be sent on temporary 
detached duty to a Naval Air Station or a Royal Air Force Station so situated as 
to make it necessary for the employees in question to be victualled and accommo
dated on the Station. It may also occasionally be necessary for dockyard, etc., 
employees to be transferred for service at a Naval Air Station similarly situated.

89. The employees concerned fall into one of the following three categories :—
(а) those sent on temporary detached duty to a Naval Air Station ;
(б) those sent on temporary detached duty to a Royal Air Force Station ; and
(c) those transferred (i.e., so far as can be foreseen, for the duration of the

war) for service at a Naval Air Station.

90. In those instances where it is essential for such employees to be victualled 
and accommodated on the Station because no suitable outside facilities are available 
within reasonable distance of the Station, the following arrangements are to be 
adopted :—

Employees in category Arrangements to be made
(a) ... ... To be paid two-thirds of the normal rate of subsistence 

allowance as laid down in, and subject to the conditions 
of, Section I ; to be provided with free accommodation 
at the Naval Air Station ; and to be required to pay 
for their own food. (Where this is provided from 
Service sources, employees are to be charged at the 
special victualling allowance rate applicable when 
Service provisions are not available, and current at 
the time ; the present rate is 2s. 6d. a day.)
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(b)   To bo paid two-thirds of the normal rate of subsistence

allowance as laid down in, and subject to the conditions 
of, Section I ; the local Royal Air Force authorities to 
be notified that the men concerned will receive sub
sistence allowance at two-thirds rate only, and will pay 
for their own rtieals from whatever source obtained.

(c)   To be charged the sum of 27a. 6d. a week, at present,
for full board and lodging. Any such transferred 
employees who are married men (or unmarried with 
equivalent domestic responsibilities) are entitled to be 
credited with lodging allowance at the rate of 24s. M. 
a week as laid down in paragraph 70 above.

91. The above arrangements may also be applied in any instance in which, 
owing to the isolated position of the establishment or other sufficient reason, it is 
essential to provide an industrial employee, while on detached duty, with Service 
accommodation and victualling in a Fleet establishment.

92. The terms of Admiralty Letter L.2299/40, dated 26th July, 1940 (addressed 
to Rear-Admiral, Naval Air Stations ; the Commanding Officers of certain Naval 
Air Stations ; and the Admirals Superintendent at Portsmouth, Devonport and 
Rosyth) will not apply to the personnel dealt with in this Order.
(A.F.Os. 3936/40, 820/41, 821/41, 1356/41, 2885/41, 3890/41, 4096/41, 5344/41, 
5466/41, 1857/42, 2105/42, 2454/42, 2580/42, 2712/42, 2743/42, 2828/42, 3221/42, 
3586/42, 5843/42, 5846/42, 5847/42, 5889/42, 2443/43, 3014/43, 3363/43, 3768/43, 

4902/43, 5158/43, 5307/43 and 2028/44 are cancelled.)
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