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Introduction 
 
Overview 
 

1. The MOD offers all eligible employees the opportunity to apply for a Work Space salary 
advance of up to £5,000 to cover the cost of making improvements to their home office to 
ensure a productive and safe working space. This advance sits alongside the provisions of 
the flexible working policy, procedure and the existing provision of IT, chairs and desks. 
 

2. This advance is designed to support employees to cover the cost of improvements that 
have a direct link towards the work the employee carries out for MOD from their home. It 
should not be used to make improvements outside of the home office area, or for general 
interior updates. 

 
3. The Work Space salary advance sits alongside the Rental Deposit and Season Ticket 

schemes as an expansion of the range of MOD employee salary advances.  
 
Applies to 
 

4. All permanent civilian staff who have completed at least two months’ service. Fixed term 
appointees may also apply, provided that their line manager endorses the application to 
confirm that the individual will be employed by MOD throughout the entire recovery period 
of the advance.  

 
5. All permanent civilian staff that work from home, even on an infrequent basis.  
 
6. The scheme does not include overseas staff including LEC’s, Agency staff and Interns. 

Employees are not eligible to apply for an advance if they are absent on nil or half pay, 
receiving sick pay at pension rate, unauthorised leave or other leave without pay. 
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Applying for the Work Space Advance of Salary 
 

Process 
 

7. Before applying for the work space advance, please read the scheme guidance and the 
application form (see HR Form 1965A: Request for Work Space Advance of Salary) 
carefully. Employees should discuss this advance and what they wish to use it for with their 
line manager before applying. 
 

8. You should make your application to DBS Civilian Personnel through HR Form 
1965A electronically and advise your line manager accordingly of your application for the 
advance. This form also authorises the necessary deductions which will be made from your 
pay. 
 

9. Employees can use this advance of up to £5,000 to support the cost of improving one or 
more of the following criteria in the home office used to carry out MOD work:  
 
 lighting (natural light replicators, installation of overhead lighting, installing blinds) 
 working temperature (amendments to existing windows, fans, air conditioning unit) 
 removing obstructions (shelving installation, cupboard space – for non-confidential 

items) 
 well-maintained area and equipment (Wi-Fi powerline kits, moving plug sockets, 

replacing worn flooring, painting) 
 Space conversion (conversion of garage, purchase of dedicated office structure). 

 
10. This advance of salary is an interest-free loan, however, it has tax-free status (up to a value 

of £10,000 for one or any combination of loans in a financial year). To use it for any 
purpose other than that for which it was intended may amount to gross misconduct and can 
lead to dismissal, even for a first offence. 
 

11. Line managers are required to see the purchase receipt within one month of the advance 
being paid. If the receipt cannot be produced, action to seek immediate repayment of the 
loan will be taken.  
 

12. Your completed application form should reach DBS Civilian Personnel by the 10th day of 
the month in which the loan is required, at the latest. 
 

13. DBS will set up the repayment schedule and the advance will be recovered by deduction 
from pay in equal monthly payments over 24 months maximum. This will start in the month 
in which your advance was made, unless you selected when applying for your advance to 
defer repayment for one month only.  
 

14. Employees should be aware that the creation of a garden office or garage conversion can 
increase the value of their property when it is sold. This potential increase in value may 
have tax implications and employees may be required to notify HMRC of the increased 
value by self-assessment tax return when selling the property. Any tax issues arising from 
the use of the Work Space Advance will remain an employee matter and individuals are 
encouraged to contact their local tax office if they have any questions. 
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Employee FAQs 
What is the tax status of this advance?  
An advance of salary for purchase of items to improve your home working environment is 
regarded for tax purposes as a beneficial loan. This means that income tax and national 
insurance are collected on the basis of gross pay due, ignoring the advance itself and the 
deductions in respect of it. So, as an interest-free loan, you must use it solely for the purposes 
defined above.  
 
I have a Season Ticket Advance, can I still apply for the full Work Space Advance of 
£5,000?  
You can apply for the full Work Space Advance of £5,000 if you are in receipt of other advances. 
However, if the total of all salary advances exceeds £10,000, you will be issued with a P11D by 
DBS which will be reported to HMRC and you will be liable to pay additional tax.  
 
If you already have a Work Space Advance, you will not be able to request a further advance 
until your existing one has been fully recovered. 
 
What if my purchase was cheaper than the amount I requested, for example a discount 
was applied that I wasn’t aware of when I sought the advance?  
You must repay the difference immediately by BACS transfer or deduction from pay. As soon as 
you become aware of the problem, you should contact the DBS Enquiry Centre who will advise. 
It is important that you repay the additional money immediately in order to prevent suggestions 
of a fraudulent claim.  
 
What happens if my circumstances change?  
It is not possible to set out all the circumstances in which part or all of an advance may have to 
be repaid. After adjustment of your advance, your repayments would then be recalculated and 
reduced accordingly for the remainder of the period of the loan.  
 
What if I cannot make the purchase in the month following the issue of the advance?  
It is a requirement of the advance that you use it within a month, so if you cannot do this you 
should explain to your Line Manager why this has not been possible. This is important as all 
advances are liable to random checks, and if you take action immediately this will prevent 
accusations of fraudulent claims in the future.  
 
Are there any other conditions?  
In applying for an advance, you have to have enough money in your bank, building society or 
Giro account in order to buy the item once the advance has been made, that is you must ensure 
that your bank will not divert any or all, of the advance to pay off an overdraft. The advance is 
made to you for purchase of items to improve your home working environment and it is 
repayable on demand.  
 
What if I leave the Civil Service before the loan has finished?  
If you leave the Civil Service, you must repay immediately - without demand - any outstanding 
balance of the advance. This means that it will be recovered from your final pay and allowances. 
In the event that there are insufficient funds within your salary to recover the full amount, the 
outstanding sum will be recovered from any pension’s benefits due. However, recoveries cannot 
be made from Preserved Pensions Awards, so if MOD is unable to clear your outstanding 
balance in full by the above methods, you will be asked to repay any residue. 
 
In what circumstances would I be required to repay the advance early?  
There are 2 main reasons why you would need to do this:  
 If you leave the Civil Service; or  
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 If you cannot satisfy MOD that your advance was used to purchase items to improve 
your home working environment in accordance with your application, i.e. strictly for the 
purpose intended.  

In this case, disciplinary action may be taken against you in accordance with Misconduct policy 
and process.  
 
What if I am transferred to another government department? 
If you are repaying back a loan and you are transferred to another department, your outstanding 
balance will be transferred to your new employer in accordance with current procedures for 
transfers between departments. 
 
Can two employees from the same household apply for a Work Space Advance?  
It is not allowed for two employees of the same household to apply for the Work Space Advance. 
Line managers have the responsibility to assure that only one loan will be submitted.  
 

 
Line Manager FAQs 
 
Why is it a problem if someone makes a false claim or spends the money on something 
else? 
It is a criminal offence to make or conspire to make a false claim on an application for advance 
of salary. If someone does this, or deliberately fails to notify any changes to the detail of their 
application throughout the life of the advance, then this may amount to gross misconduct. In 
addition, any false statement that the individual makes may result in or lead to criminal 
prosecution and / or disciplinary action, either of which could result in dismissal. You should be 
aware that this policy applies even for a first offence, save in the most exceptional 
circumstances. See Misconduct policy and process.  
 
Are there any checking procedures?  
Yes. The MOD must satisfy itself that advances are used in accordance with the application. The 
MOD also has the right to examine the purchase at any time during its life or to see the receipt. 
 
It is not allowed for two employees of the same household to apply for the Work Space Advance. 
Line managers have the responsibility to assure that only one loan will be submitted.  
 
Who is responsible for carrying out random checks?  
As the line manager, you should ensure that you are shown the receipt for the purchase within 
one month of any advance being made. In addition, each TLB has a random checking procedure 
in place, and working with line managers, you may be asked at any time to check again from a 
randomly generated list of staff that advances are being used strictly in accordance with the 
original applications. Staff must be aware that they should be prepared at any time to show the 
nominated TLB representative their purchase receipt for inspection.  
 
What happens if there is an irregularity?  
In the event of an irregularity being discovered during any check, the matter should be 
investigated fully and, if necessary, disciplinary action taken against the member of staff in 
accordance with the Misconduct policy and process, and such disciplinary action should be 
reported, in the first instance to the DBS Enquiry Centre. 
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