Apply for Respite Journey

Do NOT keep printed copies of this guide — it is subject to frequent update.
Scope

This instruction covers the process for a Service Person (SP) applying for authority to undertake

a respite journey. If you are looking to claim for costs for respite journey that you have
undertaken, please go to SSUG IN906075 - Claim for Overseas Respite.

Distribution

JPA Self Service User.
Unit HR Administrator.
Ownership

The JPA Process Lead for Allowances DBSMilPers-FutDev-Pay-Allces is responsible for
ensuring this document is necessary, reflects actual practice, and supports corporate policy

Policy
JSP752, Ch 9, Sect 5.

JPA Self Service User
1. Logon to JPA.

2. Select JPA Self Service — Employee, Armed Forces

3. Select Respite Provision

If you need help, contact the JPAC wusing iSupport or phone " .
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The Respite Provision Claims: Summary will be displayed. Confirm you have
sufficient nights available to claim for your intended journey.

The screen will also provide details of claims in progress and their current status. Note:
only approved claims will a Respite Approval Number. Further guidance for each field
is detailed at the bottom of the screen.

4. Click on Create Claim

If you need help, contact the JPAC using iSupport or phone
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JPA Self Service - Employee

Respite Provision Claims: Summary

Respite Provision claims should be submitted prior to the respite period to allow time for Unit HR Administrator approval. Please refer to JSP 752 for the Respite Provision policy. To create a new claim please click on the Create Claim button.

Employee Name  ABRAHAM NORTHXXX Employee Number 27957324
Respite Provision Balance Information

Respite Provision balance information - the information displayed here is based on your current allocation. If your details are not correct please refer to your Unit HR Administrator.

Use by Date  30-Dec-2021

Duty Station Location ~Belgium

Location Cap (GBP) 20

coy

primary Unit

Reimbursement Currency

Reimbursement Currency Cap (GBP) 20

Respite Provision Claims

Respite Provision claims - your current and past Respite Provision claim information is listed in the table below. Please use the action icons available as required. To create a new claim please click on the Create Claim button above. For further help please scroll to the guidance section below.

Claim Number . Unit 2 Duty Station Location < Status From Date - Number of Nights Respite Approval Number Expense Report Number - Current Allocation - Update Delete View Withdraw  Record History
8 2RGRSPCOY  Belgium Awaiting Approval 25-May-2021 1 Yes » A B ©
m 2RGRSPCOY  Belgium Approved 18-May-2021 2 Yes B ) ¢)
74 2RGRSPCOY  Belgium With Service Person 01-Sep-2021 15 Yes 4 8 = ©
7} 2RGRSPCOY  Belgum With Service Person 04-Aug-2021 1 Yes 4 @ 8 ©
7 2RGRSPCOY  Belgium Approved 01-Aug-2021 1 10029 Yes & > ©
66 2RGRSPCOY  France Approved 17-Mar-2021 1 10025 No ) i (¢]
65 2RGRSPCOY  France Refumed for Correction ~ 16-Mar-2021 1 No F B [§]
64 2RGRSPCOY  Belgium With Service Person 15-Mar-2021 1 Yes 4 i B3 @

The Respite Provision Claims:
5.
6.

Create screen will appear.
Complete the From Date, Number of Nights and click to confirm policy acceptance.
Click Submit

If you need help, contact the JPAC using iSupport or phone .
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Respite Provision Claims: Create

Respite Provision claims should be submitted prior to the respite period fo allow fime for Unit HR Administrator approval. Please refer to JSP 752 for the Respite Provision policy.
To submit a new claim please complate the fields below and click on the Submit butien. To save a claim for a later submission click on the Save button.

Employee Name  ABRAHAM NORTHXXX Employee Number 27857324

Respite Provision Balance Information

Respite Provision balance information - the information displayed here is based on your current allacation. If your details are not correct please refer fo your Unit HR Adminisirator.

Type Respite Provision Duty Station Location Belgium Use by Date  30-Dec-2021 Number of Nights Awaiting Approval 1

The slement type holding the current
slocstion detss

Unit 2RGR SP COY
The cament prmry Uni
Reimbursement Currency
The Rembursement Curency that is
curenty selup fo Expenses peyment
Respite Provision Claim

Complete the fields below before Saving or Submitting your Respite Provision claim.

Claim Number 79

Location Cap (GBP)

Reimbursement Currency Cap (GBP)

The locfian in which Respite Provision can
b clsimed
20

Duty St Locstion Csp: Per Person, Per
Night

20

Duty Stsion Location Gap: Per Person, Per
Nightinthe Expense Reimbursement
Curency

Number of Nights Allocated

Number of Nights Claimed

Respite rights must be clsimed for peiods
dated before the Use by Date

X

The number ofraspts nights socsted forthe
cument period

=

The number ofrespt nighis clsimed and
spprove

I Number of Nights

Number of Nights Available to Claim

I .ave read and accept the Respite Provision policy outlined in JSP 752

p fo confim you heve resd
outinedin JSP 752

The number of rspie ights swaiting
spproval

16

The number of remsining respie nighis
svailsbe o csim

and scoegtthe Respite roviion plicy

A warning screen will ask you to confirm you want to submit the Respite Provision Claim.
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Respite Provision Claims: Create

Respile Pravision claims should ba submittad prior 10 the respde pariod 1o allow time for Unil HR Administralor approval Flease refar 10 JSP 752 for the Respile Provision policy.
Ta Subimil a Aew clam please Complels e fields below and Cick on 1 Subil bulon. To Save 3 claim fof 3 Laler SUDMESION cick on e Save bullon.

Employee Name  ABRAHAM NORTHIO0: Employee Number
Respite Provision Balance Information
the Is based on your current allocation. i your details are nal comec piease refer to your Uit HR Adminisirator
Type  Respite Provision Duty Station Location Belgium Use by Date  30-Doc-2021
T stessset s heking ha sarant Tha et i whicn Raspas Proviticn 2 Fluap rghts s b a2 parcds
siocatn setiis flpten sthea bekre i Use By Dnke
Unit 2RGR SP COY Loeation Can (GBPY 20 Mumber of Niohis Allocaied 20
Tha sunent prnsey s st rights shoosted or
Reimbursement Currency 4, Warning
watin €U prease confimm you wish to submit this Respite Provision Claim.
cumerany sen or Expenses payment Mo | yes [ s e ana
Respite Provision Claim
Campiete e felds bekow beforé Saving o SUbMITing your Respile Provision claim
Claim Number 79 FromDate 31-May2041 G Number of Nights 2

27957224

MWumber of Nights Awaiting Approval 1

Number of Kights Available (o Claim 16

7] 1 have read and accept ihe Respa Provision polcy ouflned in JSP 752

Tich e paiicy b i cnfem you havs rent s accept the Reapee Provison sy
utines in J5F 782

7. If content, click Yes.

A confirmation box will appear confirming your Respite Provision Claim has been submitted.

¥ you need help, contact ihe JPAC using iSupport or phone e
Miary. S4560 3600 Covian. 0181 2243600 Pensions. 0200 0550600 (LR

Respite Provision Claims: Create

=i claims o io the llow time for Unit HR Administrator approval. Fleass refer to JSP 752 for the Respite Provision poiicy.
To submit a new claim the a click on e for 3 laler submission bution

Employes Name  ABRAHAM NORTHIOO Employes Number

Respite Provision Balance Information

Respite Provision balance INGMANOn - he INFME0N Spiayed here i5 BASEd 0 yOUT CUTE! alDCABON. I YOUT GRLAls 3ré Nl COMECt PIease IS1er 10 YOUr LA HR ACTINSITAIor

Type Respite Provision Dty Station Location
i e g ki e et
et et bk Use By e
Unit 2 RBR SF COY Mumbar of Niohts Allacaled 20
T s iy ——
e —— , Confirmation -

Use by Date  30-Dac-2021

Fiengte gt s S i o s

Reimbursement Currency

CUTTE 1his Respite Provision Ciaim has been submitted for Approval.
urrantl cetus o Expansas caymard ] e oo

Respite Provision Claim

Complete the fiekis below before Saving or Subméting your Respite Provision clsim

Claim Number 79 From Date  31-May-2021 Number of Nights 2

Back Concel Save Submit

27957324

Number of Nights Awaiting Approval 1
T s el s g

Number of Nights Available to Claim 16
Tha s of s s GhS
vmiie fo clam

4] | have read and accept the Respits Provision polcy ouined in JSP 752
10, cantiem you
o in J5P 752

End of activity.
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