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	Travel to Work Loan – 
Rail Season Ticket Application Form
Please complete fully and return to: 
Environmental Manager, HSEU, Estates, Federation House, Stoke Campus


Introduction

As part of the University’s commitment to sustainable travel, the University is offering staff an interest free travel to work loan scheme to purchase rail season tickets (referred to as season tickets) for commuting to work.  Administered by Northern Rail, the scheme facilitates the purchase of either a:

· 12 month season ticket
· 9 month ticket

This scheme helps reduce the financial outlay by allowing employees to repay the loan via salary deductions and, in the case of a 12 month ticket, take advantage of the additional discounts available when purchasing an annual season ticket.
Northern Rail CAN ORGANISE season tickets irrespective of whether it’s on their services or not.

How the Scheme works
An employee can apply for an annual season ticket between their two chosen stations and the University will purchase it on their behalf.  The employee will then repay the full cost of the season ticket via 9 or 12 monthly salary deductions.
How to apply
1. Complete fully and sign the application form at the end of this document entitled ‘Public Transport Rail Season Ticket Application Form’ (page 2)
Please note:

· Applications must be received before the 15th of the month, in order to receive the season ticket for the start of the following calendar month

· Applicants must be salaried members of Staffordshire University with a payroll number

· Season tickets are for 9 or 12 months only
· The maximum value of the loan is £2,500

· Loans are to be repaid over 9 or 12 months respectively
2. Complete a Northern Rail Annual Season Ticket Application Form (downloaded from www.staffs.ac.uk/sustainabletravel under trains). If applying for the first time, please include a passport sized photo with your application
3. Send both the loan application forms to HSEU, Estates, Federation House, Stoke on Trent
4. Your application will be assessed by Payroll/Finance, and if successful, will be forwarded to Northern Rail for the issue of the relevant season ticket
5. On receipt of the processed season ticket, the employee will be contacted and asked to collect their season ticket in person from the cashier’s office at either Stoke or Stafford campuses, signing to acknowledge safe receipt.
How to repay the loan

Repayment of the loan will be via direct net salary deductions and will normally commence the first available pay date after the employee has received the season ticket.  Repayments will be made in 9 or 12 equal interest free instalments.  If the employee ceases to be employed by the University before the loan is fully repaid, the outstanding balance will be reclaimed, normally via the final salary payment process.
Further Questions?

If you are unsure of any aspects of this scheme or wish to check your eligibility before applying or incurring any costs, you are advised to contact Adam van Winsum, Environmental Manager, on xt 2727 or hseu@staffs.ac.uk. Please note terms and conditions apply (page 3). The above process should normally take 7-10 days.
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	Travel to Work Loan – 
Rail Season Ticket Application Form
Please complete fully and return to: 
Environmental Manager, HSEU, Estates, Federation House, Stoke Campus


	Personal Details
	
	

	Full Name:

	
	
	Office Use Only

	Faculty / Service / Department:

	
	
	Staff Type:

	Home Address (inc postcode):

	
	
	Grade:

	Payroll number:
(essential)
	
	
	FT / PT:

	End of Contract date (if applicable):
	
	
	Salary:

	National Insurance number:
	
	
	Staff No:
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	Ticket details

	


	Start destination (from)

	

	End destination (to)

	

	9 / 12 Months
	

	Total cost of season ticket 
(maximum loan value is £2,500)
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	Current Travel Arrangements

	
For evaluation purposes only, how do you currently travel to work (please circle main mode):


	Car / Bus / Train / Bicycle / Scooter / Motorbike / Walk
	Other (specify):
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	Line Manager Confirmation (please ask your Line Manager to complete below)

	I confirm that the above individual is a permanent / fixed term salaried employee with a 9 / 12 months contract unexpired

	
Line Manager’s Signature:

	
	
Date:
	

	I have read and understand the terms and conditions on page 3, and permit the University to make the necessary deductions from my salary to recover the cost of the loan

	
Employee’s Signature:

	
	
Date:
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Travel to Work Loan Scheme

Terms and Conditions

· Loans will only be granted to salaried employees of the University for the purchase of a 9 or 12 month rail season ticket, primarily for commuting to work.
· Applicants must be employed on either a permanent or a fixed-term contract with an end date at least 9 or 12 months after the date of the first loan repayment.
· The season ticket must be issued by Northern Rail and be for a period of 9 or 12 months only.
· Loans issued for season tickets must not exceed £2,500.
· The University reserves the right to refuse a loan application or alter the scheme at any time.
· Loans are currently interest free but the University reserves the right to review this periodically and to charge interest on loans at a specified rate.
· Repayment of the loan will be undertaken by direct deduction from the employee’s salary, in 9 or 12 equal monthly instalments, commencing the calendar month the season ticket was issued to the employee.
· If the employee leaves the University, the balance of the loan will be immediately repayable either by final salary payment or, in certain cases, alternative means. If the outstanding balance is more than the employee’s final salary, the employee is required to pay the remaining full outstanding balance before their employment contract terminates.
· If, before the loan has been fully repaid, an employee no longer wishes to use his/her season ticket it may be returned to the Payroll Section. Once the ticket has been received the balance on the loan becomes immediately repayable and will be recovered from the employee’s next payslip. The University will request a refund from the travel company and the refund received will be repaid, less any balance still outstanding on the loan, through the payroll to the employee. Employees should note that the amount of any refund due for a surrendered season ticket is calculated by the travel company in accordance with their refund policy and the travel company’s refund policy may not result in a pro-rata refund. If the 12 month season ticket is surrendered after 40 week of use there is no refund value left and any monies outstanding on the employee’s loan will still need to be repaid to the University.
· Season tickets will not be reissued / renewed automatically.  The responsibility for renewals lies with the ticket holder.

· The University reserves the right to alter / withdraw the Northern Rail Season Ticket / Travel to Work Loan scheme at any time.
· Care of the season ticket is the employee’s responsibility, and it is strongly advised that the employee obtains relevant insurance to protect against loss or theft.
· Should season tickets be lost or stolen, the employee is still responsible for repaying the loan in full.
· The employee agrees that should he/she at any time fail to comply with any of the above conditions, the University shall be entitled to terminate the agreement and immediate payment on the outstanding balance of the loan will requested.
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