Application form for an interest free loan from the University of Southampton to purchase a season ticket

Before completing this form please telephone the travel supplier to determine the cost of your particular season ticket.

Please complete Section One of this form in BLOCK CAPITALS, and forward to the Payroll Services Section, Building 37 together with a completed season ticket application form and a cheque if applicable.


Section One [To be complete by the employee]

Employee’s name (Title / Forename / Surname)
____
____________
__________________

Home address
__________________________________________


__________________________________________


__________________________________________

Department
__________________________
Staff number   _______________

Email address
__________________________
Internal Telephone number ______________

For Rail tickets only: From starting station
_____________________

To destination station    ____________

Length of season ticket      26 / 52 weeks*

*Circle the length of season ticket required

For First Group Bus Tickets: Ticket Type

Length of season ticket  52 weeks only

For Ferry tickets only:

Length of season ticket      26 / 52 weeks*

*Circle the length of season ticket required

Total cost of the season ticket
_________________

Desired starting date
___ /___ /___

Size of loan being applied for
£______

*Maxium loan is £2000.
I accept the terms and conditions of the loan as stated overleaf

Signed  ___________________
Date ___ /___ /___

Section Two [To be completed by the Payroll Services Section]
	Total cost of the interest free loan from the University  £______
	
	
	
	
	
	
	
	
	
	
	
	


	The amount of each monthly deduction from salary     £______
	
	
	
	
	
	
	
	
	
	
	
	


Authorisation of the loan     yes / no

 Signature ____________

Date ___/ ___/ ___
Section Three [To be completed by the employee on collection of their season ticket from the Payroll Services Section]
I, the undersigned, agree to the conditions of loan and authorise the University of Southampton to deduct the sum of £______ from my salary every month for the next      

5 / 10* months starting on ___ /___ /___. 

Signed  ___________________
Date ___/ ___/ ___


For Office Use only:

University of Southampton Terms and Conditions for an Interest Free Loan for the Purposes of Purchasing a Season Ticket
An interest free loan is issued by the University of Southampton to salaried members of staff only, subject to the following terms and conditions:

Applying for a season ticket

1. The size of loan that the University of Southampton makes to an employee will cover the cost of the season ticket up to a maximum of £2000. 
2. The employee shall ascertain before a form is completed the price of the relevant ticket(s) and that they can afford the repayment. Any financial loss incurred by reason of returning any unexpired ticket shall be incurred by the employee.

3. An employee can only apply for a six monthly or annual season ticket (not monthly or quarterly ones).

4. An employee can apply for and be granted interest free loans for one route to work at any one time. This may include a combination e.g. ferry + Unilink pass. The total shall not exceed the maximum £2000 limit.

5. The season ticket may only be used by the employee who purchased it, predominantly for the purpose of travelling to work. 
6. Season tickets shall be used in accordance with the transport providers terms and conditions. The University accepts no liability for the services due to be provided by the transport provider. Its role is in facilitating the provision of interest-free loans, not in supply of the service.

7. The University of Southampton reserves the right to refuse an application for a season ticket loan.

Repaying an interest free loan

8. Repayment of the loan made to an employee to purchase a season ticket will be undertaken by direct deduction from the employee’s salary, in 5 or 10 equal monthly instalments respectively for a six monthly or annual season ticket.

9. If the employee leaves the employment of the University, the balance of the loan will immediately be repayable.

Procedures if a member of staff leaves the employment of the University of Southampton

10. If an employee leaves the employment of the University of Southampton or ceases to be paid through the University payroll at any time before the whole loan has been repaid, the balance of the loan will immediately become repayable and will be recovered from the employee’s final salary.

11. If the balance of the outstanding loan is greater than the employee's final pay, the individual will be required to repay the total outstanding balance before their last date of employment at the University of Southampton.
12. Once the employee has officially left the University, the direct deduction arrangement from salary for the repayment of the season ticket loan will be cancelled.

13. If the season ticket is returned to the Payroll Services Section before the member of staff has left the employment of the University, a refund of the outstanding balance of the season ticket will be sought from the supplier.

14. When the University of Southampton has received the outstanding balance of the ticket from the supplier, it will be repaid to the member of staff in the form of a cheque.

15. It should be noted that refunds are calculated by the relevant supplier and are not likely to be made pro rata.

Procedures if a member of staff undergoes a change in circumstances

16. If an employee permanently relocates to another University site, or has a change in personal circumstances, such that they no longer wish to use their season ticket, at any time before the whole loan has been repaid, they must return their season ticket to the Payroll Services Section. The contents of para 15 above should be noted.

17. Once the ticket has been returned the balance of the loan will immediately become repayable and will be recovered from the employee’s next pay.

18. If the balance of the outstanding loan is greater than the employee's next pay, individual arrangements will be made for recovering the balance.

19. The University of Southampton will request a refund of the outstanding balance of the season ticket from the supplier.

20. When the University of Southampton has received the outstanding balance of the ticket from the supplier, it will be repaid to the member of staff through the Payroll.

Looking after your season ticket

21. Care of the season ticket is the employee’s responsibility. Arrangements are made by each supplier for replacement of non-fraudulently lost, defaced, illegible or mutilated season tickets.

22. In case of non-fraudulently lost, defaced, illegible or mutilated train season tickets, you should apply to SW Trains. At the discretion of the supplier, the ticket may be replaced subject to a fee; it is usual for suppliers to cover only one such loss in a year.

23. For uni-link bus season tickets - contact uni-link services on internal 25974 for instructions on dealing with non-fraudulently lost, defaced, illegible or mutilated season tickets. 

24. The University of Southampton only needs to be informed of any non-fraudulent loss, defacement, illegibility or mutilation of a season ticket if it has occurred on more than one occasion, in any one loan period.
Renewing a season ticket

25. Season tickets will NOT be renewed automatically. The onus will be with you to inform the University of Southampton if you wish your ticket to be renewed. To renew your ticket you must inform the University of Southampton at least one month prior to the old ticket's expiry date, with any supporting documentation required for the application.
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