

SEASON TICKET LOAN TERMS AND CONDITIONS

1 All members of London Metropolitan University staff who have successfully completed their probation period and expect to remain in the University’s employment for at least the next year, are eligible to apply for a loan for the purchase of an annual season ticket for train and/or bus transport from their home to place of work, under the conditions set out below.

2 This loan will be for the full cost of the annual season ticket and will be paid by means of a ticket warrant directly to the transport authority.

3 If your journey is not covered by the warrant scheme, you should pay for the ticket yourself and will be reimbursed on production of a copy of your ticket receipt and a completed loan application form.

4 The loan will be non-taxable and free of both interest and administration charges.

5 The normal conditions that the transport authorities attach to season tickets will apply. The booking office where the ticket is purchased should be able to provide a leaflet explaining these conditions.

6 The University is involved only in paying for the ticket and ensuring that the loan is repaid. All other transactions, including negotiations of refunds for surrender of tickets, will be between the employee and the transport authority. Any refunds for tickets purchased on warrants will be paid by the transport authorities to the University. When the refund is received, this will be deducted from the balance of the loan due from you.

7 A completed application form must be received by the City Campus Cashiers Office at least two weeks before the warrant/refund is required. The form must be countersigned by the applicant’s Line Manager as confirmation that the details provided are correct, in particular, that the applicant has successfully completed their probation period.

8 The loan will be repaid over the course of 10 months, by salary deduction. It is not possible to extend this repayment period under any circumstances. Salary deductions will commence in the month following the issue of the warrant. If the loan is for an amount that is not exactly divisible by 10, the first 9 deductions will be rounded up and the final instalment adjusted accordingly.

9 Sometimes deductions will commence before the actual cost is confirmed by receipt of an invoice from the transport authority. In this case, the first deductions will be based upon the expected cost and future deductions adjusted when the actual cost is known.

10 When a season ticket expires at the end of the year, it is necessary to submit a new application form, if a further loan is required. 

11 If a season ticket is no longer required. The full balance of the loan, less the expected refund, as calculated by the Payroll Office, must be repaid to the University within one week of surrender of the ticket. Any difference between the expected refund and the actual refund should be settled as soon as the refund is received by the University.

12 In the event of the member of staff leaving the University’s employment, the University will deduct from any monies due, the remaining balance of the loan. Any part of the balance not so deducted must be repaid before the end of the final day of employment.

13 If, for whatever reason, you surrender your season ticket, but a further loan is required, a fresh application must be made. An existing loan must be repaid before a new loan can be granted. 

14 Loans cannot be granted for monthly or quarterly tickets or for tickets that cost less than £100.

15 The University reserves the right to withdraw this scheme or vary or add to these conditions at any time. Such variations would not affect loans, which had already been granted.

