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The University of Leeds Annual Railcard Loan Scheme

Your ‘How to’ Guide:

1. Read & Complete the Annual Railcard Loan Scheme application which can be downloaded from http://www.leeds.ac.uk/hr/benefits/travel.htm
2. Email staffbenefits@leeds.ac.uk or ring Ext. 33966 to arrange a visit with the Staff Benefits Department in HR reception, Level 11, EC Stoner Building with your completed application form and Staff ID. 

3. Take your University Staff ID card and a passport-size photo to the Travel Centre at the train station in Leeds, (renewals do not require a new photo)
4. The seasonal ticket will be issued to you and the University of Leeds will be invoiced on your behalf. 

5. 10 equal instalments to repay the ticket cost will be taken from your salary.

Frequently Asked Questions

1. What are the benefits of the scheme?

· Some people might find it difficult to pay for an annual ticket at once. An interest free loan offers the opportunity to take advantage of annual savings compared with monthly tickets. 
· The University encourages public transport use through its Transport Plan and is constantly working with providers for improved services and ticketing.

2. What tickets are available?

· Only train tickets between a destination outside West Yorkshire and Leeds can be purchased. Tickets must be for a period of one year and be mainly used for commuting journeys. 
· The purchase is limited to £2,500. If the total price is more than £2,500, the remainder will have to be paid up front to the University by the employee.

3. Who is eligible?

· All staff who need a seasonal train ticket for commuting and whose employment is contracted for at least another year, can apply for an interest free loan. 
· The University reserves the right to refuse any application for a loan.

4. What if I lose my season ticket?

· It is the employee’s responsibility to take care of the ticket. Season tickets purchased for employees are subject to the issuing company’s terms and conditions including their policy for losses. http://www.nationalrail.co.uk/times_fares/season_tickets/
· PLEASE NOTE: the University pays upfront for the season ticket and Northern Rail WILL NOT refund us for replacement cards. 
· Therefore if you lose your card and apply for a replacement card you will NOT be able to opt out of the scheme, even if you leave the University. 
· Payments must continue for the remainder of the year. If these arrangements are not followed, the University reserves the right to deduct any outstanding monies from your salary.
5. Does the scheme cover buses?
· Sadly, not yet. Virtually all buses in West Yorkshire are covered by the Metrocard, and Annual First Bus Card, the University offers discount on both of these. Visit our travel section on the Benefits+ website for all information. 
6. Does this replace my Metrocard?
· Not if all your journey is within West Yorkshire. However, if only part of your journey is outside it may benefit you to replace it or to combine both tickets. You can use the national rail calculator. http://ojp.nationalrail.co.uk/en/pj/sts or call national rail enquiries on 08457 48 49 50 to work out the best option for you

7.What if my circumstances change?

· If an employee no longer wishes to use his/her ticket due to house move, job change or maternity leave he/she must return their ticket as soon as possible to the Staff Benefits Department. 
· This will enable the University to secure a refund with Northern Rail, and for the deductions from their salary to stop.  
· However if the employee is leaving the University and wishes to keep their ticket they can choose to pay the remaining balance, in full, to the University. 
· Where a card is cancelled part way through the month, (because the staff member is leaving or no longer wishes to use the card), a full month’s deduction will be made for that month with no refund.

8. Why 10 instalments, not 12?
You cannot refund your ticket during the last 2 months. That is why the University wishes to have their up-front costs repaid by you within 10 months.

9. Do I have to join the scheme in May as with the Metro card?

No, you can join at any time. The ticket is valid from the day you received it from the Leeds travel centre.

10. The train scheme will benefit me more, how do I change from the Metro to the train scheme?
· You will need to return your metro card to the Staff Benefits Department, and fill in a train scheme application form. 
· Please note: you will not be able to get a refund from your metro card if you leave the scheme part way through the month, so it may be best to wait until the end of the month to join the new train scheme.

11. How much do I save?

· Neither the University nor Northern Rail offers a discount on the tickets. But if you compare an annual ticket with a monthly ticket you would save about £250 per year for a journey from Leeds to York for example.

