Lost and damaged Cards

Q. What happens if I lose my MetroCard?

· You can apply for a replacement of a lost or damaged card at any time from the date of purchase to 31st May. 
· Only one replacement will be granted in this period.
·  A charge of £5.00 will be made for a lost card.

·  One passport-seized photo will be required.

The University pays upfront for the MetroCards and Metro will not refund us for replacement cards, therefore if you lose your card and apply for a replacement you will not be able to opt out of the scheme even if you leave the University and payments must continue for the remainder of the year.

· If your employment terminates before March you will be required to pay for the remaining months in the payment period before you leave and the University will deduct any outstanding monies from your salary.
· Email staffbenefits@leeds.ac.uk or ring ext 33966 if you have lost your Metrocard.
Q. What happens if the writing fades on my card?

· As long as the date is still readable, then Leeds Central Station should be able to issue a replacement card, at the main ticket desk.
· If the writing is not readable, then Metro Head Office can issue a covering letter, stating the expiry date, for you to then, be able to obtain a replacement card at Leeds Central Station.

· If you need to the above then please email staffbenefits@leeds.ac.uk or ring ext 33966 to arrange an appointment with Metro, our contact there is Mrs Eva Akay.
· Cards damaged due to the automatic barriers should be replaced free of charge. 
(Metro Head Office are open Monday - Thursday 9am - 5pm & Friday 9am - 4.30pm).

Metro are on Wellington Street, 40-50 Wellington House, (just round the corner from the station.)
· You will need your Staff ID Card & to state that you are from the University.

