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Season Ticket application and Terms & Conditions 

The Trust will fund the purchase of a Season Ticket loan (up to a maximum value of £2,500) by way of an interest free loan. The Trust will make a payment for the season ticket directly to the employee, via payroll.   This will not have an effect on your PAYE payments.    You will then be required to pay back this loan within the lifetime of the season ticket by 12 equal monthly instalments from your net salary (net is, after tax and National Insurance have been deducted).  There are no tax benefits to the loan.
 
Upon receipt of the season ticket you are required to produce a photocopy of the ticket and a receipt.  Payroll will commence the regular deductions from your pay in the same or following month. In no circumstances will the repayment period be allowed to extend beyond or exceed the life of the season ticket or your contract of employment.

To qualify, you must be a salaried employee, and your contract of employment must be for a period which exceeds the expiry date of the season ticket (i.e. a minimum of twelve months). Your net monthly pay must be sufficient to cover the deduction of the loan.

The Trust will assess each application for a season ticket loan on an individual basis and reserves the right to delay or refuse an application. 

Send completed application forms to the School Business Lead/Manager early enough to ensure it can be processed in time for the following month’s payroll.  [Final date each month for payroll is 25th]

All application forms once completed will be passed to the Headteacher, to confirm both eligibility and that they are satisfied that the request is genuine and for the applicant.

On receipt of the application form, the Business Lead will validate the request before sending to Payroll.  Arrangements will then be made for the monthly deductions from your salary for 12 months.  Should you, the employee, decide to leave the Trust before the loan has been repaid in full, the outstanding balance will be recovered from the final salary payment.  If the final salary does not cover the outstanding balance, a settlement from the employee will be expected.

Under this agreement the season ticket does not become your property until paid in full.

Any suspected abuse of the season ticket (for example evidence that the ticket has been used by another person and not the applicant) will be investigated by the Trust under the Disciplinary Policy and Procedure.

The season ticket will not renew automatically at the end of the twelve months: you will need to apply for a new season ticket using the same process. It is your responsibility to arrange for a renewal of the ticket.

The Trust will not be responsible for replacement or loss of the ticket, or for any fines issued if the ticket is used in an unauthorised zone.


     
	Employee’s details

	Name
	
	Payroll No.
	

	School
	
	Position
	

	Address
	

	
	Post Code
	

	Email
	
	Tel No.
	



	Name of transport provider
	

	Journey from
	
	Journey to
	

	Cost of season ticket
	£
	Start date
	

	Zone required if applicable
	
	End date
	



	Agreement

	I have read and understood the terms of the loan agreement.  I agree to the Trust/School deducting the payments of £         per month for 12 months, until the loan of £               is paid in full.

I also understand that should I leave before the loan is paid in full, the outstanding balance will be taken from my final salary.  

*Failure to prove a copy of the receipt will result in the whole of the loan being deducted from my account.

Signed:							Date:




	Authorisation

	Name
	
	Signature
	

	Position
	
	Date Authorised
	

	Date processed
	
	Map of zone  [if required]
	Yes      No    

	[bookmark: _Hlk161237464]Headteacher/Director of People signature
	

	Repayment scheme entered on to payroll
	Yes        No       Ticket # 

	Start date for deduction element
	
	End date for deduction element
	

	Monthly deduction
	
£

	Budget area
	

	Copy of ticket
	Yes        No       
	Copy of receipt/payment
	Yes        No       
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