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1. Context 

The University of Lincoln is committed to supporting Green Travel arrangements that 

minimise the impact of our activities on the community around us and the wider 

environment.  The Season Ticket scheme aims to make public transport affordable 
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4.3 Applicants will need to request the price of the season ticket from the travel 

provider before completing an application and provide this information with their 

initial application. 

4.4 To obtain an annual season ticket loan, employees are required to complete an 

application form (Appendix 1).  Application forms may be submitted at any point in 

the calendar year.   

4.5 Line Managers will need to approve the application form and advise of any 

potential changes which may invalidate this application.   

4.6 All applications will need to be approved by the Head of Payroll Services before 

being processed. 

4.7 By completing an application form, applicants agree to the recovery of any 

outstanding loan balance from their notice period and final pay if they cease 

employment with the University.  In those instances where there is insufficient final 

pay to fully repay the loan, the remaining balance is immediately due in full via direct 

payment to the University. 

4.8 Payments for season tickets will be made by BACS transfer into the applicant’s 

bank account on the next available payroll run.  In exceptional circumstances a 

payment can be made upon commencement of employment via BACS transfer. 

4.9   Repayment of the loan to the University of Lincoln will be through the main 

payroll and repayments will be deducted from pay in 12 monthly installments. 

Deductions will commence at the end of the first month after receipt of the loan.  The 

monthly loan repayment should be less than the employee’s monthly net pay.   

4.10 Loans must be fully repaid prior to a new loan being issued.  The Scheme will 

be strictly audited and to ensure that the scheme is being properly used.  Employees 

are required to forward a copy of the receipt of purchase along with the completed 

application form to Payroll Services before the first deduction from pay.  Loans for 

subsequent years will not be made to employees that have not complied with this 

arrangement.   

4.11 In the event of a season ticket expiring after the 12 month period, the 

application process will require repeating. 

4.12 The operation of this scheme will be reviewed annually by the Head of Payroll 

Services. 

 

5. Liability 

5.1 Once the ticket has been purchased, the normal conditions that transport 

authorities attach to season tickets will then apply.  The University does not accept 

liability for any loss of tickets or restriction of use owing to e.g. sickness or 

transportation strikes.  It is the responsibility of the employee to obtain appropriate 

personal insurance against loss or theft.  Any refunds should be sought from the 
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station at which the ticket was purchased and will be dependent on the issuing 
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6. Appendix 1 

University of Lincoln Season Ticket Loan Application Form 
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Employee Declaration 

mailto:payrollservices@lincoln.ac.uk
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