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Annual Corporate Season Rail Tickets with Northern 
Frequently Asked Questions 

 

 
Q. What is an Annual Corporate Season Rail Ticket? 

A. The University has joined up with Northern to offer staff an interest-free loan to 

purchase an Annual Corporate Season Rail Ticket, which can be used on any train 
operator's service between two chosen train stations. 

 
Q. Who is eligible to apply for an Annual Corporate Season Rail Ticket?  

A. Any member of staff who holds a contract of employment with guaranteed monthly 

hours is eligible to apply.  
 
Q. Is there a maximum Loan Amount? 

A. The maximum amount of loan available to an employee is limited to no more than 
monthly gross basic salary. Any tickets purchased that exceed this amount must be 

agreed by your manager and the employee. If the ticket is agreed the employee must 
pay the exceeding amount by cash or cheque before the application is processed. 
 
Q. I have a fixed term contract of less than 12 months – am I still eligible to apply?  

A. Yes. You should contact Caroline Foster, Human Resources (HR) and Pay Services 

Administrator in Human Resources & Organisational Development (HROD) on 0191 
33 46958 or internally on extn. 46958 or email caroline.foster@durham.ac.uk to 

discuss the options available to you.  
 
Q. When can I use the Season Ticket? 

A. The ticket can be used anytime, including evenings and weekends, but only between 
your two chosen stations.  

 
Q. Are there any other benefits? 

A. Yes. You will only pay for 40 weeks and receive 12 weeks’ free travel. 

 
Q. How will I pay for the ticket?  

A. The annual cost of your ticket will be deducted from your salary in 12 equal 
instalments starting the month your ticket becomes valid.   
 

Q. Can I choose when I want the Annual Season Ticket to start?  

A. You can choose the start month but not the start date; this is because the University 

needs to collate the orders and send to Northern by an agreed monthly cut-off date. 
The ticket then needs to be processed and forwarded by Northern to the University 
with a view to you using it on the 1st of the following month. Your ticket will then be 

delivered to your door. 
 

Q. Are there any charges connected with signing up to the scheme?  

A. No – the arrangement is effectively an interest-free loan with Durham University. 
Charges will apply if you lose your ticket.  A £10 admin fee is payable by the individual 

for a duplicate ticket.  Arrangements can be made to deduct this from one of your 
monthly salary payments.   

mailto:caroline.foster@durham.ac.uk


2 
 

 
Q. What happens if I leave the University or my circumstances change and I no 

longer require the Season Ticket? 

A. The Season Ticket will need to be returned to the HR and Pay Services 

Administrator and the University will adjust your outstanding loan amount. A £10 admin 
fee would be payable on surrendered season tickets.  If the ticket is surrendered after 
40 weeks, then there is no refund value left on the ticket.  Any money outstanding on 

the loan will be recouped from your final salary.  No refund will be issued unless the 
ticket is returned in person to the HR and Pay Services Administrator in HROD, 

Mountjoy Centre, Stockton Road, DH1 3LE.  
 
Q. What happens if I move house and need to change my origin train station? 

A. If an employee moves home and needs to change their origin station then the 
existing season ticket needs to be returned to the HR and Pay Services Administrator 

in HROD, Mountjoy Centre, Stockton Road, DH1 3LE. A new ticket will be issued by 
Northern and you will be notified when this is ready for collection from the HR and Pay 
Services Administrator.  There may be a credit or additional payment due if the fare 

changes as a result of the move. This may result in an adjustment to the salary 
deductions. 
 
Q. What happens if I leave the University and I wish to keep the Season Ticket? 

A. You are able to keep the ticket and the University will recoup the money from your 

final salary. 
 
Q. Are there any financial penalties if I decide to cancel my ticket?  

A. A £10 admin fee would be payable on surrendered tickets. You must advise the HR 
and Pay Services Administrator, caroline.foster@durham.ac.uk on extn. 46958 that 

you wish to cancel your ticket. The Administrator will liaise with Northern and advise 
you accordingly.  

 
Q. When would the last payment be if leaving date was e.g. mid-month?  

A. The final payment would still be pay day in the final month. Please note, if there is 

insufficient salary to repay the full amount due, the balance must be paid prior to 
leaving the University, otherwise this will be recovered from you as a debt. 

 
Q. What are the implications if I am unable to meet the monthly Payments? 

A. Should a member of staff not meet their monthly payments because of, for 

example they do not have sufficient funds in their salary, they will be invoiced for the 
payment not made. Failure to pay this invoice may result in legal action being taken. 

 
Q. Who do I contact should I have any queries?  

You should contact caroline.foster@durham.ac.uk, HR and Pay Services 

Administrator in HROD on extn. 46958. 
 

Q. How do I apply?  

A. Staff need to complete an online application form on the Northern website 
northernrailway.co.uk/b2b/durham-uni and will also need to supply a passport sized 

photograph.  
 

 
 

mailto:caroline.foster@durham.ac.uk
mailto:caroline.foster@durham.ac.uk
https://www.northernrailway.co.uk/b2b/durham-uni


3 
 

Q. Where can I find the application form and further details?  

A. Online applications are made direct to Northern and a link and further details can 

be found on the Greenspace Travel website (please note this link is only accessible to 
University employees). 

 
Q: How do I get a replacement for a damaged ticket? 

A. Damaged season tickets can only be replaced if the original is returned to the HR 

and Pay Services Administrator in HROD, Mountjoy Centre on extn. 46958 and 
arrangements will be made for a replacement ticket.  You will be notified when this is 

ready for collection. 
 
Q. How do I get a replacement for a lost or stolen ticket? 

A. If a season ticket is lost, please advise caroline.foster@durham.ac.uk, HR and Pay 
Services Administrator in HROD who will contact Northern on your behalf.  A new 

season ticket will be issued and you will be advised when this is ready for collection.  
A £10 admin fee is applicable and will be deducted from one your monthly salary 
payments. 

 
Q. How do I renew my season ticket? 

A. The scheme is on an annual basis and tickets will not automatically be renewed. 
You will be notified by Northern one month in advance of your ticket’s expiry date.  If 
you wish to renew your Ticket, you need to submit a new application form.  
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