INTEREST FREE LOAN SCHEME GUIDANCE AND APPLICATION FORM






Interest free loan scheme guidance

If you are a new or current international member of staff who requires support to cover the cost of applications to secure a legal right to work in the UK for you and your dependents, we might be able to help with an interest-free loan. 

You can use the loan to help with:
· UK Visas and Immigration (UKVI) fees;
· National Health Service (NHS) healthcare surcharges;
· UK legal fees for advice on immigration; and;
· National Academic Recognition Information Centre (NARIC) service fees.  

You can find further information on the UK Governments Visas and Immigration web pages:
· Tier 2 fees;
· Indefinite leave to remain fees;
· Permanent residency fees for EU citizens.

Please note: If you are a new or current international member of staff we may cover the cost of your Tier 2 visa.  You can find out more on our Visa Reimbursement Scheme web page.

Am I eligible?

To be eligible for a loan under this scheme, you’ll need to:
· have a contract of employment with the University that is expected to last at least 12 months at the time of application;
· have (or be applying for) a Tier 2 visa for your dependants (or an extension); or;
· be applying for indefinite leave to remain in the UK, permanent residency as an EU Citizen or British Citizenship.

New members of staff are eligible to apply for a loan once they have taken up their appointment at the University.

How much can I borrow?

You can apply for any amount up to £5,000 to cover all or part of the fees you have paid, or are due to pay .

You should only apply for the money you need to cover or contribute to your costs as outlined above. 

How do I apply?

You’ll need to complete the application form below and send it to your local Faculty/Service Human Resources contact. They’ll let you know within two weeks whether your application has been successful and will confirm the date you’ll start repaying the loan.

For audit purposes, you will be required to provide evidence of the actual amounts paid or due to be paid so you should keep copies of all invoices/receipts.

How will I receive the money?

We’ll process the loan with your monthly pay, so you’ll receive it either with your next salary payment or the one after (depending on when you apply).

How do I pay back the loan?

We’ll take a monthly amount out of your salary. This will be normally be spread over 12 months, in equal instalments. Depending on the amount of the loan (expressed as a % of your net pay) it may be possible to extend the repayment period to a maximum period of 24 months. However, this is purely at the discretion of the University. 

The period of repayment cannot exceed the end of your contract of employment should it be fixed term.

You may at any time opt to repay all or part of the loan.

What happens if I stop working at the University?

In the event that you leave the University’s employment, for whatever reason, before the end of the agreed loan term, you will be required to repay the balance in full. 

The University reserves the right to recover the balance from your remaining salary payments or from any other sums due to you. Where the retained sums do not settle the outstanding balance, you will be required to repay the outstanding amount within 30 days of written confirmation from the University. Failure to pay in this timeframe may result in interest being charged on the outstanding balance.

Interest free loan application form

To apply for an interest free loan complete the below application form and send to your local Faculty/Service Human Resources contact.

Please make sure you have read the above interest free loan scheme guidance before completing it.

	Personal details

	Payroll ID/
personnel number
	

	Title
	

	First name
	

	Surname
	

	Contract type and duration
	



	Loan amount

	Amount of loan requested (max of £5,000)
	£



	Cost details

	
	Employee
	Dependant
	Total

	Amount of loan required to cover Tier 2 visa application
	£
	£
	£

	Amount of loan required to cover NHS surcharge fees
	£
	£
	£

	Amount of loan required to cover EU registration/permanent residency application
	£
	£
	£

	Amount of loan required to cover British Citizenship application
	£
	£
	£

	Amount of loan required for Indefinite Leave to remain application
	£
	£
	£

	Amount of loan required for using NARIC services
	£
	£
	£

	Amount of loan required to cover legal fees
	£

	Total amount of loan requested
	£

	If this loan will be used to pay charges for dependants, please provide their details
	Dependant name
	Relationship
	Date of birth if under 18 years

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Existing financial arrangements with the University 

	Do you currently have other loans from the University of Leeds?
	

	If yes:

	Date loan money received
	

	Amount
	£

	Purpose
	



	Declaration

	1. I accept and will comply with the University of Leeds interest free loan scheme terms and conditions, and confirm that I meet the eligibility requirements as set out in the interest free loan scheme documentation.
2. I confirm that I will only use the loan money to help with payment of UKVI visa fees, healthcare surcharges (NHS), UK legal fees for advice on immigration and/or the cost of using the NARIC service for me and my dependants in relation to my employment at the University of Leeds.
3. [bookmark: _GoBack]I am aware and agree that, if my employment ends before I have fully repaid the loan, the University will recover any outstanding sum from any remaining salary payments. If the amount I still owe is more than my final salary payment, I agree to repay the additional amount before my last day of employment.  If I do not work a notice period, I agree to repay the additional amount within 7 days of my last day of employment.
4. If my pay reduces (for example if I reduce my hours), I agree that the University can continue to deduct loan repayments from my salary in the knowledge that, in exceptional circumstances, I might receive no pay.
5. I confirm that the information I have given is true and accurate.
6. I understand that, for audit purposes, the University might ask to see payment receipts and I therefore agree to keep copies for the duration of the loan.

	Signed
	

	Date
	






Payment authorisation (Faculty HR Officer/Manager):

	Signed
	

	Date
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