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The following guidelines should be used to assess whether a salary advance will be agreed.

Purpose of advance

The College will consider a salary advance to a member of staff in the following circumstances:

· At the beginning of employment, pending their first month’s pay;

· On compassionate grounds e.g. to pay funeral expenses.

· For a time limited period, to support payment for quarantine hotels for travel into the UK from red list countries.

In other exceptional circumstances, an advance may be approved by the HR Staff Hub in consultation with the relevant HR Strategic Support team.
Conditions of advance

· The member of staff must be employed on a contract extending for at least the duration of the advance;
· If a new member of staff, they must have actually commenced work, and have submitted a completed New Starter Checklist;
· With the exception of new employees who need financial assistance before their first salary is paid, the College is a lender of last resort; 
· The maximum advance can only be one month’s net salary or less and must be repaid in six months or less;
· The Department, Division, School or Institute will be required to underwrite the loan;
· The College will need to be satisfied that a member of staff has the ability to repay the advance in the time agreed;
Procedure

Staff should email their completed Salary Advance Application Form together with any other relevant information to their Head of Department/Division/School/Institute for approval. 

Once approved by the Head of Department/Division/School/Institute, the form should be emailed to the HR Staff Hub to confirm that the request meets the conditions for a salary advance.

Once the HR Staff Hub has confirmed that the request meets these conditions, they should email the completed request to Payroll so that payment may be made. 

[image: image2.png]Imperial College




Salary Advance Application Form

	Name:
	     
	CID: 
	     

	Dept/Div/Sch/Inst: 
	     
	
	

	
	
	
	

	I have a season ticket loan  FORMCHECKBOX 
 / salary advance  FORMCHECKBOX 
 of:
	£      


	I apply for a salary advance of:
	£      

	I agree to recovery of this Salary advance by:  
	      monthly* instalments

	*maximum salary advance repayment period is six months

	Starting date: 
	     

	
	

	Reason for application: 

     


	In the event of my leaving the College before the salary advance has been fully recovered, I understand that the outstanding debt will be deducted from my final salary, or, if this is insufficient, I undertake to repay the balance immediately.

	Name: 
	     
	Date:      

	


	Department/Division/School/Institute

	I agree that any amount not recovered from the individual will be met from Departmental/Divisional/School/Institute funds.

	Name: 
	     
	Date:      

	Head of Department/Division/School/Institute


	HR confirmation

	I confirm that the above request meets the conditions for a salary advance.

	Name: 
	     
	Date:      

	


	Payroll

	Deduction:
	£      
	Employee Number: 
	     

	
	
	Salary Advance Type: 
	     

	Starting: 
	     
	Salary Advance Ref: 
	     

	Ending:
	     
	Current Advance/Loan Outstanding
	     

	
	(if different from above)

	Name: 
	     
	Date:      
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