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POLICY STATEMENT
Stroud District Council is committed to the health and wellbeing of its employees and is fully committed to the principles of sustainability.  Our aim is to encourage employees to use public transport, walk or cycle to and from work wherever possible. 
 
INTRODUCTION
Cycle to work scheme is being introduced to provide a mechanism to promote healthier journeys to and from work whilst at the same time contributing to the reduction in environmental pollution.

BACKGROUND
Central Government introduced the Finance Act in 1999 allowing employers to loan bicycles and cycling safety equipment as a tax free incentive through a salary sacrifice scheme. Individuals benefit by making savings on income tax and national insurance contributions and employers save on national insurance contributions. 
The aim of the scheme is to encourage individuals to loan bicycles through a hire agreement with an option of purchasing the bicycle at the end of the loan period. 
This policy aims to ensure individuals benefit from the Cycle to Work scheme and contributes to the central government’s sustainable travel agenda. 


ELIGIBILITY
The scheme is open to all staff from the commencement of their first day of employment that: 

· are in receipt of a PAYE salary 

· are 18 years of age or over 

· earn above the national minimum wage after the bicycle loan is deducted 

· have at least one year’s service

· remain in employment for the duration of the hire period

Cyclescheme and SDC reserve the right to decline a request to issue a Secure Certificate and participate in the Agreement.  Each request for a Secure Certificate will be subject to authorisation by SDC, and Cyclescheme will only process orders suitable authorised.

EXEMPTIONS
Individuals hired through employment agencies or consultants are excluded. 

EQUIPMENT 
The scheme enables eligible staff to loan both cycles and cyclists' safety equipment. The tax exemption defines a "cycle" as ‘a bicycle, a tricycle, or a cycle having four or more wheels, not being in any case a motor vehicle’ (192(1) of the Road Traffic Act 1988 (c.52)). An electrically assisted pedal cycle can be included under the scheme. 

The equipment can only be purchased through a Cyclescheme partner shop.

Cyclists' safety equipment is not similarly defined in the legislation and a common sense approach should be taken to the equipment provided. 

This could include: 

· cycle helmets which conform to European standard EN 1078 

· bells and bulb horns and lights, including dynamo packs 

· child safety seats 

· mirrors and mudguards to ensure riders visibility is not impaired 

· cycle clips and dress guards 

· panniers, luggage carriers and straps to allow luggage to be safely carried 

· locks and chains to ensure cycle can be safely secured 

· pumps, puncture repair kits, cycle tool kits and tyre sealant to allow for minor repairs; and 

· reflective clothing along with white front reflectors and spoke reflectors 

 Examples of items that do not count as cyclists’ safety equipment include: 

· cycle computer 

· waterproof clothing that is not reflective clothing; and 

· cycle training 




CONDITIONS OF LOAN
The bicycle must be selected for the sole use of the individual - it cannot be obtained for family members. 

There is a requirement the bicycle is used mainly (i.e. more than 50% of the time) for travel to and from work (or between one workplace and other or to and from the train station to get to work, if applicable). 

Individuals can borrow a minimum of £200 and a maximum of £1,000 for the purchase of one bicycle and cycle equipment. 

The loan is fixed for a period of 12 months and there are no variations to this arrangement. 
The loan is granted under a salary sacrifice provision. Under this condition, individuals give up a part of their salary in return for SDC’s agreement to provide a non-cash benefit – in this case, a loan of bicycle and related equipment. 

 At the end of the loan period, the normal gross salary will be reinstated accounting for any appropriate adjustments.
 
CONTRACTUAL ARRANGEMENTS
 Individuals who participate in the scheme must enter into a contractual hire agreement with the leaser and consent to the terms of the agreement. 

 The leaser purchases the bicycles and loans them to the individuals. 
 
There are no cancellation rights once individuals have elected to participate in the scheme and signed the hire agreement. 

If the bicycle or safety equipment is stolen or becomes inoperable due to damage, individuals are required to continue to meet their financial responsibilities for the remainder of the hire period. Any replacement bicycle or equipment will fall outside the terms of the hire agreement. 

LEAVERS
Individuals leaving before the full amount is repaid are liable to pay the Termination Fee from their final net salary. This also applies to those individuals who are made redundant. 

If a staff member’s final net salary does not provide a sufficient amount to cover the outstanding balance, SDC will seek to recover this from the staff member in full within fourteen days of the staff member leaving SDC.



MATERNITY LEAVE/UNPAID LEAVE
The salary reduction will continue in periods of paid leave. During periods of unpaid leave or leave that reduces salary below the minimum wage, the salary sacrifice scheme will be suspended. The salary reduction will recommence once the staff member returns to work/commences paid leave, thereafter extending the original loan period. 

OWNERSHIP OF BICYCLE
During the hire period the bicycle and the cycle equipment will remain the property of SDC.

At the end of the hire period the employee must make another payment to take ownership of the Cyclescheme Package. Without this payment HMRC would class the agreement as hire purchase (rather than hire), and as such the tax exemption would not be available.

Cyclescheme will handle all aspects of End of Hire administration and will deal directly with employees. The Cyclescheme process offers three simple options - extend, pay or return. 
  
JOINING THE SCHEME

Full information on the scheme is provided thorough the website: 

https://www.cyclescheme.co.uk/

Employers Code (cf861)

Individuals participating are expected to abide by the instructions, set out in the website, including the following: 

· select the salary reductions 

· complete the hire agreement; and submit

· a Secure Certificate will be issued and must be redeemed within 60 days of its issue.


HEALTH AND SAFETY
Individuals are responsible for: 

· regular maintenance of their bicycle and safety equipment to ensure that it is fit for purpose 

· taking due care when riding their bicycle in accordance with statutory traffic requirements 

· undertaking an assessment of weather conditions before starting a journey; and 

· wearing the correct protective clothing 

WARRANTY
The bicycle will have a 12 month warranty, although this may be longer depending on the type of model and make. If a problem occurs with the bicycle, individuals must return it to the retailer to resolve the issue. 

BICYCLE INSURANCE 
The responsibility lies with the individual to ensure the bicycle and safety equipment is adequately insured. It is recommended that the bicycle and safety equipment is covered under home and contents insurance. 

DATA PROTECTION AND SECURITY
The Scheme is run through a web portal through which it will give individuals access to operating information. All documentation and processes will reflect SDC security requirements. The only document which will hold personal information will be the hire agreement. Only first name, surname, employee number, work address and signature will be held; no other data will be captured. 
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