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Cycle to Work Scheme Guidelines
What is the Cycle to Work Scheme?

The Cycle to Work Scheme is a Government tax exemption introduced to promote healthier journeys to work.  The scheme allows the Trust to provide cycles and safety equipment to employees as a tax free benefit.

The Trust buys the bikes and safety accessories at full retail price.  You are then able to pay for this via a salary sacrifice arrangement whereby you pay for the equipment via monthly salary deductions from your gross salary, thereby saving on tax, pension and National Insurance contributions.
What is a salary sacrifice?

A salary sacrifice means giving up part of your salary in exchange for a non cash benefit; in this case, the bike and safety accessories.

What can I save?
You will save on income tax, National Insurance contributions and Pension contributions.  If you are likely to retire within 3 years (10 years for those in the new NHS Pension Scheme) you should look into the pension implications of joining a salary sacrifice scheme, as it could reduce the final salary on which your pension is based.  There will be no savings on VAT, as the Trust is not able to reclaim VAT in these circumstances.

Who funds the scheme?
The scheme will use capital funding from the Trust.  There will be no finance provider involved.  This reduces the cost to you.

Who is eligible to apply for the cycle scheme?
All staff of Gloucestershire Hospitals NHS Foundation Trust who have a permanent contract of employment with the Trust, or a fixed term contract which is due to last at least 12 months from the date of joining the scheme.  In addition, you must be earning enough to ensure that the salary sacrifice does not take your hourly rate of pay below the National Minimum Wage.  The Trust will check all this when you apply to use the scheme.
What is the maximum value of goods I can purchase?
The maximum value for the bicycle and safety equipment (helmets, locks etc) selected is £1,000.  This is the maximum effectively set by the government for the scheme.
Why is there a ‘Hire Agreement’ and ‘Hire Period’?  Aren’t I purchasing the bike?
Technically speaking, you are not purchasing the bike from the Trust.  You are actually hiring the bike and the equipment over a given period (the ‘hire period’).  
How long is the Hire Period?

The hire period is normally 12 months.  However, it may be possible to extend this to 18 or 24 months in certain circumstances (i.e. to ensure the salary sacrifice does not take your hourly rate of pay below the National Minimum Wage).  
What happens at the end of the Hire Period?
At the end of the 12 month hire period, the Trust will write to you to offer an Extended Hire Agreement for a nominal fee.  Alternatively, you may purchase the bike for a Fair Market Value at this point (though this may be up to 25% of the purchase price).

What happens if I leave the Trust within the hire period?
You should notify the Trust’s Scheme Administrator (Gemma Sharp in HR) if you are going to leave the employment of the Trust during the 12 month ‘hire’ period.  Please note that if you leave the Trust, or have to complete payment for any other reason before the end of the ‘hire’ period, the outstanding repayment will not be through salary sacrifice, and you will not benefit from savings in tax, National Insurance etc.

How do I apply?
The Trust operates two separate schemes.  You may choose which scheme you wish to join depending on where you wish to purchase your bicycle.  

Option A:  Cyclescheme

Cyclescheme is the UK’s leading provider of tax-free bikes for work through independent bike shops.

1) Visit one of one of cyclescheme’s local Partner Stores to select the bike and equipment that you want: http://www.cyclescheme.co.uk/partners.  
2) The store will give you a paper quote for your chosen products. 
3) You then request a certificate online through the Cyclescheme website:  
For Gloucestershire Hospitals (GHFT) employees - www.cyclescheme.co.uk/742dac 
(employer code:  742dac) 
For Gloucestershire Managed Services (GMS) employees - www.cyclescheme.co.uk/b2f298 
(employer code:  b2f298)

4) Once the Trust approves the request, you will then be emailed a Hire Agreement to sign electronically.  
5) As soon as the bike is paid for by the Trust, a Certificate will be sent to your home address and you can contact your chosen bike shop to arrange collection of your bike.

Option B:  Halfords Cycle2Work Scheme

If you wish to purchase your bike from Halfords, you must use their Cycle2Work Scheme.  

1) Visit a Halfords store, or their website, to select the bike and equipment that you want.  
2) Visit the Cycle2Work scheme website at www.cycle2work.info (Employer Code GNHS2015) to create an account and to request the value of the ‘Letter of Collection’ (LOC) required to cover the cost of your chosen bike and equipment (this must be in multiples of £10).  
3) You will be emailed a Hire Agreement to sign electronically.  
4) Once your application is approved, you will be emailed a Letter of Collection to take to your local Halfords store to collect your bike.
Alternatively, you can call Halfords on 08450 77 88 50 to create the account and request their Letter of Collection. 

Care and insurance of cycle

During the ‘hire’ period the cycle and any safety equipment remain the property of the Trust.  You must maintain them and must hold insurance to cover damage, loss or theft.
Bicycle User Group (BUG)

If you are keen on cycling, you may be interested in joining our Trust’s Bicycle User Group (BUG). Please see the BUG section of the intranet for more information.
Got a different question…?
In the first instance, please refer to the scheme websites for more information.  If you still have queries, please contact Gemma Sharp in Human Resources on Gemma.Sharp1@nhs.net or 0300 422 6393.
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