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ODBST is committed to the health and wellbeing of its employees, and seeks to promote healthier journeys by encouraging employees to travel to work in a sustainable way which will also benefit our local community and planet. 
[bookmark: _Toc137038318]We are committed to reducing the number of employees who travel to work by private car and as a result, we have introduced a Cycle to Work Scheme, providing excellent tax-free benefits for those wishing to purchase a bike and equipment via the scheme.

[bookmark: _Overview_of_the]Overview of the Scheme
ODBST has chosen to work with leading Cycle to Work Scheme provider, Green Commute Initiative (GCI), to administer the scheme on our behalf. Full details of the scheme particulars are available from GCI’s website at www.greencommuteinitiative.uk
The Cycle to Work Scheme is a tax-exempt scheme which allows all employees to hire cycles and cycle safety equipment on a tax-free basis.  This enables scheme participants to save between 32% to 47%, depending on their personal tax circumstances.
The tax exemption is dependent on the following conditions being met:
· the equipment hired must be a bicycle, bicycle related safety equipment or both;
· An employee must not, at any point during the hire period, own the cycle;
· At least 50% of the cycle’s use must be for ‘qualifying journeys’, i.e. commuting to work purposes (you are entitled to use it for other purposes as well).
The Cycle to Work Scheme uses salary sacrifice as the mechanism for receiving the tax benefit. The employee, in entering the scheme agrees an employment contract variation to accept a lower salary in exchange for the employer providing the cycle and cycle equipment.

[bookmark: _Toc137038319]Eligibility for the Scheme
All permanent employees are eligible for the scheme. Those on temporary contracts should speak to Human Resources (hr@odbst.org).  The following conditions must be met:
· the employee is a UK tax payer via the PAYE system;
· following the salary sacrifice being applied, the employee’s gross pay does not reduce below the National Minimum Wage (NMW);
· the employee has a contract of employment which outlasts the duration of the salary sacrifice period;
· the employee is aged 18 years or over (if under 18, a guarantor will be required);
· must be attending work at the point of application;
· the equipment must be used mainly for qualifying journeys i.e. journeys (in whole or in part) between home and work or journeys between workplaces;
· any previous Cycle to Work salary sacrifice agreement must be completed with no monies outstanding.
[bookmark: _Toc137038320]Qualifying items
Any type of road-legal cycle can be bought through the scheme, including ebikes, cargo bikes, trikes and adapted cycles.  Second hand bikes with at least a 3-month warranty are also allowed. Currently electric scooters are not legal for use on public roads and are therefore not available on the scheme. 
Safety equipment can include: 
· Helmets
· Bells and horns
· Lights
· Mirrors and mudguards 
· 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
· Reflective clothing
· NB: GPS devices, cameras, power meters and bike computers are NOT permitted.
[bookmark: _Toc137038321]If you don’t need a new bike, you are able to just order accessories through the scheme.

Terms of the Scheme
By participating in the Cycle to Work Scheme employees are agreeing to vary their terms and conditions of employment by reducing their gross contractual salary by the value of the cycle and cycle equipment hired.
The maximum spend for any cycle and cycle equipment hired under the agreement is £2,000 (inclusive of VAT). Please be aware that as this is a salary sacrifice scheme, ODBST will not be able to authorise any arrangement that will mean that following the salary sacrifice being applied, the employee’s gross pay reduces below the National Minimum Wage (NMW). 
The hire agreement lasts for a period of twelve months and is an agreement solely between Green Commute Initiative and the employee.  The cycle and any cycle equipment hired under the scheme remains the property Green Commute Initiative until ownership is transferred.
The salary sacrifice agreement is between the employer and employee and the payments will commence in the next pay period following the receipt of signed agreements.
An employee entering into the scheme must be aware of the following:
· Employees are responsible for ensuring that the cycle and cycle equipment hired under the scheme is insured against theft, loss or damage. Replacement equipment is not provided under the scheme.
· Employees are responsible for maintaining the cycle and equipment during the hire period and any subsequent extended loan agreement.
· Employees must not hire out, transfer or otherwise dispose of the cycle or cycle equipment.
· Employees must not take the bike out of the UK during the hire period.
· Any cycle or cycle equipment must be suitable for commuting to and from work.  There is no restriction on leisure use.

[bookmark: _Toc137038322]What happens at the end of the hire period?
At the end of the twelve-month hire period, Green Commute Initiative will contact the employee and offer two options. The employee can either:
· Take ownership immediately and pay HMRC benefit-in-kind tax based on the Fair Market Values Table.
or
· Enter into a free-of-charge extended loan agreement with GCI for a further 5 years and 9 months. GCI recommends this option as it tax-efficient and maximises savings. 

[bookmark: _Toc137038323]How to make an application
It’s easy to take part; just follow the steps below:
FIND
· Visit a retailer registered with GCI.  Use GCI’s shop finder to help you locate a shop: https://www.greencommuteinitiative.uk/gci-registered-bike-shops/
· Request a quotation for the bike and any accessories.  GCI recommends leaving a refundable deposit to secure the order. Ensure package price will be honoured for at least 30 days.
APPLY
· Submit an application on https://www.greencommuteinitiative.uk/instant-quotes/ 

SIGN
· Upon approval, GCI will issue documents for signature – you must electronically sign both the Hire Agreement and the Salary Sacrifice Agreement.
· Once signed, GCI will send you the Collection Voucher.  
RIDE
· Contact the store to arrange a suitable collection/delivery date and if you are happy with the order, give the retailer your voucher.  Remember to take some photo ID with you.
You can expect the lead time from point of application to receipt of Collection Voucher to be 30 days.  Please note that the voucher process may change dependent upon the retailer, so check with the retailer at the time of placing your order.

[bookmark: _Toc137038324]Leaving the scheme early
An employee is responsible for paying the full cost of items as advised when signing the Salary Sacrifice Agreement.  If your employment ceases before the end of the salary sacrifice period, you are obliged to pay the outstanding balance of the agreement.  This can be taken from your gross pay so you can still benefit from the tax saving.  However, if this would take you below National Minimum Wage, the proportion of the remaining balance left will be taken from net pay.  Should this still not cover the amount owed, you will be required to pay from alternative means within 14 days of leaving employment.

[bookmark: _Toc137038325]Taking ownership early
If you wish to take ownership of the bike before the end of the extended loan agreement, you will be required to pay the benefit in kind tax as detailed in HMRC’s Fair Market Value.  This may be entered onto your P11D. 
 
[bookmark: _Toc137038326]Effect on pension benefits
[bookmark: _Toc137038327]State Pension
Provided the employee pays the minimum requirement for NI payments, a salary sacrifice will not normally affect their basic state pension. Employees are responsible for making their own enquiries as to whether state pensions will be affected.
[bookmark: _Toc137038328]Company Pension
Your payments into the company pension scheme will be reduced as it will be based upon your gross salary after salary sacrifice deductions are made.  Whilst the percentage contribution will remain the same, the value will change.

[bookmark: _Toc137038329]Effect on other benefits
[bookmark: _Toc137038330]Overtime
If an employee joins the Cycle to Work Scheme and reduces their monthly salary, any salary/wage-related payments e.g. overtime, will be calculated using the gross salary before any salary sacrifice is deducted.
[bookmark: _Toc137038331]Life Assurance
Life Assurance cover will be based on the gross salary before deductions for Cycle to Work Scheme. 
[bookmark: _Toc137038332]Tax credits
Entitlement to tax credits may be reduced by participation in the Cycle to Work Scheme and for some people participation in the scheme could make them worse off.  More information about this can be found on the HMRC website.
[bookmark: _Toc137038333]Statutory Maternity Pay
[bookmark: _Hlk135845338]Statutory Maternity Pay (SMP) and Statutory Adoption Pay (SAP) are affected by participation in a salary sacrifice scheme.  Statutory Maternity Pay is calculated on the amount of average weekly earnings during the 8-week period in the fifteen weeks before the expected date of childbirth. SMP would be based on the reduced salary of someone participating in the Cycle to Work Scheme.
[bookmark: _Toc137038334]Statutory Paternity Pay
Statutory Paternity Pay (SPP) should not be affected by entering into a salary sacrifice scheme. However, an employee should check their own individual situation before joining the scheme to ensure that the salary sacrifice does not take their average earnings below the lower earnings limits for National Insurance Contributions purposes.

[bookmark: _Toc137038335]Frequently Asked Questions
[bookmark: _Toc137038336]What are the savings for the employee?
Typical savings for employees are between 32% for basic rate taxpayers and 42% for higher rate taxpayers, the actual amount depends on the employee’s personal tax band.
[bookmark: _Toc137038337]Who actually owns the bike?
The bike and equipment remain the property of Green Commute Initiative throughout the hire period and extended loan period. The employee is responsible for the maintenance of the bike and for the payment of any associated costs relating to the bike’s maintenance.  Employees can choose to take ownership before the end of the extended loan period but will need to pay a benefit-in-kind tax to HMRC.
[bookmark: _Toc137038338]Would I need to insure the bike? And what happens if the bike gets stolen?
If the bike is stolen the employee will still be liable for any outstanding monies on the salary sacrifice agreement.
It is the employee’s responsibility to make sure the bike is insured and securely locked. Safety equipment, including 'Sold Secure' D-locks and cable locks, can be obtained as part of the scheme. 
It is a good idea to inform the insurer that the bike is being bought through the Cycle to Work Scheme.  Do check your household insurance policy as you may be already covered and supplementary policy may not be necessary.
From time to time there maybe offers on bike insurance available to GCI customers.  Details of these offers can be found on GCI’s website.
Also consider logging your bike on an online data register, such as www.immobilise.com.  This will help reunite you with the bike in case of theft and recovery by the police.

More frequently asked questions can be found on GCI’s website.

[bookmark: _Toc137038339]GCI customer support team contact details

020 3740 1836 (Lines open Monday to Friday 8.30am to 5pm)
theteam@greencommuteinitiative.uk
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