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Queen’s University Belfast

Cycle+ Scheme Guidelines
Cycle+ offers University staff an opportunity to obtain a bike for less than normal cost.  
If you are thinking about using a bike to help you commute, this may be of benefit to you.  
These guidelines describe how the scheme works and should be read carefully before deciding to join. 

1
What is Cycle+?
Cycle+ is the Queen’s University of Belfast cycle to work scheme.  This is a Government green transport initiative which allows the University to offer employees the option of hiring an adult bicycle and cycle safety equipment over a 12 month period, free of tax and National Insurance, by way of a “salary sacrifice”.  The bike must be used mainly for travelling to and from work, at least 50% of the time it is in use, in order to benefit from this exemption.  This represents a saving of up to 41% on the cost of the bicycle, depending on your tax rate. 

2
How it works
The scheme will be open for staff to join form:

4 May 2011
If you choose to join the scheme the University will provide you with a bicycle (and bicycle safety equipment if required) on loan in return for you agreeing to nominate a specified amount of your salary to be deducted for this purpose for a 12 month hire period.  This nominated amount will not be subject to tax or National Insurance deductions.  Joining the scheme is very straightforward:
Step 1
Read through the Cycle+ information (including the FAQs) and familiarise yourself with the terms and conditions of the Hire Agreement 

Step 2
Visit the selected cycle retailer of your choice to decide on the bicycle and safety equipment you want (up to a value of £1000, including VAT).  You must show your staff photographic ID card, and a copy of one recent pay slip as proof of employment with the University.
Step 3 
A quotation for the selected cycle and equipment will be forwarded by the retailer to the University for processing.  You will be given a copy of the quotation for your own records.  Once processed, the University will email both the cycle retailer and the staff member with the outcome (approval or not). 

Step 4 
If successfully approved, you will be asked to sign the Hire Agreement on University premises after which the salary sacrifice will then commence (you will also receive a second copy of the Hire Agreement counter signed by the University for your records).  You can now collect your cycle and equipment.  You must take staff photographic ID with you when collecting your bicycle and safety equipment.

Step 5
Normally you can expect your repayments, by deduction from your gross salary, to start from the next available pay date after you have signed the Hire Agreement.  For example if you complete and return your Hire Agreement by 8 June your first payment will be taken from your July salary.
3
Timescale
Cycle+ is open to staff on a permanent basis from 4 May 2011. 
4
What cycle safety equipment can I choose?
The bike you choose must be suitable for journeys to and from work.  As well as the bicycle, the salary sacrifice scheme also covers cyclists’ safety equipment, including:
· Helmets

· Bells and horns

· Lights

· Reflective clothing, including jackets, gloves and over trousers 

· 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 cycles can be safely secured

· Pumps, puncture repair kits, cycle tool kits and tyre sealant to allow for minor repairs
Please note that the above is not a comprehensive list of the safety equipment available.  Cycle safety equipment can only be hired through the Cycle+ scheme if you are also hiring a cycle.  
5
Eligibility to join Cycle+
To be eligible to join Cycle+, University employees must:
· Have contracts of employment for longer than the duration of the 12 month salary sacrifice period

· Have a minimum of 6 months service with the University 

· Be 18 years or over

· Pay tax via the PAYE system
· Continue to earn above the minimum wage, once the loan repayment has been deducted

· Use the bicycle for travelling to and from work for at least 50% of the time it is in use, in order to benefit from the tax and National Insurance exemption.  This can be a journey in whole, or in part e.g. to the train station, or between offices
If you are unsure of your eligibility for the Cycle+ scheme, please contact ext 1154.  They will be able to advise on the tax and National Insurance issues, particularly if you are already on Pensions+ or are a member of the Childcare voucher scheme.  
6
What savings can I expect to make?
You can select a bicycle and associated safety equipment up to a total value of £1000 including VAT.  The tables below provide an indication only of the likely monthly repayments for the 12 month hire period and the total net cost of leasing a bicycle through the Cycle+ scheme.  Actual monthly repayments will be calculated by the University on an individual basis. 
	The figures in this table assume a salary up to £42,475 after the gross cost of the bike has been deducted during tax year 2011/12 and a 12 month repayment period has been set.

	Value
	Monthly Reduction in Net Pay*
	Net Cost of Leasing the Bike**
	Cost of Transfer
	Total Cost

	£200
	£11.50
	£136
	£36
	£172

	£300
	£17.25
	£207
	£54
	£258

	£400
	£23.00   
	£272
	£72
	£344

	£500
	 £28.75 
	£340
	£125
	£465

	£600
	£34.50
	£408
	£150
	£558

	£700
	£40.25
	£476
	£175
	£651

	£800
	£46.00
	£544
	£200
	£744

	£900
	£51.75
	£612
	£225
	£837

	£1,000
	£57.50
	£680
	£250
	£930


	The figures in this table assume a salary over £42,475 after the gross cost of the bike has been deducted during tax year 20011/12 and a 12 month repayment period has been set.

	Value
	Monthly Reduction in Net Pay*
	Net Cost of Leasing the Bike**  
	Cost of Transfer
	Total Cost

	£200
	£9.83
	£118
	£36
	£152

	£300
	 £14.75
	£177
	£54
	£228

	£400
	£19.67
	£236
	£72
	£304

	£500
	 £24.58
	£295
	£125
	£415

	£600
	£29.50
	£354
	£150
	£498

	£700
	£34.42
	£413
	£175
	£581

	£800
	£39.33
	£472
	£200
	£664

	£900
	 £44.25
	£531
	£225
	£747

	£1,000
	£49.17
	£590
	£250
	£830


*   Figures rounded to nearest penny  
** Figures rounded to nearest £1

7
Cycle+ Conditions
The bicycle and equipment will remain the property of the University until the end of the 12 month hire period, when the University will seek to dispose of it at a fair market value. Therefore:
· You must make sure that the bicycle and equipment is insured against theft, loss or damage.  You should be aware that you are responsible for the condition of the bike, and any loss or damage to it after you have signed the hire agreement.  The easiest way to insure the bike is to get it added to your household contents insurance, if it is not already covered.  Replacement equipment is not available under the scheme.  If the bicycle equipment goes missing or is damaged, you will have to continue to pay the monthly salary sacrifice for the remainder of the 12 month hire period

· You must not hire out, transfer or otherwise dispose of the bicycle and equipment

· You must not make alterations to the bike or take it out of the UK during the hire period

· As Cycle+ is a hire agreement you do not have legal title of ownership on the equipment.

· If you cease employment with the University before the end of the hire period, the outstanding balance will be deducted from your last net salary payment.  This means that you lose Tax and National Insurance savings on any outstanding balance. 
8
What happens at the end of the 12 month Hire Agreement?
At the end of the 12 month hire period, staff will be offered the opportunity to purchase the cycle and safety equipment outright. The University will seek to dispose of the bicycle and safety equipment at a fair market value.  
HMRC has published the following ‘Valuation Table’ to be used to calculate the market value of bicycles at the end of the 12 month hire period:

	Age of Cycle
	Acceptable disposal value percentage

	 
	Original price less than £500
	Original price £500+

	12 months
	18%
	25%


 For example, if the original price of the cycle, excluding safety equipment which would be worn by the cyclist (such as helmets or reflective clothing) was £400, then the acceptable market value at 12 months will be £72 (£400 x 18%).

IMPORTANT POINTS TO CONSIDER
9
The affect of Cycle+ on work related pay benefits and pension entitlement
Most employees will benefit from Cycle+ but there may be a few members for whom it is not advantageous.  If you are unsure about whether to participate in Cycle+ you should seek your own financial advice.  Details of an independent financial advisor (IFA) near you can be found by calling IFA Promotion Ltd on 0800 085 3250 or at: www.unbiased.co.uk.  Remember, however, that Cycle+ is designed so that most members benefit from taking part.
There may be an impact on your entitlement to benefit payments such as Statutory Maternity or Paternity Pay, Statutory Sick Pay and Working Tax Credit, as they will be calculated on your reduced pay.  There may also be an impact on your state pension.  
For more information

All the background information – including a set of Frequently Asked Questions (FAQs) will be published on the University’s Estates Directorate website at www.qub.ac.uk/sustainabletravel or www.qub.ac.uk/cycleplus  

For more information please email transport@qub.ac.uk  or call 02890 971154.
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