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Schools Eligible for the Tower Hamlets Staff Scheme
Schools on this list can apply directly for Cyclescheme
	DSCF Ref
	PublishedSchoolName
	Payroll

	211/1040
	Alice Model Nursery School
	Central Payroll

	211/2922
	Arnhem Wharf Primary School
	Central Payroll

	211/2912
	Bangabandhu Primary School
	Central Payroll

	211/4284
	Bethnal Green Technology College
	Central Payroll

	211/2917
	Bigland Green Primary School
	Central Payroll

	211/2441
	Blue Gate Fields Infants' School
	Central Payroll

	211/4024
	Bow School of Maths and Computing
	Central Payroll

	211/1100
	Bromley Hall PRU
	Central Payroll

	211/1101
	Cable Street Education Centre
	Central Payroll

	211/4507
	Central Foundation Girls' School
	Central Payroll

	211/1012
	Childrens House Nursery School
	Central Payroll

	211/2110
	Chisenhale Primary School
	Central Payroll

	211/3332
	Christchurch CofE School
	Central Payroll

	211/1024
	Columbia Market Nursery School
	Central Payroll

	211/2118
	Columbia Primary School
	Central Payroll

	211/2893
	Cubitt Town Infants' School
	Central Payroll

	211/1102
	Docklands Education Centre
	Central Payroll

	211/2378
	Elizabeth Selby Infants' School
	Central Payroll

	211/3619
	English Martyrs Roman Catholic Primary School
	Central Payroll

	211/4505
	George Green's School
	Central Payroll

	211/2254
	Globe Primary School
	Central Payroll

	211/3346
	Guardian Angels Roman Catholic Primary School
	Central Payroll

	211/2270
	Hague Primary School
	Central Payroll

	211/2281
	Harbinger Primary School
	Central Payroll

	211/7055
	Harpley Inclusion Support Centre
	Central Payroll

	211/2999
	Harry Gosling Primary School
	Central Payroll

	211/1041
	Harry Roberts Nursery School
	Central Payroll

	211/7171
	Ian Mikardo School
	Central Payroll

	211/2341
	John Scurr Primary School
	Central Payroll

	211/2918
	Kobi Nazrul Primary School
	Central Payroll

	211/4105
	Langdon Park Community School
	Central Payroll

	211/2377
	Lawdale Junior School
	Central Payroll

	211/2005
	Malmesbury Primary School
	Central Payroll

	211/2397
	Marion Richardson Primary School
	Central Payroll

	211/2402
	Marner Primary School
	Central Payroll

	211/2406
	Mayflower Primary School
	Central Payroll

	211/4150
	Morpeth School
	Central Payroll

	211/4242
	Mulberry School for Girls
	Central Payroll

	211/4296
	Oaklands School
	Central Payroll

	211/1031
	Old Church Nursery School
	Central Payroll

	211/2059
	Old Palace Primary School
	Central Payroll

	211/2908
	Osmani Primary School
	Central Payroll

	211/3385
	Our Lady Roman Catholic Primary School
	Central Payroll

	211/7095
	Phoenix School
	Central Payroll

	211/1032
	Rachel Keeling Nursery School
	Central Payroll

	211/2499
	Redlands Primary School
	Central Payroll

	211/2857
	Seven Mills Primary School
	Central Payroll

	211/4722
	Sir John Cass Foundation and Redcoat Church of England Secondary School
	Central Payroll

	211/3431
	St Edmund Roman Catholic School
	Central Payroll

	211/2003
	St Elizabeth Catholic Primary School
	Central Payroll

	211/3462
	St John's Church of England Primary School
	Central Payroll

	211/3497
	St Luke's Church of England Primary School
	Central Payroll

	211/2002
	St Mary and St Michael Primary School
	Central Payroll

	211/3540
	St Matthias Church of England Primary School
	Central Payroll

	211/3563
	St Paul with St Luke CofE Primary School
	Central Payroll

	211/4277
	St Paul's Way Community School
	Central Payroll

	211/3574
	St Paul's Whitechapel Church of England Primary School
	Central Payroll

	211/3592
	St Saviour's Church of England Primary School
	Central Payroll

	211/2568
	Stebon Primary School
	Central Payroll

	211/4276
	Stepney Green Mathematics and Computing College
	Central Payroll

	211/2569
	Stewart Headlam Primary School
	Central Payroll

	211/4297
	Swanlea School
	Central Payroll

	211/1103
	Third Base Education Centre
	Central Payroll

	211/2828
	Thomas Buxton Infants' School
	Central Payroll

	211/2519
	Thomas Buxton Junior School
	Central Payroll

	211/2623
	Virginia Primary School
	Central Payroll

	211/2631
	Wellington Primary School
	Central Payroll

	211/2921
	William Davis Primary School
	Central Payroll

	211/2658
	Woolmore Primary School
	Central Payroll


Schools Ineligible for the Tower Hamlets Staff Scheme
Schools on this list must arrange their payroll management provider to administer Cyclescheme. Talk to your provider, or Cyclescheme directly on 01225 448933 or visit www.cyclesheme.co.uk. 
	DSCF Ref
	PublishedSchoolName
	Payroll

	211/6396
	Al-Azhar Primary School
	Unknown

	211/6392
	Al-Mizan School
	Unknown

	211/7168
	Beatrice Tate School
	EPM

	211/2043
	Ben Jonson Primary School
	EPM

	211/4298
	Bishop Challoner Catholic Collegiate Boys School
	School / Inhouse

	211/4726
	Bishop Challoner Catholic Collegiate Girls School
	School / Inhouse

	211/2099
	Blue Gate Fields Junior School
	EPM

	211/2056
	Bonner Primary School
	EPM

	211/7084
	Bowden House School
	School / Inhouse

	211/2920
	Bygrove Primary School
	EPM

	211/2091
	Canon Barnett Primary School
	EPM

	211/2097
	Cayley Primary School
	EPM

	211/2144
	Cubitt Town Junior School
	EPM

	211/2145
	Culloden Primary School
	Key Stage

	211/2147
	Cyril Jackson Primary School
	EPM

	211/6389
	Darul Hadis Latifiah
	Unknown

	211/6395
	Excellence Christian School
	Unknown

	211/6397
	Faraday School
	Unknown

	211/6089
	Gatehouse School
	Unknown

	211/6386
	Green Gables Montessori Primary School
	Unknown

	211/2916
	Halley Primary School
	EPM

	211/2910
	Hermitage Primary School
	EPM

	211/3667
	Holy Family Catholic School
	Chancery Management

	211/6387
	Jamiatul Ummah School
	Unknown

	211/2004
	Lansbury Lawrence Primary School
	EPM

	211/6394
	London East Academy
	Unknown

	211/6390
	London Islamic School
	Unknown

	211/6383
	Madani Secondary Girls' School
	Unknown

	211/2533
	Manorfield Primary School
	EPM

	211/6391
	Mazahirul Uloom School
	Unknown

	211/2432
	Mowlem Primary School
	EPM

	211/2001
	Old Ford Primary School
	Key Stage

	211/2446
	Olga Primary School
	EPM

	211/5400
	Raine's Foundation School
	Chancery Management

	211/6385
	River House Montessori School
	Unknown

	211/2909
	Shapla Primary School
	EPM

	211/2557
	Sir William Burrough Primary School
	Mazars

	211/2919
	Smithy Street School
	EPM

	211/3397
	St Agnes RC Primary School
	Chancery Management

	211/3411
	St Anne's Catholic Primary School
	Chancery Management

	211/3581
	St Peter's London Docks CofE Primary School
	EPM

	211/7169
	Stephen Hawking School
	EPM

	211/7170
	The Cherry Trees School
	EPM

	211/2159
	The Clara Grant Primary School
	EPM

	211/3350
	The Stepney Greencoat Church of England Primary School
	EPM


London Borough of Tower Hamlets Cycle Scheme

On 5 May 2009 London Borough of Tower Hamlets relaunched the Cycle Scheme in partnership with Cyclescheme Ltd. The scheme is administered through a salary sacrifice / hire agreement and will be run in accordance with the Government’s Green Travel Plan. This scheme offers an attractive employee benefit by encouraging staff to maintain a healthy and active lifestyle whilst making substantial savings on the cost of a bike and safety equipment. You can select any make/model bike up to a value of £1000 inc VAT through independent bike shops taking part in this scheme thereby providing business to local communities.

Key Dates

Cycle to Work Scheme relaunch date: Monday 5th May 2009 (Opening day for voucher requests)

Closing day for voucher requests: The scheme is now open-ended. It was announced by Human Resources on 01/10/2009 that there would no longer be a closure date.
Cyclescheme Ltd

Cyclescheme Ltd is an independent company created to use their industry experience and trade contacts to get more people riding to work on bikes of their choice from their local bike shops. 

Cyclescheme Ltd have been set up to facilitate companies taking part in the government’s green travel plan, through assisting with the administration of tax and NI efficient ways to cycle to work. 

Cyclescheme customers are not limited to any particular bike or accessory brand and therefore they can choose from a wide range of quality products and achieve value-for-money. This results in the package of bike, accessories and safety equipment that best fits their need. 

How Cycle scheme works 

The scheme is a voucher scheme and you will need to apply for a voucher to redeem against your goods when you collect them from the bike shop. For partner stores please go to http://www.cyclescheme.co.uk/4eb49
Process of getting a tax-free bike through cycle scheme

To obtain your voucher you need to: 

Step 1:
Visit your local participating bicycle shop to choose your equipment and obtain a written quote (minimum value £200 and maximum value £1000 inc VAT). 

Step 2: 
Go to the Cyclescheme website and complete an online voucher request form, if you are a computer user or: 

Contact Cyclescheme on 01225 448933 if you are not a computer user and want your order placed for you. 

London Borough of Tower Hamlets will in turn, approve the request providing you have met London Borough of Tower Hamlets’ eligibility criteria. 

Step 3: 
Complete and sign the Hire Agreement (which Cycle Scheme Ltd will send to your home address) and post it to Cycle Scheme Ltd, PO Box 3809, Bath, BA1 1WX.

Step 4: 
Receive the voucher which Cycle Scheme Ltd. will be sending to your home address. 

Step 5: 
Redeem your voucher at the bike shop and collect your goods (you must provide your London Borough of Tower Hamlets photo ID card to do this). 

Step 6: 
Start to pay back your loan from gross salary, via salary sacrifice. (Your first payment will be deducted from your salary in the month that you receive your voucher). 

Salary Sacrifice

Salary sacrifice happens when an employee gives up his or her right to receive part of their pay in return for the employer’s agreement to provide some form of non-cash benefit, in this case the loan of a bicycle and related equipment for a 12 month hire period. The employee then pays back the loan on the goods from gross, rather than net, pay for the hire period - hence allowing the employee to benefit from income tax and NI relief. 

Eligibility 

The Scheme is open to all full and part-time LBTH staff whose term of employment is more than the period of the loan (12 months). To take advantage of the tax breaks that result from salary sacrifice please also note: 

· You need to be a UK taxpayer 

· You need to be over 18 years of age to comply with Consumer Credit Act legislation 

· You need to be earning more than the National Minimum Wage after your loan repayment has been deducted. 

Price of Bike

The price of bicycle including accessories should be no less than £200 pounds and no more than £1000 inc VAT. You can purchase equipment that is worth over this amount, but only the first £1000 will be considered under the scheme – the rest you will need to pay for directly and personally.
Ownership

The bike and goods are technically the property of London Borough of Tower Hamlets but the employee is totally responsible for the bike during the hire period. At the end of the hire period you may be given the opportunity to buy the bike and any safety equipment/accessories for a fair market value (plus VAT). This is 5% of the tax-free amount (i.e. of the amount you actually paid) in most circumstances.
Insurance

The employee is responsible for insuring the bicycle and London Borough of Tower Hamlets will bear no liability in the event of loss/theft. It is therefore very important to insure the bike, and any goods fitted to the bike, to safeguard against the losses following theft. Household insurance policies are usually much cheaper than specialist bike insurance policies but you must ensure that your insurer covers the bike when in storage away from your home and any other eventuality that may occur. You also need to check that the upper limit on a claim is appropriate in light of the cost of the bike.

If you would like a specific quote for insurance please visit

 http://www.cycleguard.co.uk/ 

Warranty / Maintenance

The employee is responsible for maintaining the bike during its use and s/he agrees to this when signing the hire agreement. All Cyclescheme bikes come with a warranty for the duration of the hire period. Your local shop will be able to advise you about necessary servicing, depending on how you use your bike. They are also likely to give your bike a first free service once you have bedded it in. 

Savings 

Tax and National Insurance savings are typically between 31% and 41% of the original cost of the bike, depending on your personal taxation and NI status. Should you be offered and decide to purchase the bike, typically the fair market value of 5% will be charged to you plus VAT. See savings calculator using the link below for further information

http://www.cyclescheme.co.uk/4eb49
Tower Hamlets cycle routes

The map of the cycle routes in Tower Hamlets can be found on the council website. The link is as follows:

http://www.towerhamlets.gov.uk/data/transport/downloads/cyclemap.pdf 

Storage 

London Borough of Tower Hamlets has limited spaces for parking bicycles and prior to signing the Hire Agreement the employee should give some thought to where they will secure the bicycle. Bicycles must not be tied to railings or taken inside buildings (unless it is a foldable bicycle and if approved by your line manager). If a bicycle is left in a place where it causes a hazard, it may be removed / impounded and London Borough of Tower Hamlets accepts no liability for the cost of any associated damage to the bicycle and/or locks.

Health & Safety

1. Buy at least one good quality lock, at least to the "sold secure" silver standard rating, available at most cycle shops. The following website lists attack-tested locks for reference: http://www.soldsecure.com
Also search for other sites such as:
http://www.crimereduction.homeoffice.gov.uk/vehiclecrime/vehiclecrime063a.pdf 

2. Use proper cycle stands where available. 

3. Make sure both wheels and frame are locked to stands. If you have a quick release front wheel, take it off and lock the wheels and frame together using one lock. If your saddle is quick release, remove it and take it with you.

4. Try and keep locks off the ground and as good a fit as possible to prevent leverage for any potential thief.

5. Security marking aids recovery if your cycle is lost or stolen.

6. Register your cycle (model, make and frame number) on the Immobilise Register - see http://www.immobilise.com. 
Cycle Training for Confidence, Skills and Safety
If you haven’t cycled for quite some time or are unfamiliar on how to safely navigate around the busy roads in the area we suggest you register for free cycling training such as that provided by Tower Hamlets Council. Please click on the link below for details Cycle Training
Considerations/Effects of salary sacrifice

Pensions

The Cycle Scheme may affect your pension but this depends on your particular pension scheme. 

Local Government Pension Scheme: The LGPS will accept pension contributions based on ‘notional salary’ i.e. your salary before any sacrifice is made and therefore the benefits of those in these schemes will not be affected. 

Teacher Pension Scheme: Your pension will not be affected, as salary sacrifice no longer affects the pay on which pensions contribution/benefits are based.
Additional Voluntary Contributions (AVCs): If you have elected to pay AVCs these could affected by participation in this scheme. Please speak to administrator of the AVC scheme.

Statutory Maternity/Sick Pay

Employees with sufficient service and who meet certain conditions may be entitled to statutory maternity payments during a portion of maternity leave which may be affected by participation in the Cycle Scheme. Statutory Maternity pay is calculated on the salary earned in the two months prior to the 15th week before the baby is due. As the value of the salary sacrifice will not be considered to be part of salary, the result could affect the sum of Maternity pay that you may be eligible for. We would therefore suggest that any employee likely to take maternity leave while participating in the Cycle Scheme should contact Payroll Services for further information. There may also be implications for Statutory Sick Pay while participating in the Cycle Scheme. This is in connection with earnings falling below £435.00 per month. If an employee earns below this amount after using Cycle Scheme, entitlement to Statutory Sick Pay ceases. Please contact Payroll Services in the first instance to discuss further.

Working Tax Credit and Child Tax credit

Despite the exceptions outlined above, the vast majority of staff will benefit from joining the Cycle Scheme. However your personal circumstances may mean that it is not beneficial. This is most likely to be the case for those on a low income affected by Working Tax Credit, which may cancel out the savings made on Income Tax and National Insurance Contributions. There may be other cases where the benefit of the Cycle Scheme will be outweighed by possible reductions in working tax credits. There may also be implications on Child Tax Credit for employees in a salary sacrifice scheme. 

For more information on your individual circumstances check with the HM Revenue and Customs advice line on 0845 300 3900

FAQs

Below is a selection of Frequently Asked Questions relating to Cyclescheme 
Consumer Credit Licence
Q1. Does my employer need a Consumer Credit Licence?

The government has issued a blanket consumer credit licence to all participating employers to purchase bike packages up to £1,000 including VAT and safety equipment. When you sign the Hire Agreement, the resulting relationship is defined under the terms and conditions of the Credit Consumer Act. 

Q2. Can I use Cyclescheme to get a sale bike?

Yes, but this is subject to the bike shop’s discretion. You must mention Cyclescheme when obtaining a quote for your bike and safety equipment.
Fair market value 
Q3. What is the fair market value payment?

A fair market value payment is the amount that a willing buyer would pay to a willing seller to purchase certain property at a particular point in time. After a period of 12 months, this is typically 5% of the original cost of the bicycle and safety equipment plus VAT. 

Q4.When do I pay the fair market value to make the bike mine? 

At the end of the 12-month hire period the bike may be bought for a fair market value. This payment is subject to 17.5% VAT. This is a separate agreement and does not form part of the Hire Agreement. 
Changing jobs
Q5. What happens if I leave my job before I’ve finished paying for my bike?

Under the terms of the Hire Agreement and the Credit Consumer Act, the agreement to pay your employees’ loan is non-cancellable. This means that you would need to settle all outstanding monies should you leave London Borough of Tower Hamlets before the end of the Hire Agreement. The outstanding balances will be deducted from your final net salary payment. Settlement will be from net pay because once you leave London Borough of Tower Hamlets; you also leave the Cycle Scheme, and are no longer eligible for tax/NI concessions. For those leaving before the end of the Hire Agreement period a termination fee will be charged. The termination fee will not exceed a value equal to the outstanding monthly salary reductions but may also include a sum equating to the fair market value at the time of termination (to transfer ownership of the bike to the employee). 
Q6. What happens if I go on unpaid leave?

During approved unpaid leave such as extended maternity leave or career break, the Hire Agreement period may be extended by the number of months in which your salary was not paid and London Borough of Tower Hamlets was not able to collect payments During maternity/paternity/parental/adoption leave: you will continue to have the bike and equipment on loan during your absence with your gross salary still at the reduced level according to the salary sacrifice arrangements. You will continue to have deductions made from any payments you are receiving and/or will accrue a debt that will be recovered when you return to work and start receiving a payment from London Borough of Tower Hamlets.

Hire Period/Payback Period 
Q7. What happens if the bike gets lost / stolen before I’ve paid for it? 

If the bike is stolen then you have effectively left the scheme and need to pay all outstanding monies from your net salary. It is strongly advisable to insure the bike and any goods fitted to the bike. Safety equipment is available from Cyclescheme Ltd’s partnering shops, where you can ask for Home Office-approved ‘Sold Secure’ D-locks and cable locks to conform to insurance companies’ requirements.
Q8. What happens if I don’t want the bike at the end of the loan period?

It is London Borough of Tower Hamlets’ choice whether it opts to sell you the bike at the end of the hire period. If you choose to become the owner of the bike, you may be offered the opportunity to pay the Fair Market Value from your net salary. If you choose not to buy the bike you will be charged the equivalent of the Fair Market Value to dispose of the goods, to a charity.

Q9. How many times a week do I have to use the bike for work?

A bike purchased under Cycle Scheme should be used for at least 50% of the total time used, for travelling to work. There is however no requirement for you to cycle to work for a specified number of days throughout the year and there is no special requirement for you to record your travel. You can also use the bike for leisure at weekends and on holiday. 

Q10. Can I use the bike for business purposes during the working day? 

Yes, you can use your bike for business purposes during the working day, although you may not claim expenses for business trips made on a bike obtained through this scheme until the hire period ends. Employees should ensure they are covered for third party, personal accident and theft during these trips.

Effects of salary sacrifice
Q11. I receive out of hours payments on top of my basic salary: will these be affected?

No. In calculating all other payments to you such as out of hours payments, your total unreduced pay will be used.

Q12. What happens when there is a pay award?

You `will receive any relevant pay awards based on your unreduced salary. 

Q13. Will the repayments affect student loan payments?

Yes. Your student loan repayment is 9% of your earnings over £15k. This will alter as the trigger point is based on the salary on which you are liable to pay National Insurance Contributions (NICS). Under salary sacrifice your total gross salary on which NI is paid will reduce, so your loan repayments will reduce. 

Q14. Does anyone need to tell HMRC about this benefit?
The Cycle Scheme is a government-sponsored initiative that has been set up so that you do not have to pay tax and NI on items bought under the agreement. There is no need for you to contact HMRC about participation in the scheme. 

Q15. How it links in with government plans?

Sustainable Communities Plan
One of the priorities of the Sustainable Communities Plan is to safeguard green and open spaces. One of the strategic challenges for London is to improve public transport and other vital infrastructure required to support the development of new and growing communities.

School Travel Plan

This also fits in with the governments school travel plan which is for both parents and staff and aims towards reducing car use. It also promotes increasing active travel by walking or cycling.
Strategic Plan Priorities

The Cycle to Work scheme helps towards creating greater efficiency gains for the council. By doing do so it fulfils one of the key strategic priorities of the council. 

Q16. Other Queries not covered

For any other queries that have not been answered in this section please contact Damian Kennedy on 020 7364 4546 or e-mail cycle2work@towerhamlets.gov.uk. 

Alternatively you can contact Cyclescheme on 01225 448933 or email info@cyclescheme.co.uk 
For information on School Travel Plans and improving Safety, Health, the Environment, and Development, of children at your school contact your STAs – John Rymell at john.rymell@towerhamlets.gov.uk or on 020 7364 6918, and Kirsty Ellison at kirsty.ellison@towerhamlets.gov.uk or on 020 7364 6991.
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