
 

Cycle to Work UK 

If I am under 18 is the scheme available to me? 

If you are under the age of 18 a guarantor will be required. At the point of application, the details 
of this will be explained to you and where to collect the information from. 

 

When can I join the scheme? 

You can join the Cycle to Work scheme anytime. 
 

How does this Scheme benefit me? 

You can save income tax and Employee National Insurance by sacrificing some of your gross 
salary in return for hiring a bicycle and associated cycling safety equipment (if required) from the 
Company for 12 months. 

 

Who is the provider? 

Halfords provide this benefit. 
 

Is there a minimum and maximum amount that I may select? 

You may choose any voucher amount of between £100 and £1,000. The value of your voucher 
must cover the total retail cost (including VAT but before tax and National Insurance savings) of 
the bicycle and associated cycling safety equipment. 

 

What sort of bicycle may I select? 

You may choose any brand of bicycle; however, the bicycle you select must be suitable for 
commuting. For example, you may choose a road bicycle, hybrid, mountain bicycle, folding 
bicycle or commuting bicycle, but children’s bicycles are not available through the Cycle to Work 
Scheme. 

 

Can I use another store besides Halfords to purchase my bike? 

If you are interested in a bike which is not stocked by Halfords, please contact the Special Order 
team on 08450 778 850. Halfords partner with many Independent Bike shops across the UK & 
ROI and the Special Order team will be able to help you find a bike to meet your specification. 

 

Please note that if you order a bike through the Special Order team you will not be entitled to the 

1 year Free Bicycle Care Plan. 
 

What accessories may I select? 

You may include safety accessories associated with riding the bicycle to work, such as: 

 A helmet which conforms to European standard EN 1078 

 Lights 

 Reflective clothing 

 White front reflectors and spoke reflectors. 

Non-related items like downhill helmets, energy food or car racks are not allowed 

Can I use the bicycle for leisure riding as well as commuting? 

Yes, as long as you mainly use the bicycle for “qualifying journeys”. A qualifying journey is a 
journey between your home and your place of work, part of your journey between your home and 
place of work (for example, cycling to/from the railway station) or journeys between work places. 
“Mainly” means more than 50% of the time. 



 

May I select equipment that is more expensive than the value of my voucher? 

No. You may not select a bicycle or associated cycling safety equipment that exceeds the value 
of your voucher; nor may you “top up” the value of your voucher with cash. 

 
The full value of your voucher must be utilised in a single transaction. If you choose equipment that 
is less than the value of your voucher, you will not receive a refund for the unused portion of     
your voucher from Halfords, their partner store or the Company; nor will the amount of your Salary 
Sacrifice reduction change. 

 

May I use my voucher to select a bicycle for somebody else? 

No. Your voucher is not transferable to family members, friends, colleagues or anyone else and 
cannot be redeemed against a bicycle and associated cycling safety equipment for anyone other 
than you. 

 

What happens if the bicycle is stolen or accidentally damaged? 

You will continue to be liable for your monthly Salary Sacrifice reductions. A requirement of the 
Cycle to work scheme is that, as the custodian of the bike, you obtain specific insurance for the 
equipment if it is not covered by an existing home contents insurance policy. You should always 
notify your insurer that the bike is part of a cycle to work scheme and that Capita owns the bike. 

 

You should always ensure that the insurer covers the bike when in storage away from your home 
and that the bike’s value does not exceed the upper claim limit. 

 
If the bike cannot be covered on your home contents insurance, we recommend you shop around 
for the best policy to cover you. 

 

Can I purchase insurance using my Cycle to Work voucher? 

No. As the insurance policy is a contract between you and the insurer, it must be purchased 
separately. 

 

What is a Letter of Collection? 

Your Letter of Collection (or LoC) is a letter to cover the value of cycle and safety equipment you 
seek under the scheme which you can take to a Halfords store or one of the local independent 
bike shops with whom Halfords have partnered to exchange for the bike and equipment. 

 
Shortly after the close of the election period, you will receive an email from Halfords with a link to 
your online hire agreement instructing you on how to complete your Hire Agreement. Once 
completed, you will receive a Letter of Collection. If a Letter of Collection has been issued to you, 
it is no longer possible to cancel your agreement and you will commence the monthly salary 
reductions as per your agreement, 

 
You then redeem your Letter of Collection at a Halfords store. Please note you may be asked to 
provide photographic proof of identification to pick up your equipment. You will also be asked to 
verify your date of birth and postcode 

 

What other benefits are there? 

Six weeks after you have printed off your Letter of Collection, you will receive an email with a 
voucher for the 1 years Free Bicycle Care Plan. When you take your bike for your six week safety 
check, take the voucher with you to pick up your Bicycle Care plan. This includes: 

 
 Free comprehensive 25 point annual service (normally £29.99) including wheels and 

tyres, brakes, gears, drive chain and frame. 

 Free professional maintenance and repairs throughout the year by fully trained cycle 
mechanics – paying only for the parts used. 

http://www.halfords.com/
http://www.cycle2work.info/sitestorelocator


 Free labour charges for parts and accessory fitting. 

 
If you select any of the 30+ brands available through Halfords stores you will receive a free 
accessory discount card to receive 20% discount on all cycle accessories during the hire 
agreement period. 

 
Also, you will also be entitled to various other offers including a free 20% family and friends 
cycling voucher for Apollo cycling goods. 

 

These offers only apply if you select a Halfords bike. 
 

When do my Salary Sacrifice reductions begin? 

Your Salary Sacrifice reductions will begin in the month following the closure of the election 
window in which you select a bike. 

 

Can I pay off the balance of my Salary Sacrifice reduction early? 

No. The commitment is for a period of 12 months (but see what happens if you leave service). 
 

When can I review/change my benefit selection? 

You may only make your Cycle to Work selection during an election window. If you select a bike 
you are then committed for a 12 month period. 

 

“Life Events”, do not apply to the Cycle to Work Scheme. Participation in the Scheme, and the 
associated Salary Sacrifice, is fixed for the length of the Hire Agreement, irrespective of any Life 
Events that may occur. 

 

Will I own the bicycle at the end of the Scheme year? 

The legislation that governs a cycle to work scheme states that the employer must own the 
equipment. There can be no automatic right for the employee to own the equipment at the end 
of the agreement. If they do, they cannot claim the tax exemption. Therefore a cycle to work 
scheme operates as a loan: Capita is loaning the equipment to you for a fixed-period of time. 
Although you do not actually own the equipment, you remain custodian of the equipment and 
are free to use it as you wish, providing it is mainly for cycling to work. At the end of the 12 
months, Halfords will  write to you to discuss all the options available for you to continue to 
participate in the scheme 

 

What happens at the end of the hire period? 

Capita aims to ensure that your savings are maximised through the scheme. At the end of the 
12 months, Halfords will write to you to discuss all the options available for you to continue to 
participate in the scheme. 

 

What happens if I leave the Company? 

If you leave the Company within the initial 12 month period the balance remaining on the price of 
your voucher will be deducted from your final month’s net pay. As this will no longer be part of the 
Salary Sacrifice you will not save the tax or National Insurance on the remaining balance. 

 
 
What are the effects of Salary Sacrifice on my state and pay-related benefits? 

Some benefits, such as the State Pension, Employment and Support Allowance (ESA) and 
Jobseekers Allowance are based on your level of National Insurance Contributions. If your 
earnings fall below the Lower Earnings Limit (LEL), which is £6,032 per annum (from 6 April 
2018), as a result of entering into a Salary Sacrifice arrangement, your eligibility to receive such 
benefits may be reduced or you may become ineligible. Your local Social Security Office can 
provide further information and guidance. 



What are the effects of Salary Sacrifice on my statutory benefits such as Statutory Maternity Pay 
(SMP) or Statutory Sick Pay (SSP)? 

Statutory Maternity Pay (SMP) and Statutory Sick Pay (SSP) are based on your average 
earnings, which are earnings that you pay National Insurance on. Any benefit you select which is 
exempt from National Insurance contributions may, therefore, affect your statutory benefits. 

 

What happens during periods of statutory maternity / adoption leave / shared parental leave? 

The benefit will continue in force. Adjustments to pay as a result of your benefit selections will 
continue providing your pay does not fall below statutory levels. If deductions are suspended they 
will be made on your return to work or reclaimed as a debt should you leave service with no 
further pay. 

 

Are there any tax implications for me to consider? 

As with any benefit that supports a government initiative, the amount you sacrifice for the Cycle to 
Work scheme is free of income tax and National Insurance. 

 

 
What if I have further questions? 

Please contact the Choice helpline on 020 7204 1290 capitachoice@capita.co.uk 

mailto:capitachoice@capita.co.uk

