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	NORTHERN IRELAND CIVIL SERVICE CYCLE TO WORK SCHEME
Hire Agreement & Application Form (Industrial Staff)

	C2W 1.1a


	SECTION 1:  HIRE AGREEMENT

Hire Agreement regulated by the Consumer Credit Act 1974

(Employer to retain this section, do not send to the Cycle Supplier)



	Department:
	     

	Employee Payroll Number:
	     

	Employee Name:
	     

	Address:
	     


	Description of Goods:

	Cycle and related safety accessories as per list at Annex A and as detailed on the order form at Section 2.



	Amount of each weekly hire payment:

	£                                                  (Please insert amount - refer to order form)



	Number of weekly hire payments: 52

	Timing of weekly hire payments:



	The first weekly hire payment will be due on the first available weekly salary payment date after the date of the Hire Agreement and on receipt of the cycle and related safety accessories. Further payments will be taken from your weekly salary for a further 51 weeks.

	Termination Fee:



	If you cease employment with the Department, this Hire Agreement will be terminated. You will be required to pay a termination fee of an amount not exceeding the aggregate of the outstanding weekly hire payments and calculated as set out in the Employee Terms and Conditions on the Hire Agreement. The termination fee will be collected by the Department from your outstanding salary payments. If your outstanding liabilities exceed your outstanding salary payments, the Department will require settlement of your outstanding liabilities within 30 days of your employment ceasing.

	Hire Period:



	The hire period will be12 months from the date of this Hire Agreement. The Hire Period is fixed and cannot be changed, subject to the provisions of “Absence” in the Employee’s Terms and Conditions on this Hire Agreement.

	Key Information



	If you default on your obligations under this Hire Agreement (e.g., by failing to make any payments on the due dates) we may recover from you our reasonable legal, administrative and other costs and expenses incurred in enforcing our rights under this Hire Agreement. This Hire Agreement cannot be cancelled.

	Missing Payments



	Missing payments could have severe consequences and may make obtaining credit more difficult.

	

	IMPORTANT – PLEASE READ CAREFULLY



	The Northern Ireland Civil Service Cycle to Work scheme, operated in accordance with the provisions of the Consumer Credit Act 1974, is authorised under the Office of Fair Trading Group Consumer Credit Licence No G900025, commencing on the 3 June 2005.

	

	This is a Hire Agreement regulated by the Consumer Credit Act 1974. Sign it only if you want to be legally bound by its terms.


	Signature of hirer:


	Date:        /     /     


	Under this agreement the goods DO NOT become your property and you MUST NOT make any alterations to the goods, sell them, or otherwise transfer ownership of them.



	

	HR Use Only

I hereby confirm that I am authorised to complete and sign this declaration on the Department’s behalf.



	Signature of Authorised Person:



	Name:      

	Grade:      


	For and on behalf of: Department of      


	Date:      /     /     

	Contact Number:      



Important – Please Read
This Hire Agreement asks for the information needed to begin this arrangement, and also contains the Employee’s Terms and Conditions. You should read all of this form carefully before deciding whether to enter into the Hire Agreement. If you are unsure of any aspect of the Hire Agreement, it is strongly recommended that you seek independent advice.

If you wish to enter into the Hire Agreement then please complete it in full, sign where indicated and return to NICS HR.

Salary Sacrifice

This Hire Agreement varies your Terms and Conditions of Employment. By committing to this Hire Agreement, you are accepting a new remuneration package, which includes a combination of cash and benefits, to enable you to take advantage of changes to PAYE regulations covering cycles supplied by the Department. No deposit payment is required.

The Department has committed to a 12-month scheme for cycles and accessories. The cycle and associated safety accessories can be provided for your use as part of your new remuneration package. Subject to the Terms and Conditions included here, you are free to use the cycle and accessories for a fixed period of 12 months. When you have completed and submitted the attached order form and Hire Agreement, it will be validated by NICS HR, and the cycle and accessories can be purchased from the Supplier. You should then contact the Supplier to arrange collection or delivery. Your new remuneration package will take effect thereafter. This is a non-cancellable 12-month fixed-term Hire Agreement and you do not have the right to terminate this Hire Agreement, except in the specific circumstances described in the Employee’s Terms and Conditions. The Hire Agreement must be signed by you on the premises of the Department. It will then be countersigned by NICS HR’s authorised representative. If the Supplier is unable to supply the goods ordered then the Department shall terminate this agreement without liability to you.
NORTHERN IRELAND CIVIL SERVICE CYCLE TO WORK SCHEME
	SECTION 2:  ORDER FORM


	Data Protection

The information that you provide about yourself is used solely for the purposes of administering this scheme. For further details, please read the “Data Protection” section in the Employee’s Terms and Conditions.



	Department:
	     

	Department Address:
	     

	Post Code:
	     

	Employee Name:
	     

	Home Address:
	     

	Post Code:
	     

	Daytime Phone Number:
	     
	Evening Phone Number:
	     

	Email Address:
	     

	Supplier Reference: 

(if applicable)
	     
	Purchase Order Number:
	     

	

	Total Value (Including VAT)

	Combined cycle & accessories:
	     

	

	Breakdown for Salary Sacrifice

	Cycle & accessories amount:
	£      

	(Note: only accessories from approved list should be supplied)

	

	Weekly Salary Sacrifice Total / 52
	£      


NORTHERN IRELAND CIVIL SERVICE CYCLE TO WORK SCHEME
	SECTION 3:  Employee’s Terms and Conditions



	(Employee to retain this section)

This agreement regulates your participation in the Cycle To Work programme, which has been implemented by the Supplier for the Department. Under the terms of the agreement, you will be provided with a cycle and related safety accessories (“Goods”) for commuting to and from your place of work and for your own private use. This Hire Agreement governs the terms of the arrangement and your salary sacrifice. You have agreed to enter into a salary sacrifice agreement for 12 months. You will be provided with Goods of your choice to use for commuting and your own private use for a period of 12 months. The amount by which your gross salary is reduced will be determined by the value of the Goods you have chosen. By entering into this agreement you accept that the weekly hire payments will be deducted from your gross weekly salary. In return, you will receive Goods of your choice up to a maximum value of £1,000. This salary reduction will continue for 12 months. By entering into this agreement you are confirming that the Goods are for your own personal use and will be used mainly for commuting purposes. The Goods will be supplied by the Supplier. The Goods remain the property of the Department and you may not alter them, sell them or transfer ownership during the span of the Hire Agreement. When this Hire Agreement has ended, the Goods must be returned to NICS HR and may be disposed of by the Department for a nominal sum. This Hire Agreement does not regulate the terms of this disposal.



	Absence

	By entering into this agreement, you agree that your salary sacrifice will apply to any pay received during absence from work. If, however, your weekly salary falls below the amount of your weekly hire payments, the salary sacrifice will be suspended until such time as your salary rises above that level.

	Leaving

	If you leave the Northern Ireland Civil Service or retire within the 12 months of this Hire Agreement, the Goods become a taxable benefit. The balance remaining on the price of the Goods will be deducted from your final net salary in the form of a termination fee. If you cannot pay this amount out of your final salary, NICS HR can demand payment of any outstanding amount within 30 days.

	Responsibility

	During the 12-month term of the Hire Agreement, the Goods remain your responsibility. If the Goods are lost or damaged by any means within that time frame, you will be required to continue your salary sacrifice until the Hire Agreement period has ended. It is therefore strongly recommend that you ensure the Goods are adequately insured. Your well-being and safety whilst using the cycle and accessories are not the responsibility of the Department and you should take adequate steps to ensure your own safety at all times. The Department cannot be held responsible for any accidents incurred whilst using the Goods. If the Department believes that the Goods are not being used for commuting purposes, it has the right to declare them as a taxable benefit. The warranties offered by the manufacturers of the Goods are not affected.

	Data Protection

	By entering this Hire Agreement, you authorise both NICS HR and the Supplier to use the personal data supplied by you in order to confirm you are a genuine employee of the Department and to verify your identity upon collection of the Goods under the Cycle To Work programme.



	

	Limitation

	Under no circumstances shall the Department or the Supplier be liable for any indirect, punitive, incidental, special or consequential damages (including without limitation damages for loss of use, lost data, economic loss, or other loss) arising out of a breach of this Hire Agreement or any other action or failure to act, even if the Department or the supplier have been advised of the possibilities of such damages. The Department and the supplier will not be held liable for failure to supply, failure to deliver on an agreed time or day, or late delivery. Nothing in the Hire Agreement shall limit the liability of the Department or the supplier for death or personal injury resulting from their negligence and/or breach of such implied terms as might exist in law relating to title, satisfactory quality or fitness for purpose. This agreement shall be interpreted in accordance with Northern Ireland Law and Northern Ireland courts shall have sole jurisdiction in respect of any dispute arising therefrom. If you default on your obligations under this agreement, you must pay the Department any reasonable legal, administrative and any other costs or expenses that the Department incurs in enforcing its rights under this Hire Agreement. 


Please return completed application forms to NICS HR Pay and Reward:

	Non Industrial 

Email:
NICSHR.PayandReward@finance-ni.gov.uk
Post:

NICS HR Pay and Reward

Department of Finance

2nd Floor

2-4 Bruce Street

Belfast

BT2 7JD


	Industrial

Email: NICSHR.PayandReward@finance-ni.gov.uk
Post:
NICS HR Pay and Reward Department of Finance (Industrial)
2nd Floor

2-4 Bruce Street

Belfast

BT2 7JD 


	DOJ/PPS Only

Email:

NICSHRPayandRewardDOJPPSOnly@finance-ni.x.gsi.gov.uk
Post:
NICS HR Pay and Reward

Department of Finance

2nd Floor

2-4 Bruce Street

Belfast

BT2 7JD




ANNEX A

CYCLE TO WORK SCHEME – SAFETY EQUIPMENT

What safety equipment is included under the Cycle to Work scheme?

Eligible equipment under the Cycle to Work scheme includes cycles and cyclists’ safety equipment.

A ‘cycle’ is defined as ‘a cycle, a tricycle, or a cycle having four or more wheels, not being in any case a motor vehicle’ (Part 1. para. 2.2 of the Road Traffic (Northern Ireland) Order 1995 refers). 

Cyclists’ safety equipment is not defined in the legislation however; NICS HR has adopted a common sense approach to defining equipment that can be provided under the scheme.

Eligible safety equipment means:-

· Cycle Helmet (CE marked and compliant with BS EN 1078/SNELL B.95);

· Lights, including dynamo packs;

· Panniers/luggage carriers and straps to allow luggage to be safely carried;

· Locks/chains to ensure cycle can be safely secured;

· Reflective/protective clothing;

· Pumps/minor repair kits;

· Mirror/mudguards to ensure the riders’ visibility is not impaired;

· Cycle shoes;

· Bells/horns. 
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