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HSE West – Galway, Mayo and Roscommon

Application Form - Cycle To Work Scheme 2024

Part A: To be completed by the Employee wishing to avail of Cycle to Work Scheme.

Send this application form fully completed (Part A and B) along with the bike supplier’s invoice to HSE Cycle to Work Scheme, Financial Systems, Finance Dept, Merlin Park, Galway.
	Employee Name:


	
	
	Employee No.:
	

	Mobile Phone No:


	
	
	P.P.S Number:
	

	E- Mail Address:


	
	
	Work Location/ Department:
	

	
	
	
	
	

	Employee Home   Address:
	

	Bike supplier:
	
	
	Invoice number:

	

	Bicycle Make & Model
	
	
	
	

	Cost of bicycle (A)
	
	
	Cost of cycle Equipment (B)
	

	Total Cost  (A) + (B)
	
	
	
	


Signed statement regarding use of the bicycle and salary sacrifice agreement
I hereby declare that, I have fully read and understood all the Cycle to Work Scheme, HSE West’s terms and conditions.
I agree to have the full cost of the Bicycle & Equipment (Max €1,250) (Max €1500 E-Bike)(Max €3,000 Cargo Bike) deducted from my salary in the current year in order to facilitate the purchase of a bicycle and/or cycle equipment as part of the Government tax incentive Cycle to Work scheme*.
On termination of my employment, for whatever reason, I consent that the HSE may recoup all/any monies owed from my final salary. In the event that monies are not recouped, I will undertake to make good any payments due under the scheme.

I have not previously made any claim for this scheme in the last 4 years. 

*as defined in section 7 of the Finance (NO. 2) Act 2008 
* as defined in Financial provisions (covid-19) (no.2) bill 2020
Employee Signature:
______________________________   Date:          ____________________
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Part B: For completion by the Employee’s Local / Dept / Line Manager. 

Local/Dept/Line Manager to complete this application form (Part B)
	I confirm that having discussed the Terms and Conditions of the Cycle to Work Scheme with Mr./Ms.______________________ Employee No.: __________ they are eligible and will use the bicycle purchased in accordance with the agreed terms and conditions of the scheme, outlined. 

Please enter Employee’s Contract end date if it expires before year-end or Retirement Date if applicable within the current year______________.

I approve payment of the attached bike supplier invoice.

Signature:
___________________________


PRINT NAME: 

______________________
Local / Dept / Line Manager/Medical Manpower                                              Local / Dept / Line Manager/Medical Manpower

Job Title: 
___________________________


Telephone Number:
______________________
Date: 

___________________________




Part A & B with the bike supplier’s original invoice must be posted to: 

Cycle to Work Scheme

Financial Systems

Finance Dept

Merlin Park

Galway
(Originals only) Scans/Photocopies are not accepted. 

Part C: Employee’s Responsibilities as part of completing an application for this scheme.

a) Ensure you have read the Terms and Conditions of the Cycle to Work Scheme.
b) Ensure the application form is completed in full. (Incomplete forms will be returned).  The 
original application form and invoice must be posted to the address supplied. 
c) Ensure that you sign the application form as we cannot accept digital signatures.

d) Ensure that the bicycle supplier is listed on the approved list supplied on the Gov.ie website.
e) A number of shops operate with a third party payments operator.  Please ensure that you 
attach an original invoice to the application form, quotes or receipts cannot be accepted.

f) Employee is responsible to ensure compliance with Revenue rule on use of Bike.

g) Employee is responsible for collection of bike.

h) Employee must notify the Payroll Department if they are retiring/resigning/career break and 
arrange to have the balance paid to HSE.

i) Once the application has been processed a letter will be issued to the address held on Payroll.  
Please ensure that this address is your current address. 

NOTE:  CLOSING DATE FOR APPLICATIONS IS THE 27TH SEPTEMBER 2024
Cycle to Work Scheme HSE West

TERMS AND CONDITIONS

1. The Scheme is open to all Employees of the HSE West with the exception of Agency Staff. Applications from Employees who hold fixed short term contracts will be considered on a case by case basis subject to their agreeing to complete the salary deduction within the term of that contract.  TUSLA Employees please email HR.Businesssupport@tusla.ie for further information.

2. As the HSE pays for the bicycle in full, the Employee must agree to sacrifice or forego part of his/her annual basic salary in lieu of the provision of the bicycle and/or equipment.  Only one purchase, irrespective of the amount of that purchase, is allowed in any 4 year period. This is a tax exemption scheme. The HSE will reimburse any approved provider for bicycle and/or equipment to a value of €1,250 only or €1,500 for an E bike or €3,000 for a Cargo bike. Any additional costs must be borne by the Employee at the time of purchase. 
3. The new bicycle/bicycle safety equipment acquired under this scheme must be used primarily for the purpose of transport to and from work and/or travelling between workplaces.  It is the Employees responsibility to ensure compliance with this condition.
4. The Full Value of the approved amount is taken from Gross Pay.  The Employee gets relief from PAYE, PRSI, USC & PRD on this amount.  The deductions will have to be repaid in full by the last paydate in November 2024. The salary sacrifice will have no impact on pension contributions or pension benefits nor will it have any impact on premium payments, overtime or other allowances calculated as a % of basic pay. 

5. If you are currently on Unpaid Leave you are not eligible for this scheme as the Salary Sacrifice can not be facilitated.
6. An Employee whose employment terminates prior to the expiry of the agreed salary deduction arrangement will have the balance of the cost deducted from his/her final salary payment. In the event of this deduction not being made for whatever reason, the Employee will be required to personally reimburse the HSE.
7. The scheme applies only to new bicycles/safety equipment purchased from approved suppliers, the list of which is available on the Gov.ie web site.  

8. The following ancillary equipment will be covered by the exemption:
· Cycle helmets which conform to European standard EN 1078 

· Bells and bulb horns 

· Lights, including dynamo packs 

· 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 cycle can be safely secured 

· Pumps, puncture repair kits, cycle tool kits and tyre sealant to allow for minor repairs 


· Reflective clothing along with white front reflectors and spoke reflectors 

9. Applications for the scheme should be made on the Cycle to Work application form for the HSE West.

10. The HSE accepts no responsibility for lost equipment or for any injury suffered by the Employee when using the bicycle or cycle equipment or for the security, disposal, maintenance, repair or use of the bicycle or cycle equipment. Neither does the HSE accept responsibility for the misuse of the bicycle or cycle equipment by its Employees and asserts that equipment purchased under this scheme is strictly non-transferable. 
11. While payment for bicycle/cycle equipment will be made by the HSE, once payment has been made it is the Employee’s responsibility to ensure that the goods are supplied. It is a requirement of the scheme for participating suppliers that all warranties relating to the equipment will be for the benefit of the Employee and that all issues arising in relation to the warranties will remain between the Employee and the supplier.

12. Information from the Revenue Commissioners on this scheme, which is approved by the Department of Finance, is available from the Revenue Commissioners. 

Deductions have to be paid back in full by the last pay-date in November 2024





Purchase Cost and warranty associated with this bicycle and equipment are transferred to the Employee from supplier. The HSE is not part of the purchase contract. 
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