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Overview 

Bike Week is the UK’s largest mass participation cycling event and is 
a great opportunity to launch or re-launch initiatives and activities 

at your workplace. 

This simple guide will show you how your organisation can take part. It 
includes practical ideas to help you encourage people in your work force to 

pedal their way to a healthier lifestyle through targeted activities and 
promotions. 

Encouraging cycling in the workplace offers many benefits. Employees are 
generally fitter, healthier and more alert which can result in a more 

productive workforce and a reduction in the number of sick days taken per 
year. 

That’s not all; by encouraging cycling to, from and for work employers are 
actively promoting emotional and physical wellbeing for employees, a 

sustainable image to stakeholders and customers and a reduction in 
congestion and improved air quality around the workplace. 
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Activities and initiatives 

What does cycling mean to you? 

This Bike Week, tell us what cycling means to you via Twitter, Facebook or 

email. Send us one word which describes your feelings on cycling, and a 
photo of a journey by bike you have made during the week. 

You can send us your photos and words at:
 

Twitter: @ConnectingCornwall 


You can use these hashtags #cyclingmeans, #cycling and #BikeWeekUk 


Facebook: Connecting Cornwall (www.facebook.com/ConnectingCornwall)
 

Peg your Pledge 

Display a ‘washing line’ of pledges in your office and get your colleagues to 
add a pledge for Bike Week. Remember that pledges should be: 

Sustainable 

Measurable 

Achievable 

Realistic 

Time-bound 

Here’s an example of a SMART pledge to get you started: 

‘I pledge to cycle the 5 miles from my home to work and back again on 
Tuesday and Thursday of Bike Week this year.’ 

To get people pledging, why not offer an incentive such as entry into a prize 
draw to win vouchers or a cycle helmet? Pledge templates can be found on 

Cornwall Council Bike Week webpage 
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Bikers Breakfast 

Reward employees who regularly cycle to work and encourage new cyclists 

with a biker’s breakfast. This can be done on just one day, or perhaps for 
the whole of Bike Week! 

You could offer milk and cereal, bacon butties, fruit and yoghurts or go the 
whole hog and provide a ‘brown bag’ lunch with a sandwich, snack and a 

drink. 

If breakfasts are provided for free, meals are tax free. Visit 
https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/
eim21668 for more information

Bike buddy 

Encourage new cyclists to ride to work by buddying up with employees who 

already cycle or feel they are more experienced.
 

You can use a virtual or office notice board with a map that people can pin 

their name, start point and leaving time to, in order to find a match.
 

Alternatively, websites like www.cyclingbuddy.com offer an open matching
 
service. 


Its best to advise users that they are not obligated to ride with someone 

else unless they feel comfortable doing so.
 

Cycle training 

Lack of confidence or experience can often be a barrier to cycling; cycle 

training is a fantastic way of breaking down those barriers and re-igniting 
an enthusiasm for riding. 

Offering a full or partial subsidy for employees to undertake cycle training 
will mean that you can be re-assured that when travelling to and from, or 
for work, staff are riding safely and confidently; representing your 

organisation in a positive light. 

If you are unable to subsidise training, you could instead try providing 

information on where and how staff can access it for themselves. 

A list of fully qualified national standard instructors is available 
from https://bikeability.org.uk/find-a-course-provider/ 
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Dr Bike 

In the UK, approximately 77% of people own a bike but only 14% regularly 

cycle. Bike Week is a great excuse for those who haven’t ridden in a while 
to dig their bike out of the shed, dust it off and get pedalling again. 

However, if a bike hasn’t been used in a while it’s a good idea to have it 
checked over just to make sure it’s roadworthy; holding a Dr Bike session is 

a great way of doing this. 

Ask either an enthusiastic cyclist at your workplace or a bike mechanic to 
check over employees bikes. If any problems are found the ‘Dr Bike’ can 

issue a ‘prescription’; a description as to what is wrong and, in the case of a 
bike mechanic, details of works required and an estimated cost for carrying 

them out. 

There are check sheets available from the Bike Week website to help you. 

Bike Maintenance 

This is a bit like Dr Bike but with a higher level of involvement from 

participants. 

Ask either an enthusiastic cyclist at your workplace or a local bike mechanic 

to lead some simple sessions on maintenance. The sessions could include 
mending a puncture, changing an inner tube, tightening brake cables, 
checking saddle height etc. 

As with the Dr Bike, it’s a good idea to set a specific time and place for the 
sessions to take place so participants know when and where to bring their 

bikes. 

Employer Toolkit Bike Week 6 



    

 

    

  

          
 

     

 

         

      
 

 

 

     
     

       

           
         

 
      

 

    

         

    

            
    

         

         
     

     

   

Riding the routes and trails 

There are an abundance of on and off road routes and trails in Cornwall. If 

you’re planning a team building day why not base it on a ride around a local 
route? 

Information on local routes and trails can be found on the Council’s 

website at http://www.cornwall.gov.uk/environment-and-planning/
countryside/cycle-routes-and-trails/. 
It’s a good idea to plan your journey: mark the route out on a map and if 
it’s new to you, consider checking it out before the day to make sure it’s 
suitable. 

Consider planning a circular route that starts and finishes at a cycle hire 
centre – this way those that don’t have a bike can rent one for the day. 

Be prepared – send a list out to all attendees before the day detailing what 

they need to bring and wear (i.e. bring a bike, helmet and packed lunch, 
wear clothes comfortable for cycling in and a waterproof – just in case!) 

As the ride organiser make sure that you have a few essentials too: 
plasters, anti-histamine spray or cream, mobile phone, map etc. 

Set up a Bicycle User Group (BUG) 

Bike Week could be a great opportunity to launch a BUG at your workplace. 

A BUG is a collection of people representing the views and needs of cyclists 

within an organisation. Setting up a BUG is a great way of finding out how 
your organisation can become more cycle-friendly. 

A BUG should represent a variety of cyclists; occasional, frequent, fanatical, 

off road, on road, racers, utility, leisure etc. and can convene face to face or 
through an online platform such as a web forum. 

Some of the things a BUG can focus on include: 

• The needs of cyclists in the workplace

Employer Toolkit Bike Week 7 

http://www.cornwall.gov.uk/environment-and-planning/countryside/cycle-routes-and-trails/


    

 

     
  

       
   

         

    
         

  
  

 

  

         
      

   

     
    

       

    
        

      
  

  
      

  

    

 

 

 
 

    

 
  

      

   
   

  
 

   

    
  

 
 

 

 

 

• Any actions that could be identified to encourage cycling, such as
improving facilities

• Identifying funding sources such as the employer, or the need to
organise a fundraising event

The group should have a lead who can chair the group and feed back the 

issues and ideas raised to the relevant department, i.e. senior managers 
and site managers. A BUG works best with the support of senior managers. 

For more information and advice on BUGs visit 
www.cyclinguk.org/article/campaigns-guide/bicycle-user-groups-bugs

Cycle to Work Scheme 

A cycle to work scheme is perhaps not the kind of thing you can set up in a 
week, but it is a great cycling initiative. 

Cycle to Work schemes work on the basis that employees make salary 

sacrifice payments to hire a bike and equipment of their choice. After the 
agreed hire period ends, employees can then be offered the opportunity to 

buy the bike and equipment at a percentage of its original value. 

Because employees salary sacrifice payments are made from their net 
salary, if they choose to buy the bike at then end of the hire period they can 

make a saving of 30 – 40% on the original value of their bike and 
equipment. 

Because the salary sacrifice payments reduce the amount of an employee’s 
net wages, they pay less national insurance and PAYE which is where their 
savings are made. An added bonus for employers is that this also means 

that employer’s national insurance contributions are reduced too. 

Commuter Challenge 

During Bike Week why not get 

employees to count the number 
of journeys they make to and 
from work by bike. At the end 

of the week, tot up the journeys 
by person or department and 

award prizes or certificates to 
the winner! 

To help employees record their 

journeys, try using the journey 
counter available from the 

Council’s website at 
www.cornwall.gov.uk/bikeweek. 
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Spinning classes 

One of the benefits of cycling is improved fitness. Why not get in touch with 

your local leisure centre to see if they can offer spinning classes to your 
employees? These could either be part or fully sponsored by you, the 

employer or you could try and negotiate a discounted rate for your 
employees during Bike Week. 

Visit www.cornwall.gov.uk/leisurecentres to find your nearest facility 

Register your bike 

Devon and Cornwall Police advise that you register your bike at 
www.bikeregister.com – the national property database. If a bike is lost 

and stolen, the police can use the database to trace it back to its original 
owner. 

Additional safety measures include locking your bike securely and removing 
your saddle if leaving your bike in a public place. 

•		 Visit www.devon-cornwall.police.uk/crime-prevention/your-

vehicle/protecting-your-cycle/ for more information on bicycle 
security 

•		 visit www.soldsecure.com for more information on the 3 tier security 
grading system for bike locks 

Spread the word so that staff can keep their bicycles safe. 

Cycle mileage 

Did you know that HMRC allow up to 20p per mile to be paid tax free for 
work travel by bicycle? 

If you don’t already, why not offer this to your own employees? You will be 
encouraging a fit and healthy way to travel, reducing pollution and as 

business mileage rates are lower for bicycles than by car, it could cost you 
less! 
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Communication 

Whatever you decide to do during Bike Week it’s important to communicate 

your plans: to employees so that they can take part and to a wider 
audience, promoting your cycle friendly credentials. 

Posters can be put up on notice boards and walls around your office or 
offices 

Leaflets can be left in staff rooms, receptions, staff lounges, kitchens and 

other communal spaces 

Emails can be sent to all staff or targeted groups 

Newsletters can contain articles about your activities or events 

Intranet pages can have full details of the events or activities taking 
place. Staff can be directed here from other advertising mediums for more 

information. 

http://bikeweek.org.uk/
Register your event on the Bike Week website and it can be marked on a 

map of events around the Country if you would like it to be. 

In all of your advertising remember to include: 

• What will be happening

• Where the event or activity will be taking place

• The date and time that the event or activity will be taking place

• The Bike Week logo which can be downloaded from
http://bikeweek.org.uk/.

• Where staff can find out more information. This may be a link to your
intranet pages, or it could be the email address and contact number of
the event or activity organiser.

If you would like some cycling brownie points in the eyes of your 
stakeholders, customers and future customers why not put out a press 

release, telling the rest of your community about the good work you are 
doing? Bike Week have made this easy for you by providing a template on 
their website. 

You could also use your own web pages and social networking sites such as 
Twitter and Facebook as a communication tool. 

Visit http://bikeweek.org.uk/and follow the Media/PR link for help 
and advice on getting your message heard. 
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Health and safety 

It’s important that whatever you decide to do, whether it’s a 20 mile ride 
around your local routes and trails, or a Dr Bike session on site, the activity 

or event is safe for people to participate in. 

Risk Assessment 

It’s important to identify any hazards involved in the activity you are 

holding. This way, if they pose too great a risk to your participants, you are 
able to put suitable control measures in place to reduce that risk. 

Key links 

• For health, safety and risk assessment information please visit the

Health and Safety Executive website at www.hse.gov.uk

• http://bikeweek.org.uk/ has a sample risk assessment form you can use 
to help you write your own risk assessment

• https://www.cyclinguk.org/Support%20for%20cycling%20groups%20and%
20clubs/event-organisers-toolkit has information and advice on event safety

Insurance 

If you’re organising an event it’s reassuring to know that you have put all 
the necessary precautions in place to keep participants safe. In the event of 

an incident you need to have insurance in place should you need it. 

Insurance for cycling activities or events is available from: 

• http://bikeweek.org.uk/

• https://www.cyclinguk.org/insurance

Please read the full terms and conditions available from the websites. 
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This toolkit has been compiled by Cornwall Council’s Strategy, Economy, 

Enterprise and Environment Service. 

If you would like this information 

in another format please contact: 

Cornwall Council 

County Hall 
Treyew Road 

Truro TR1 3AY 

Telephone: 0300 1234 222 

Email: enquiries@cornwall.gov.uk 

www.cornwall.gov.uk 
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	Bike Week is the UK’s largest mass participation cycling event and is 
	a great opportunity to launch or re-launch initiatives and activities at your workplace. 
	a great opportunity to launch or re-launch initiatives and activities at your workplace. 
	This simple guide will show you how your organisation can take part. It includes practical ideas to help you encourage people in your work force to pedal their way to a healthier lifestyle through targeted activities and promotions. 
	Encouraging cycling in the workplace offers many benefits. Employees are generally fitter, healthier and more alert which can result in a more productive workforce and a reduction in the number of sick days taken per year. 
	That’s not all; by encouraging cycling to, from and for work employers are actively promoting emotional and physical wellbeing for employees, a sustainable image to stakeholders and customers and a reduction in congestion and improved air quality around the workplace. 
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	Activities and initiatives 
	Activities and initiatives 
	What does cycling mean to you? 
	What does cycling mean to you? 
	This Bike Week, tell us what cycling means to you via Twitter, Facebook or email. Send us one word which describes your feelings on cycling, and a photo of a journey by bike you have made during the week. 
	You can send us your photos and words at:. Twitter: @ConnectingCornwall .You can use these hashtags #cyclingmeans, #cycling and #BikeWeekUk .Facebook: Connecting Cornwall (). 
	www.facebook.com/ConnectingCornwall
	www.facebook.com/ConnectingCornwall



	Peg your Pledge 
	Peg your Pledge 
	Display a ‘washing line’ of pledges in your office and get your colleagues to add a pledge for Bike Week. Remember that pledges should be: Sustainable Measurable Achievable Realistic Time-bound 
	Here’s an example of a SMART pledge to get you started: 
	‘I pledge to cycle the 5 miles from my home to work and back again on Tuesday and Thursday of Bike Week this year.’ 
	To get people pledging, why not offer an incentive such as entry into a prize draw to win vouchers or a cycle helmet? Pledge templates can be found on Cornwall Council Bike Week webpage 
	Artifact

	Bikers Breakfast 
	Bikers Breakfast 
	Reward employees who regularly cycle to work and encourage new cyclists with a biker’s breakfast. This can be done on just one day, or perhaps for the whole of Bike Week! 
	You could offer milk and cereal, bacon butties, fruit and yoghurts or go the 
	whole hog and provide a ‘brown bag’ lunch with a sandwich, snack and a 
	drink. 
	If breakfasts are provided for free, meals are tax free. Visit for more information. 
	http://www.hmrc.gov.uk/manuals/eimanual/EIM21668.htm 
	http://www.hmrc.gov.uk/manuals/eimanual/EIM21668.htm 



	Bike buddy 
	Bike buddy 
	Encourage new cyclists to ride to work by buddying up with employees who .
	already cycle or feel they are more experienced.. You can use a virtual or office notice board with a map that people can pin .their name, start point and leaving time to, in order to find a match.. 
	Alternatively, websites like offer an open matching. 
	www.cyclingbuddy.com 
	www.cyclingbuddy.com 


	service. .Its best to advise users that they are not obligated to ride with someone .else unless they feel comfortable doing so.. 

	Cycle training 
	Cycle training 
	Lack of confidence or experience can often be a barrier to cycling; cycle training is a fantastic way of breaking down those barriers and re-igniting an enthusiasm for riding. 
	Offering a full or partial subsidy for employees to undertake cycle training will mean that you can be re-assured that when travelling to and from, or for work, staff are riding safely and confidently; representing your organisation in a positive light. 
	If you are unable to subsidise training, you could instead try providing information on where and how staff can access it for themselves. 
	A list of fully qualified national standard instructors is available from 
	/ 
	https://bikeability.org.uk/find-a-course-provider



	Dr Bike 
	Dr Bike 
	In the UK, approximately 77% of people own a bike but only 14% regularly 
	cycle. Bike Week is a great excuse for those who haven’t ridden in a while 
	to dig their bike out of the shed, dust it off and get pedalling again. 
	However, if a bike hasn’t been used in a while it’s a good idea to have it checked over just to make sure it’s roadworthy; holding a Dr Bike session is a great way of doing this. 
	Ask either an enthusiastic cyclist at your workplace or a bike mechanic to 
	check over employees bikes. If any problems are found the ‘Dr Bike’ can issue a ‘prescription’; a description as to what is wrong and, in the case of a bike mechanic, details of works required and an estimated cost for carrying them out. 
	There are check sheets available from the Bike Week website to help you. 
	Artifact

	Bike Maintenance 
	Bike Maintenance 
	This is a bit like Dr Bike but with a higher level of involvement from participants. 
	Ask either an enthusiastic cyclist at your workplace or a local bike mechanic to lead some simple sessions on maintenance. The sessions could include mending a puncture, changing an inner tube, tightening brake cables, checking saddle height etc. 
	As with the Dr Bike, it’s a good idea to set a specific time and place for the 
	sessions to take place so participants know when and where to bring their bikes. 

	Riding the routes and trails 
	Riding the routes and trails 
	There are an abundance of on and off road routes and trails in Cornwall. If 
	you’re planning a team building day why not base it on a ride around a local 
	route? 
	Information on local routes and trails can be found on the Council’s website 
	at 
	. 
	http://www.cornwall.gov.uk/default.aspx?page=17685


	It’s a good idea to plan your journey: mark the route out on a map and if it’s new to you, consider checking it out before the day to make sure it’s 
	suitable. 
	Artifact
	Consider planning a circular route that starts and finishes at a cycle hire centre – this way those that don’t have a bike can rent one for the day. 
	Be prepared – send a list out to all attendees before the day detailing what they need to bring and wear (i.e. bring a bike, helmet and packed lunch, wear clothes comfortable for cycling in and a waterproof – just in case!) 
	As the ride organiser make sure that you have a few essentials too: plasters, anti-histamine spray or cream, mobile phone, map etc. 

	Set up a Bicycle User Group (BUG) 
	Set up a Bicycle User Group (BUG) 
	Bike Week could be a great opportunity to launch a BUG at your workplace. 
	A BUG is a collection of people representing the views and needs of cyclists within an organisation. Setting up a BUG is a great way of finding out how your organisation can become more cycle-friendly. 
	A BUG should represent a variety of cyclists; occasional, frequent, fanatical, off road, on road, racers, utility, leisure etc. and can convene face to face or through an online platform such as a web forum. 
	Some of the things a BUG can focus on include: 
	• 
	• 
	• 
	The needs of cyclists in the workplace 

	•..
	•..
	Any actions that could be identified to encourage cycling, such as improving facilities 

	•..
	•..
	Identifying funding sources such as the employer, or the need to organise a fundraising event 


	The group should have a lead who can chair the group and feed back the issues and ideas raised to the relevant department, i.e. senior managers and site managers. A BUG works best with the support of senior managers. 
	For more information and advice on BUGs visit 
	www.ctc.org.uk/article/campaigns-guide/bicycle-user-groups-bugs 
	www.ctc.org.uk/article/campaigns-guide/bicycle-user-groups-bugs 
	www.ctc.org.uk/article/campaigns-guide/bicycle-user-groups-bugs 



	Cycle to Work Scheme 
	Cycle to Work Scheme 
	A cycle to work scheme is perhaps not the kind of thing you can set up in a week, but it is a great cycling initiative. 
	Cycle to Work schemes work on the basis that employees make salary sacrifice payments to hire a bike and equipment of their choice. After the agreed hire period ends, employees can then be offered the opportunity to buy the bike and equipment at a percentage of its original value. 
	Because employees salary sacrifice payments are made from their net salary, if they choose to buy the bike at then end of the hire period they can make a saving of 30 – 40% on the original value of their bike and equipment. 
	Because the salary sacrifice payments reduce the amount of an employee’s 
	net wages, they pay less national insurance and PAYE which is where their savings are made. An added bonus for employers is that this also means that employer’s national insurance contributions are reduced too. 
	For more information on cycle to work schemes please visit 
	www.cycletoworkalliance.org.uk 
	www.cycletoworkalliance.org.uk 
	www.cycletoworkalliance.org.uk 



	Commuter Challenge 
	Commuter Challenge 
	During Bike Week why not get employees to count the number of journeys they make to and from work by bike. At the end of the week, tot up the journeys by person or department and award prizes or certificates to the winner! 
	To help employees record their journeys, try using the journey counter available from the 
	Council’s website at 
	. 
	. 
	www.cornwall.gov.uk/bikeweek


	Artifact

	Spinning classes 
	Spinning classes 
	One of the benefits of cycling is improved fitness. Why not get in touch with your local leisure centre to see if they can offer spinning classes to your employees? These could either be part or fully sponsored by you, the employer or you could try and negotiate a discounted rate for your employees during Bike Week. 
	Visit to find your nearest facility 
	www.cornwall.gov.uk/leisurecentres 
	www.cornwall.gov.uk/leisurecentres 



	Register your bike 
	Register your bike 
	Devon and Cornwall Police advise that you register your bike at – the national property database. If a bike is lost and stolen, the police can use the database to trace it back to its original owner. 
	www.bikeregister.com 
	www.bikeregister.com 


	Additional safety measures include locking your bike securely and removing your saddle if leaving your bike in a public place. 
	•..
	•..
	•..
	Visit for more information on bicycle security 
	www.devon-cornwall.police.uk/crime-prevention/your
	www.devon-cornwall.police.uk/crime-prevention/your
	-

	vehicle/protecting-your-cycle/ 



	•..
	•..
	visit for more information on the 3 tier security grading system for bike locks 
	www.soldsecure.com 
	www.soldsecure.com 




	Spread the word so that staff can keep their bicycles safe. 

	Cycle mileage 
	Cycle mileage 
	Did you know that HMRC allow up to 20p per mile to be paid tax free for work travel by bicycle? 
	If you don’t already, why not offer this to your own employees? You will be 
	encouraging a fit and healthy way to travel, reducing pollution and as business mileage rates are lower for bicycles than by car, it could cost you less! 


	Communication 
	Communication 
	Whatever you decide to do during Bike Week it’s important to communicate your plans: to employees so that they can take part and to a wider audience, promoting your cycle friendly credentials. 
	Posters can be put up on notice boards and walls around your office or offices 
	Leaflets can be left in staff rooms, receptions, staff lounges, kitchens and other communal spaces 
	Emails can be sent to all staff or targeted groups 
	Newsletters can contain articles about your activities or events 
	Intranet pages can have full details of the events or activities taking place. Staff can be directed here from other advertising mediums for more information. 
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 


	Register your event on the Bike Week website and it can be marked on a map of events around the Country if you would like it to be. 
	In all of your advertising remember to include: 
	•..
	•..
	•..
	What will be happening 

	•..
	•..
	Where the event or activity will be taking place 

	•..
	•..
	The date and time that the event or activity will be taking place 

	•..
	•..
	The Bike Week logo which can be downloaded from . 
	www.bikeweek.org.uk
	www.bikeweek.org.uk



	•..
	•..
	Where staff can find out more information. This may be a link to your intranet pages, or it could be the email address and contact number of the event or activity organiser. 


	If you would like some cycling brownie points in the eyes of your stakeholders, customers and future customers why not put out a press release, telling the rest of your community about the good work you are doing? Bike Week have made this easy for you by providing a template on their website. 
	You could also use your own web pages and social networking sites such as Twitter and Facebook as a communication tool. 
	Visit and follow the Media/PR link for help and advice on getting your message heard. 
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 




	Health and safety 
	Health and safety 
	It’s important that whatever you decide to do, whether it’s a 20 mile ride 
	around your local routes and trails, or a Dr Bike session on site, the activity or event is safe for people to participate in. 
	Risk Assessment 
	Risk Assessment 
	It’s important to identify any hazards involved in the activity you are 
	holding. This way, if they pose too great a risk to your participants, you are able to put suitable control measures in place to reduce that risk. 

	Key links 
	Key links 
	•..
	•..
	•..
	For health, safety and risk assessment information please visit the Health and Safety Executive website at 
	www.hse.gov.uk 
	www.hse.gov.uk 



	•..
	•..
	has a sample risk assessment form you can use to help you write your own risk assessment 
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 



	•..
	•..
	has information and advice on event safety 
	http://www.ctc.org.uk/uk-cycling-events/ctc-cycling-event-manual 
	http://www.ctc.org.uk/uk-cycling-events/ctc-cycling-event-manual 





	Insurance 
	Insurance 
	If you’re organising an event it’s reassuring to know that you have put all the necessary precautions in place to keep participants safe. In the event of an incident you need to have insurance in place should you need it. 
	Insurance for cycling activities or events is available from: 
	•..
	•..
	•..
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 
	www.bikeweek.org.uk 



	•..
	•..
	www.ctc.org.uk/insurance 
	www.ctc.org.uk/insurance 
	www.ctc.org.uk/insurance 




	Please read the full terms and conditions available from the websites. 
	This toolkit has been compiled by Cornwall Council’s Strategy, Economy, Enterprise and Environment Service. 
	If you would like this information in another format please contact: 
	Cornwall Council County Hall Treyew Road Truro TR1 3AY 
	Telephone: 0300 1234 222 

	Email: 
	Email: 
	enquiries@cornwall.gov.uk 

	www.cornwall.gov.uk 
	www.cornwall.gov.uk 
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	Overview 
	Overview 
	Bike Week is the UK’s largest mass participation cycling event and is 
	a great opportunity to launch or re-launch initiatives and activities at your workplace. 
	a great opportunity to launch or re-launch initiatives and activities at your workplace. 
	This simple guide will show you how your organisation can take part. It includes practical ideas to help you encourage people in your work force to pedal their way to a healthier lifestyle through targeted activities and promotions. 
	Encouraging cycling in the workplace offers many benefits. Employees are generally fitter, healthier and more alert which can result in a more productive workforce and a reduction in the number of sick days taken per year. 
	That’s not all; by encouraging cycling to, from and for work employers are actively promoting emotional and physical wellbeing for employees, a sustainable image to stakeholders and customers and a reduction in congestion and improved air quality around the workplace. 
	Artifact


	Activities and initiatives 
	Activities and initiatives 
	What does cycling mean to you? 
	What does cycling mean to you? 
	This Bike Week, tell us what cycling means to you via Twitter, Facebook or email. Send us one word which describes your feelings on cycling, and a photo of a journey by bike you have made during the week. 
	You can send us your photos and words at:. Twitter: @ConnectingCornwall .You can use these hashtags #cyclingmeans, #cycling and #BikeWeekUk .Facebook: Connecting Cornwall (). 
	www.facebook.com/ConnectingCornwall
	www.facebook.com/ConnectingCornwall



	Peg your Pledge 
	Peg your Pledge 
	Display a ‘washing line’ of pledges in your office and get your colleagues to add a pledge for Bike Week. Remember that pledges should be: Sustainable Measurable Achievable Realistic Time-bound 
	Here’s an example of a SMART pledge to get you started: 
	‘I pledge to cycle the 5 miles from my home to work and back again on Tuesday and Thursday of Bike Week this year.’ 
	To get people pledging, why not offer an incentive such as entry into a prize draw to win vouchers or a cycle helmet? Pledge templates can be found on Cornwall Council Bike Week webpage 
	Artifact

	Bikers Breakfast 
	Bikers Breakfast 
	Reward employees who regularly cycle to work and encourage new cyclists with a biker’s breakfast. This can be done on just one day, or perhaps for the whole of Bike Week! 
	You could offer milk and cereal, bacon butties, fruit and yoghurts or go the 
	whole hog and provide a ‘brown bag’ lunch with a sandwich, snack and a 
	drink. 
	If breakfasts are provided for free, meals are tax free. Visit https://www.gov.uk/hmrc-internal-manuals/employment-income-manual/eim21668 for more information
	StyleSpan
	Link



	Bike buddy 
	Bike buddy 
	Encourage new cyclists to ride to work by buddying up with employees who .
	already cycle or feel they are more experienced.. You can use a virtual or office notice board with a map that people can pin .their name, start point and leaving time to, in order to find a match.. 
	Alternatively, websites like offer an open matching. 
	www.cyclingbuddy.com 
	www.cyclingbuddy.com 


	service. .Its best to advise users that they are not obligated to ride with someone .else unless they feel comfortable doing so.. 

	Cycle training 
	Cycle training 
	Lack of confidence or experience can often be a barrier to cycling; cycle training is a fantastic way of breaking down those barriers and re-igniting an enthusiasm for riding. 
	Offering a full or partial subsidy for employees to undertake cycle training will mean that you can be re-assured that when travelling to and from, or for work, staff are riding safely and confidently; representing your organisation in a positive light. 
	If you are unable to subsidise training, you could instead try providing information on where and how staff can access it for themselves. 
	A list of fully qualified national standard instructors is available from 
	/ 
	https://bikeability.org.uk/find-a-course-provider



	Dr Bike 
	Dr Bike 
	In the UK, approximately 77% of people own a bike but only 14% regularly 
	cycle. Bike Week is a great excuse for those who haven’t ridden in a while 
	to dig their bike out of the shed, dust it off and get pedalling again. 
	However, if a bike hasn’t been used in a while it’s a good idea to have it checked over just to make sure it’s roadworthy; holding a Dr Bike session is a great way of doing this. 
	Ask either an enthusiastic cyclist at your workplace or a bike mechanic to 
	check over employees bikes. If any problems are found the ‘Dr Bike’ can issue a ‘prescription’; a description as to what is wrong and, in the case of a bike mechanic, details of works required and an estimated cost for carrying them out. 
	There are check sheets available from the Bike Week website to help you. 
	Artifact

	Bike Maintenance 
	Bike Maintenance 
	This is a bit like Dr Bike but with a higher level of involvement from participants. 
	Ask either an enthusiastic cyclist at your workplace or a local bike mechanic to lead some simple sessions on maintenance. The sessions could include mending a puncture, changing an inner tube, tightening brake cables, checking saddle height etc. 
	As with the Dr Bike, it’s a good idea to set a specific time and place for the 
	sessions to take place so participants know when and where to bring their bikes. 

	Riding the routes and trails 
	Riding the routes and trails 
	There are an abundance of on and off road routes and trails in Cornwall. If 
	you’re planning a team building day why not base it on a ride around a local 
	route? 
	P
	P
	Information on local routes and trails can be found on the Council’s website at http://www.cornwall.gov.uk/environment-and-planning/countryside/cycle-routes-and-trails/. 
	StyleSpan


	P
	It’s a good idea to plan your journey: mark the route out on a map and if it’s new to you, consider checking it out before the day to make sure it’s suitable. 
	Artifact
	Consider planning a circular route that starts and finishes at a cycle hire centre – this way those that don’t have a bike can rent one for the day. 
	Be prepared – send a list out to all attendees before the day detailing what they need to bring and wear (i.e. bring a bike, helmet and packed lunch, wear clothes comfortable for cycling in and a waterproof – just in case!) 
	As the ride organiser make sure that you have a few essentials too: plasters, anti-histamine spray or cream, mobile phone, map etc. 

	Set up a Bicycle User Group (BUG) 
	Set up a Bicycle User Group (BUG) 
	Bike Week could be a great opportunity to launch a BUG at your workplace. 
	A BUG is a collection of people representing the views and needs of cyclists within an organisation. Setting up a BUG is a great way of finding out how your organisation can become more cycle-friendly. 
	A BUG should represent a variety of cyclists; occasional, frequent, fanatical, off road, on road, racers, utility, leisure etc. and can convene face to face or through an online platform such as a web forum. 
	Some of the things a BUG can focus on include: 
	•
	•
	•
	The needs of cyclists in the workplace

	•
	•
	Any actions that could be identified to encourage cycling, such asimproving facilities

	•
	•
	Identifying funding sources such as the employer, or the need toorganise a fundraising event


	The group should have a lead who can chair the group and feed back the issues and ideas raised to the relevant department, i.e. senior managers and site managers. A BUG works best with the support of senior managers. 
	P
	For more information and advice on BUGs visit www.cyclinguk.org/article/campaigns-guide/bicycle-user-groups-bugs
	For more information and advice on BUGs visit www.cyclinguk.org/article/campaigns-guide/bicycle-user-groups-bugs
	For more information and advice on BUGs visit www.cyclinguk.org/article/campaigns-guide/bicycle-user-groups-bugs



	Cycle to Work Scheme 
	Cycle to Work Scheme 
	A cycle to work scheme is perhaps not the kind of thing you can set up in a week, but it is a great cycling initiative. 
	Cycle to Work schemes work on the basis that employees make salary sacrifice payments to hire a bike and equipment of their choice. After the agreed hire period ends, employees can then be offered the opportunity to buy the bike and equipment at a percentage of its original value. 
	Because employees salary sacrifice payments are made from their net salary, if they choose to buy the bike at then end of the hire period they can make a saving of 30 – 40% on the original value of their bike and equipment. 
	Because the salary sacrifice payments reduce the amount of an employee’s 
	net wages, they pay less national insurance and PAYE which is where their savings are made. An added bonus for employers is that this also means that employer’s national insurance contributions are reduced too. 
	P
	P
	StyleSpan


	Commuter Challenge 
	Commuter Challenge 
	During Bike Week why not get employees to count the number of journeys they make to and from work by bike. At the end of the week, tot up the journeys by person or department and award prizes or certificates to the winner! 
	To help employees record their journeys, try using the journey counter available from the 
	Council’s website at 
	. 
	. 
	www.cornwall.gov.uk/bikeweek


	Artifact

	Spinning classes 
	Spinning classes 
	One of the benefits of cycling is improved fitness. Why not get in touch with your local leisure centre to see if they can offer spinning classes to your employees? These could either be part or fully sponsored by you, the employer or you could try and negotiate a discounted rate for your employees during Bike Week. 
	Visit to find your nearest facility 
	www.cornwall.gov.uk/leisurecentres 
	www.cornwall.gov.uk/leisurecentres 



	Register your bike 
	Register your bike 
	Devon and Cornwall Police advise that you register your bike at – the national property database. If a bike is lost and stolen, the police can use the database to trace it back to its original owner. 
	www.bikeregister.com 
	www.bikeregister.com 


	Additional safety measures include locking your bike securely and removing your saddle if leaving your bike in a public place. 
	•..
	•..
	•..
	Visit for more information on bicycle security 
	vehicle/protecting-your-cycle/ 
	www.devon-cornwall.police.uk/crime-prevention/your
	-




	•..
	•..
	visit for more information on the 3 tier security grading system for bike locks 
	www.soldsecure.com 
	www.soldsecure.com 




	Spread the word so that staff can keep their bicycles safe. 

	Cycle mileage 
	Cycle mileage 
	Did you know that HMRC allow up to 20p per mile to be paid tax free for work travel by bicycle? 
	If you don’t already, why not offer this to your own employees? You will be 
	encouraging a fit and healthy way to travel, reducing pollution and as business mileage rates are lower for bicycles than by car, it could cost you less! 


	Communication 
	Communication 
	Whatever you decide to do during Bike Week it’s important to communicate your plans: to employees so that they can take part and to a wider audience, promoting your cycle friendly credentials. 
	Posters can be put up on notice boards and walls around your office or offices 
	Leaflets can be left in staff rooms, receptions, staff lounges, kitchens and other communal spaces 
	Emails can be sent to all staff or targeted groups 
	Newsletters can contain articles about your activities or events 
	Intranet pages can have full details of the events or activities taking place. Staff can be directed here from other advertising mediums for more information. 
	Sect
	H4
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	Link


	http://bikeweek.org.uk/Register your event on the Bike Week website and it can be marked on a map of events around the Country if you would like it to be. 
	In all of your advertising remember to include: 
	•
	•
	•
	What will be happening

	•
	•
	Where the event or activity will be taking place

	•
	•
	The date and time that the event or activity will be taking place

	•
	•
	The Bike Week logo which can be downloaded fromhttp://bikeweek.org.uk/.
	StyleSpan
	Link



	•
	•
	Where staff can find out more information. This may be a link to yourintranet pages, or it could be the email address and contact number ofthe event or activity organiser.


	If you would like some cycling brownie points in the eyes of your stakeholders, customers and future customers why not put out a press release, telling the rest of your community about the good work you are doing? Bike Week have made this easy for you by providing a template on their website. 
	You could also use your own web pages and social networking sites such as Twitter and Facebook as a communication tool. 
	Visit http://bikeweek.org.uk/and follow the Media/PR link for help and advice on getting your message heard. 
	StyleSpan
	Link




	Health and safety 
	Health and safety 
	It’s important that whatever you decide to do, whether it’s a 20 mile ride 
	around your local routes and trails, or a Dr Bike session on site, the activity or event is safe for people to participate in. 
	Risk Assessment 
	Risk Assessment 
	It’s important to identify any hazards involved in the activity you are 
	holding. This way, if they pose too great a risk to your participants, you are able to put suitable control measures in place to reduce that risk. 

	Key links 
	Key links 
	•
	•
	•
	For health, safety and risk assessment information please visit theHealth and Safety Executive website at 
	www.hse.gov.uk
	www.hse.gov.uk



	•
	•
	http://bikeweek.org.uk/ has a sample risk assessment form you can use to help you write your own risk assessment
	StyleSpan
	Link



	•
	•
	https://www.cyclinguk.org/Support%20for%20cycling%20groups%20and%20clubs/event-organisers-toolkit has information and advice on event safety
	StyleSpan
	Link





	Insurance 
	Insurance 
	If you’re organising an event it’s reassuring to know that you have put all the necessary precautions in place to keep participants safe. In the event of an incident you need to have insurance in place should you need it. 
	Insurance for cycling activities or events is available from: 
	•
	•
	•
	http://bikeweek.org.uk/
	http://bikeweek.org.uk/
	http://bikeweek.org.uk/



	•
	•
	https://www.cyclinguk.org/insurance
	https://www.cyclinguk.org/insurance
	https://www.cyclinguk.org/insurance




	Please read the full terms and conditions available from the websites. 
	This toolkit has been compiled by Cornwall Council’s Strategy, Economy, Enterprise and Environment Service. 
	If you would like this information in another format please contact: 
	Cornwall Council County Hall Treyew Road Truro TR1 3AY 
	Telephone: 0300 1234 222 

	Email: 
	Email: 
	enquiries@cornwall.gov.uk 

	www.cornwall.gov.uk 
	www.cornwall.gov.uk 








