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Portsmouth City Council is committed to encouraging responsible use of cycles for work journeys (when appropriate) as part of its Local Agenda 21 strategy to reduce demand for non-renewable resources and contribute to air quality improvements.

As an employer, it is concerned that increased use of cycles should not place either its staff or the public at risk.

Staff who wish to cycle and claim a mileage allowance are required to comply with the following conditions and guidelines.

1.
You will only be able to claim cycle mileage for journeys for which you otherwise would have been paid to use your car.

2. 
You must consider your ability as a cyclist to cope with the traffic conditions you can expect to encounter.  If you are uncertain of your ability you are advised to consult the Road Safety Officer about appropriate training.

3. 
You must maintain your cycle in a safe and roadworthy condition complying with all relevant legislation including lighting when appropriate.

4.
You must fit and use a cycle mileometer to record business mileage.

5. 
As part of a monitoring programme, the Safety Officer or his representative will carry out random safety checks for cycles used in connection with the Council business.  On being notified by letter, polo or by telephone you must make the cycle available for inspection within three working days (or as agreed with the Safety Officer or his representative).  Cycles must be presented in a clean condition (subject to weather conditions).  Failure to present the cycle for inspection will result in immediate withdrawal of entitlement to claim the cycling allowance.  If your cycle fails the safety check, entitlement to claim the cycle mileage allowance will be suspended until repairs and a reinspection have been carried out .

6. 
You are required to comply with the requirements of the Highway Code.  Particular attention is drawn to the need to give proper consideration to the rights of pedestrians when using shared or adjacent paths.

7. 
You are strongly recommended to wear a cycling helmet and high visibility clothing.  To give adequate protection as a minimum standard a cycling helmet should conform to BS6863, AS2063, ANSIZ90.4 or SNELL.

I have read the above conditions and guidance and agree to act in accordance with them.

Signed ....................................... Print Name .......................................    Date ...................................

Telephone .................................

I confirm that the duties of the Officer named above are such that cycling is an appropriate means of travel for some journeys and authorise him/her to submit claims for business mileage as necessary.

....................................................   Department ...................................    Date......................................

Head of Service
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