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	Bicycle mileage allowance and purchase guidelines
             orgdev.pol.00385       POLiCY  



Purpose

The purpose of this policy is to provide guidelines:

· for the payment of a mileage allowance to staff and Councillors who use bicycles for work purposes

· outlining when staff members and councillors can apply to have the use of a Council-owned work bicycle for their exclusive use.

Policy Statement and Strategy

This policy aims to encourage the use of more sustainable forms of transport and ensures that staff and councillors are reimbursed accordingly.

Note: 
These guidelines are separate to any other Council policy or initiative in relation to staff cycling.

This policy underpins the following Yarra City Council Values:

· Teamwork

· Innovation

· Accountability

· Respect.

Scope

This policy applies to all employees of the City of Yarra and to elected councillors.

Requirements

1.
Reimbursement

The Council is required to reimburse Councillors for their Council-related travel costs. The process for doing this is outlined in the Councillor Expense and Reimbursement Policy. The Council is also required to meet the cost of work-related staff travel. 

The Council will reimburse staff or Councillors who use their personally-owned bicycle for work trips.  The Victorian Employers Chamber of Commerce and Industry suggests a reimbursement of 9.89 cents per kilometre travelled by bicycle.

Given the complexity and onerous nature of keeping detailed records of kilometres travelled and the relatively small reimbursement amounts involved, Council has a simplified reimbursement structure.

Staff members and Councillors who ride an average of between two and 10 kilometres per week for purposes related to their employment or council duties will be reimbursed $50 per annum.

Staff members and Councillors who ride an average of between 10 and 20 kilometres per week for purposes related to their employment or council duties will be reimbursed $150 per annum.

The reimbursement will be paid in the same way as reimbursement for private motor vehicle use. For employees it will be paid via an employee’s regular pay. For Councillors it will be paid in accordance with the Councillor Expense and Reimbursement Policy.

In some circumstances a staff member or Councillor can be offered the exclusive use of a Council-owned bicycle (see Section 2 below).

(a)
Payment and authorisation


The reimbursement will be paid annually on 30 June each year.

Authorisation to receive payment or to be qualified for a Council-owned bicycle will be the responsibility of the staff member’s immediate supervisor or manager. In the case of a Councillor it will be in accordance with Council’s Councillor Expense and Reimbursement Policy. 

(b)
Calculation of mileage reimbursement rates.
The VECCI recommended reimbursement for cycling is 9.89 cents per kilometre.

· A cyclist who rides 10 kilometres per week throughout the 48 weeks of the working year would be reimbursed $43.20 per year.

· A cyclist who rides 20 kilometres per week throughout the 48 weeks of the working year would be reimbursed $86.40 per year.

The Council reimbursement is slightly higher than the VECCI recommended rate.  In choosing a higher rate, the Council has created a small extra incentive to encourage cycling.  The rate also recognises that the costs borne by staff members in using their own bicycle for work purposes are not necessarily directly related to the number of kilometres travelled and may be higher than the VECCI rate if depreciation of the bicycle and equipment are included.

2.
Council-owned bicycles
Any staff member or Councillor can be offered exclusive use of a Council-owned bicycle if:

· they ride -  or make a commitment to ride -  an average of more than 20 kilometres per week for work purposes or on council duties

· and they have completed an agreed bicycle-training course or can show that they have more than two years’ experience of regular cycling in an urban environment.

The purchase and maintenance of this bicycle will be the responsibility of the Council’s mechanic and Fleet Management Coordinator.  The following are the requirements for the purchase of a Council-owned bicycle.

· The bicycle must meet the minimum specifications as set down by the Victoria Police for purchase of bicycles.

· The bicycle must be provided with front and rear lights, a high quality lock, a helmet and repair kit containing a multi-tool, tyre changing equipment and a spare tube.  Employees may wish to have a rear rack, mudguards or other items fitted.

· The bicycle must be appropriate for work purposes. This would usually mean a mountain or hybrid (cross/comfort) bike or flat-bar road bike fitted with cross or road tyres.

· The bicycle must be stored in a locked secure place at home, at work and wherever it is used.

· The employee or Councillor is responsible for daily and weekly safety and maintenance checks of the bicycle and regular minor maintenance and cleaning as per the guidelines in the Victoria Police Bicycle Patrol Manual.

· The bicycle must have a maintenance and safety check every four months. This is the responsibility of the Fleet Management Coordinator who will also keep maintenance and asset records of the bicycle and equipment issued to individual employees.

· If the employee or Councillor leaves the organisation or ceases to use the bicycle for work trips or council duties, the bicycle and all equipment must be returned to the Fleet Management Coordinator.

· The Fleet Management Coordinator will ensure that council-owned bicycles are replaced regularly to maintain a high standard for employee use, maintain high trade-in values and reduce downtime. It is expected bicycles would be turned over after a maximum of two years’ use.

· An agreed bicycle training course includes the Victoria Police Bicycle Training Course, bicycle training courses provided by VicRoads-endorsed training providers for Cycle On and Bike Ed and other appropriate bicycle training courses endorsed by the Council’s Chief Executive Officer.

Employees and Councillors who have the use of a Council-owned bicycle will also be permitted to use the bicycle for private trips.  It is considered inefficient from a storage, bicycle maintenance and trip planning point of view to ride a personally-owned bicycle to work and a Council-owned bicycle for work trips or on council duties.  In some cases staff and Councillors will need to travel from home directly to an off-site work location.  The Council encourages employees and Councillors to stay fit and healthy and providing the use of a good-quality bicycle at home will support this initiative.  Any extra cost to the Council imposed by private trips made using a Council-owned bicycle is expected to be very small.

This guideline does not preclude contracted employees substituting a bicycle for a car taken as part of their employment contract.

A Council-owned bicycle may also be issued to a member of staff who, in the view of that staff member’s immediate supervisor, is able to coordinate with colleagues so that the bicycle is ridden by a group of staff who expect to cover at least 20 kilometres on average per week.  In this case, a single member of staff will be responsible for the bicycle, its regular maintenance and any other equipment issued by the Council.

For information about safe riding, road rules, insurance and other matters, staff should refer to the bicycle travel during working hours policy, orgdev.pol.00381.

3.
Review and reporting

This policy will be reviewed 12 months after the date of its adoption.

To assist in monitoring the success of the program bicycle users will be requested to report on the extent of the bicycle usage on a monthly basis.  The reports will be considered by the Bicycle Users Group to monitor and assess the extent of increased bicycle usage and assist in the development of further strategies to broaden bicycle usage.  Members of the Bicycle Users Group will develop the reporting framework.

Consultation

This policy has been designed in consultation with the Consultative and Services Activities Advisory Committee (CSAAC).

Related documents and attachments

· Victorian Local Government Authorities Award 2001

· Green travel plan policy – orgdev.pol.00380

· Bicycle travel during working hours policy – orgdev.pol.00381
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