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Introduction 

Welcome to this Guide.  

Electric bikes (ebikes) are practical, fun, 

and an increasingly popular transport 

choice. For organisations, providing staff 

with workplace ebikes (or conventional 

bikes) for work journeys can bring a wide 

range of benefits. However, setting up a 

workplace shared bike / ebike scheme can 

be daunting, especially if you don’t have 

dedicated staff such as an Active Travel 

Officer.  

We hope this Guide helps you decide 

whether to provide bikes and / or ebikes in 
your workplace and, if yes, how to make it 

a success.  

  

The suggestions, sample paperwork, and information shared here are based 

on recent experience of providing workplace bikes and ebikes within NHS 

Dumfries & Galloway and NHS Highland, in their partnership projects with 

Sustrans Scotland. It is written to apply to any workplace and to cover both 

conventional bikes and ebikes.  

We use “ebike” throughout to refer to both conventional bikes and ebikes.  

Disclaimer: This Guide is for information and advice only. Organisations must 

always ensure their own procedures are fit for purpose. 
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Potential benefits of providing workplace ebikes 

 Increases physical activity, leading to improved staff health and wellbeing, 

higher productivity and fewer sick days; 

 Reduces car mileage, giving a saving of 50p per mile compared to driving; 

 Reduces costs from more efficient use of leased and hired vehicles and from 

reducing the need for parking provision; 

 Lowers carbon footprint, giving a saving of 0.29kg per mile compared to 

driving; 

 Lowers air pollution, in particular because ebike journeys will mostly replace 

the shortest, most polluting car journeys; 

 Demonstrates clear action on working towards the Scottish Government’s, 

and the organisation’s, carbon targets; 

 Reduces car movements, making our streets quieter, 

safer, cleaner and more pleasant for everyone: the 

organisation is being a “good citizen”; 

 Reduces pressure on parking; 

 Reduces stress and lost staff time from parking problems, 

in particular for staff who need to make multiple trips in a 

working day; 

 May mean that staff don’t have to bring their car to work for work travel during 

the day, and so can choose another mode for their commute; 

 Opens work opportunities to staff who do not drive at all, or who are 

temporarily unable to drive; 

 Supports behaviour change in commuting choices – using a workplace ebike 

can build confidence and skills, including for people who are less fit; 

 Supports a workplace culture shift to active travel; 

 Demonstrates the organisation is taking practical steps to deliver these 

benefits. 

Discuss at the very outset which of the above potential benefits are your priorities, 

and what exactly you’re trying to achieve. Will you set targets such as ebike mileage 

replacing car mileage, reduction in complaints about parking, improved staff fitness? 

How will you monitor and evaluate the scheme?  
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Way to Work 

References for the above, case studies, and lots of other useful information are 

readily available through Way to Work.  

Way to Work is a one-stop shop for active and sustainable travel information; it 

guides Scottish employers and employees to a wealth of information on walking, 

cycling, car sharing, public transport, and the latest sustainable travel news. It’s a 

partnership of ten active and sustainable travel organisations, and is funded by 

Transport Scotland. 

 

 

https://www.waytoworkscot.org/
https://www.waytoworkscot.org/
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Before you read on, read this… 

From the very outset, it is absolutely crucial to get clear and active buy-in from 

senior management. It needs to be included in someone’s remit to ultimately own the 

initiative and be committed to making it a success. This senior member of staff then 

supports other staff in dedicating time to setting up the scheme and ensuring that it 

runs smoothly. 

Find those staff within the organisation who can help integrate and normalise the 

initiative. Depending on the organisation and on the interests of key staff, build links 

to staff in building user groups, facilities and estates, travel and transport, vehicle 

fleet management, Occupational Health, HR, health and safety, environment and 

sustainability and so on. Think how the potential benefits of an ebike scheme might 

meet the aims of these staff, and other organisational targets. 

Integrate the role of active and sustainable travel into organisational policy and other 

frameworks such as Healthy Working Lives, Health Promoting Health Service, travel 

and transport policy (including a recognition of the need to reduce demand for 

parking), staff health and wellbeing policy, health and safety policy, environmental 

and sustainability policy and so on. 
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The very first questions 

Before you decide to set up a workplace ebike scheme, consider the following: 

1. Who will actually use the ebikes?  

The key issue is whether enough staff have enough 

suitable work journeys for using an ebike. With the best 

will in the world, if employees don’t have suitable trips to 

make, they won’t use the ebike. Short, regular, 

predictable, unavoidable journeys are best, as staff have 

repeated opportunities to choose the ebike. Staff may of 

course use the ebike for occasional work journeys, 

especially if they are already cycling regularly, but it won’t 

result in as many miles as replacing the day-to-day trips. 

An ebike could be used by an individual, a specific team, or a particular 

workplace. Our experience is that an ebike works best when it’s based within a 

team, as colleagues can more easily support each other and a team’s workplace 

culture can change more readily than a whole organisation’s. It might also be the 

case that budgeting is easier as the ebike is a team’s resource rather than a 

building’s. However, an ebike which “belongs” to a building can also be a good 

model, if the building functions well as a workplace with good communication and 

some well-supported key staff. 

2. What will they use it for?  

A workplace ebike could be used for commuting, work journeys or both. Think 

carefully about what your guidelines will say and make sure staff know what 

constitutes appropriate use. For example, what will your policy be if staff feel they 

want to take the ebike out to build skills and confidence, or to explore a particular 

route, before committing to a work trip? What about non-work shopping or 

exercise trips at lunchtimes? Also, check your insurance situation: see 

“Insurance” below. 

If staff can take the ebike out on a personal loan for a couple of weeks, this helps 

them to become confident with the ebike and could support ongoing daytime 

business use. It’s also a great benefit to staff who are considering purchasing an 

ebike to “try before they buy”. 

3. Who will manage the ebikes? 
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After the initial setting up, there are various tasks involved, none very time-

consuming but all needing to be done, including: 

 General cleaning and looking after the ebike on site day-to-day; 

 Delivering inductions, whether self-led or whether other staff are involved; 

 Managing paperwork such as User Agreements and Risk Assessments; 

 Carrying out and documenting regular ebike safety checks; 

 Organising the planned regular maintenance; 

 Being first point of contact, meeting users and acting on feedback; 

 Carrying out any basic maintenance which arises, typically puncture repair, 

if that’s what you decide. 

On-site “champions” are key to making a success of the initiative. They are 

precious! They will need protected time and clear support from their line 

manager. Check your organisation’s policies on this and get buy-in at a senior 

level. If the scheme depends on one or two enthusiastic individuals who are 

effectively volunteering their time to make it happen, it is neither fair nor 

sustainable. 

4. What about the money? 

All organisations have to keep an eye on their finances and justify any spend.  

On the expenditure side, there are potentially costs of staff time for setting up and 

running the scheme, costs of equipment, and, for some trips, a longer journey 

time than driving.  

On the savings side, there are potentially savings on wear and tear and on fuel 

from reduced car mileage, reduced demand for fleet or hire vehicles, reduced 

demand for parking, a reduction in staff time lost to parking, potentially reduced 

staff sickness absences and, for some trips, a shorter journey time than driving. 

Workplace ebikes may also increase staff flexibility by opening some roles to 

non-drivers.  

Research from Sustrans found a journey by ebike saves 50p a mile compared to 

using a conventional car. See Way to Work for more information. 

You may be able to source external funding for ebikes, accessories, storage and 

other necessary equipment. See ‘Funding’ below. However note that this will take 

time not just in making the application but in follow-up reporting as per funders’ 

requirements. So if you’re a small organisation and just need one ebike, it might 

be simpler to fund it yourselves. 

5. What about covid and the risks of sharing an ebike? 

https://www.waytoworkscot.org/
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Cycling is a great way to support staff health and wellbeing and evidence is that it 

is a very safe form of transport from the covid point of view. See Sustrans’ advice 

on cycling and covid. 

Advise staff to follow the current government guidelines on physical distancing, 

mask wearing and hand hygiene, and any additional local measures in place. 

This could be added to the User Agreement. 

Supply suitable wipes and hand sanitiser and make sure that these are kept 

topped up. 

Advise staff to sanitise all the contact points on the ebike and accessories when 

collecting and returning it. 

Advise staff to avoid touching hard surfaces such as walls, fences, pedestrian 

crossing buttons and park benches. 

https://www.sustrans.org.uk/about-us/our-work-in-scotland/walking-cycling-and-wheeling-during-covid-19-in-scotland/


10 

 

   

 

This Guide is free to copy and share (with acknowledgement please).  

 

How will staff sign up to the ebike scheme? 

A typical process is: 

 Undertake a one-time induction, either self-led or delivered by a key 

colleague;  

 Sign the User Agreement (again, one-time); 

 Book the ebike; 

 Collect the ebike and accessories such as lock and helmet; 

 Make the journey; 

 Return everything to the right places; 

 Put the battery on to charge, if necessary; 

 Log the journey (destination, approximate distance, comments); 

 Report any incidents according to the organisation’s usual procedures; 

 If any faults or issues arose on the trip, log and report them. 

The Sustrans / NHS Active Travel Engagement Projects have a two-stage induction 

procedure: viewing a presentation and then completing an on-site process (see 

Appendices 1 and 2). 
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Tips on bookings, punctures and fault reporting 

Bookings: this could be done via a paper diary at 

reception, an online calendar, your organisation’s room 

booking system or its fleet vehicle booking system. The 

booking process should include a declaration that the 

user has completed an induction. 

Punctures: it’s not reasonable to expect users to fix a 

puncture. If your on-site key contact is willing and able to 

fix a puncture, decide whether that’s OK or whether you’ll 

call in a local bike shop to do it. Punctures are a 

nuisance: buy the best tyres available. 

Fault reporting: as well as organising fixing the fault, this process should include 

taking the ebike out of the booking system until it is fixed, then adding it back once it 

is available again. Who will handle this? 
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Storage, security and battery charging 

You may have secure indoor space at your workplace 

to store an ebike and accessories, but it’s more likely 

you’ll have to make provision outside. As part of this 

decision, think about where the batteries will be 

charged - they are best charged indoors, somewhere 

warm, dry and with good ventilation.  

If you have an outside locker, where will the locker 

keys be stored? There could be a key safe in the foyer 

of the building, keys could be kept behind reception, or 

kept in a nearby office space: decide what suits your 

workplace.  

Think about where users will charge the ebike 

batteries. Will you provide power in your locker / 

shelter? On some models of ebike the battery doesn’t 

have to be removed from the ebike for charging, which 

may suit your situation. Otherwise, the battery has to 

be unlocked, removed and charged in a suitable place such as a foyer or a reception 

area. Decide for yourself how visible or hidden you want this to be, depending on 

your workplace. 

A fire Risk Assessment may also need to be completed, and chargers Portable 

Appliance Testing (PAT) tested. Work with your building manager to identify a 

suitable location with fire detection, such as a smoke alarm. Timer plugs or timer 

fixed spurs can deal with the issue of overnight charging.  

If the ebike may be returned outside office hours, think about how this will happen – 

could keys be posted through a letterbox or stored in a coded key cabinet? You will 

also need to consider how the battery can be put on charge out of office hours. 
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To lease or to buy?  

There are pros and cons with each: 

Leasing 

 A local shop or company may be able to provide a fleet 

of ebikes for your workplace; 

 The Green Bike Pool Initiative runs an ebike leasing scheme; 

 Leasing takes away some of the legwork of buying and running a ebike or 

fleet - you need to know what you want, but someone else will provide the 

ebike; 

 Leasing is likely to include a maintenance and repair package; 

 Road rescue might also be provided: for example, this is part of the Green 

Bike Pool Initiative’s package; 

 Insurance for the ebikes themselves, and third party liability cover, might 

be included; 

 If the scheme doesn’t work, the lease can be ended and there’s no need to 

dispose of ebikes and equipment; 

 However, as with cars, leasing may work out to be more expensive than 

buying. 

Buying 

 The ebikes are yours straight away; 

 You can decide exactly which ebike you’d like; 

 It works well if you have several sites across a wide area, where different 

types of ebike may be needed; 

 It can be easier to find funding to buy equipment outright; 

 You will have to decide if you need to buy a maintenance and repair 

package from a local bike shop, or if your workplace has staff with the 

skills to do this. For example, if there is a transport team who maintain a 

fleet of vehicles they may be willing to maintain ebikes too. Maintenance 

training is available through VeloTech Cycling Ltd. Whatever you decide, 

check the insurance requirements. 

http://www.greenbikepool.uk/
http://www.velotech-cycling.ltd.uk/index.shtml
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What do you need to provide? 

   

City / step-through / 
Dutch  

Battery on rear carrier 

Motor in front hub 

City / step-through / 
Dutch 

Battery on seat tube 

Motor between pedals 

Hybrid 

 

Battery on downtube 

Motor between pedals 

 

There are hundreds of ebikes on the market, with price ranging from a few hundred 

to a few thousand pounds. The above are some fairly typical models. All ebikes will 

have a motor, a battery and a handlebar-mounted control and display.  

The controls allow the rider to change the level of boost or to switch it off entirely. An 

ebike might have several discrete boost levels or it may have a smoothly variable 

boost. It may have a complex display or just a line of lights to show the boost and 

battery levels. The induction material (see Appendices 1 and 2) gives guidance on 

familiarisation and safe riding. 

At a minimum, the display shows the current boost level and current battery level 

(also usually readable from the battery itself). It may also show information such as 

current speed, trip distance, trip time, odometer and so on – it just depends on the 

make and model of ebike. 

Some general considerations: 

 Find a bike shop that you trust 100% and build a relationship 

with them. This relationship is more important than the 

specific ebike you choose; 

 Conventional bikes are much cheaper and don’t raise issues 

of charging and flat batteries. If you have staff doing short 

regular trips then conventional bikes are a good option. 

However, ebikes are quicker. They need less physical effort, 

which reduces worry about arriving at a meeting feeling too hot or needing 
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to change clothes. They also open up different routes as hills and distance 

aren’t so much of an issue. They are really enjoyable to ride and it’s good 

to have a staff resource which feels like a bit of a treat; 

 City ebikes are easier for those with certain mobility issues as you don’t 

need to swing your leg over the frame; 

 City ebikes are also easier when wearing a skirt or a dress – you don’t 

have to remember to wear trousers that day, or to change;  

 Depending on your staff demographics, you might want to choose a range 

of frame sizes. A small frame city ebike will typically be comfortable for 

someone of 4’10” up to 5’5” or so, a medium frame for 5’2” up to 5’8” and a 

large frame for 5’6 up to 6’2”. Think about your potential users and check 

with your supplier;  

 City ebikes usually come with more padded, comfortable saddles. Other 

ebikes might not, so check;  

 City ebikes usually have a kickstand, which is handy. Consider adding one 

if your ebike doesn’t have it already; 

 Note that some members of staff might not like the city ebike design. Just 

consider whether this is a serious issue, because if wearing a skirt or a 

dress the hybrid frame really is a barrier to use; 

 Choose neutral colours for the ebike and accessories; 

 Saddle height adjustment needs to be really easy for users: specify a 

quick-release collar so you don’t need an Allen key; 

 Remember to specify a pannier rack if it doesn’t come with the ebike; 

 A chain guard and mudguards are essential: staff need to keep clean and 

not to catch their trousers in the chain; 

 Choose medium weight tyres, as high quality and puncture-proof as 

possible (Kevlar, or with “slime”: ask your bike shop for advice); 

 Hub gears are more expensive, but are cleaner and very low-maintenance; 

 Built-in lights are really handy – usually on an ebike they run off the 

battery, though modern dynamos are very good; 

 Consider weight, if staff might need to be moving and handling the ebike, 

for example taking it on a train, up a kerb, or if the secure storage is up a 

step (not recommended!). Lighter models are more expensive; 

 If staff might regularly take it on public transport or in the back of a vehicle 

then consider a folding ebike; 

 Consult with the staff who will be using the ebikes as to what types of 

ebikes are needed, and what sizes.  
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Some ebike-specific considerations: 

 Disc brakes are more suitable, as ebikes are heavier and disc 

brakes are more powerful. They also work better in the rain. 

However, some ebikes will have rim brakes. The induction 

process should include getting used to the feel of the brakes;  

 On ebikes, some people prefer the motor to be in the bottom 

bracket (i.e. between the pedals) rather than on the front hub 

as it feels more balanced. It also makes changing the tyre 

much easier; 

 What kind of power boost levels do you want? Typically these go from 

“eco” to “tour” to “sport” or similar, with three, or four, or even five levels for 

the user to switch between. Some models have a “walk” setting to make it 

easier to wheel the ebike. Some have a handlebar twist throttle for 

wheeling the ebike, or for an extra boost; 

 What range do you need? The more you pay, the longer the battery will 

last and the further it will take you. In a work context most trips will be 

relatively short, say under five miles, so there is no need to buy an ebike 

which will take you ten times that distance; 

 What kind of display do you want? Some ebikes show a simple row of 

lights to indicate battery level and current boost level, whereas others have 

a display which shows extra information such as current speed, average 

speed, time and trip mileage. Some users like a simple display whereas 

others like having the extra information. You can purchase and install a 

separate bike computer if you want this extra information; 

 It is important to be certain that the computer (either integral or additional) 

records mileage data, and that this can be reliably accessed, either directly 

by you or by the supplier during maintenance / software upgrades. On 

some ebikes the total mileage is not recorded and so if your computer runs 

flat, gets broken, or is reset by a user, you will lose mileage data; 

 GPS trackers are worth considering for extra security and mileage data, 

especially if the organisation’s fleet vehicles already have them.  If you 

have trackers on the ebikes, this needs to be noted in the User Agreement 

so that staff are fully aware. 

What else do you need? 

 Helmets of different sizes (and you may want to provide paper liners); 

 Panniers, which should be waterproof and big enough for A4 paper and a 

laptop. Make sure they fit and attach properly! Clips are sometimes not the 

right size for the tubing of the rack, and if the battery is in the back rack 

then pannier clips don’t always fit without obstructing it; 
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 Hi-vis. Belts are more practical than gilets or jackets. You could also 

choose a hi-vis helmet and provide a hi-vis pannier cover; 

 A track pump (floor pump), and a chain / cable and padlock to secure it if it 

can’t be kept in a safe place such as a locked bike shelter. Keep it indoors 

or under cover if you can, it will last longer; 

 A high-quality lock. Gold standard is preferable but they are really heavy, 

which can be a deterrent to staff. A D-lock is recommended for security 

and you may need to provide an additional cable lock for flexibility. Your 

bike shop will advise. Sustrans recommends that the value of the lock is 

approximately 10% of the value of the ebike. See also “Insurance” below; 

 Copies of Cycling Scotland’s Essential Cycling Skills booklet, free from 

Cycling Scotland, are an excellent resource; 

 A map of local cycling routes; 

 Gloves of various sizes; 

 New inner tubes and tyre levers, if there is someone on site who will fix a 

puncture, but don’t expect users to do this. If there isn’t, and your 

punctures policy is to call out a bike shop mechanic, then you don’t need 

to have puncture repair kit; 

 Timer plugs for battery recharging; 

 Cable ties (always handy for something!); 

 A computer, if the integral one isn’t detailed enough for the data gathering 

you need or if its display isn’t good. Be aware that random button pushing 

by users may reset the mileage recorded; 

 Cleaning kit such as rags to wipe the chain, degreaser, lube, brushes for 

general cleaning, antibacterial wipes and hand sanitiser.  

Secure storage 

Storage can be a separate ebike locker or just an ordinary bike shelter if your site is 

secure. Shelters or lockers will have to be fixed to the ground and may need a 

concrete or slabbed base. Groundworks and erection will add a significant amount to 

costs. See “Funding” below for information on possible sources of support for 

installing storage. 

Choose a locker or shelter to suit your site, considering size, layout, access, plenty 

room to get the ebikes in and out, and security specification. Asgard lockers have a 

high security rating and some examples are shown below.  

A store or shelter can also have some internal hooks and shelving for helmets, locks 

and so on. Other accessories like a cleaning kit and a track pump can be stored in 

https://www.cycling.scot/
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there too. Tape the safety check sheet (see Appendix 4) and scheme contact 

information inside the locker for a reminder and ease of reference.  

 

    

Front opening, two 

ebikes 

Approx. £400 

 

Front opening, three 

or four ebikes 

Approx. £1100 

 

Double-ended 

(top is off for 
photo) 

Approx. £700 

 

Lockable shelter 

Approx. £3000 

Storage varies in capacity, security rating, quality and ease of use. For example, a 

locker where you have to take out an ebike to get to the one behind it is less user-

friendly; having plenty space for accessories, cleaning kit and so on as well as for 

the ebikes is a real help.  

Check lead times for orders and take that into account when planning. Delivery 

charges might add substantially to costs, and some suppliers may not even deliver to 

certain locations. At the time of writing, some Asgard designs are available through 

ScrewFix with free delivery straight to site.  
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When the ebikes and accessories arrive… 

Ideally, involve your on-site champions and other interested staff in checking 

everything and getting set up. It’s a big step, make a celebration out of it! Key tasks 

to remember: 

 Label everything right away: the keys and spare keys (for the ebike, for the 

locker / shed, for the lock), the ebikes themselves, and all the accessories;  

 Put the keys and spare keys in the places you’ve chosen; 

 Carry out an M-check on each ebike (see Appendix 4) including adjusting 

the saddle height; 

 Have a trip yourself on the ebike, get used to how it feels, and make sure 

you understand the display and controls. If you’ve installed an additional 

computer, check it’s working; 

 Put all the accessories in their correct places - in the locker? On labelled 

pegs in the cloakroom? In the foyer? Check that it’s all very obvious and 

convenient for users; 

 Cable-tie the pannier(s) securely to the ebike, then you don’t have to worry 

as to whether users have attached it correctly each time; 

 Put in the pannier: 

 A laminated M-check sheet (see Appendix 4);  

 A laminated copy of the User Agreement with contact information 

(see Appendix 3); 

 The journey logbook and a pen (or this may be kept elsewhere for 

example at reception); 

 A hi-vis pannier cover, belt or gilet, if you’re providing one; 

 The lock (unless you’re keeping it on a hook in the locker); 

 LED lights, and spares (built-in lights don’t work if the ebike battery 

is flat); 

 An ebike guide with simple instructions on how to use the ebike, in 

case anyone forgets (see Appendix 6); 

 The procedure for what to do if the ebike develops a fault, and 

anything you need for that such as a “Do Not Use” sign to hang on 

the ebike if it’s out of use; 

 Put in your diary a 6-week maintenance check. If there’s been little usage 

this can be postponed a bit, but all new ebikes should be checked after a 

couple of months. 
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Inductions 

When a member of staff hears about the ebike, how do they find out 

more, arrange an induction and get themselves signed up? Can details 

be found out at Reception, via a workplace “champion”, a poster in the 

foyer, the staff intranet? Think about what suits your organisation and 

workplace. The new user should be provided with the necessary 

paperwork including, of course, the User Agreement (see Appendix 3). 

Where do they find this paperwork, who will they get it from, where is 

completed paperwork stored? 

Staff need to know they must complete a one-time induction, whether self-led or 

colleague-led, before booking an ebike. This induction needs to be robust and meet 

all requirements of the insurance cover and organisational health and safety policy. 

Inductions can be a self-led two-stage process: firstly, the new user views / reads all 

the relevant information. A Workplace Ebike Induction Presentation is available on 

Way to Work, which covers the basics of riding a bike / ebike. Secondly, they work 

through a checklist of the site-specific details and carry out an induction ride (see 

Appendix 2).  

Alternatively, you may want the on-site contact, or another experienced colleague, to 

take new users through the induction process.  

For the test ride, identify and risk-assess a suitable route and detail it in the Risk 

Assessment (see Appendix 5) or append it to your induction checklist. It’s helpful to 

choose an induction route which is directly relevant to work journeys, for example 

between different offices. It’s best to avoid car parks, busy roads, complex junctions 

and so on. With an ebike it’s great if you can include a hill, so that new users really 

experience the power assist.  

In the induction, also encourage the user to go over their work diary and seek out 

opportunities to use the ebike as soon as possible. For example, they could try 

gathering suitable short trips into one day and ebiking instead of driving. If they 

commute by car, it might also then be possible for them to leave it at home that day 

and travel by an active mode instead. 

It is important that staff take time to complete the induction thoroughly. They should 

be sure to familiarise themselves with the way the ebike handles and how the power 
assist feels at different levels. If they are unfamiliar with cycling, they should take 

extra care until they are comfortable. 

Work with your organisation’s Health and Safety team to ensure they are happy with 

all the procedures. 

https://www.waytoworkscot.org/
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Maintenance and repair contracts 

Work with your bike shop on this. It may be possible to “buy ahead” for maintenance 

work and include this cost in your funding plans.  

Here are some things to consider including in a servicing and repair contract: 

 Around four full services a year for each ebike. Servicing should include 

collection and return of the ebikes to the site they are based; 

 Emergency repair cover, around two a year for each ebike. This cover 

should include collection from wherever the ebike has broken down, and 

return to its normal site; 

 Provision of a courtesy ebike; 

 Clarity as to how you will pay for any parts, and consumables such as 

inner tubes, as well as labour. 
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Insurance 

The organisation’s employee insurance will cover work travel. Third Party  

cover may or may not be provided. Ensure you know exactly what cover is 

provided, and make it clear in the User Agreement.  

You might be able to add the ebikes to your organisation’s  

existing vehicle insurance, to get Third Party cover. 

Insurance cover for ebikes may depend on evidencing various factors, for example: 

 A robust user induction is carried out;  

 The ebikes are stored securely; 

 The lock supplied is of a suitable standard; 

 Maintenance is carried out regularly by a competent mechanic; 

 Maintenance is documented.  

Your User Agreement should also include a commitment to appropriate use, no 

tampering with cabling or controls and a declaration from the user that they are able 

to ride an ebike safely (see Appendix 3: Sample User Agreement 3). 

Wearing a helmet is not a legal requirement in the UK and as such an insurance 

policy should not require it, although your own workplace policy may strongly 

recommend it. 

As mentioned above, consider what your limitations are on use. Will you allow 

lunchtime exercise / shopping trips? What about someone borrowing the ebike to try 

out on their commute? Do you want to make your ebike available to non-employees, 

for example visitors? This is a good opportunity to check whether your organisation’s 

insurance covers employees who are using their own bike or ebike for work trips. 

Work with your organisation’s Health and Safety team to ensure they are happy with 

the procedures. 
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Ebikes and the law 

Throughout the UK, the electric motor on any e-bike being ridden on the road must 

not assist you when you’re travelling more than 15.5mph and the motor power 

should not exceed 250 watts. This applies equally to all bicycles, tandems and 

tricycles. The government’s current ebike rules can be found here. 

https://www.gov.uk/electric-bike-rules
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Paperwork 

What paperwork might you need? As well as the sample documentation appended, 

consider the following: 

 Ebike information sheet (see Appendix 6). 

 Documentation of maintenance schedule (frequent workplace checks, 

regular thorough servicing by a qualified bike shop mechanic);  

 Route advice, for example an Active Travel Map highlighting key routes; 

 Journey logging. This can also capture behaviour change by asking about 

the previous mode of travel for that trip; 

 Fault reporting system (including perhaps a “Do Not Use” sign) and follow-

up process; 

 Fliers, posters;  

 Cycling Scotland’s Essential Cycling Skills booklets or equivalent; 

 Insurance information; 

 Signposting to sources of support if necessary, for example to a local 

organisation which offers skills and confidence training. 

https://www.cycling.scot/what-we-do/training/essential-cycling-skills
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Promotion 

You are aiming to generate interest, to convert that interest into 

inductions, and then to convert those inductions into actual ebike use. 
Each stage is important. Some ideas are: 

 Run drop-in taster sessions, for example over a couple of 

hours at lunchtime, where the ebikes are available to all 

staff to try out either accompanied or on their own. Involve 

your “champions” in this, and ideally other staff who use the 

ebike could also share their experiences; 

 How do staff usually book a work vehicle? If your organisation has a 

vehicle fleet, could the ebikes be added to that booking system and also 

promoted through it, especially for journeys of under 5 miles? 

 Identify staff / teams who make regular short journeys by car and work with 

them to shift mode; 

 Work through team managers building user groups, regular staff forums  

and so on, to embed and normalise the use of ebikes; 

 Signpost information about the ebikes, and active travel in general, in 

inductions for new staff;   

 If parking is a problem, focus on the role of ebikes in reducing the pressure 

on parking and reducing the stress of searching for a space; 

 Use inspirational case studies / videos and so on: look on Way to Work; 

 Find and support champions within the organisation who will support their 

colleagues; 

 Distribute leaflets and posters; 

 Work with your HR staff / communications officer / senior managers and 

other supportive colleagues to get some good publicity; 

 Provide good route advice: active travel maps, tips from colleagues, and 

signposting to CycleStreets or the “cycling” mode on Google Maps; 

 Consider offering “buddying” for new users, perhaps with a colleague who 

cycles already who is going to the same meeting / workplace. 

https://www.waytoworkscot.org/
https://www.cyclestreets.net/
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Monitoring and evaluation 

It is important to collect good quality data on ebike usage. This can be useful for 

expanding a fleet, or may be needed for reporting if the ebikes have been acquired 

through external funding. Consider gathering: 

 Total mileage of the ebikes; 

 Number of individual trips made; 

 How many ebike journeys are replacing car journeys; 

 How many car miles have been replaced; 

 Number of inductions delivered; 

 Number of individuals using the ebikes.   

Mileage data can be collected through the ebike computers. If the battery is flat and 

some odometer data has been lost, the total mileage may be readable from the 

diagnostic software via the supplier, or a local bike shop which is a registered dealer 

of that brand. It’s really worth keeping an eye on this – it’s all too easy to lose data, 

or discover that you can’t access it. 

Alternatively, a simple recording sheet can be left with the ebikes for users to 

complete after a journey (see Appendix 7). 

If you have GPS trackers then mileage data will be available. However, it’s best to 

not depend on it as technical problems might lead to lost data. 
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Funding 

The Cycle Friendly Employer Award and Funding Scheme 

This national programme from Cycling Scotland provides an award 

scheme and funding to help organisations make it easier for their staff to 

cycle. Working towards and achieving the CFE Award gives a great focus 

for supporting cycling and brings good publicity and awareness. There is 

great advice and support available through the local scheme assessors. 

They say: 

What?  Apply for funding of up to £25,000 for facilities, such as showers, 

storage lockers or bike shelters, which will encourage staff to travel by bike / ebike. 

Note: this fund will not support purchase of the bikes or ebikes themselves. 

Why?  Promoting cycling can support a happier, healthier workforce and enhance 

corporate social responsibility. 

Who?  The fund is available to all employers in Scotland who are working towards 

achieving the Cycling Friendly Employer Award. 

How?  To find out more see the CFE information on Cycling Scotland’s site.  

The Energy Saving Trust  

The Energy Saving Trust offers ebike loans for private businesses and ebike grants 

for the public and third sectors. There are specialist transport advisers in local offices 

to help with applications.  

Other sources of funding 

Check Way to Work for regular updates on other possible funding for transport and 

travel initiatives, such as Sustrans’ Places for Everyone and Smarter Choices 

Smarter Places.  

https://www.cycling.scot/what-we-do/cycling-friendly/employer
https://energysavingtrust.org.uk/scotland/grants-loans/ebike-business-loan
https://energysavingtrust.org.uk/scotland/grants-loans/ebike-grant-fund
https://www.waytoworkscot.org/
https://www.sustrans.org.uk/our-blog/projects/2019/scotland/places-for-everyone/
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What might go wrong? 

Things will almost certainly go wrong at some point, but having well-thought-out 

procedures and paperwork will make it easier to deal with problems. Some common 

issues are: 

 Ebikes needing a repair, for example, changing an inner tube after a 

puncture. Ensuring there is a process for such repairs, whether that’s 

someone on site or through a local bike shop, will mean you are prepared. 

Do you have funds for this? This could be through a team’s travel budget, 

or a building’s maintenance budget, or through vehicle fleet funds. 

 Users may not always book the ebikes out correctly. This may be a simple 

case of sending a reminder to one individual or a blanket reminder to all 

users. Having a physical reminder, such as a poster where the ebikes are 

stored asking ‘Have you booked this bike?’, can be helpful. If it’s a 

recurring problem, check that the information provided on booking the 

ebikes is clear at the induction and in any follow up emails. 

 Accidents and injuries may happen to people using the ebikes or to third 

parties. Having the appropriate paperwork in place to begin with is 

important. This may include a specific Risk Assessment (see Appendix 5) 

and making people aware of the organisation’s accident reporting 

procedure and insurance cover. Much of this will be standard working 

practice. 
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A final word 

Ebikes can be a great option for many staff work trips, and can 

bring a wide range of benefits to the workplace. If you’re keen to 

make it happen in your organisation then find some enthusiastic 

colleagues, get buy-in from senior management, think carefully 

about how it could work for you, and learn from others’ 

experience.  

There is lots of advice and support available on Way to Work, 

including up-to-date funding information.  

When you see staff returning from using the office ebike, with the “ebike grin”, it will 

all be worth it! Good luck! 

https://www.waytoworkscot.org/
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Rhian Davies, NHS Dumfries & Galloway / Sustrans  

Lizbeth Collie, NHS Highland / Sustrans 

April 2020 

With many thanks to colleagues in Sustrans, in the NHS, and in other workplaces 

who have helped us, and helped their organisations, to provide workplace ebikes 

and shared their experiences with us in this Guide. We hope that others learn from 

our mistakes and our successes, and are inspired to provide ebikes in their own 

workplaces.  

Disclaimer: This Guide is for information and advice only. Organisations must always 

ensure their own procedures are fit for purpose. 

All images © Sustrans. 

If you have any comments or feedback on this Guide please get in touch via Way to 

Work on www.waytoworkscot.org/contact.  

Sustrans Scotland 

Rosebery House 

9 Haymarket Terrace 

Edinburgh EH12 5EZ 

Sustrans is a registered charity in Scotland (SC039263) and in England and Wales 

(326550). 

https://www.waytoworkscot.org/
https://www.waytoworkscot.org/
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Appendices 

Appendix 1: Induction Presentation 

This presentation is available on Way to Work. 

 

https://www.waytoworkscot.org/


Appendix 2: Sample On-site Induction Checklist  

Associated documentation: Workplace ebike Induction Presentation, Risk Assessment, M-check sheet, User Agreement. 

Workplace: AnyOffice Ltd., Anytown On-site contact: Anne O’Nymous, Any Dept. anne.onymus@email.system 07878 787878  

Name: Signed: Date: 

Dept.: email: Phone: 

The first part of the shared ebike induction process is viewing the Workplace ebike Induction Presentation (IP), available on waytoworkscot.org. Viewing the 

IP is essential and the procedure detailed here follows on from that. This process should take around half an hour, plus your first ride of around 15 minutes. 

The suggested route for the induction ride is detailed in the Risk Assessment.  

Task 
Completed 
(tick) 

Notes 

Watch the Workplace ebike Scheme IP.   

Book the ebike for your induction, in the diary at reception.   

Check that you have read and understood all the necessary associated documentation:  

Risk Assessment (RA) including safe routes for induction ride 

User Agreement  

M-check sheet 

Also refer to the Essential Cycling Skills booklet, the information leaflet and the Staff Active Travel Map (copies 
behind reception). 

  



2 

 

   

 

This Guide is free to copy and share (with acknowledgement please).  

 

Task 
Completed 
(tick) 

Notes 

Check that you know the suggested safe route for your induction ride, detailed in the RA. If you’re choosing a 
different route, check it out beforehand. 

 
Ask a colleague, check 
CycleStreets or Google 

Maps’ cycling option. 

Dress for the weather. Use the hi-vis gilet / pannier cover for extra visibility. Check that you have nothing dangling, 
such as shoelaces or straps, which could get caught. 

  

As per the RA, check for any hazards which might arise today: weather, road surfaces, visibility, light, car park 
extra busy etc. In poorer conditions, allow more time for your journey. 

  

Collect the keys from the key safe in the foyer - ask reception for the code. Collect the ebike from the locker, and 
collect anything else you need – lock, helmet, hi-vis etc. - from the ground floor cloakroom. Put the keys 

somewhere safe such as in a zipped pocket. 

 

There are three keys: the 

locker key (silver), the 
lock key (black) and the 
ebike battery key (blue). 

Have a look over the ebike to familiarise yourself with it, switching it on and checking over the controls, battery 
level etc. as per the IP.  

 

The Anyoffice ebikes are 

fitted with a GPS tracker, 
like the other fleet 
vehicles 

Carry out the M-check, referring to the sheet taped to the inside of the locker door   

Adjust the helmet to fit correctly as per the IP.   

Check that the lock is working and put it in the pannier.   

Using the quick release collar, adjust the bike saddle height to be comfortable for you, as per the IP. Do not raise it 
above the “max” mark on the seat post. 
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Task 
Completed 
(tick) 

Notes 

Checking that you are starting in low boost and first gear, and taking time to get used to the boost, set off for your 
ride. If you need to park anywhere, lock the ebike securely through its frame to an immoveable object. 

 
Recall the IP for safety 
tips on how to get used to 

the different boost levels. 

On return, put the ebike back in its locker.   

Log your journey in the notebook in the pannier.    

If any issues arose, log them in the notebook and tell the on-site contact immediately. If necessary, hang the “Do 

not use” sign on the ebike. 
  

If the battery is below fully charged, put it on to charge. The chargers are in the box under the table in the foyer: 
plug it in there. Use a timer plug if you need to leave the building before the battery will be charged up. The battery 
goes from flat to full in under four hours.  

  

Return everything else to the right places.   

Check over and sign the User Agreement & file it in the folder behind reception.   

Now check your diary, plan ahead, spot opportunities to use the ebike, book it out – and tell a colleague about it. 
Happy cycling! 

  

 

 



Appendix 3: Sample User Agreement 

 

Workplace:  

Anyoffice Ltd., Anytown 

On-site contact:  

Anne O’Nymous, Any Dept. 

anne.onymus@email.system 07878 787878 

User name: Dept.: 

Email: Phone: 
 

Please tick as appropriate: 

 I have viewed the Induction Presentation and completed the on-site Induction Checklist 

 I am able to ride a bicycle safely     

 I have no known condition that would prevent me from cycling safely  

I understand and agree to the following terms and conditions of the use of the workplace ebike: 

1. The ebike is only for use on business journeys.  

2. I am responsible for the security of any ebike and equipment that I use. I will take care of it, securing 

it to something immoveable whenever it is left unattended, with the lock provided. After use I will 

return the ebike, accessories and keys to the correct locations. 

3. Wearing a helmet is recommended at all times while riding. 

4. I understand how to carry out an M-check and will carry it out each time I use the ebike. 

5. I will ride the ebike legally, appropriately and safely and in accordance with the Highway Code. I will 

not adjust or tamper with any setting or cabling other than those explicitly explained to me.  

6. If I find a problem with the ebike then I will log it in the logbook in the pannier and immediately notify 

the scheme contacts as below. I will hang the “Do Not Use” sign (in the pannier) on the handlebars.  

7. I will refer to and abide by the ebike user instructions at all times. 

8. I will take care when moving and handling the ebike. 

9. If the ebike is lost or stolen I will report this to the police on 101 and to the scheme contacts as soon 

as possible: contact details as below.  

10.  If I have an accident I will follow the usual procedures including contacting my line manager, and will 

notify the scheme contacts. 

11.  I will record my journey in the logbook in the pannier. 

12.  If the battery is below full on return (5 bars of charge) then I will plug it in to charge. I will unplug it 

and return the charger and battery before I leave the building, or use the timer plug. 

13.  I understand that there is no 3rd party insurance cover, and that my employer provides insurance 

cover for employees travelling for work. 

Signed: Date: 

Scheme contacts: Anne O’Nymous, Any Dept. anne.onymus@email.system 07878 787878 

Ebike supplier contact for maintenance issues: Ebike Excellence, AnyTown 

mailto:anne.onymus@email.system
mailto:anne.onymus@email.system
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Appendix 5: Sample Risk Assessment 
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Appendix 6: Sample ebike information sheet 
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Appendix 7: Sample ebike recording form 


