WHEELS TO WORK 

MOPED SCHEME

LOGOS AND PHOTOS

HANDBOOK FOR USERS

MONTH AND YEAR OF PRODUCTION
This handbook is designed to help you if you have a query about your moped or the scheme – and what you need to do about it.

Name:








Registration:




If in doubt contact ? on :- ?
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INTRODUCTION
We have tried to address questions that you may have.  The questions are underlined and our answers to them are in italics.  Thought points are in bold.

If you live in ? your servicing station is ?

If you live in ? your servicing station is ?

KEYS
Please ensure that your spare lock keys are kept in a safe place.

What do I do if I lose a set of keys?

We have a spare set of keys for all our bikes which we keep.  We can arrange for another set to be cut – but if you have lost them at college – report it to the reception and the police, or in a public place just the police incase anyone hands them in.  Be aware of anyone hanging around your bike if you lose your keys.  If you lose your keys through carelessness you could be responsible for the charge for getting another one cut.
If you think that you keys have been stolen you need to let us know – as we made need to change your locks.

NEVER WRITE YOUR REGISTRATION ON YOUR KEY RING!!! 

DOCUMENTS

What do I do if I am asked to produce my documents?

We keep all the documents as we own the moped.  You need to contact ? to arrange a time for someone to meet you at the police station to bring the documents that you need.  We can only send out copies of insurance certificates if the police require the original someone will have to come with you.  We will also need to know why you have been asked by the police to produce your documents.

THEFT

What do I do if my bike is stolen?

You need to ring the police immediately and tell them:-

Your registration number

Where the moped was 

When you noticed it had gone

That you don’t own the moped and it belongs to Wheels to Work

We need to know the crime reference numbers and the details of the officer and the police station that is dealing with it.

You also need to report it to us before the police do.

SERVICING & MAINTENANCE

What do I do if I need to have a service or I feel there is a problem with the moped?

You can either:-

a) Contact ? and arrange a time for a service to take place.

b) Contact ? or ? directly to get the moped in for a service
When does my moped need to be serviced?

At mileage intervals of:

 300km (if new),
 3000km,

6000km,

9000km,

12000km and at every 3000 kms after that.

What do I do if any damage occurs to my bike either through an accident of while it has been parked?

No matter who has caused the damage, or how small it seems please contact us so that we can get it checked over if necessary.  Someone will have the moped after you and we hope that you can and will try to keep it in good condition while in your care.
When will the safety checks on my moped happen?

The safety checks will happen when your moped is being serviced at ? or ?.  You must make sure that your moped is serviced at the mileage intervals listed on the previous page.
PAYMENTS

How often will the contribution need to be made?

A reminder note will be sent to you at the end of each month for ?.  You will pay a ? deposit so it makes it easier to spread the payments easily each month.

The Contribution of ? per week is collected in arrears and goes towards the upkeep of the moped.  You cannot owe the scheme more than £? Or you will be at risk of losing your moped.

BREAKDOWN

What do I do if I breakdown?

If you breakdown you need to try to contact ?? so that the moped can be recovered.

?

Phone no:  0800 1234 5678

Policy no:
123abc

If you are able to get it to ?? yourself, please do so, but still let us know that there is a problem and take care.

OTHER ISSUES

What do I do if I have a problems that I need to speak to you about?

Please feel free to contact ? on either ? or ? and we can arrange a time for someone to come and see you.

What do I do if I lose my place in education/training /employment?

You need to inform ? of this immediately and before anyone else does!  If you don’t you could get a written warning, and it may affect your chances of staying on the scheme.  You should also arrange an appointment to see a Connexions or Jobcentre Personal Adviser as soon as possible.
FAULTS WITH EQUIPMENT

What do I do if a piece of equipment is faulty or too big?

Please contact ? so that a replacement can be obtained.

What do I do if I drop my helmet?

Please contact ? so that a replacement can be obtained.

END OF YEAR

How do I know when the moped is to be returned?

We will write to you one month before the moped is due back, to ensure that everything is in place for the end of the scheme.
REMINDERS

Please remember that only the mopeds are covered by our insurance – it does not cover you.  We suggest that you take out personal accident cover if you wish to.

Any forms that we send out for you to complete must be filled in and returned as quickly as possible.
If there is anything that we haven’t covered or you feel is important and has not been included, please let us know and we will look at incorporating it.

WRITTEN WARNINGS

If anyone is found to be abusing the scheme they will receive a written warning; 3 written warnings and the moped will be withdrawn.  In the instance of not reporting an accident or the moped being used by someone else or being modified it will be withdrawn immediately.
IMPORTANT NUMBERS

Remember any queries contact

Mrs White

Wheels to Work Co-ordinator

On ?

Or ?

If you need to write to us please use the address below:-

W2W

?

?

?

?

Servicer 1 
?

Servicer 2 
?

Recovery
?

EMERGENCY CARD

Please keep your emergency card with you at all times

It carries your registration number, insurance and recovery details, and emergency contact details.

Should you lose it please let us know and we can send you a replacement.

