
 

 

Shropshire Wheels 2 Work E-Bike Handbook 
 

 
 

1 

E-Bike 

Handbook 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Everything you need to know to make the most of your  

E-Bike loan 

Wheels 2 Work Office (Office hours, 9am - 5pm Monday - Friday) 

Tel: 01743 237883 / 01743 237885 

Email: wheels2work©shropshire-rcc.org.uk 
 
Website: www.shropshire-rcc.org.uk/transport 
 
Address: Wheels 2 Work c/o Shropshire RCC, 4 The  

Creative Quarter, Shrewsbury Business Park, SY2 5DN.  
 
Registered Company No. 4652487 
 
Registered Charity No. 1096779 

http://www.shropshire-rcc.org.uk/transport/
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Equipment Checklist 

 

 Issued Returned - clean and in 

working order 

Bike   

Battery   

Battery Charger 

(Batribike chargers have 2 parts ) 

  

Battery key   

Bike lock   

Bike lock extension cable   

Bike lock key   

Basic repair kit  You can keep this 

Oil   

Pump   

Bike cover   

Panniers   

Helmet  You can keep this 

High visibility vest  You can keep this 

 
 

I confirm safe receipt of the above bike and items. I will return all these clean and 

in good condition (except helmet and high visibility vest) when the loan finishes. 
 

Signed…………………………. 

Name…………………………… 

Date……………………………. 
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Loan Agreement (copy) 
 
Wheels 2 Work E-bike Loan Agreement 
 
 

E-bike name 1st 

Date Issued 

2nd 

Date issued 

3rd 

Date issued 

 

E-bike loan start date: E-bike to be returned on or before 

 

 
This is an agreement between  
Name:………………………………………………………………………… 

Of (Address):………………………………………………………………. 

Contact no: ………………………………………………………………. 

Work Details:………………………………………………………………... 
 
and the Community Council of Shropshire (Wheels 2 Work scheme). 
 
Your Responsibilities (The Rules) 
 

1. Look after your e-bike 
2. Ride safely 

3. Use your e-bike mainly to go to work 

4.  Stay in touch with Wheels 2 Work 

5. Work towards sorting out your transport for the long term 

6. Pay on time 

7. Treat everyone with respect 
 
 
I understand and agree to follow the Wheels 2 Work rules as listed above and 
detailed in the Handbook issued to me.   I understand if I do not my e-bike 
must be returned and I will need to pay for any resulting costs. 
 
Signed………………………………………………………………………………………….. 
 
Name (print)…………………………………………………………….. Date………… 
 
And if Under 18 — Parent/Guardian 
 
I agree to………………………………. participating in the scheme and will oversee the 
loan.  I understand I may be liable for any costs incurred by them participating 
in the scheme, as detailed in this handbook. 

Signature Parent/Guardian………………………………………………………………………………  

Printed name………………………………………………………………………………………………. 
 
W2W Officers Signature (on behalf of Shropshire 
RCC)……………………………………………………………………………..                                    Date…………… 
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1. Looking after your E-Bike  

 
Wheels 2 Work will: 
 

• Provide an e-Bike in good condition. 

• Pay for the cost of more complex repairs and maintenance when it is not 

your fault. 
 

a) Carry out basic checks and maintenance 

You will: 
 

• Carry out basic checks before riding (see 'M' check p. 17) 

• Every month, give your e- bike a good look over to check for wear or 

damage.  Check connections, wear on tyres and brakes 
• Carry out basic maintenance. This includes mending punctures.  See p. 

17 for maintenance tips.  Your nearest bike shop should be able mend a 
puncture for a small fee.  Give us a call if you need some advice. 

 

b) Clean your E-Bike regularly 
 
You will: 

• Use a slightly damp, soft cloth to clean near any electrics including any 

casing.  Wipe dry with a soft cloth immediately.  DO NOT use much liquid 

to clean near the electrics 

• Clean your Bike with hot, soapy water e.g. car shampoo - avoid a lot of 

washing up liquid. Use a bucket and cloth rather than a hose - so you do 

not get water near the electrics. Do not use a high pressure hose as this 

can damage the electrics. 

• Clean around the wheels rims regularly as dirt and grit will affect the 

brakes. 
• After cleaning, give accessible moving parts a drop of light oil (e.g. 3 in 1 

oil). 

c) Secure your E-Bike 

W2W will: 
 

• Provide a lock. 
 
You will: 
 

• If possible keep your E-Bike in a locked garage or shed.  If not
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keep your E-bike locked to a fixed object ideally and use the cover 

provided at home and whenever parked up at work. When not in use, 

remove the battery and keep it in a dry, safe place. 

• Raleigh Dovers are also fitted with a frame lock. Insert the key and  

slide the lever down to lock the wheel. 
 
 

d) Return your E-Bike in good condition 

Wheels 2 Work will: 
 

• collect your E-Bike if you are unable to return it yourself 
• pay for any 'wear and tear’ damage 
• inform you within two weeks if there are any costs you need to pay. 

 
You need to: 
 

 Return the E-Bike and equipment clean and in working order 

 Tell us in advance if there is any damage beyond reasonable wear and 

tear 

 Pay for any damage caused by you beyond reasonable wear and tear 

including cleaning the E-Bike if there is caked on dirt 
 
e) Faults 
 
W2W will: 
 

• Repair and pay for any faults that you did not cause 

 Provide a replacement E-Bike if there is a spare one available when your 

E-Bike needs repairs and it is not your fault 
 
You need to: 

•  Report any faults, safety concerns to W2W immediately and we will tell 
you what to do next.  Do not ride your E-Bike or attempt to mend it.  If you 
can't reach Wheels 2 Work, try your local bike shop or e-bike retailers 
listed on the back page.  Be aware that if you go ahead with repairs before 
informing Wheels 2 Work you may have to pay for them yourself.  You are 
responsible for any basic maintenance e.g. punctures, replacing batteries 
on lights. 
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2) Riding Safely  

 
a) Follow the Highway Code 

 

Follow the highway code www.nidirect.gov.uk/the-highway-code - See p.24 for 

some additional tips on riding safely. 

 

b) Accidents 

If you are involved in any accidents: 
 

 Call  999 immediately if anyone is injured or the accident is causing a 
hazard. 

 If you can, move you and your E-Bike to a safe place and chain it up. 
 Call Wheels 2 Work and we will advise you what to do next. 
 Do not ride your E-Bike until it has been checked by someone approved by 

W2W. 

 If the police are involved, write down an incident number.   If your E-Bike 

is not road worthy and needs to be recovered, this should be done by 

W2W or someone approved by W2W. 

 Try and remember/write down as much information as possible inc. 

details of all vehicles and contact numbers of people involved. Take 

pictures on your mobile if you can. 

 You will need to pay for the cost of the repair, usually up to £100 (our 

insurance excess) or more where there is evidence of negligence  

 If another person or vehicle was to blame you must provide clear proof of 

this.  

 Stay calm - don't get yourself in trouble to make a point. 
 

c) Training 
 
W2W will: 
 

 Provide cycle training for you if you request it.  

You need to: 

 Tell us if you feel you would benefit from training & attend training if 

required. 
 

d) Bad weather 
 

You need to: 

 Always think if it is safe to ride.  If in doubt, use your 'back up plan' (p.12).  

It's not worth serious injury to yourself or others. 

http://www.nidirect.gov.uk/the-highway-code


 

 

Shropshire Wheels 2 Work E-Bike Handbook 
 

 
 

7 

In cold weather, wrap up warmly. 
 

e) Safety Equipment 

W2W will: 

 Provide you with a helmet, lights and high visibility vest. 

You need to: 

 Wear your safety equipment and appropriate clothing. 

 

f) Insurance 
 

W2W will: 
 

 Insure your electric bike against damage or theft 
 
You need to: 
 

 Consider taking out Personal Accident Cover to cover any injuries to 
yourself or any loss of earnings.  This is not covered by W2W. 
 

3) Use of your E-Bike  

 
You need to: 

 Use your E-Bike mainly for work  

(some local social use is allowed) 

 Never lend your E-Bike to anyone 

else. Your bike will not be insured. 
 If you no longer need 

your E-Bike you will 
need to return it e.g. 
because you have 
changed jobs, lost 
work or bought your own transport. 
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4)  Stay in touch with W2W 

 
W2W will: 
 

Make reasonable efforts to pass on important information e.g. calling a 

phone and sending letter  

 

You need to: 
 

 Make sure you provide W2W with 
up to date contact details 
including a phone number, 
address and employers' details. 
You will have given these on your 
application form and we will 
assume they are correct unless 
you tell us. 

 Respond to any urgent messages 
within 24 hrs or the time frame 
given. 

 
 Tell us if you are going be out of contact for 3 days or more e.g. on holiday 

without your mobile. 

 

 

5) Work towards getting your transport sorted out in the long term 
 
W2W will: 

 Give you 6 months of low cost transport whilst you get your own travel 
sorted out.  We will give you advice and guidance to help you do this. 

 Provide you with at least one month's notice if we have to cease the 
scheme because we can no longer fund it. 

 
You need to: 

 Put together an independent transport plan with your project officer 

and follow up any action points you agree (see page 12). 
 Ask us if you need any more help. 
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6)  Making Payments on time 

You need to: 

 Pay a £15 start-up fee plus £15 a month.  £15 will be refunded at the end of the 
loan if your bike is returned clean and good condition and you are up to date 
with all payments. 

 Pay for any damage that is your fault.  This will usually be up to £100 for 
accidental damage (our insurance excess) but may be more e.g. if our insurers 
refuse to pay, or in the case of deliberate damage. 

 Pay fines for road traffic violations. 
 If you have a problem of any kind with payments, please contact W2W immediately. 

 

7)  Treat Everyone with Respect 

 
You need to: 

 Treat all staff, project partners and road users with respect.  Examples of 
disrespectful behaviour include shouting, swearing, making threats and 
blaming a person for something beyond their control. 

 We understand that things like faults can be stressful, but they are not an 

excuse for poor behaviour. 
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What happens if I don’t follow the rules? 

We want to support as many deserving people as possible.  Our time and money 

is limited.  If you don't follow the rules, you will waste our time and money and 

you may be 'sent off' the scheme and your E-Bike returned.  It works a bit like the 

football – except no balls are involved (hopefully). 

If you do not act in accordance with the instructions and we are not able to 

collect your electric bike you will be liable for the costs of a replacement bike and 

equipment.  This could be up to £1500. 

Warnings will be given, where possible, by phone and in writing

 

Warning (like a 'yellow card') 
 

We will give you a warning for the following: 

1) Causing minor damage to your E-Bike by not looking after it properly or 

riding safely. 

You will need to pay for this damage before being provided with another E-Bike. 

2) Any indication of minor unsafe cycling that can be sorted out by some cycle training.  You 

will need to complete training to be able to go0 back on the road on your E-bike 

3) Missing a payment / owing money and not contacting us to and making and keeping to an 

arrangement to pay. 

4) Failing to attend one appointment or arranged training session without telling us 24hrs 

before and with good reason.  You will need to pay for any costs e.g. cancellation fees. 

5) Not giving Wheels 2 Work your contact details or not responding to messages within 3 days 

or the time frame given. 

6) A minor incidence of showing disrespect to a member of staff or partner organisation, or 

another rider or driver whilst on a Wheels 2 Work E-Bike. 

7) Withholding or giving incorrect information to W2W which has the potential to cause a 

minor problem. 
8) Other minor events identified as a problem. 
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Red Card (sent off' the scheme and E-Bike returned) 

We will give you a 'red card' for the following: 

1) A warning followed by one or more 'warning' offences. 

2) Looking after it properly or not riding safely. You will need to pay for this 

damage. 
3) Causing any damage to your E-Bike deliberately. 
4) Serious incidents of unsafe cycling. 
5) Any unsafe cycling that cannot be sorted out e.g. by some training. 
6) Refusing to make payments as discussed and agreed. 

7) Not giving W2W your up to date contact details or not responding to 

messages for 7 days or more. 

8) Withholding or giving incorrect information to W2W which has the 

potential to cause a serious problem 
9) Any other major events identified as a problem. 

You will also need to return if E-Bike if you are no longer in work or if you change 

work and Wheels 2 Work have decided that it is no longer essential. 

We reserve the right to contact and work with employers and agencies if we 

have been unable to work with you to resolve serious problems.   

Where the law has been broken, we will work with the police and debt 

recovery agencies. 
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Your E-Bike Loan 

 
 
Nearest cycle shops to home / work 

 
 

 

Back-up plan 

If I cannot use my E-Bike e.g. poor weather, injury or breakdown, my back up 

plan(s) is to: 
 
 
 
 
 

To prepare for this I need to: 

 
 
 
 
 
 

Independent Transport Plan 

 
Transport options I am considering: 
 
Electric bike      Motorbike     Own car    Car share    Bike    Moped 

Other: 

Action points 
 
What? Who? When? 
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My Costings 
 

Costings to be used as a guide only.  See our website for guide costings for 

motorised transport. 

 
 

 Electric bike Bike  
 

My costings  

Up front cost      

Vehicle £500 - £1500 £50 
(second 
hand)- 
£300  

  

Insurance – deposit x X   

Tax X X   

Equipment/safety gear Provided by 
W2W 
 

Provided by 
W2W 

  

Training/lessons Provided by 
W2W 

Provided by 
W2W 

  

Up front cost total £500- £1500 £50 - £300   

Monthly costs     

Insurance  £4 £2   

Fuel  £2- £4 
Electricity  

   

Breakdown cover  X X   

Total monthly costs £6 - £8 £2   

Annual costs      

Service £40 
 

£30 
 

  

Total annual cost £40 £30   

Other possible one-off costs     

Insurance excess £100 £100   

Maintenance  £50 £20   

Total possible one-off costs £150 £120   

All Annual Costs  £612-£1746 £104-£474   
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Saving for your own transport 

To afford your own transport at the end of your loan you will need to save and 

possibly borrow money.  You will need to start planning at the start of your loan. 
 
We suggest you: 
 

 Work out how much you need to save each month 

 Automatically transfer this amount to a savings account after your salary 

has come in 

 Consider saving with a Credit Union - you should then be able to borrow 

money at a low rate. 
 
Credit Unions 

 
Wheels 2 Work works with local Credit Unions and can assist with paperwork if 
you need it.  Credit Unions are not-for-profit - they are set up to benefit savers 
not to make money out of you.  Even with a poor credit rating, you can set up an 
account.   They will only loan to you what you can afford to repay.  Contact 
them to arrange an interview to discuss how much money you could save and 
borrow. 

Just Credit Union, The Guidhall, Frankwell, Shrewsbury SY3 8HQ.  Also hold 

sessions in Ludlow, Oswestry, Shrewsbury, Craven Arms & Market Drayton. 
 
Tel:  01743 252325 Email: info@justcreditunion.org 
www.justcreditunion.org 

Fair Share Savings and Loans, Unit 5 Hazeldine House, Central Square, Town 

Centre, Telford TF3 4JL & Castle Gates, Shrewsbury. Also hold  

sessions in Craven Arms, Bridgnorth, Market Drayton, Oswestry,  

Whitchurch, Shifnal & Wem. 

Tel: 01952 282528  info@fairshare.uk.com 

www.fairshare.uk.com 

 

 

Buying an Electric Bike 

•   Electric bikes usually cost between £500 - £1500. 

•   Think carefully before buying cheaper models - the electrics may not stand 
up to heavy use e.g. in wet weather.  If you do buy cheaply, look at the 
length of the warranty - you should expect this to be around 2 years

mailto:info@justcreditunion.org
http://www.justcreditunion.org/
mailto:info@fairshare.uk.com
http://www.fairshare.uk.com/
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 Consider buying a folding electric bike - it's easier if you get a lift or public 

transport one way. 

 Consider buying from a local shop. They will then be able to help if  

 anything goes wrong, especially with the electrics.  
 Check to see if your employer has a Cycle 2 Work scheme.  This may 

enable you to buy a bike at reduced cost through your wages. 
 Check if bike shops offer a credit.  Shop around for the best deal if you 

are not paying up front. 
 Wheels 2 Work can provide a payment reference if you have paid regularly 

and on time. 
 

Local E-bike Suppliers  

Below are some of the E-bike suppliers in the area that have been used by Wheels to Work 

Name Address Details and website Phone 

Dave 
Mellor 
Cycles 

9a New Street, 
Frankwell,  
Shrewsbury 
Shropshire 
SY3 8JN 
 

Specialise in Giant e-bikes 
 
http://www.davemellorcycles.com/aboutus.asp 
 

01743 
366662 

Plush Hill 
Cycles 

8 The Square 
Church Stretton 
Shropshire  
SY6 6DA 
 

Specialise in Raleigh e-bikes 
 
http://www.plushhillcycles.co.uk/ 
 

01694 
720133 

 
Silver E 
Riders 
 

38B Vanguard 
Way. 
Shrewsbury 
SY1 3TG 
 

Wide range of new and used e-bikes 
 
http://silvereriders.co.uk/ 
 

01743 
588585 

  

http://www.davemellorcycles.com/aboutus.asp
http://www.plushhillcycles.co.uk/
http://silvereriders.co.uk/
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Buying an E bike – things to think about 

Feature What to think about Comment 

Frame  E bikes, like other bikes, have 
cross-bar and step-through 
designs 

E bikes are heavier than pedal bikes so some people 
prefer  a step-through frame. These frames can be 
easier to use because you can get on and dismount 
more easily.  

Electric 
drive system 

The electric drive is either  
central (by the pedals), 
through the rear wheel or 
through the front wheel 

Central drive is probably best but is usually only 
found on more expensive bikes. Rear drive is the 
most popular. Front drive could increase the chance 
of skidding in wet weather.  

 Pedal assist  There are 2 ways the electric 
assistance is provided. One is 
called a ‘rotation sensor’ - 
the power starts when you 
have started pedalling. The 
other is ‘torque sensor’ – 
power starts as soon as you 
press the pedals. 

The rotation sensor feels more natural to most 
people as the power starts just after you start 
pedalling. The torque sensor can be a bit jerky and 
unexpected at low speed. Check which type is on the 
bike and make sure you are happy with it. 

Throttle Useful if you have health 
problems like painful joints 
and may need a break from 
pedalling, or if you need to 
push the bike up steps or 
stairs.   

Bikes with a throttle can be ridden just with electrical 
assistance or it can be used when starting off, making 
it easier to pedal when starting the bike 
 

Battery 
capacity  

Battery capacity affects how 
far you can go before the 
battery needs recharging 

Most batteries are 36volt (v). The greater the Amp 
hour (Ah) the longer they last before recharging. A 
battery that is 36v 8 or 9 Ah should last 25- 40 miles 
depending on the power you use 

Battery 
location 

Most batteries are vertical, 
next to seat tube or 
horizontal on a rack at the 
back 

Vertical is slightly better as it keeps the centre of 
gravity lower. Rear carrier mount is okay but the bike 
can feel a bit  top-heavy – check individual bike  

Cables Are the cables on the outside 
or are they partly routed 
inside the frame? 

If part of the cable is routed inside the frame they 
may be less affected by rain. Some bikes have a 
removable wiring loom – can unplug the controls at 
the handlebars and at the motor so that the wires in 
between can be replaced 

Side stand 
 

Desirable as it makes it easier 
to park the bike 

Fitted as standard on most bikes 

Other 
features 

Pannier rack, lights A pannier rack that fits over the back wheel can be 
useful as you can attach bags to it.  
 
Some bikes come with lights that are powered by a 
dynamo on the bike but you still will need battery 
lights as dynamo lights don’t always work when you 
stop at junctions etc.  
Some bikes come with fitted lights charged by the 
battery.  
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Basic Bike Usage & Maintenance 

 

Before you ride: Carrying out an ‘M’ check 

 

Go to youtube.com and search for 'bike M check 

Sustrans' to see this.  
 

1. Front Wheel 

 

Is the front wheel secure? 

Lift the bike and spin the tyre. Is the tyre 

straight? Is it damaged? Are the brake pads worn 

or cables frayed? 

Check the tyres- are they firm? The tyre pressure 

is given on the tyre sidewall. 
 

2. Handlebars, electric power control & lights 
 

Hold the tyre between your knees.  Check the handlebars are straight and 

securely tightened. 

Hold the front break on and try and push the bike forwards and backwards- if 
the breaks are good the bike should not move. 

Check the power levels on your battery and look for any warning lights. Check 

the clean & lights are working. 
 

3. Frame, chain and pedals 

 

Check pedals and chain moving freely. 

Check for damage to the frame. 
 

4. Seat and battery 

 
Is the height correct? You should be able to extend (but not stretch) when 

pedalling.  Is the seat secure? 

Is the battery securely fitted? 
 

5. Back wheel 

Repeat same checks as you did on front wheel.
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Electrics and power 

When the battery is fitted turn the power on at the handlebar control and pedal 

away.  You can alter the power assist levels at any time when you are riding. 

If possible, keep water away from the electrics.  In wet weather, dry off the bike 

around the electrics with a cloth.  When cleaning, use a damp cloth and dry 

afterwards. 

If the electrics have a fault, lights will flash on the controller.  Try turning the 

power off and leaving the bike for a few minutes.  Turn the power on. If this 

does not solve the problem call Wheels 2 Work. 

Giant Twist models - light Ll will blink when the battery has completely run 

down.  In this case, recharge the battery. 

 

Lights 

Raleigh Dover models have dynamo lights that operate when the bike is moving.  

There is a switch on the back of the front light turning the  

system on and off.  The rear light will stay on for a short period of time after the 

bike has stopped for your safety. 

Giant twist models use battery lights.  Carry spares with you when riding at 

night. 

 

Battery 

The battery should be last around 25 - 50 miles depending on the power setting 

you use, load, wind direction etc. 

To recharge the battery, turn the power off, use the key to unlock the battery 

and remove it from the bike.  A battery will usually take 5- 6 hours to fully 

charge.   

DO NOT CHARGE THE BATTERY FOR MORE THAN 24 HOURS! 

The battery can be topped up after every ride or run flat.  Do not leave the 

battery outside on your bike when the bike is not in use.  Store at room 

temperature. 

Make sure you fully recharge your battery at least once a month.  
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Lubrication 

Lubrication should be done after cleaning.  Check your chain and gears for 

corrosion at least every month. 

For instructions on cleaning your E-bike, see p4.  Lubricant or lubei can be 

bought from cycle shop. Turn the pedals backwards whist spraying or dribbling 

lubricant onto the middle (rollers) of the chain.  Lubricate gear and brake pivot 

points where the cable enter housings.  Keep lubricants away from tyres, rims, 

discs and electrics. 

 

Mending a Puncture on an E-bike 

A good mechanic's tip is to take a photo of the wheel before you take it apart in 
case you forget where the bits go and what it should look like! 

Mending a puncture on a front wheel on an E-bike is the same as a standard 
bike.  Mending the rear puncture is more difficult and we recommend you use a 
cycle shop to do this for you.  The cost should be £10 - 15.  Call ahead to check 
the shop is happy to do this for you. 

If you are having problems call Wheels 2 Work. 

Raleigh Dover models - are fitted with puncture resistant slime.  Try pumping 

up the tyre, in many cases the slime will fill the hole. 

If it is a front tyre, disconnect the light plug before repairing. 

If it is a back wheel, disconnect the cable connected to the hub before removing 
the tyre. The gear cable is connected to the hub which needs to be removed 
first: on the right hand side of the bike attaching the cable and rear hub you 
will find the Nexus connector unit. On the back of this unit is a black screw that 
needs to be loosened a couple of turns (but not fully removed) then the Nexus 
unit should slide off away from the hub. At this point the spring connector pin 
will be exposed, be careful not to loose it (its covered in grease and sticking out 
of the hub axle). The rear wheel can then be removed with a 15mm spanner. 

If you need some advice call Plush Hill Cycles (01694 720133). Plush Hill Cycles 

supply this model to Wheels 2 Work and are based in Church  

Stretton. 

Giant Twist models - back wheel punctures should be mended by a bike shop. If 

convenient, take to Dave Mellor Cycles in Shrewsbury (01743  

366662) as they are experts in this model and supply the bikes to Wheels 2 

Work) 
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How to mend a Puncture  

A good mechanic’s tip is to take a photo of the wheel before you take it apart in case you 

forget where the bits go and what it should look like!  

1.  2.  

1. Locate the cause and size of the puncture. If the tyre is blown out, or has a large hole, it 
will have to be replaced. If you rode it through a patch of thorns, it may have dozens of 
holes, but if it is a single small puncture, for instance a nail, often it can be fixed on the bike 

2. Turn the bike over so it is standing on the seat and handlebars. Make sure it is not on the 

brake levers or the gear shifter. A block of wood may be needed to support it off of these 

items. 

3.       4.  

3.Spin the tyre slowly. Look for anything sticking out of the tyre, such as a nail, a piece of 

wire, a screw, or any other object. 

4. Let the remaining air out of the tube. You may want to invest in a tyre valve tool, but a 

matchstick, or ink pen can be used to depress the schrader valve stem to do this. The valve 

stem is the small round piece of metal underneath the plastic cap where air is put into the 

tyre. 

http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-1-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-2-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-3-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-4-Version-2.jpg
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5.       6.  

5.Pry the tyre off the rim. Use tyre levers to remove the tyre from the rim. Insert one 
between the rim and the tyre, push down on the lever to lift the tyre from the rim, insert 
the second tyre lever, and run it around the rim to remove the tyre. If you don't have tyre 
levers you may use a screwdriver as follows: Push a dull flat blade (common) screwdriver 
between the tyre bead and the rim, and pry the edge of the tyre off the rim. You will need 
to pry the tire loose around the rim, about an inch or two (2.5 cm - 5 cm) apart, until the 
tyre becomes loose enough to pull free on one side. 
 
6. Lift the tube out of the tyre. Be careful not to rip the valve stem off. The tube should be 
hanging between the rim and the frame, so if it is a back wheel, don't let it become 
entangled with the gears or chain. 

7.               8 .  

7.  Pump enough air into the tube to inflate it sufficiently to find the leak. A bike tube will 
double or triple its original diameter, and the more air, the more the leaking hole will expand, 
making it easier to find it. 

8. Look around the tube for a small hole. Feel and listen for air escaping. An even easier way 

is to hold part of the tube under water, for example in a bucket, to see bubbles escaping 

from the hole. 
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9.           10.  

9. Mark the location of the hole when you find it. Use a ballpoint pen or a piece of chalk to 
draw a large "+" centered on the puncture. Otherwise, you may have difficulty applying the 
patch. Remove the air from the tube once more. 

10. Buff the area where you will install your patch. Most patch kits come with a small metal 

rasp or a postage stamp-sized piece of sandpaper to do this. 

11.         12.  

11.Spread a thin layer of glue around the puncture site. Allow it to dry until the liquid gloss 
disappears. Let as much air as possible out of the tube. 

12.Peel the plastic backing from the patch. Be careful not to touch the sticky adhesive surface, 
and place the sticky side on the tube, pressing it firmly into place. You will need to use one 
hand to hold the back of the tube to press hard enough to get the patch to seal. 

13.          14.  

13. Slide the tube back into the tyre. Be sure that the valve stem is aligned with the hole in 

the rim it sticks out of. 

 

http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-9-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-10-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-11-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-12-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-13-Version-2.jpg
http://www.wikihow.com/Image:Mend-a-Puncture-in-a-Bike-Tire-Step-14-Version-2.jpg


 

 

Shropshire Wheels 2 Work E-Bike Handbook 
 

 
 

23 

14.Push the tyre back on with the palms of your hands. Important: Avoid using levers if 

possible, and never use a screwdriver to perform this step. The object is to push the bead of 

the tire back over the rim, without pinching it and possibly causing another puncture. 

15.            16.   

 

15. Put the wheel back on the bike. Reconnect the brake if you disconnected it to remove the 
wheel. If it was a back wheel, work the chain around the gear cluster. Verify that the rim is 
centered between the brakes. Then tighten down the nuts or quick-release lever firmly.  

16. Reinflate the tyre. Read the tire pressure printed on the side of the tyre and use a tyre 
pressure gauge to avoid over-inflating the tyre. Put away the tools and finish your ride. 
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How to cycle safely 

 

We can arrange one-to-one cycle training to increase your confidence and skill on the 

road.  Here are some tips (adapted from the NHS cycle safety website).  

 Look behind you before you turn, overtake or stop. 

 Use arm signals before you turn right or left. 

 Obey traffic lights and road signs. 

 Don’t ride on the pavement unless there's a sign saying that you can. 

 On busy or narrow roads, don’t cycle next to another person. 

 When overtaking parked cars, watch out for car doors opening suddenly and allow 

room to pass safely. 

 Don’t use headphones while cycling. 

 Never use a mobile phone while cycling. 

 

Be visible to other road users 

Make sure you’re visible to other road users and pedestrians. Wear bright or fluorescent 

clothing in daylight or poor light, and reflective clothing at night. Always use lights after 

dark, in the rain or if the weather is overcast. 

Don’t cycle too close to the kerb 

Give yourself space on the left and don't feel you have to cycle close to the kerb if a car 

behind you gets impatient. By moving further into the road you’ll avoid most drain covers 

and roadside debris. You’ll also help drivers think more carefully about when it’s safe to pass 

you.  

Protect yourself with a helmet 

Always wear a helmet as this reduces the risk of head injury if you’re in an accident. To be 

effective, the helmet must be level on the head, with the pads inside touching all the way 

around and the strap comfortably snug. 

Make eye contact with drivers 

Always be aware of who is around you. Make eye contact with drivers and let them know 

you’ve seen them. This will tell you if the driver has seen you or not, which is especially 

helpful before you make a manoeuvre. 

Make your intentions clear to other road users 
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Show drivers what you plan to do in plenty of time and when it’s safe to do so. Always look 

and signal before you start, stop or turn. Looking over your shoulder while indicating with 

one hand can be tricky at first, so practise this first when you're not on the road. 
 

 Cycling etiquette 

 Don't weave in and out of traffic or change direction suddenly without signalling. 

 Use cycle routes, advanced stop lines, cycle boxes and toucan crossings (dual cycle 

and pedestrian crossings) unless it's unsafe to do so at the time. It's not compulsory 

to use these, and whether you do so will depend on your experience and skills. But 

they can make your journey safer. 

 Give pedestrians priority at all times. Some may be partially sighted or deaf and may 

not be aware of your presence. 

 Use your bell to inform other road users of your presence. Fit a bell or horn if your 

bicycle is not fitted with one. 

 

Legal issues for cyclists 

 

It's against the law for cyclists to: 

 Cycle through red lights, including lights at pedestrian crossings.  

 Cycle on pavements, unless there's a sign showing that the pavement has been 

converted to a cycle path. 

 Cycle the wrong way up a one-way street, unless there's a sign showing that cyclists 

can do so. 

 Ride across pedestrian crossings, unless it's a toucan crossing with a sign saying that 

cyclists can do so. 
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End of Loan Survey 

We use the end of loan survey results to help assess how useful the scheme has been to you and to 

make improvements to the scheme.  

Please answer these questions at the end of your loan:  

1. Are you in employment?  Yes/No 

 

2. A) Do you have your own transport?  Yes/No 

B) If yes, what type of transport do you have? 

3. Overall, how useful was the Wheels 2 Work scheme in helping you find and/or keep work? 

Essential             Very Useful            Quite Useful              Not Very Useful           Not Useful at All 

 

3. Would you recommend the Wheels 2 Work scheme to a family member or friend if they 

needed it?     Yes / No 

 

4. What was the most useful thing about the scheme? 

 

 

5. Is there anything you would like to change or improve about the scheme?  

 

 

6. Any other comments 

 

 

 

Your name_______________________________________ 

You can return the responses by telephone, email or post.  

 

Handbook revised May 2015
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