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Cycle Leaders
· Book cycles with local Cycling Coordinators using booking form (complete number of bikes needed). 
· Issue health questionnaire to all participants on the cycle.
· Plan and risk assess cycle routes using route plan awareness form (please keep for future reference).
· Sign cycle pod keys out at each location and return after each cycle.
· Assign bikes and equipment to participants.
· Check all equipment before and on return of the cycle for faults or mud.
· If any faults on bikes, mark faulty equipment with tags (detail fault) and separate from main stock, if possible.
· Complete fault reporting form to highlight the fault. 
· [bookmark: _GoBack]It is essential that faults are reported via fault reporting form, and returned to local Cycle Coordinator as soon as possible.
· If a Cycle Leader has attended a maintenance course, provided by Council or the SHSCT, please attempt to fix punctures, as tubes are provided in the pod, otherwise complete fault reporting from and return to Cycle Coordinator.
· If any incidents occur on a cycle, complete cycle Incident report and return to Cycle Coordinator as soon as possible.

Please respect all equipment in the pod and other users by ensuring bikes, equipment and pod are left in a suitable condition and ready for the next user. 
Please ensure all equipment is left, as you would like to find them! 
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