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Cycle leader Procedures/Check list

Before cycle ride
· Complete Booking Form and forward to the local cycle coordinator
· Agree time & date for key collection, sign out key & return
· Plan your route and identify any potential hazards – record on Hazard Awareness/Risk Assessment  
· Ensure participants complete Health Check Questionnaire before the cycle (some leaders may be required to use their organisations health form)

On the day of the cycle ride
· Ensure you have the following with you: 
· Cycle Register
· Hazard Awareness/Risk Assessment form
· Faults Reporting form
· Incident/Accident Reporting form
· Emergency contact details for participants
· Collect and sign pod key out
· Welcome group & complete Cycle Register
· Allocate equipment (cycles, panniers, helmets etc.) to participants 
· Ensure leaders’ panniers have adequate spares for the cycle
(Lights, pump, alen keys, cycle locks (and keys) repair kit and tube) 
· Brief participants on cycle including any potential hazards identified

After cycle ride
· Inspect bicycles & equipment
· Complete Faults Reporting form if required – including to replace spares
· Indicate any faults on bicycle/equipment using tags – record fault/sign/date 
· Lock helmets together in the pod
· Leave pod tidy for next group
· Return pod key 
· Return Faults Reporting and/or Incident/Accident forms as required to the local cycle coordinator

If a cycle leader has undertaken maintenance training through the Council, please try to fix flat tyres but otherwise please report through the correct procedures. 
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