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Introduction

Team Leaders provide critical support and act as a source of information for all riders.
T

here are likely to be over 300 cyclists signed up for the event this year. As a result, the Toronto People With AIDS Foundation needs our support to manage the riders’ needs. In this way, the PWA can plan a safe ride for all of us and continue to provide services to the people in our community living with HIV/AIDS.

As a Team Leader, it’s up to you to set the standard for your team members. It is important that you use your personal experience to help all riders be physically, mentally and financially prepared to safely meet the obligations of going on the ride. 

With your leadership and coaching each member of your team will be ready to have one of the most gratifying experiences of their life as they journey from Toronto to Montreal to support people living with HIV/AIDS in the Friends For Life Bike Rally.

Roles and Responsibilities

lead∙er (lē’dər)
a person who guides or inspires others.

As a Team Leader you represent the entire Friends For Life Bike Rally organization as well as the Toronto People With AIDS Foundation. Riders, crew and the Bike Rally steering committee will look to you for leadership and support. You are generally the first point of contact for your team and as such need to conduct yourself in a positive manner and be available to assist riders during the training rides, the ride to Montreal as well as to act as the critical communication link to your team.

As a Team Leader, you will be called upon to assist in various ways including:

· Providing a supportive environment for all riders on your team, particularly new riders.

· Communicating regularly by either telephone or e-mail with your team members.

· Encouraging, supporting and motivating the fundraising progress of your team mates and reporting progress to the Team Leader Committee.

· Riding safely at all times to provide a positive example to all riders.

· Attending Team Leader meeting(s) as required.

· Attending as many weekend training rides as possible.

· Keeping riders on your team aware of the Bike Rally training rides, events, seminars and meetings.

· Leading training rides. See the Leading a Training Ride section for more details.

· Working together with your team to assist the Food Crew at designated meals during the ride to Montreal.

· Assembling your team and riding together with them for the final leg of the ride into Montreal.

· Ensuring that any questions and concerns raised by your team are addressed or passed to the appropriate individual.

· Taking direction from the Team Leader Committee.

Training Ride Support

As a returning rider you are aware of the importance of training in order to develop rider fitness. This not only improves the rider and crew experience during the ride to Montreal but also the overall success of the event. The Bike Rally training rides are a great way to do that and at the same time stay in touch with your team.

As a Team Leader, you will help support the training rides by:

· Working together with your team and leading at least two training rides. Detailed guidelines can be found in the Leading a Training Ride section.

· Working together with your team and sweeping at least two training rides. Detailed guidelines will be provided.

· Providing a supportive environment for all cyclists in attendance at training rides.

· Being prepared to communicate to a potentially large group of 50 or more riders.

Creating and Maintaining Teams

The purpose of the team is to provide access to helpful information about the ride and opportunities to meet other participants, make contacts and generally provide support for one another. Teams are formed in partnership between the Team Leaders and the Team Leader Committee and are roughly composed of 50% new riders and 50% returning riders and two Team Leaders. All attempts are made to create teams whose members are located in the same geographic area. This not only encourages team social events but also ensures that team mates are in close proximity if one wishes to coordinate going to training rides or events together.

The guidelines for creating the teams are:

1. Team Leaders each pick up to 5 riders that they would like to have on their team from the list of registrants.

2. Riders are placed into the team of their choice, or with other riders with whom they would like to be paired, based on the information they indicated on their registration forms.

3. The remaining spots are filled by considering rider status (i.e. first year vs. return) and geographic location.

For ongoing team maintenance, in addition to the above guidelines, new riders will be distributed across the various teams in order to keep teams as even as possible in number.

Rider Empowerment

Riders must qualify for the ride and take responsibility for themselves. They will need help along the way and your support and experience is invaluable.

You can help the riders on your team qualify for the ride by:

· Providing suggestions and support so that they can reach or surpass the minimum fundraising goal of $2,200.
· Assisting them to attain a fitness level adequate for the ride to Montreal by ensuring that they complete the mandatory 50 Km, 100 Km and back-to-back 100 Km training rides.

· Ensuring that first year riders attend the mandatory seminars, in particular Bike Maintenance & Repair.

· Enforcing safe riding practices at all times by providing positive examples and instruction.

Communication

At times, you may be asked to communicate information to your team or to collect information from them. It is important that this information be disseminated or collected in a timely manner. Templates will be provided to help you gather the required data. You are asked to complete these templates and send them back to the Team Leader Committee.

Your riders will ask you questions prior to the ride pertaining to logistics, experiences and equipment required. When you are asked a question think about your own experiences and give them the best advice you can. If you do not know the answer, work with the rider and with the resources you have at your disposal to find an answer. If you need help to answer any questions, look on the Friends For Life Bike Rally web site at www.bikerally.org or ask a member of the Team Leader Committee.

Let your team members know what to expect and how to be prepared. Always prepare your riders so that they have no surprises.

Friends For Life Bike Rally Online

The Friends for Life Bike Rally website at www.bikerally.org is full of helpful information and should be used as a primary resource for yourself and the members of your team.

Topics on the website include:

· Information on the PWA and HIV/AIDS

· Training ride schedule.

· Event schedules.

· Seminar information and schedule.

· Cycling route maps.

· Fundraising tips.

· Training tips and articles.

· Bike Rally logistics.

· Message forums.

· Packing information and lists.

· Bike Rally logistics and general information.

This site is accessible to everyone so be sure that your riders are aware of it and use it.

For More Information

If you need any additional information, contact a member of the Team Leader Committee. They can help you to set up your teams, offer guidance and information, answer questions and provide you with the templates you will need to help you collect the required rider information. 

CONTACT INFO FOR THE TEAM LEADER COMMITTEE CAN BE FOUND ON THE BIKE RALLY WEB SITE @
WWW.BIKERALLY.ORG
YOU CAN EMAIL THE TEAM LEADER COMMITTEE DIRECTLY @


TEAMLEADER@BIKERALLY.ORG


Leading a Training Ride

Leading a training ride is easy and fun if you have all the information at your fingertips.

A

s a Team Leader, you are required to work together with your co-Team Leader and lead at least two training rides. Training rides are a fantastic way to get into shape for the ride to Montreal, learn and practice safe riding techniques, meet fellow riders and make new friends. Keep in mind that more than half of the cyclists at training rides are new riders and you can help them by sharing your knowledge and providing encouragement and support.

Getting Prepared

1. Between you and your co-Team Leader, determine who will be making the morning announcements. See the Introductions and Announcements section below for guidelines on the topics that should be covered during the announcements.

2. Determine who will be sweeping before the morning of the training ride. Select from your team’s experienced riders to act as sweeps. The Sweep remains behind the last cyclist so that if there are any problems on the road they will be able to help. If a cyclist is having difficulties and requires help, they should pull to the side of the road and wait for the Sweep. They must clearly signal or call out to stop the Sweep otherwise they may just think they are another friendly cyclist. While the Sweeps are there to help, all participants are responsible for their own safety.

3. Find a volunteer to run the group stretch exercises.

4. Stay organized. Prepare the items that you need to bring with you beforehand so that you don’t have to scramble on the morning of the training ride. If you are late, the entire training ride and all the cyclists will be adversely affected.

What to Bring

As a training ride leader you will need to equip yourself with the following items:

· Waiver forms; at least 10.

· Pens to sign the waiver forms; at least 2.

· Route maps for riders who don’t have maps; at least 20.

· Ziploc bag to keep the waivers dry.

· List of team and Team Leader names.

· Cell phone.

· Incident Report

N. B. You may find it helpful to carry this section of the Team Leader Guide with you and use it as an aid to remind yourself of what you need to do and say during the pre-ride introductions and announcements.

Waivers

After the ride, scan the waivers and email them to bikerally@pwatoronto.org, alternatively, fax the waivers to the PWA office. The Fax number can be found at the bottom of the waiver form.

Emergencies

If you have a cell phone please carry it with you at all times. In the unfortunate event of an accident, ensure rider safety first and foremost. If there is an accident involving a vehicle, it is imperative that you call 911 from the scene even if the rider seems uninjured. You MUST report the accident.

What to do after an accident

1. Access emergency care. The first BR participants on the scene must call 9-1-1 immediately.

2. Move/don’t move injured person(s) depending on nature and severity of injuries. If at all possible, and if in any doubt, it would be preferable not to move the injured person(s), but rather wait for the EMS personnel.

3. Secure the accident site to ensure traffic flows safely around injured person(s).

4. Do not administer any food or liquids until the EMS personnel arrive.

5. If a vehicle is involved, you MUST call 9-1-1. Some injuries only manifest themselves long after the actual event. Without a Police Report the injured person(s) may not receive medical/insurance assistance, compensation claims, etc.

6. Notify PWA staff by calling the emergency telephone number (416) 550 7615.

7. Notify Wellness Chair and BR Co-Chairs.

8. Arrange for injured person(s) bicycle(s) to be removed from the accident scene for safe keeping.

9. Upon completion of the ride, an Incident Report should be completed by the persons involved in the accident and the Team Leader in charge of the ride and emailed to the TLs, PWA and BR Co-Chairs.

Incident Report

A copy of the Incident Report appears at the end of this guide. 

Timing

It is important to riders that the training ride get underway on time. Try to get to the meeting point a bit earlier than usual so that you have enough time to get everyone to sign the waivers. You can also use this time to ask around if anyone has any Bike Rally announcements they wish to make, to look for someone to lead the stretching and to find a volunteer that will start the training ride, more on this later.

Introduction and Announcements

Approximately 15 minutes before the ride is scheduled to start, gather all the cyclists and begin the introductions and announcements following the guidelines below.

1. Introduce yourself and you co-Team Lead and state that you will be leading this training ride.

2. Introduce the Team Leaders. For all training rides during the months of APRIL and MAY, while reading out the names of all teams, ask that those Team Leaders identify themselves by raising their hands. Encourage all riders to go and meet their Team Leaders and the rest of their team following the announcements. They now know who their Team Leaders are, but the Team Leaders might still not know all the riders on their team. For all other training rides, ask that all Team Leaders present identify themselves by raising their hands. Make a point of letting the other riders know that they can approach any Team Leader if they have any questions or have an issue during a training ride.

3. Ask for the predetermined Sweeps to identify themselves by raising their hands.

4. Review safe riding practices.

a. All riders must wear a helmet.

b. Headphones are not allowed during the ride.

c. Cyclists should ride single file at all times unless passing.

d. Cyclists must follow the rules of the road including stopping at all stop signs and red lights.

e. Review hand and verbal signals.

i. Left turn; right turn; stopping hand signals.

ii. Stopping! Slowing! Bump! Pothole! Glass! Gravel!

iii. Passing on the left only. Calling out “on your left” when passing.

iv. Performing shoulder checks.

5. Remind everyone of the typical road hazards.

f. Crossing metal or white lines, especially when wet.

g. Train tracks especially if angled. Always cross at right angle to the tracks.

h. Road snakes (little lines of tar used to fill cracks) especially during warm weather.

i. Sun. Riders should apply sunscreen as necessary.

6. Remind everyone to stay fueled and hydrated. On long rides, especially on hot days, it is important to replace carbohydrates and electrolytes when expending energy. At a minimum, everyone should replace electrolytes with sports drinks like Gatorade, PowerAde or eLoad or by eating some dry foods, whether an energy bar or a sandwich, along with an appropriate amount of water. If cyclists are running low on liquids, they should be replaced at the next convenience store or gas station.

7. Remind all riders that they must sign the waiver before commencing the training ride.

8. Perform a light group stretch.

9. Ask for a volunteer to start to the ride.  For the sake of expediency we traditionally allow the faster riders to depart first, then the medium paced riders and finally the slower/newer riders. These will be followed by the Sweeps.  
10.  Read out ALOUD your cell phone # and the PWA Emergency phone # (416) 550 7615, which will be forwarded to someone else on the ride, so that riders know how to contact you in case of an accident/incident.

Info at a Glance

Frequently Asked Questions

Do I have to raise the funds for my team members? 

Riders are responsible for making sure they reach their own $2,200 minimum pledge goal. As a Team Leader you can provide information, support and encouragement with respect to the fundraising but you are not responsible for raising the money for your team members. The Bike Rally organization will hold fundraising seminars and provides support and fundraising ideas through the Rider Guide, the Bike Rally website and informative e-newsletters.
How much time and communication does being a Team Leader require?
You are responsible for disseminating information to your team via email or phone whenever there is an announcement from the Bike Rally organization. You are also required to keep track of your team members’ fundraising progress and whether each member has completed the 50 Km, 100 Km, and 100 Km back-to-back qualifying rides. These activities will generally consume about 1 hour every couple of weeks.

How much socializing is expected?
It is suggested that you have at least one social event for your team. This could mean anything from a post training ride coffee to a backyard BBQ; it is entirely up to you.

What if I’m not a really social person?
One of the purposes of the teams is to foster a sense of community between its members. You don’t have to be a party person to do that. All you need to do is to be supportive and encouraging. Having some sort of a social event can be a way to foster that team spirit. If you don’t feel comfortable organizing a social event for your team, perhaps your co-Team Lead does. Alternatively, you could find a member of your team who will like to take on the social aspect of the team.

Do I have to attend all the training rides?
You do not have to attend all of the training rides. However, it is strongly recommended that both you and/or your co-Team Lead attend at least the first ten training rides so that you can meet your team.  This covers all rides which qualify for the 50k deadline Remember that more than half of the members of your team are new riders. Having them meet you and the rest of their team will help them to develop a sense of belonging and support.

An Issue has come up that I don’t know how to handle. What do I do?
If you aren’t sure how to handle an issue, whether it is with training rides or with a member of your team, contact a Team Leader Committee member. For details see page 5.

Training Ride Schedule

This schedule is subject to change. Check the training ride section at www.bikerally.org to confirm and download your route map for each ride.

YOU CAN DOWNLOAD THE TRAINING RIDE SCHEDULE @

http://www.bikerally.org/index.php/training-ride-schedule.html
Seminar Schedule

This information is subject to change. See the Calendar section at www.bikerally.org for full content descriptions and an up-to-date schedule. Email seminars@bikerally.org to register for any of the seminars listed below. Be sure to include the name of the seminar, date requested, your email address and contact number in the email.
FOR A COMPLETE LIST OF THE SEMINARS FOR THIS YEAR, PLEASE GO TO: 

http://www.bikerally.org/index.php/Table/Seminars/
	Waiver and Release of Liability
(1) In consideration of receiving Toronto People With AIDS Foundation’s (the “Foundation”) permission to participate as an entrant or volunteer in the Friends for Life Bike Rally (the “event”) and in exchange for the food and accommodation supplied by the Foundation during my participation in the event, I for myself, my heirs, executors, administrators, successors and assigns hereby release, waive and forever discharge the Foundation, together with its directors, officers, volunteers, employees, contractors, representatives, and their respective successors and assigns of and from all claims, demands, damages, costs, expenses, actions, whether in law or equity arising in any manner from my participation in the event and notwithstanding that same may have been contributed to or caused by the negligence of any of the aforesaid. I further undertake to hold and save harmless and agree to indemnify all of the aforesaid from and against any and all liability incurred by any or all of them arising as a result of or in any way connected to my participation in the said event. 

(2) I warrant and represent that I am physically fit and able to participate in the event without risk to my health, and that all my equipment is mechanically fit and suitable for its intended use in the event. 

(3) I agree and certify that I shall obey all traffic laws and wear a CSA, SNELL or ANSI approved helmet while riding as a participant in the event. 

(4) I understand that there are inherent risks involved in the participation in the event, including the potential for serious injury, paralysis or death and I voluntarily take such risks upon myself. 

(5) I, the undersigned, do hereby grant to the Foundation the irrevocable right and license to use any video footage and/or photographic images made of my likeness, acts and appearance, and the sound recordings made of my voice, throughout the course of my involvement with the event. 

(6) I acknowledge having read this waiver and release, fully understand its terms and effect, and that I have agreed to it freely, voluntarily and without any inducement or coercion.

	
	
	
	Please check off below whether you are a registered rider, crew member or Just Along For The Ride

	
	NAME
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	Witnessed by:
	
	Date:
	
	

	
	Distance:
	
	
	
	


Friends For Life Bike Rally

Toronto People With AIDS Foundation

Incident Report

Type of Incident:


 Accident/Medical Emergency


 Violence


 Excessive Verbal Abuse


 Threatening/Obscene Phone Call


 Theft/Vandalism


 Fire or Other Disaster


 Other: 












Report filed by: 




Date Form Completed:__________


Date/Time of Incident: 











Location: _________________________________________________________
Description of Incident (including names of those involved):

______________________________________________________________________

Signature of Person Completing Form


Signature of Team Leader

Describe Follow-up if required:

__   PWA staff initial once received
1

