Bicycle Adventure Club PO Box 23998 San Diego, CA 92193 www.bicycleadventureclub.org
RIDE COORDINATORS (Commercially Assisted Tour) GUIDELINES


Thank you for volunteering to coordinate a ride for the Bicycle Adventure Club (BAC). Volunteer Ride Coordinators help provide the unique flavor and variety of BAC rides. Those participating on your ride will appreciate the time and effort you put into this project.

These guidelines summarize what our members have come to expect on BAC sponsored rides. The Club has few hard and fast rules about how its rides are organized. We are a diverse group, and our rides are scheduled in many different places. We encourage creativity. If you plan to do something that is different from the approach in these guidelines, be sure that you tell us in the Ride Description submitted on the BAC website and in any information sent to Club members. 

If you need help with any aspect of your ride, you have the support of the BAC Tours Reviewers, BAC Ride Mentors (listed on the MORE page of the BAC website) and the Board of Directors. The Club office is also an excellent source of information. Please feel free to phone, email or write to us. See the BAC website CONTACT page for contact information.

RIDE MANAGEMENT, Ride Coordinator vs. Ride Director

A Ride Coordinator is a BAC member who has received Board approval to negotiate with a commercial bicycle tour company to provide some services on an overseas ride for Club members. The Ride Coordinator function may apply only to rides that are outside the United States and Canada. A Ride Coordinator plays the lead role in selecting the route, establishing the cost, and collecting funds for the ride from the BAC participants. These Guidelines are for Ride Coordinators.

A Ride Director is a BAC member who has received Board approval to lead a domestic or overseas ride for Club members. A Ride Director is responsible for managing all aspects of the tour, including planning, organizing, directing, and budgeting. A Ride Director is the point of contact for all tour duties. “Ride Directors Guidelines” is a separate document that is available on the MORE page of the BAC website.

THE BASIC PROCESS OF COORDINATING A RIDE 

There is nothing inherently difficult about coordinating a ride; it simply requires stepping through a moderately long series of small transactions. See the Ride Coordinator Checklist, Enclosure 1, for a complete outline of the process.

IMPORTANT PREREQUISITE FOR RIDE COORDINATORS 

To be a Ride Coordinator for a ride assisted by a commercial tour company, it would be helpful if the member had been a Ride Director for an unassisted BAC ride or participated in several tours with different experienced Ride Directors to understand what is expected for a successful BAC ride, and how to mold a commercial ride to the BAC format. If a member who has not previously been a successful Ride Director wishes to be a Ride Coordinator, then a BAC Board member shall first interview that person, either by telephone or in person, to ensure that the would-be Ride Coordinator understands and agrees to follow Enclosure 7, Basic Requirements for Commercially Assisted Tours. In particular, the Board member shall be persuaded that the would-be Ride Coordinator understands what it means to assume essentially the same role as the Ride Director on domestic rides, despite the fact of delegating to the commercial company responsibility to ensure the routes, maps/cues sheets, lodgings and support will meet the same standards expected on all BAC tours. 

CONSIDERATIONS FOR PLANNING A GOOD RIDE

As Ride Coordinator you are responsible for selecting a tour company and the recommended route. You prepare the description of the ride and you are responsible for its accuracy and completeness. As banker for the ride you determine the cost of the ride and the schedule of payments that you will need from each participant. 

A key to successful planning is to begin early. In general, BAC members make their ride participation plans a year in advance, so it is a good practice to have a new ride announced 12-18 months prior to the start date of the ride.

There is no model for an ideal bike ride, though some preference should be given to quiet roads, moderate distances, and moderately priced lodging. Try to make your starting and ending points reasonably convenient to an airport or railroad station where bikes can be transported. If your end points are remote, try to arrange transportation of bikes and people to a location where public transportation is available. Cost is always a factor in planning a ride. If you plan to direct an all luxury ride or a budget ride, be sure your Ride Description states this and your cost estimate is appropriate. Although the type of ride and lodging are the choice of the Ride Coordinator, moderately priced lodging may reduce the cost and increase the value of the ride.

For some valuable ride planning philosophy and tips from experienced ride leaders, see the following documents that are available on the MORE page of the BAC website: “How to Organize a Ride” and “Tips on Directing a BAC Ride in Europe.”

To estimate the cost for each ride participant, refer to the “Ride Proposal Budget Worksheet” that is available on the MORE page of the BAC website. At the time a participant is added to a ride, you will collect an initial deposit. This deposit will include the nonrefundable BAC Ride Registration Fee and any additional amounts needed for the tour company payment schedule. Before proposing a ride you will have to estimate the total cost per rider and the amount of the initial deposit per rider, and include this cost information in the Ride Description. In addition, at the time the ride is proposed, you will receive a request to email the “Ride Proposal Budget Worksheet” to the assigned BAC Tours Reviewer. The ride coordinator must share with the Board and the participants the price details within the agreement or contract you develop with the tour company.  The purpose of supplying the proposed “contract” is to show what is and is not included in the tour fee to eliminate the potential for double charging a line item since the cost of an international tour with a tour company can be substantial, it may be appropriate to arrange a payment schedule with the tour company, and to allow participants to pay in several installments.

If you would like to lead a ride that does not conform to all these “good ride” definitions, but you think ten or more of our members would enjoy it anyway, discuss it with the BAC Tours Reviewer or a BAC Board Member. “Adventure” is our middle name, and this is a guidelines document, not a rulebook. Just be sure that the Ride Description and communications with participants accurately describe the non-guideline parameters.

IMPORTANT NOTE: To avoid similar rides in the same region at the same time, notify the BAC Office as soon as possible of the approximate dates and location of the ride. In addition, early notification may allow the Tours Review Committee to suggest linking two different rides in the same part of the world.

BAC RIDE RATING SYSTEM

The purpose of our RRS is to encourage and enable Ride Leaders to provide factors encountered in travel by bicycle which fairly describes the difficulty of the tour being offered. With full disclosure, members can join tours that fulfill the challenge they want and feel capable of safely and comfortably enjoying. Rather than solely relying on a general overall rating, we require: (1) A number/letter combination appearing in the upper right box on the Ride Description page describing where the tour fits within the following parameters of average daily climbing, Levels 1-4, and  average daily mileage, Levels A-D, of all required rides. (For fixed base rides, all days are used for averages.) Where the averages hide very difficult days or fall closely between Levels, the Ride Leader and Tour Reviewer may agree a higher number/letter rating is appropriate. (2) A mandatory ride rating paragraph which discloses hard days significantly above stated Levels and/or additional factors, such as those listed below, making the tour more or less difficult. 

Ride Leaders should screen ride applicants, but members are responsible for determining whether or not a tour is right for them.  

Climbing Level – Average Daily Climbing Required       


LEVEL 1
Up to 1500 ft (457m)

LEVEL 2 
2500 to 2500 ft (457m to 762m)

LEVEL 3
2500 to 3500 ft (762m to 1067m)

LEVEL 4
More than 3500 ft (1076m)

Distance Level – Average Daily Distance Required

LEVEL A
Up to 35 miles (56 km)

LEVEL B
35 to 50 miles (56km to 80 km)

LEVEL C
50 to 65 miles (80km to 105 km)

LEVEL D
More than 65 miles (105 km)

Members must carefully the Ride Rating paragraph before joining the ride. Data will be shown for any of the following conditions that will be (or likely to be) encountered:
FACTORS DECREASING OVERALL DIFFICULTY

Easier alternative routes on required days.

Rest or optional riding days between hard days.

FACTORS INCREASING OVERALL DIFFICULTY

Required riding days that significantly exceed tour number/letter rating.

Long or frequent climbs and grades above 8%.

Riding at high altitude.

Rough road conditions, unpaved routes, bike paths.

Heavy traffic.

Complex navigation.

Extreme weather possibilities.

Long distances between water, food or shelter.

Riding on the opposite side of the road than accustomed to.

PROPOSING YOUR RIDE

You propose your ride online through the BAC website. Log-on to the website, click on “Propose a Ride” in the Member Services window, and fill out the form. See Enclosure 2 for details concerning how to propose a ride. A Ride Proposal may be submitted at any time. After submittal of the proposed Ride Description, a BAC Tours Reviewer will review your proposal. If the proposal is satisfactory, the Tours Reviewer will request approval by the BAC Board. After Board approval the ride will be announced to the membership in the next email “Monthly Update” (on the first work day of the month). For scheduling purposes, you should plan for this review and approval process to take approximately 30 days. 

Although a list of previously used commercial tour companies is available as shown in Enclosure 8, it is your sole responsibility to establish your personal confidence in their services, obtaining if necessary, references from previous BAC Ride Coordinators who used them and BAC riders on their tours, in order to ensure their performance will still meet BAC’s performance and ethical standards at the time of your tour. It is also your responsibility to deliver written evidence of adequate general liability insurance to the BAC Tour Reviewer assigned to review your tour. See the later section on “LIABILITY INSURANCE”.

You must also prepare a “Ride Proposal Budget Worksheet”, available on the MORE page of the BAC website. After your Ride Proposal is submitted, the assigned Tours Reviewer will contact you and request this worksheet. The Tour Reviewer will also request that you provide the distance and elevation gain for each required ride day (alternative routes or optional rides, such as those offered on rest days, should not be included). This data will be used to verify your proposed ride rating.

THE RIDE DESCRIPTION AND OTHER CORRESPONDENCE

The online “Propose a Ride” form requires certain standard information and a brief essay style Ride Description. Enclosure 2 lists the standard information required and outlines topics to cover in the Ride Description. After the BAC Board approves the ride, this Ride Description will be published on the BAC website. This description should tell enough about the ride so members can decide whether to contact you for more information. Our membership includes cyclist of all ages and abilities. We have new members who have never been on a BAC ride. Help them to pick the right ride by providing complete and accurate information in you Ride Description and other communications.


The description you send to members who sign up for the ride should be more detailed and should answer most of the basic questions. This description should be sent to all participants well in advance of the ride. It should include the towns where you will stay each night, the estimated distance cycled each day, the type of terrain for each day, and a description of expected traffic conditions. The availability of paved shoulders when traveling in heavy traffic is important. Be sure to provide the normal and extreme temperatures which might be encountered, and whether to expect rain. If you will be using unpaved roads, say so. If super-light bicycle equipment is not suitable for road conditions, say so. If there will be no luggage van, say so. If there will be any substandard accommodations, say so.


RESPONSBILITIES AFTER A RIDE IS APPROVED

After your ride is approved by the BAC Board and announced to the membership, the primary activities of the Ride Coordinator will include managing the participation list, collecting and banking payments from ride participants, and working with the tour company.

 For the details of how to manage the ride participation list, see the “How to Manage Your Ride on the BAC Web Site” document that is available on the MORE page of the BAC website. Update your participant list on the website as often as it changes so members and administration know the current status of your ride. (i.e. is the ride full? or is there space available?). For suggestions of how to assist single riders seeking roommates, see Enclosure 6. 

The online ride registration and participation management system is structured to process ride registration with the following steps.

1. On the website, a member clicks the appropriate link to submit a request to participate in the ride. These links are located just below the Ride Description. When a link is clicked the member name is automatically added to the “Waitlist” on the website.

2. At the same time, the Ride Coordinator is automatically notified by email that a member has submitted a request to go on the ride. NOTE: before accepting an applicant onto the ride, the Ride Coordinator may want to email or phone the member to determine their suitability for the ride. The Ride Coordinator has sole discretion to determine who is accepted. Acceptance criteria may include cycling experience, collegiality, rooming needs, past service to the Club, order of signup, or other criteria that the Ride Coordinator deems appropriate. 

3. When the Ride Coordinator decides to accept the member as a ride participant, the Ride Coordinator sends an email to notify the rider participant and to request the ride deposit. Note: this is also a good time to request the liability waiver forms.

4. After receipt of the deposit, the Ride Coordinator moves the ride participant name from the “Waitlist” to the “Participation List” on the website. When the ride participant name is added to the “Participation List,” the ride participant receives an automatic email notification that they are on the ride.

For the online ride participation management system to work as intended, Ride Coordinators should not add names to the participation list until deposits are received. Note that, for every name that is on or has been on the participation list, a $50 Ride Registration Fee must be remitted to the Club before the ride.

BAC Ride Coordinators take in substantial amounts of money from ride participants and hold these funds for long periods of time. It is important to maintain accurate records of all funds received and disbursed and to let the BAC Office know where these funds are held. It is suggested (not required) that these ride related funds be kept in a separate bank account. Within 30 days after approval of a ride, notify the BAC Office of the following information concerning the bank account used for the ride funds: the bank name, address, and account number. In the event something happened to a Ride Coordinator, it would be important that the BAC Office have this information.

Closer to the time of the ride, you should send each participant a list of the names, addresses, and telephone numbers of each overnight accommodation. Remind participants that a list of the participants on the ride is available on the Ride Description page on the BAC website. Tell them if there are special dress requirements for dinner. Tell them about any restrictions on baggage size. Tell everyone to have name tags on baggage. If there is a question whether members will go home or stay overnight on the last day of the ride, ask if they want a room reservation, or tell them to make their own. Tell members what equipment (tools, pumps, parts, etc.) and services (airport shuttle, daily sag support, etc.) will be provided by the tour company.

TOUR COMPANY PERSONNEL GRATUITIES (Tips)

For Commercially Assisted rides, tips may be appropriate for tour company personnel (other than the owners) who are directly involved with day to day support of the ride (guides, bus/van drivers, etc). In general, tips may be a significant portion of their compensation. It is a good practice for the Ride Coordinator to plan in advance for reasonable and equitable tips. Plan to ensure reasonable and appropriate tip amounts and to ensure that the ride participants are involved in deciding the amounts. This tipping plan should be communicated to the ride participants prior to the ride.

Following are two suggested tipping plans.

1. Include a generous tip estimate in the ride budget and collect this amount in the ride deposits. NOTE: if the tip estimate is too generous, the extra can be refunded after the ride. In a pre-ride communication to the ride participants, explain that estimated tips are included in the budget and that the final tip amounts will be determined by the group near the end of the ride. Near the end of the ride, coordinate a group discussion with the ride participants to determine appropriate tip amounts. The Ride Coordinator would pay these tip amounts from the ride budget. NOTE: at their discretion, individual ride participants may pay additional tips from their pockets.

2. In a pre-ride communication to the ride participants, advise them to be prepared (cash and envelopes) to tip the tour company personnel. In this communication, suggest an estimated amount for tips per ride participant. Near the end of the ride, coordinate a group discussion with the ride participants to determine appropriate tip amounts. On the basis of this group discussion and their individual judgment, each participant would pay their tips from their pockets.

REIMBURSABLE EXPENSES

A Ride Coordinator for a Commercial tour is exempt from the BAC Ride Registration Fee, and receives a free membership the following year. If a tour has more than one section, one Ride Coordinator for each section may receive these benefits.    Additionally, a Ride Coordinator may (at the coordinator’s discretion) be reimbursed for the cost of the tour not to exceed the amount that is paid by the other riders. This amount includes the amount paid to the commercial company and miscellaneous administrative costs (maps, cue sheets, special events, social hour, ferries, shuttles, gratuities, gifts, etc.) also paid by the other riders.  This benefit applies only to one coordinator per ride and does not include expenses such as scouting, airfare, non group meals, extra lodging, car rental and other incidentals. The Ride Coordinator(s) may neither solicit nor receive from the organizer or the members any perquisites such as airfare, or lodging costs or portions thereof, or any other future benefit not offered to other members on the ride.

CANCELLATION POLICY

Your Ride Description must include a brief paragraph setting forth your policy regarding refunding deposits to riders who cancel.  The important thing in wording your cancellation policy is to control expectations by stating the policy upfront.  You might read a few recent Ride Descriptions for examples.

There is no required language for stating a cancellation policy, but it is recommended that you cover the following.

1. The $50 BAC Registration Fee will not be refunded.

2. Any refund will be based on the principle that the cancellation does not increase costs for those who remain on the tour.   

3. If a replacement rider is found, any refund to the cancelling rider will be contingent on receiving equivalent deposits from the replacement rider.

4. The cancelling rider should not expect to receive any refund until after the tour and the final accounting is completed.

If riders send deposits in two or three installments, you’ll need to specify any deadlines after which refunds are not possible because of non-recoverable advance costs. For example, you may have made non-refundable deposits at popular lodgings, had to guarantee numbers for planned group meals, or already made garment or other purchases for tour members.

It is important to promptly acknowledge a rider’s notice to cancel and contact suitable replacement(s) on the waiting list. If there are none, update the space-available number on the website and notify the Office to highlight an opening in the next Monthly Update.

Sometimes a cancelling rider will leave a roommate on the tour. Read the BAC Guidelines titled “Suggestions for Single and Solo Riders” for information on accommodating single riders. Rather than attempting to set forth a policy for all the possible scenarios in your Ride Description, you can either write a separate cancellation policy for singles or personally discuss the consequences of a roommate cancelling with both parties when you accept them on the tour. 

Since members frequently sign up far in advance of the tour, it is likely that a few will cancel, often owing to illness or injury. The cancellation policy should not be judgmental or seem punitive. By policy, no fixed cancellation fee (other than the BAC fee) is allowed in the Ride Description.  

LIABILITY INSURANCE

BAC maintains domestic and international general liability insurance policies that provide liability coverage for BAC employees, the Board of Directors, Ride Directors/Coordinators, and BAC Members for specified types of claims that allege bodily injury or property damage by a third party in connection with BAC rides and BAC events. Many ride leaders also obtain a personal umbrella policy for additional liability coverage. The Club policies are intended to cover claims for negligence and are not medical insurance policies for accidents that might happen on a trip. If someone accidentally falls off their bike or rides into a tree, the policies do not provide coverage. All riders should carry their own basic health and accident insurance.

For all commercially assisted rides the tour company must provide written confirmation that the company will maintain a general liability policy in the amount of $1M per occurrence and $2M in the aggregate in force during the tour. The Tours Reviewer assigned to review your tour will request from you a copy of this coverage, and when the ride is approved the confirmation of the coverage must be delivered to the BAC office. The best form to obtain is a Certificate of Insurance provided directly to you from the commercial tour company’s insurer, which names BAC as an Additional Insured for the time frame of the tour. This Certificate of Insurance or lesser evidence will be accepted at the discretion of your Tours Reviewer and is subject to final approval by the Board.


BAC requires all participants to sign the Waiver And Release Of Liability and Application For Ride forms prior to joining a ride. The latest revisions of these forms are available on the MORE page on the BAC website. In addition to the cautions and warnings that members receive from reading and signing these forms, you should instruct your ride participants to obey all of the traffic laws, to be aware of road and ride hazards, and to cycle safely. An excellent forum for such instruction is during the Introductory Meeting and at the meetings each evening. As an outline for a safety talk you can use the BAC Safety Reminder Form from the MORE page on the website.

 If you have specific questions, consult your insurance adviser or your lawyer. We cannot furnish advice on insurance or legal issues.


TRAVEL INSURANCE, MEDICAL INSURANCE and EMERGENCY MEDICAL EVACUATION COVERAGE

Participants should be advised to purchase an insurance policy that provides adequate protection for rides in the USA and elsewhere. It should be fully comprehensive, especially for ride cancellations, medical expenses and theft, and should provide coverage while cycling. In addition, participants should consider emergency medical evacuation coverage. Details concerning evacuation coverage can be found in the Summer 2005 and Summer 2006 editions of the BAC eBulletin (available on the BAC website).

INCIDENT PROTOCOL


In the unlikely event of an injury requiring the attention of a medical professional, focus your efforts on helping the injured party. Do your best to inform the van driver and others about your focus and what is expected of them. Use your judgment and leadership skills. Enlist help.


1. Get the names, addresses, and phone numbers of any witnesses.

2. Determine which agency (e.g. police, highway patrol, etc.) investigates the incident.

3. Contact the appropriate agency.

4. Take photographs and complete the BAC Incident Report (Enclosure 5).

5. Submit the Incident form to the BAC Club office as soon as possible.

In the event of a death of a participant, you  should do the following:

1. Contact the local authorities.

2. Contact the listed emergency contact for the deceased.

3. Contact the US Consulate if you are outside the US.

4. Do what the local authority tells you to do.

5. Complete the BAC Incident Report (Enclosure 5) and submit it to the BAC Club office.

CANCELLATION OF A RIDE BY THE RIDE COORDINATOR

If you must cancel your ride, do so as early as possible. This permits participants who have registered for your ride to make other plans. Before notifying the ride participants, please contact the BAC Tours Reviewer. The BAC Tours Reviewer may find a replacement Ride Coordinator to take over your ride. If the ride is cancelled, the BAC Ride Registration Fee should be refunded to each participant, along with the rest of his or her deposit. This is the only instance in which the Ride Registration Fee is refunded.

CLUB LOGO SOUVENIRS

Contact the BAC Office for items available and guidance.

INTRODUCTORY MEETING

Hold an introductory meeting before the start of the ride. Cover the following agenda:


Introduce everyone. Hand out ride packets with name badges. Review the itinerary. Review the first day’s ride. Discuss van driver logistics. Discuss how emergencies are to be dealt with. Remind riders to wear their helmets, to carry identification and adequate clothing, to be properly hydrated, and to use proper sun protection. 

Introduce the van driver from the tour company and request that the participants cooperate with luggage van protocol including all the following that apply.

· Responsibility of participants to load their luggage into the vehicle and to carry their luggage to the room when they arrive at the night’s lodging.

· Agreement on hand signals (e.g. pat on head) to be used to communicate to the driver that a rider needs help.

· Instructions for when riders take shelter due to inclement weather. Bikes must remain in clear view of the road for the driver to see.

· Respect for the driver¹s responsibility to keep the van equipment and supplies organized.

· Discussion about leaving bikes in a location that could readily lead to damage by a moving luggage van.

· Discussion on the general approach to be followed in the case of using two vehicles.

· Make clear to participants that if they choose to take a detour or side trip, they must inform you of their plans. Advise them of the risks, and stress that they will be on their own. The first obligation of the Ride Coordinator, tour company leader and luggage van driver is to the tour participants on the planned route.  

Review bicycle safety practices, using the “Safety Reminders” on the MORE page of the BAC Website 

DAILY MEETINGS

Usually there is a social gathering each evening before dinner. A selection of non-alcoholic beverages, beer, wine and some snacks may be provided depending upon what the hotel permits in the meeting room. These social gatherings are a special part of each BAC ride. They establish the camaraderie we want to create, and are a lot of fun. This is a good time to provide a briefing on the route for the next day. In this briefing, you may want to highlight points of interest, food stops and bicycle shops that are on or near the route. Always discuss any known safety hazards of the next day’s route.

DISRUPTIVE PARTICIPANTS

Under the Club Bylaws you, as Ride Coordinator, have the right to exclude a disruptive participant from the ride. In the unlikely event that you must do so, you must give written notice to the member before expelling him or her. Refer the member to the Club Bylaws and to the Waiver And Release of Liability and Application For Ride forms that each participant signed prior to the ride.


Enclosures to these Guidelines:

· #1. Ride Coordinator Checklist

· #2. Ride Description 
· #3. Financial Summary for Ride Coordinators — for prompt return to the BAC Office after the ride.

· #4. Reimbursable Expenses for Ride Coordinators 

· #5. Incident Report — take these instructions with you on your ride

· #6. Suggestions for Assisting Single Riders

· #7. Basic Requirements for Commercially Assisted Tours

· # 8. Tour Companies with Liability Insurance

Enclosure 1: Ride Coordinator Checklist

Prerequisites for becoming a Ride Coordinator

· A Ride Coordinator must be a BAC member.

· A Ride Coordinator must have been a participant on at least one BAC ride.

· A Ride Coordinator must be qualified in advance by a BAC Board member if not previously a Ride Director.
Planning a Ride

· To enhance the opportunity for the Tours Reviewers to coordinate ride schedules and avoid conflicting rides, notify the BAC Office as soon as preliminary planning begins. The intent is to avoid two rides in the same area at the same time.

· Ride Coordinators need internet access.

· Review the applicable documents on the MORE page of the BAC website. These documents include the documents referenced in these Guidelines and others, including: “How to Apply for a BAC Ride” and “Ride Approval Process”.

· Read and understand these “Guidelines” and Enclosure 7, Basic Requirements for Commercially Assisted Tours.

Payments and Relations with the Tour Company

· Ride Coordinators should establish a cost agreement for different numbers of riders (e.g. 10, 15, or 20). 

· Ride Coordinators should establish a payment schedule with the outfitter at the beginning of negotiations.  Be wary of sending too much money too soon.

· BAC members must send all payments to the Ride Coordinator and not to the commercial outfitter.

· Ride Coordinators must send funds to the commercial outfitter in behalf of BAC, not individual members.

· The ride cancellation policy needs to be consistent with that of the tour company. The Ride Coordinator administers the cancellation policy and refunds.

Proposing a Ride

· Use the BAC website online Propose a Ride page. See Enclosure 2 for details.

· Prepare a “Ride Proposal Budget Worksheet”. After your ride proposal is submitted, the assigned Tours Reviewer will contact you and request this worksheet. This worksheet is available on the MORE page of the BAC website.

· Consider including tips for tour company personnel in the budget estimate. See the section on page 4 of these Guidelines entitled “Tour Company Personnel Gratuities”.

· Include a minimum budget contingency of 10%.  For commercially assisted rides with a fixed price in $US, this contingency may be reduced.

· Provide the Tours Reviewer written confirmation that the commercial tour company has liability insurance. For some tour companies, insurance has been confirmed previously; refer to Enclosure 8, Tour Companies with Liability Insurance, and check with the BAC Tours Reviewer.

· Ride Description minimum expectations:

· Limit the description to 700 words or less.

· Describe the major items included in the cost estimate including: the number of nights of lodging, the number of group meals, daily social hours, luggage van and other transportation.

· Ride Rating Paragraph: Provide content in accordance with the requirements stated in the ride rating system. 

· State the scouting status of the routes.

· Specify the arrival and departure dates, locations, and times.

· Summarize the tour route and define the number of multiple night stays (rest days).

· Describe any unusual conditions including lodging, meals, social hours, luggage transport, sag support, etc.

· If daily briefings/social hours will not be held, state this in the Ride Description.

· Policies concerning single and solo participants.

· Summarize the cancellation policy, and include a statement that the $50 BAC Ride Registration Fee is nonrefundable.

Enclosure 1: Ride Coordinator Checklist (continued)

After Ride Approval

· Within 30 days after approval, provide bank account information to the BAC Office.

· Manage the participation list and the wait list on the BAC website (see “How to Manage Your Ride on the BAC Web Site”, found on the MORE page).

· Assist single participants with finding a roommate (see Enclosure 6).

· Prior to adding a member to the participation list, collect the initial ride deposit that must include the $50 BAC Ride Registration Fee.

· At the time the initial deposit is requested, provide each participant a complete statement of your cancellation policy.

· Maintain records of all money collected and expended for the ride (see Enclosure 3).

· Comply with the BAC reimbursable expense policy (see Enclosure 4).

· Obtain completed Waiver And Release of Liability and Application For Ride forms from each participant. The latest revisions of these forms are available on the MORE page of the BAC website.

· Communicate to your riders the plan for tipping tour company personnel (see Tour Company Gratuities, page 4).

· Remind participants to update their emergency contact information on the BAC website.

· Remind participants to consider appropriate travel, medical and emergency medical evacuation insurance, or emergency medical evacuation provider coverage.

· Only BAC members may participate on a ride.

· Do NOT arrange rental bicycles for participants.

Before the Ride

· Check the status of the emergency contact information on the BAC website. Make a copy of the emergency contact information to take on the ride.

· Make copies of the Incident Report form (Enclosure 5) to take on the ride.

· Send the following to the BAC Office:

· Originals or copies of the signed Waiver And Release of Liability and Application For Ride forms.

· A check for the Ride Registration Fees, including cancellations.

· The tour itinerary and lodging list including hotel phone numbers.

During the Ride

· Allow only BAC members on the ride.

· Manage the ride personally. 

· At the initial meeting, include a safety briefing. Use the Safety Reminders that are available on the MORE page of the 

BAC website.

· Recruit a participant to write a one page Tripper report and arrange for a group photo (.jpg format). “Guidelines for Tripper Reports” are available on the MORE page of the BAC website. Suggestion: take a copy of these Tripper guidelines to give to the report writer.

· Report any incident involving serious injury to the BAC Office. See Enclosure 5, Incident Report form.

· Lead discussions at daily briefings/social hours.

· If necessary, address disruptive behavior of any participant.

After the Ride

· Send to the BAC Office the Financial Summary form (Enclosure 3) and a check for any residual Ride Registration Fees, including cancellations, that were not submitted before the ride. For help in your calculations, download the “Ride Coordinator’s Financial Summary” spreadsheet from the MORE page on the BAC website.

· Send the Financial Summary form (Enclosure 3) to each participant, along with any refund. 

· Send copies of your route sheets, maps, hotel schedule, and other documents provided to the riders to the BAC Office.

· Send (email) the Tripper Report and group photo to the BAC Office.

· Send (email) names of potential future ride leaders to the BAC Office.

Please send all information to:

BAC Office:   PO BOX 23998, San Diego, CA 92193

email:  office@bicycleadventureclub.org   

Enclosure 2: Ride Description

To submit a Ride Proposal on the BAC website, login to the website with your username & password, and in the Member Services window on the left side of the HOME page click on “Propose a Ride”. If you have problems, contact the office manager, Nancy Bohnett, at office@bicycleadventureclub.org 

To allow BAC members to determine their interest in the ride and their capability to enjoy the ride, the Ride Proposal should include the following:

Basic information required in the BAC website “Propose a Ride” form.

· Ride Coordinator name.

· Tour company name.

· Starting location.

· Finishing location.

· Ride begins on (date).

· Ride ends on (date).

· Ride Rating (this is an important factor to members considering the ride and their capability).

· Estimated cost (the estimated cost per rider from the “Ride Proposal Budget Worksheet”).

· Amount of the deposit required (refer to the “Ride Proposal Budget Worksheet”).

· Maximum and minimum number of riders.
Ride Description Format

We strongly recommend a format familiar to members which will cover and consolidate important details common to all tours by separating  your paragraphs for key topics at a minimum with the following titles (and others if needed)  in caps: 

SUMMARY: Your sales pitch to entice riders. Describe scenic and historical attractions, types of roads traveled, non-biking activity, etc. State whether you led the ride previously or give credit to previous leader especially if the creator. State whether you have personally scouted routes.

RIDE RATING: Provide actual average daily mileage and elevation gain numbers used for the number/letter rating and highlight riding days which significantly exceed your rating. Using suggested list of additional factors making the tour more or less difficult, describe those conditions on your tour clearly and succinctly to ensure full disclosure. State the availability of data for GPS navigation. 

OVERVIEW: Longer version of Summary detailing number of riding days, overnight locations and the daily itinerary highlighting attractions. State if lodging is including on last day of riding and other details.

LOGISTICS: Describe travel options to starting location, plans for bike box storage, parking, arrival and departure details. Describe Van services before, during and after the tour. State if van driver is provided, needed or van driving will be shared by riders. 

ADMINISTRATION: Describe what items are covered by estimated cost (including noting the non-refundable $50 BAC registration fee), plus when to send first deposit and other registration details. Following Guidelines Enclosure #6, state your Singles and Solos policy. Include your contact information.

CANCELLATIONS: Following Guidelines Enclosure #8, state your cancellation policy. 

Ride Description Examples

Drafting a BAC Ride Description is a challenging task of advertising in clear and upbeat prose to entice members to apply to ride on your tour over others offered.  Since there is no ideal Ride Description we suggest you click Rides on the home page of the website and read what other ride leaders have submitted which have been approved by the Board recently. After posting your tour a Board member will be assigned as your Tour Reviewer (TR) to help you, much  like a copy editor, to ensure that  your presentation is clear and covers the many details that members need to know before applying to join.

For questions ...

Contact the BAC Lead Tours Reviewer: see the “CONTACTS” page on the BAC website.    

     
   OR:

 Nancy Bohnett BAC office

 PO BOX 23998, San Diego, CA 92193  
Phone/Fax: (858) 715-9510        email:  office@bicycleadventureclub.org
Enclosure 3: Financial Summary for Ride Coordinators

Please complete the summary,* sign and date it at the bottom, and return it promptly with a check for the amount of any residual BAC Ride Registration Fees, including cancellations, that were not submitted before the ride, to:

Bicycle Adventure Club, PO Box 23998, San Diego, CA, 92110

* Use the Ride Coordinator's Financial Summary that is posted on the MORE page of the BAC Web site.

Enclosure 4: Reimbursable Expenses for Ride Coordinators

A Ride Coordinator for a Commercial tour is exempt from the BAC Ride Registration Fee, and receives a free membership the following year. If a tour has more than one section, one Ride Coordinator for each section may receive these benefits. Additionally, a Ride Coordinator may (at the coordinator’s discretion) be reimbursed for the cost of the tour not to exceed the amount that is paid by the other riders. This amount includes the amount paid to the commercial company and miscellaneous administrative costs (maps, cue sheets, special events, social hour, ferries, shuttles, gratuities, gifts, etc.) also paid by the other riders.  This benefit applies only to one coordinator per ride and does not include expenses such as scouting, airfare, non-group meals, extra lodging, car rental and other incidentals. The Ride Coordinator(s) may neither solicit nor receive from the organizer or the members any perquisites such as airfare, or lodging costs or portions thereof, or any other future benefit not offered to other members on the ride.
Enclosure 5: BICYCLE ADVENTURE CLUB INCIDENT REPORT

Purpose. Reporting details about any accident causing injury or about any incident that may create liability to you personally or to BAC is necessary to fulfill our responsibilities of timely disclosure under our various insurance policies.  

Communications. Given the speed and efficiency of electronic messaging, please send your report by email unless unavailable, by telephone unless unavailable, or by regular mail as last resort.

Please provide the following information to the BAC Office:

office@bicycleadventureclub.org
858-715-9510

PO Box 23998

San Diego, CA 92193

A. Person sending the report: Your name; name of the tour; your role in tour; date, local time and location of incident; date and local time of your report. 

B. Persons involved in the Incident: List and identify all persons involved in the incident (e.g. including those not BAC members, such as employees of commercial operator of tour) and especially identity of witnesses; List and identify persons notified or closely affected, such as roommates, friends, parents, children and emergency contacts listed by injured member in his/her BAC profile. 

C. Description of the Incident: Describe in sufficient detail exactly what happened that you personally witnessed or other named witnesses told you occurred; describe the scene during the incident, such as weather, road conditions, traffic, pedestrians, animals about, etc.; report action taken by others and by you; report action by local emergency response personnel and police, noting if reports by them were filed; attach pictures taken or diagrams of incident.

D. Aftermath: Continue reporting with updates until resolution of the incident has been transferred to others, so named, by continuing to contact  persons involved until you believe your oversight, assistance and concern is no longer needed.  

For greater accuracy please remember is it is best to document critical information about the incident as soon after the event as possible. 

We deeply regret that certain unexpected and unfortunate events have occurred on your tour and sincerely thank you for your leadership in caring for those concerned.  

Enclosure 6: Suggestions for Assisting Single and Solo Riders

The Ride Director or Ride Coordinator (ride leaders) determines the policy regarding single riders (Singles) and riders desiring to room alone (Solos) for his/her rides.  So that these riders will not feel excluded from club participation, please consider these points:

· Ride leaders accepting Singles should assist them to find roommates.

· Ride leaders accepting Solos should provide fair ride acceptance conditions and state a “Single Supplement” deposit (mainly for 50% cost of double occupancy room rate) will be required.

Singles: Riders Requesting Roommates on BAC Rides

Ride leaders are encouraged to accept and then assist Singles in finding roommates or, in case of cancellation by a roommate, a replacement roommate. 

Actions that can be taken:

1. Notice in the Monthly Update “Roommate Wanted” – by the Participant

2. Notice in the Monthly Update “Space Available” – by the Ride Leader

3. Opening posted in the “Comments Section” of the Ride Description – by the Ride Leader

When two Singles who are potential roommates are identified, the ride leader should give the personal contact information to each of these potential roommates and ask them to communicate and make a decision whether or not to share a room. Typical questions might be: “Do you need your roommate to be your riding partner on the ride? “Do you have any personal habits that may disturb your roommate?”

Once two Singles decide to be roommates, the ride leader should ensure they clearly understand his/her Cancellation Policy regarding Singles.  Unless the roommates have agreed otherwise, the deposit made by a Single canceling can be used to offset the Single Supplement fee due from the now Single who wants to stay on the tour. If no roommate is available, or if remaining Single now wishes to room alone, the ride leader should let the remaining Single stay on the ride as a Solo by paying the Single Supplement. If not acceptable to the remaining Single, the ride leader, at his/her sole discretion, may agree to continue the search for a roommate and/or may offer the room to another couple on the waiting list. A remaining Single who cannot continue without a  roommate should have his/her deposit refunded. However, a creative alternative to this outcome would be for the ride leader to suggest the rotation of each willing single participant so each will have one or more overnights as a Solo and this group will share the Single Supplement cost.

Solos: Riders Requesting No Roommates on BAC Rides

Ride leaders are encouraged to accept Solos who desire and can afford to room alone. A legitimate reason for denying a Solo is the lack of available rooms offered at lodgings. In order to have the maximum number of riders sharing the fixed costs, a ride leader, on a tour where rooms are limited, may not want to accept a Solo until the demand for double occupancy spaces has been satisfied. 

If a ride leader can accommodate a Solo he/she may also accept the request of the Solo to room with a non-cycling spouse or partner, providing van transportation for the non-cycling member  is not requested. The non-cycling roommate must be a BAC member, sign the tour application and release forms, and share whatever tour costs the ride leader determines as necessary and fair.

Enclosure 7: Basic Requirements for Commercially Assisted Tours 

Introduction

The origins of Bicycle Adventure Club are in tours developed and led by individual members. In recent years, however, an increasing number of tours proposed by BAC members have involved bicycle touring companies acting as the primary operator of the trip. While the BAC recognizes that in the right situation commercial assistance can be appropriate as a means to offer members expanded choices, the following guidelines are intended to ensure that trips involving commercial touring companies will conform to the goals of the Club and at the same time not adversely impact those members who develop and lead their own trips.

These guidelines reflect the preferences of the BAC Board, although in the case of any specific proposed trip, the Board has the discretion to deviate as it sees fit.

Restrictions on use of commercial tour companies as primary operators of a trip

In order to limit the impact of commercial tour companies on the Club’s member led tours, the following restrictions will apply when a commercial touring company is proposed as the primary operator of a trip:  

1. No such tours will be approved in either the United States or Canada.

2. A BAC member who proposes to coordinate a tour with a commercial tour operator must not be the owner, employee or agent for a commercial touring company. A BAC member who coordinates a tour with a commercial tour operator may not receive any consideration or other benefit from the commercial operator.

3. To be a Ride Coordinator for a ride assisted by a commercial tour company, it would be helpful if the member had been a Ride Director for an unassisted BAC ride or participated in several tours with different experienced Ride Directors to understand what is expected for a successful BAC ride, and how to mold a commercial ride to the BAC format. If a member who has not previously been a successful Ride Director wishes to be a Ride Coordinator, then a BAC Board member shall first interview that person, either by telephone or in person, to ensure that the would-be Ride Coordinator understands and agrees to follow Enclosure 7, Basic Requirements for Commercially Assisted Tours. In particular, the Board member shall be persuaded that the would-be Ride Coordinator understands what it means to assume essentially the same role as the Ride Director on domestic rides, despite the fact of delegating to the commercial company responsibility to ensure the routes, maps/cues sheets, lodgings and support will meet the same standards expected on all BAC tours. 

Ride Coordinator’s responsibilities in planning and leading a ride involving commercial assistance

Whenever commercial assistance is involved, the relationship between the Ride Coordinator (RC) and the commercial entity should be like the relation between a prime contractor and subcontractor. The RC shall be in charge. 

In planning, the RC has the following responsibilities:

1. Assume essentially the same role as the Ride Director on domestic rides; the only difference being that (some or all) in-country planning and support is provided by a commercial company.

2. Be the point of contact for both the commercial company and all BAC riders.

3. Work with the tour operator to develop a ride that is unique for BAC.  The RC should know enough about the area to assure great routes and adequate accommodations. 

4. Assure the ride is in the BAC format – independent morning start times and different route options if applicable, independent lunch, nightly map session/social hour, mix of group dinners and independent dinners.

5. Assure that this tour is exclusively for BAC members.

6. Know something of the tour operator's business model and business history, to have personal experience or to check multiple references.

7. Verify that the tour operator has liability insurance.

8. Negotiate a price less than the same tour offered to the public. 

9. Insure that support is appropriate.  Normal support on member led trips does not include “bike guides” riding with the group, and includes van support for luggage transfer and the occasional emergency such as a rider who is sick, injured or who has a significant mechanical problem. If on-tour support is to be at a different level, establish the reason.  Is it because: some ferrying is needed to see some special sights, distances are too long for most riders, or the roads are difficult or dangerous in some places? The Ride Description should clearly describe the level of on tour support provided.

On the tour, the RC retains the following responsibilities: 

1. The RC should lead the social hour discussion. The local guide will sometimes discuss the next day’s route and next night’s hotel.  

2. The RC should take the web site emergency contact information on the trip. If a rider is involved in a serious accident or suffers a serious illness, the RC should communicate with the rider’s emergency contact.  The 
RC should complete the Incident Report Form for any accident and send it to the BAC Office.

3. The RC should address any situation in which rider’s conduct is not acceptable.

4. The RC arranges an article for The Tripper and a group photo.

Assessing the quality of commercial operators 

The RC should research the individual or entity that will be providing commercial assistance to verify their capabilities and that they will be able to provide the assistance required by the RC. The following are suggested questions to help establish their suitability. 

If the commercial operator will be the primary operator of the tour, these questions are appropriate:

1. How long have they been in business?

2. Do they have a web site, and if so, what is the address?

3. What type of experience do they have leading bike tours, especially in this area?

4. How many tours have they led?

5. Have they led this proposed ride before?  If yes, how many times?  If not, have they operated trips they consider similar? 

6. What is the refund and cancellation policy?

7. Do they have liability insurance?

8. Is the price for equivalent services lower (on a per-night basis) than for the operator’s standard tours?  Since the BAC will be supplying the participants, the price should be at a discount. 

And for all tours involving commercial assistance, whether completely operating or just supporting, these items are pertinent:

1. What will the terrain be like?

2. What will be the mileage, including daily variations?

3. Will route sheets be provided?  If so, are samples available, for this or similar trips?

4. Will maps be given to the riders?  If so, are samples available? 

5. Is a list of the hotels available, or an indication of hotel types they intend to use?

6. What level of on-tour support will be provided?  

7. What type of van will be used?

8. What applicable experience does the support staff have?  Have they led or supported a previous bike tour?

9. Will it be possible to arrange pick-ups and drop-offs for the participants at the local airport(s)?

10. Will there be a convenient location for daily “social hours” for discussion of the following day’s plans?

It is recognized that the situation for each tour can be different. Not all of these questions necessarily have a “correct” answer, and there is no “minimum” number of positives needed to create a good trip for BAC. However, taken in total they generally indicate the Club preferences for tours they sponsor. Thus, the RC should know (or have learned) enough about the tour to be able to articulate the answers to these questions to the members, to a Tours Reviewer or, ultimately, to the BAC Board. 

Enclosure 8: Previously Used Tour Companies

Within the past five years the following 11 commercial tour operators have supported one or more bicycle tours for BAC. At the time of the tours, these commercial tour companies had provided confirmation of then-current public liability insurance coverage. As these (and possibly other) companies work with BAC, ride reviewers and/or ride coordinators will request that the company submit documentation in accordance with the Liability Insurance paragraphs of the Ride Coordinator Guidelines.

Adventure South, Ltd.

Discover France

Ecocolors

Experience Plus

Iberocycle

Irish Cycling Safaris

Iron Donkey

Outeniqua Adventure Tours

Pedaltours

Siciclando

Viadelsole
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