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Section 5 – Trail Leader Proformas and Exemplars
Welcome to your Trail Mountain Bike Leader Resource.  This resource is designed to aid your role as an excellent CTC mountain bike leader now and in the future.  You should find that you need to refer to it regularly even when leading often, as its content is entirely applicable to your circumstances.

This resource is made up of several individual sections, which this is part 5:

1. Information on the Trail Mountain Bike Leader Award, how this fits within the National Mountain Bike Leader Award Scheme and the National Mountain Bike Skill Awards.

2. CTC products and services and how these improve and enable the environment for all cyclists and mountain biking.
3. Best practice information and principles for each section of the Trail Leader Award Scheme.  These sections are presented in the same unit order as the qualification itself.

4. Your Logbook for the recording of future personal and leading rides that you undertake, and ensuring your CPD is recorded

5. Pro-formas and exemplar forms for you to use in applying CTC’s best practice in documenting your methods.

Sections 1 to 4 are available separately as downloads from your Trail Leader Resource page.
CTC

CTC, the national cycling charity administers and provides the National Mountain Bike Leader Award Scheme as a National Governing Organisation.  Its purposes in doing this are to enable best practice in activity provision and accessibility to help engage millions of people in mountain biking and cycling.

At CTC:

1. We protect cyclists

2. We inspire people to cycle

3. We promote cycling

4. We operate a highly effective organisation

CTC provide a wide range of services to assist Mountain Bike Leaders both in their role as leaders and as individuals. More information about CTC is available in the CTC support and services downloadable documents and at www.ctc.org.uk.
How CTC Training helps you.

CTC has over 40 courses and qualifications all designed to improve access to, enjoyment of and engagement in bikes and cycling. With courses developed and managed from a central office, support officers, course venues and Trainers are widely distributed all over the UK, meaning that you can be certain of:

· The highest level of quality, learner support, course delivery and verification

· UK wide approval of courses and qualifications

· Effective and measureable economic benefits from your investment in training
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Road Courses:  Leading, managing and assisting health rides, adult cycle training, commuter support and Bikeability.  You and your colleagues as well as CTC tutors can deliver these courses.

Mountain Bike Leader Awards:  The largest range of off-road courses for your staff to lead rides and sessions, instructing and developing participants’ skills, confidence and learning.

Go-mtb Awards: Participant reward scheme across 5 levels, each with 4 sections.  Positive, engaging, supporting. Delivered by you directly to your participants.

Mountain Bike Skill Instructor Awards:  High quality skills development for novice and expert, young people and adult.  Ideally suited to more proficient mountain bike Leaders.
Inclusive and accessible cycling and training:  Provision of specialist support training, equipment and resources from experts in the field. CTC provide the service or develop your staff to deliver this service.
Maintenance training and qualifications:  Cycle maintenance courses for novice to expert, including cycle fleet maintenance training and verification, legal and management protocols.

Safe Working Practice:  Using bikes in the outdoor workplace; trail building and checking, and effective community engagement in controlled trail building enabling you to fulfil and extend your land management duties.

Tutor qualifications: Enabling you and your colleagues to deliver selected CTC qualifications from the Maintenance, Road and Mountain Bike Leader portfolios.

Pro-formas and Exemplars
Now that you have achieved your Trail Leader Award, you will go on to use a variety of different recording mechanisms to ensure that you fulfill (and can prove that you fulfill) best practice guidelines as identified during your Trail Leader course.  This section of your Trail Leader Resource then provides forms, samples and guidance on such documentation.

You should note that there is no requirement to have to use these forms as provided; you may work for an organisation that records contents in a different way, or records different contents altogether.  These forms are provided simply to reduce the burden on you ‘re-inventing the wheel’ and to help you identify what is widely constituted as best practice through the cycling and outdoor activity providing sectors.

In fact, it can be encouraged that you take the outlines of these forms and adapt them to suit your leading circumstances.  As such you should always credit CTC in assisting this process, but the final production may be more tailored to your circumstances as against a generic form as we are able to produce.

Sections of this Resource

This part of your Trail Leader Resource comprises several sections which relate to your qualification units, as per section 3:

	Unit
	Proformas and Exemplars

	Ride preparation
	Risk Assessment 

Operating Procedures

Ride Planning

Base Contact

	Pre-ride checks
	Pre-ride Check list

	Instruct others riding skills
Leading groups
	CTC Components

	Dealing with emergencies
	DrABC card

Incapacitated Instructor

Use of Leaders Phone

Emergency Record Sheet

Incident Report – Leader
Incident Report - Participant

	Ending the ride
	Leader Self Evaluation


Risk Assessment

Use this pro-forma in association with Unit 1 of your Trail Leader Resource
	Activity: 
Mountain biking
	Location : 



	Venue details:

	Venue name:
	
	Address:
	

	Venue contact:
	
	Venue phone:
	


	Event details: (please tick)
	Location details: (please tick)

	On Road
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	Off Road
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	On site:
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	Led ride
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	Led ride
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	Regular off site location:
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	Other                               
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	(please detail):
	Skills session
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	 Unusual off site location:
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	(please detail)

	Location of nearest hospital to venue and ride area:
	

	
	


	Date and approval

	Dates of events
	Start:    _____/______/______
	to
	End:      _____/______/______

	 Assessment undertaken on:
	            _____/______/______
	Undertaken by
	


	Hazard
	Who Might Be Harmed
	Controls to Minimize Risk
	Residual Risk (acceptable or not?)
	Benefits of encountering

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Operating Procedure
Use this pro-forma in association with Unit 1 of your Trail Leader Resource
	Operating Procedure for:
	

	General procedure

	· 

	Preparatory work

	· 

	Actions to ensure or implement

	· 

	Actions following the activity

	· 

	Completed by:
	
	On date:
	


Ride Planning
Use this pro-forma in association with Unit 1 of your Trail Leader Resource
	Ride date
	date

	Group type
	
	Ages
	

	Participants experience
	

	Aims of the session
	

	Equipment needed by participants
	
	Equipment provided by you
	

	Clothing required by participants
	
	Food and drink needed
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	Information about the ride provided to participants
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	Insurance in place
	

	Parental consent received
	
	Medical info received
	

	Particular needs of participants
	


	Route details
	

	Start and finish times
	

	Start and finish locations
	

	Transport requirements
	

	Route pre-ridden on
	date
	Contingencies identified
	

	Skill development / games locations identified
	

	Particular factors to be aware of on the route
	

	Base contact arranged
	
	Assistant Leader arranged
	

	Weather forecast 
	
	Obtain further weather forecast on day of ride


Base Contact Information
Use this pro-forma in association with Unit 1 of your Trail Leader Resource
A topographical map with the route and direction of travel marked on it should be provided with this form.

	Grid reference of start/finish point:

 
	letters
	numbers

	
	
	

	Registration plate of Leaders/group vehicle if used:
	


	Names
	Contact number
	Medical information
	Other

	1.
	
	
	Group Leader

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	


	Time out
	Time back
	Emergency Action Time (=time back + x mins)

	
	
	


Notes:

1. See attached map for detailed route information.

Emergency and late back procedure:

Please follow the procedure below if the group does not inform you of their return by the emergency action time.

1. Call the group leader and other named adults on the list.

2. Additional advice may be obtained from:

· Insert name & phone number here
· Insert name & phone number here
3. Contact any other groups in the area.

4. Contact any other group contacts (family, partners etc’) who may have details of their whereabouts to confirm if returned.

5. Finally call the emergency services on 999 or 112 and request Police.

CTC Components
CTC Components guides are designed to be printed, cut out and laminated then taken on preparation and led rides to support your delivery.
	
	Fold along line
	
	


Pre-ride Check list

The below pre-ride check list is a prompt card designed to be printed, cut out and laminated then used at the start of your led rides to support your delivery
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	Fold along line
	
	Ride Outline             [image: image2.png]the
national

cycling
charity






	My stuff
	Leader equipment
	
	
	Riding
	Previous experience

	
	Base contact
	
	
	
	Brake use

	
	Forecast
	
	
	
	Starting off

	
	Group members
	
	
	
	Space awareness

	
	Medical info
	
	
	
	Gear use

	
	
	
	
	
	

	Their stuff
	Bikes
	
	
	Session plan
	Aims of ride

	
	Helmets
	
	
	
	Ride outline

	
	Clothing
	
	
	
	What if lost?

	
	Waterproofs
	
	
	
	Accident to me?

	
	Extra clothes
	
	
	
	

	
	Food and drink
	
	
	
	

	
	
	
	
	
	

	Group
	Medical – changes?
	
	
	
	

	
	Personal medical, suncream, repellent
	
	
	
	

	
	Toilet
	
	
	
	


DrABC card

The card below is designed for you to print out, laminate and keep handy in your pack.  You may want to put the Incapacitated Instructor card on the other side before laminating.
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	Danger
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	Stay safe and prevent further incident:

You; your group; casualty

	Response
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	Gently shake the shoulders and ask loudly ‘are you OK?’

Shout for help but don’t leave the casualty yet.

	Airway
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	Open the airway with a chin thrust

	Breathing
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	Look, listen and feel for normal breathing.

If not breathing normally call 999 then start CPR

	[image: image8.jpg]CPR: L





[image: image9.jpg]



	· Give 30 chest compressions then 2 (gentle) rescue breaths

· Continue giving cycles of 30 compressions to 2 rescue breaths

· Only stop to recheck patient if they start breathing normally – otherwise do not interrupt resuscitation

· If there is more than 1 rescuer, change over every 2 minutes to prevent fatigue

	This resuscitation chart does not replace hands on training with an approved organisation


Incapacitated Instructor

The card below is designed for you to print out, laminate and keep handy in your pack.  You may want to put the DrABC card on the other side before laminating.

Please complete the emergency contact names and phone numbers prior to printing
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	Stay calm.  Count slowly to 10 before doing anything.

	· Stay safe and prevent further incident.  Ensure the rest of the group are off their bikes and off the trail
· Get group members to warn others approaching by being 25m along the trail in each direction

· Do not move your Instructor unless at high risk of death

	· Check for a response from me by squeezing my shoulders.

· If none, call for help.  My phone is located in the top / back pocket of my rucksack in a waterproof case

	
	Emergency numbers:

Base contact: name 0xxxx xxxxxx 

Site manager: name 0xxxx xxxxxx 

Emergency services: 999 UK or 112 EU ask for police
	

	You will be asked:
1. The name of your Instructor

2. A brief description of what has happened
3. Your location (see how to use my phone)

4. Your actions taken so far

	In the event of your Instructor not breathing please turn this card over and follow the instructions for CPR


Use of Leaders Phone
The card below is an example designed for you to insert the appropriate wording, print out, laminate and keep handy in your pack.  

This is based on an iphone.  Please insert or adjust to suit your phone operations, your name, access code, phone number, base contact details and apps

	Use of _​___’s mobile phone   Page 1
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	Use of _​___’s mobile phone   Page 2
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	1. ______’s phone is kept in the top/back pocket of their rucksack in a waterproof case 
	
	10. This phone number is _____ _______

	2. If not raining, flick the lever at top right and twist the top to access the screen.  If raining, the phone can be used within the case
	
	11. Where coverage is limited, you may be able to send a message as these can work with intermittent coverage (check others phones and walk to higher ground close by to find coverage)

	3. Press the front ‘home’ button to wake.  If switched off, press the button on the top edge
	
	12. From the 1st screen, tap the messages icon

	4. Slide then insert the code xxxx to access the 1st screen.
	
	13. Tap the write icon (very top right)

	5. Any signal is shown with increasing bars (top left)
	
	14. Enter 999 in the ‘To’ box (this phone is registered to send emergency texts)

	6. This is a touch screen phone so use your fingertip to click on icons and numbers
	
	15. Provide details of injury, location and your name.  Describe that you are using my phone

	7. To make a call, tap the phone icon then the keypad icon and insert the base contact number: insert base contact name and number
	
	16. Useful apps (in navigation folder and 2nd page).  
See Emergency Procedures card for how to use these

	8. For the base contact, click on ‘messages’ and see the last message.  Click on the right arrow to get to the contact details
	
	17. 

	9. Recent numbers (e.g. base contact) are under the recent icon
	
	18. Battery life is shown top right.  On standby only, 20% of battery life will last approximately 4 hours.




Emergency Record Sheet

The below table is an example emergency sheet that you can printed, cut out and stored in your first aid kit with a pencil.

It is designed to be used as a record in the event of an emergency accident, either to maintain your own records, or to provide to a group going to obtain help as you have no phone coverage at your location.
	Emergency Record Sheet
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	Group Details (including Leader):

Number:
	Condition:

	Current/imminent weather conditions:



	Casualty Details:

No(s):
	Age(s):
	Gender:
	Male
	Female

	Injury details:



	History of accident:


	Time of accident:



	Location:
	Grid Ref:
	Emergency Numbers:

	Description:


	Police /Fell Rescue: 999

Ambulance:            999

Base Contact: 

	Further Information:



	Instructions to the group:
	Stay together. Keep calm.
Go carefully.

Stick to the route provided.


Incident Report – Leaders Report
This is a sample incident report to help you create your own, based on your circumstances
	General Information

	Todays Date
	
	Date of Incident
	

	Staff name:
	

	Venue:
	

	Session:
	

	Casualties:
	

	Other participants involved:
	

	Others involved: (non group members)
	


	Details of the accident or incident:

	Please outline the lead up to, and detail of the accident/incident.  Include who was involved, how and where it happened, time of occurrence, any casualties and their injuries or possible injuries, and any contributing or other factors.

	


	Action taken:

	Please detail any action taken as a result of the incident.

	


	Preventative Action taken:

	Please outline any preventative action taken before the incident to try to eliminate or reduce the hazards to an acceptable level.

	


	Accident follow up: (to be completed by manager)

	Action:
	Tick where applicable:
	Date completed:
	Completed by:

	No follow up (first aid applied only)
	
	
	

	Further participant information or statements required (from casualty and other delegates)
	
	
	

	Staff briefing and updating
	
	
	

	RIDDOR completion
	
	
	


Incident Report – Participants Statement
This is a sample participants form to help you create your own, based on your circumstances
	Name:
	
	Today’s date:
	

	Contact phone and email
	
	Date of the incident
	


	Before the incident:

	Please describe in as much detail as possible, any relevant information that you were provided with prior to the incident.

	


	The Incident:

	Please describe in as much detail as possible what happened, when it happened (date and time), possible causes for the incident, who was affected, and any other relevant information.

	


	Completion of the Statement:

	Please read and sign below.

I, the undersigned, agree that all the contents of this form are to the best of my knowledge true and accurate.

	Signed:
	
	Print:
	


Leader Self Evaluation

Use this form as a basis for your own reflective practice and monitoring your ongoing provision of activities.
Consider especially your: Confidence; Inspiration; Communication; Leader position; Stopping points; Awareness; Anticipation; Technical input

	Activity Type:
	
	Date:
	

	Planning and preparation undertaken:

Where and how was this effective?



	What worked well?



	What didn’t work very well?



	Actions: What would you change next time?  How would you change it?



	Comments from observer / supervisor / peer (where available):




Contacting CTC

You can contact CTC’s various departments as below:

	CTC National Office


	CTC Education



	General enquiries; Holidays; Finances; Campaigns; Commercial; National strategies; Course booking

	National Mountain Bike Award Scheme; Courses; Qualifications; Technical support



	CTC

Parklands

Railton Road

Guildford

GU2 9JX


	CTC Education

62-68 Thirlwell Road

Sheffield

S8 9TF



	Tel:
0844 736 8450

Email:
cycling@ctc.org.uk 

Web:
www.ctc.org.uk

	Tel:
0844 736 8463

Email:
mtb@ctc.org.uk
Web:
www.ctc.org.uk/education
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