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Workshop Instructions
This document is intended to provide sufficient information to organise a workshop.  It should be read in conjunction with the workshop project plan.  This document does not contain information about the content of the workshop.  This can be found in the document named “Workshop facilitator notes”.
Workshop elements

The workshop consists of two units.  One is a bicycle ride, and the other is a facilitated interactive discussion.  The discussion covers a debrief of the ride itself, and allows the facilitator to introduce additional issues and concepts that could not be covered by the practical riding experience.

Past participants in the workshop suggest that one of the most valuable parts of the workshop is the ride itself (coupled with the debrief to gain insights about behaviours observed).  

Workshop requirements
The requirements for the workshop are: participants, experienced cyclists, cycle route(s), a venue for the discussion unit of the workshop, materials for the workshop, bicycles, food and drink.  Each of these requirements is discussed in more detail below.
1. Participants

The workshop participants will include both <your invited group> such as police officers, and cyclists, but may also include other interested parties.  It is important to set the right tone from the outset, and an example email invitation is included in this resource kit (Workshop invitation).  It is recommended that the total number of participants is agreed as early as possible, as this number is likely to impact on other requirements, such as the venue (will it be big enough?), the number of cycles, and perhaps even the number of cycle routes.
2. Experienced cyclists

There are two roles for experienced cyclists in this workshop.  The first is as ride leaders in the practical component of the workshop, and the second is as participants in the discussion:

a. to provide additional insights for the non-cyclists

b. to learn what issues and pressures exist for the non-cyclist participants

It is important to try to include cyclists who have an open mind, rather than those who would use this opportunity to try and focus on a particular issue that concerns them.  

It is suggested that a short briefing session be held for the participating cyclists, to ensure that they understand the ground rules and expectations of them, in both sections of the workshop.  In particular the cyclists need to:

· have cycled the route which they will be leading/guiding, and have notes on particular hazards or issues along the way

· be polite and respectful of differing views

· be willing to share their experiences of cycling, both good and bad.

3. Cycle route(s)

In order to work out appropriate routes for the cycling part of the workshop, the organiser will need to understand a number of different factors:

· The planned time for the riding section (time of day)
· The fitness level of the participants

· The degree of experience (of cycling on streets) held by the participants

· The desired length of the ride (time and distance)

It is recommended that the practical cycling section is run at rush hour, in order to give participants a realistic experience, as this is when traffic volumes are at their highest.  CAN recognises that this recommendation will not always be practical, as most organisations do not require their workforce to be available before (say) 08:30.  However, experience in delivering this workshop has shown that cycling in the rush hour creates the most valuable experiences, particularly highlighted in the debrief and follow-up section to follow.

The expected fitness levels of participants, together with the degree of experience is also likely to influence of the choice of route.  It is worth noting that some organisations may like to use this opportunity for their staff to exercise, hence the last point.

The above considerations need to be taken into account, when planning the route(s) to be taken.  The routes themselves need to provide some realistic challenges, while not requiring the participants to go too far out of their comfort zone.  It might include a challenging (for cyclists) junction, pedestrian crossings, traffic lights, narrow road lanes, lines of parked cars etc.  It exposes participants to the hazards that an experienced commuter would anticipate on a daily basis.
CAN recommends that the section of the workshop is discussed with the target organisation before the day of the workshop, in order to understand their expectations.  For example, on one of the initial sessions of this workshop, the police equipped all riders with fluorescent vests that said POLICE in big yellow letters – which made it very safe for them, as no vehicle driver dared misbehave!  CAN recommends that the organisers try to keep cycling conditions as realistic as possible, to maximise the experience gained by participants.

Ensure that, once the routes have been agreed, these can be displayed to the participants before the rides start.  This can be done on a map, on one or more overhead slides, or included in a power point presentation as appropriate.  Remember that the riders will want to know where they are going!

4. Venue for discussion section of workshop

The selected venue needs to be big enough to accommodate the group of participants; ideally it should be capable of being arranged to seat groups of 4-6 around separate tables (depending on total group size).  There should be a data projector, laptop/computer and projection screen.  There also should be a whiteboard (preferably one capable of printing), and flip chart paper and stand.

Ideally, there should be a separate area where food and drink can be set out for breaks as appropriate to the planned workshop.

It is preferable that the selected venue offers secure bicycle parking.
5. Materials for the workshop

The organiser needs to amend the presentation materials as required to suit local conditions and the target organisation.  A separate checklist has been included with the workshop checklist, to ensure that documents can be edited appropriately.

CAN recommends that the organisation’s logo is included on the title slide, to reflect the commitment of the organisation to the workshop.  CAN also recommends that the material includes any particular local issues that could be usefully highlighted with the participating audience.  The organiser should confirm any requirements for the presentation at the venue (for example, will it be possible to use a presentation on a USB stick, or should it be emailed to the venue beforehand?).

If the organisation wishes to introduce their own material, CAN recommends that this material be incorporated into the complete presentation, in order to give participants a seamless experience.  CAN acknowledges that this is not always possible.

Prepare any handouts that the facilitator wishes to distribute, and ensure there are sufficient copies for all participants. Also make enough copies of the feedback form.

Ensure that there are whiteboard pens, as well as flip chart paper and pens.
6. Bicycles

If some participants will use their own bikes, CAN recommends that the road worthiness of the cycles is checked, using the Workshop bike checklist included with the resource kit.
It is probable that some participants will prefer the use of bikes provided for the purpose.  CAN recommends approaching a local reputable bicycle shop for the hire.  Make sure that the company understands the bikes will be used on the road, and therefore should meet legal requirements for road use.

The hire should include helmets, which can be adjusted to different head sizes.  

CAN recommends that each ride leader is equipped with a puncture repair kit and pump.

7. Food and drink

The Workshop invitation template includes a request for advisement of important dietary needs.

When this workshop has been run previously, the ride section finishes with an early morning tea, with plenty of liquids available for thirsty riders.  Tea and coffee supplies are always appreciated.

It is suggested the workshop completion could be rounded off with a social lunch before the participants depart.  This is another opportunity to build relationships and establish valuable network connections.
Don’t forget to include cups, plates, tea spoons, napkins (and any other cutlery required).
