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Introduction

Thank you for choosing to volunteer with Ontario Cycling! We firmly believe that
volunteers are the backbone of our organization and the key to the success of our
cycling events. Your time and dedication to volunteering play a crucial role in
shaping the success of our events and creating a positive impact on the cycling
community. We are honored to have you as part of our team.

Purpose

The purpose of this handbook is to provide you with the information you will need
to effectively perform your volunteer duties at events, ensuring a smooth and
enjoyable experience for both participants and fellow volunteers.

In addition to your volunteer duties, you may:

= Proactively assist participants and answer their questions based on the
knowledge you have or connect them with OC staff members that are
present.

= Anticipate the needs of other volunteers and lend a helping hand.

= Share your knowledge and expertise with newcomers to enhance their
volunteering experience.

= Provide constructive feedback and suggestions for improvement to help
Ontario Cycling refine event processes.

= Engage with the participants and create a welcoming and supportive
atmosphere.

While there are volunteer roles that are the same across different sports (ie.
Registration, marshals, etc.) there are small nuances that make the role unique.
The handbook will be organized by Sport in the following order:

1. Track

2. Road

3. Mountain Bike

4. Cyclo-Cross

5. BMX
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Quick Reference Guide

1. Role Expectations Checklist

O Review your role description in the Handbook

O Complete required training or certification (see table below)

O Bring required gear & safety equipment

O Sign in on-site and confirm assignment

O Report incidents using the Sport Accident QR code provided by

OC Staff

Role

Mandatory Training

Reference

Caravan Driver

Cycling Canada
Caravan Driving Course

Volunteer Policy &
Volunteer Orientation

Course Marshal

Marshal brief & radio
protocol

Volunteer Policy,
Volunteer Handbook &
Appendix

Holder (Track)

On-site practical demo

Volunteer Policy,
Volunteer Handbook —
Track

Start Gate Operator
(BMX)

Start Gate Safety Brief

Volunteer Policy,
Volunteer Handbook —
BMX

2. Incident & Emergency Quick Guide

O Ensure personal safety and secure the scene

Volunteer Handbook
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O Contact Medical via radio — provide location & nature of incident

O Complete OC Sport Injury Report Form (QR code)

O Remain with injured person until relieved by Medical or OC Staff
3. Dress & Safety Gear Tips

O Wear closed-toe shoes; steel-toed footwear recommended for
set-up/tear down roles

O High visibility vest required for course marshals

O Weather appropriate layers and sun protection

Signing up as a Volunteer

Depending on which discipline you choose to volunteer with, the sign-up process
will be different. Please refer to the discipline-specific section to learn more about
how to sign up as a volunteer.

Volunteer Dismissal

If a volunteer does not meet the expectations and responsibilities outlined in their
role description, breaches a boundary or engages in inappropriate behaviour,
Ontario Cycling may dismiss the volunteer.

The following are considered grounds for immediate dismissal:
o lllegal, violent, or unsafe acts
e Theft or property misuse

e Being under the influence of drugs or alcohol while performing volunteer
duties

e Any action or behaviour that causes harm or is deemed to be in violation of
the Ontario Cycling Code of Conduct & Ethics
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Any instance of failure to meet the volunteer role requirements will be documented
in the volunteer’s file using the Volunteer Incident Report. Volunteers will be
dismissed if improvements are not made after 2 warnings/filed incident reports. An
in-person meeting will be held to inform the volunteer of the decision to be
dismissed. The CEO, OC Staff Lead, and the volunteer in question will be present at
the meeting. The volunteer will be provided with a Dismissal Letter in physical and
digital formats. This will be saved in their personal file.

Volunteers that are suspended or dismissed from volunteering under our Discipline
& Complaints Policy, are no longer welcome to volunteer at Ontario Cycling
sanctioned events as well as Cycling Canada or Provincially sanctioned events in
other provinces.

Volunteering at Track Events

Signing up to Volunteer at Track Events

For all track cycling specific events, VeloSched is the platform that Ontario Cycling
uses to coordinate volunteer needs. It helps promote volunteering opportunities for
different events, track availability, and encourage interested volunteers to sign up
for shifts. In the following section, we will provide you with important details on
how to use VeloSched and manage your volunteer involvement with Ontario
Cycling.

Creating your VeloSched account

Please use the following link to access the VeloSched volunteer registration page
and create your account: https://velosched.com/VeloSched/Register/. It will only
take a couple of minutes. Once we have received and reviewed your registration,
you will be contacted via email and provided with your username and password to
access your account. Please make sure that you complete your account with all
required details (e.g. phone number, emergency contact, dietary restrictions) and
keep it always updated, as we rely on this information to be accurate.

Adjusting your Skills

To assign a volunteer shift to you that matches your skills and interests, we kindly
ask you to ensure that your skills are chosen according to your abilities. Please note
that you will only be able to sign up for volunteer shifts that match your skills.

To adjust your skills set, please log in to your VeloSched account and refer to the
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section ‘Skills’. Read the position descriptions carefully and set your skills honestly
according to your experience and knowledge. Please see the steps below to update
your skKills correctly:

Login and Contact Information

Change Password

Update Information

Languages

Recommend a New Volunteer

Change my Login Password

Update my Name, Email, Location, Phone, Shirt Size, Emergency Contact, etc.
Languages spoken: English German

Update Skills (Positions) and Abilities

Recommend a New Volunteer for the team.

Please set your ability level for each Venue and Position

« For all Venues (on the left), click on venue and set your skills and abilities.

« Only choose a Position if you are comfortable being assigned to it.

« Choose Expert if you are very confident in the role and can mentor others.

+ Choose Intermed if you feel comfortable working with an Expert.

« Choose Novice if you can do the role, but need a review beforehand and to work with an Expert.

Position Ability Description

Road

Velodrome

General Training will be given at the beginning of the shift.

Course Maintenance Must be comfortable using equipment such as mallets, nails, stakes, etc.
Course Marshal Must be prepared for being outside (rain, mud, cold).

Laps/Bells

MTE Rider Able to ride an MTE course.

Number Caller Must have good vision and a clear voice.

Setup/Teardown Must be able to lift 25/bs. Must be prepared for outside activity (rain, mud).
Volunteer Manager Familiar with the sport technical requirements of MTB and managing people.

After saving your selection, you can proceed to the volunteer shift sign up and will
find a list of available volunteering opportunities matching your skKills.

Signing Up for Shifts

1. Login to the website.
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2. Make sure your contact info, languages and skills are accurate.
3. Click on Sign Up. Read the instructions at the top of the page.

4. Set Available or Preferred on the shifts you can do. Pick shifts that are
reasonable for you. If you have choices, pick the Positions you would prefer
to do.

5. Press Save or OK after signing up.

During the signup period, if you are no longer available for a shift, please remove
yourself from the Sign Up page and send us an email to
ocvolunteer@ontariocycling.org. This helps us find a replacement as soon as
possible.

Confirming Assigned Shifts

1. Wait for the email about when the Assignments are available. Please be
patient.

2. Login to the website.

3. Click on Show Assignments. Read the instructions at the top of the page
and Confirm your shifts. Remember: if you don't see the shift in Show
Assignments, you don't have it. Do not show up for shifts that you don’t
see in your assignment overview. If you aren’t sure, please don’t hesitate to
contact us to double-check.

4. Consider adding your shifts to your electronic calendar to keep yourself
organized.

We recognize that "life happens" and things don't always go as planned. If you
can't make an assigned shift, let us know as soon as possible by cancelling the shift
and sending us an email, as we will need to find a replacement for you. Of course,
if you're sick or some other unexpected situation comes up and you can't make
your shift, don't worry - we will manage. Health and safety come first.

On the other hand, if you are assigned to an event, it is crucial that you check your
email the night before the event and the morning of to make sure that you have all
of the up-to-date information. There may be last minute changes or details you
might need to know.

We assign volunteers for the events considering availability, skills, preferences and
most importantly, the needs of the competition. We strive for one shift per day
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even when volunteers indicate they are available for double shifts. Remember:
Assignments are your assigned shifts. Sign-up indicates which shifts you are
available for.

If you have any questions about VeloSched or encounter difficulties while using it,
please do not hesitate to reach out to the ocvolunteer@ontariocycling.org email
address — we will be happy to help.

Track Registration Volunteer

Registration volunteers for Track are required to use a computer (provided by
Ontario Cycling) to sign riders in. They will be in charge of checking riders in before
their start. In this role, volunteers will be expected to complete the following:

1. Check a rider’'s membership to ensure it is a valid OC membership or UCI
license (see photos below for membership types)

2025 Membership Types

B uion unioN
ucCl EUCIK ... 2025 * & EUCI ..
UCiD: 101 572 716 39
The halder agrees to abide by the
Last Name: Cycle Federation ID: ON77157 requiat ans of the UCI and af the natianal
First Name: Little Johnny Cat. Nat: RMMOA TMMOA tege:
Nationality: Canadian CMMOA XMMOA laos
I
Dale: Qf Birth: 1985-12-31 Cat. Prov: RM.D TM.D B
Ll . CMMOA.3 XMMOA.E inior Lofr
c]aEtmT:ch‘ ClubiTeam: Midweek Cycling aplcation 512 bo passad and held by
UCT Category: Master Club (MwCC} T i ?;L:-s;n'mu of Canad
uC| Team: SHCs ity
Cycling Canada +1 613 243 1353 FedeIBpIBLINCTal ACAIE Care pian.
Ontarle Cycling -1 418 855 171/
Issued on: 2024-11-13  Valid to: 2025-12-31
EMERGENCY CONTACT Jenny Cycle 555-555-5555
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Challenge 2025 S, 2 ONTARIO

ONTARIO CYCLING B UX b
BHALLENGE MEMBEHSHIP ¥ EXPIRES: DECEMBER 31, 2025
PRESENT THIS CARD AS PROOF OF
25CHAL-0002 L
EVENTS AND CLUB ACTIVITIES.

MEMBER NAME: Little Johnny Cycle
IDENTIFIED GENDER: M

DATE OF BIRTH: 1985-12-31 ONTARIDCYCLIN. 069
EMERGENCY: 555-555-5555

NCCP CYCLING COACH: No THE CARD HOLOER AGREES TO ABIDE BY ALL POLICIES AND PROCEDURES OF ONTARID CYCLING.
TEAM / CLUB:
Compete 2025 Sy <7 ONTARIO
ONTARIO CYCLING S CYCLING
CUMPETE MEMBERSHIP ey EXPIRES: DECEMBER 31, 2025
PRESENT THIS CARD AS PROOF OF
MEMBERSHIP WITH ONTARIO
2 5 COM P-oooz CYCLING AT ALL OC SANCTIONED

EVENTS AND CLUB ACTIVITIES.
MEMBER NAME: Lil Jenny Cycle
IDENTIFIED GENDER: F ONTARIOCYCLING.ORG
DATE OF BIRTH: 2007-01-01
EMERGENCY: 555-555-5555
NCCP CYCLING COACH: No
TEAM / CLUB:

THE CARD HOLDER AGREES TO ABIDE BY ALL POLICIES AND PROCEDURES OF ONTARID CYCLING.

2. Confirm what category the registrant is participating in
3. Check-in the rider to the races they have registered for

OC Event staff will ensure that computer is set up and on the timing network prior
to shift start. In the event that it is not set up or it is disconnected, the steps below
indicate how to connect to the server and set the computer up.

e To get the rider list and bib number connect the device to racetiming
internet.

o Wireless name — timing

o Password — racetiming
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PP The Wi-Fi network "timing" requires a WPA2
Personal password.
You can also access this Wi-Fi network by sharing the
password from a nearby iPhone, iPad, or Mac which has
connected to this network and has you in their contacts.

Password racetiming|

Show password [ @]

Volunteer Handbook
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Once connected to racetiming, open the internet browser and type
confirm./ which will bring up the rider list.

G @ confirm./

° cy1 @ confirm.

Q  confirm./ - Google Search

Q. confirm ticket

2 confirm synonym

Q. confirm meaning

TUN | My Home
https:jjccnbikes.com/my_pagesfhome

Manage Entries

113 BibNum / Last: | Bib or Last Name Al Categories ~ 0O Unconfirmed © By Bib Add Entry |
ﬁ 28  ABIDI Adam 10059568690 CAN OTTAWA BICYCLE CLUB LONGUEUIL MCA
_ 70  ADDISON Marc Wayne 10058984064 CAN CANNONDALE ECHELON P3B 4llll ST-CONSTANT MCC
u=“ 95  ALVARADO Julissa 10127060785 COL TEAM VALLEY VELO VAUGHAN WCA
K ___ 33  AUYEUNG Logan 10130460637 USA STAR TRACK CYCLING FLORAL PARK MCC
¢ 63 BALKOS Tom 10087620282 CAN WATERLOO MCC
B 12 BARRY Ashlin 10074651079 CAN EF - ONTO TORONTO MCA
.4 | 111 BARTAKarolina 10147154741 POL ECHELON CYCLING CLUB MISSISSAUGA WCB
& 49  BEGIN Patrick CAN VAUDREUIL-AUR-LE-LAC MCB
e Click the pencil to confirm their information and confirm the rider has picked
up their bib. Once you have confirmed, click the green Save button.
e If you are unsure about what button to click or what to do, ask the Lead

Staff.

Volunteer Handbook
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Bib Number

Last Name

First Name

Team

uctio

City

Category

Event Choices

28 License

Number

ABIDI

Adam

OTTAWA BICYCLE CLUB
10059568630
LONGUEUIL

CatAN ~ Height

28

Nation

State/Prov

Catl ~

EUIL NIUST USLalia

Chip

Team Code

CAN

Qc

Eligible Yes ~

# Elimination (20) [ O Keirin (21) # Points (26) [ # scraten (2) [

Add Event

a3

Cyclists will be required to place the bibs on their back in the orientations shown
below. Riders may ask registration volunteers how their bibs should be placed on
their jersey. Please refer to the tech guide for the most accurate information or

confirm with an OC staff member.

The single bib is for timed events (Individual Pursuit, 500m Time Trial, Team
Pursuit, Team Sprint etc.), and the double bibs are for bunch races (Scratch, Points,
Tempo, Elimination, Sprint and Madison)

Back of
Jersey

Whips

Volunteer Handbook
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The whips are the runners of the event that maintain the flow of the races. Whips
are required to use a phone/tablet to access the electronic start lists in order to
perform their role. If you are not comfortable using your own device, or do not
have one, you will be provided with a tablet. Whips are important during timed
events or sprint events when athletes are required to be on the track one after
another. Any delay in getting the athletes on the track will delay the timing and
flow of the event.

When using the device, for 2-up events (events where there are 2 riders on the
track: one on the home straight and one on the back straight), the rider on the
home straight will always be the one whose name appears first in the heat. For
timed events, there should always be multiple riders ready and on deck. It is the
Whip’s role to know approximately how long each heat will take and whip riders
accordingly. Good practice is to let a rider know how many heats are ahead of them
so they can judge their warm-up time accordingly. Keep in mind that for
bunch/mass start events, riders enter the track from the back straight and roll
around to the home straight. For timed events, the rider enters the track on
whatever side they have been assigned to. For sprint events, including keirins, the
riders enter the track on the home straight.

e To get the list of riders for whip you will need to connect to the racetiming
network. Follow the steps below to connect your device.

o Wireless name — timing

o Password — racetiming
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P The Wi-Fi network "timing" requires a WPA2
¥ Personal password.

You can also access this Wi-Fi network by sharing the
password from a nearby iPhone, iPad, or Mac which has
connected to this network and has you in their contacts.

Password racetiming|

Show password [ @

Cancel m

e Once connected to racetiming wireless network open the browser on your
device and enter in the following web address.

o Whip./official.php?Role=Whip#top
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Deck

The Deck volunteer will be positioned either at the home straight ramp or the back
straight ramp. The volunteer will ensure that riders are getting up on the track
efficiently, while ensuring the riders from the previous race can exit the track
safely. The volunteer on deck should work closely with the whips but should remain
in place either at the bottom or top of the stairs on whichever side of the track they
have been assigned to.

Bike Check

The role of the Bike Check volunteer is to assist the bike check official as needed.
The Bike Check volunteer will help ensure an efficient process so that riders will
arrive at the start line on time. Bike Check volunteers are required to use a
phone/tablet to perform their role. If you are not comfortable using your own
device, or do not have one, you will be provided with a tablet. The Bike Check
volunteer helps the Bike Check Official note which riders have gone through bike
check. In some instances, they will also assist with roll-out if there are youth
athletes racing. Roll-out is when an athlete rolls their bike on a line to measure how
many rotations it makes within a specific distance. The bike check volunteers
should also be watching that athletes who have gone through bike check either rack
their bikes on the provided bike racks or that they ride them in the pre-determined
warm-up area. Once a bike is through bike check, a rider cannot bring their bike
back to their pit as no changes are allowed to be made to the bike after it has gone
through bike check.

e To get the list of riders for bike check you will need to connect to the
racetiming network. Follow the steps below to connect your device.

o Wireless name — timing

o Password — racetiming

Volunteer Handbook 18 June 17, 2025



P8 The Wi-Fi network "timing" requires a WPA2
¥ Personal password.
You can also access this Wi-Fi network by sharing the
password from a nearby iPhone, iPad, or Mac which has
connected to this network and has you In their contacts.

Password racetimingl|

Show password [ @

cancel (I

e Once connected to the wireless network open the browser on your device and
enter in the following web address

o Bikecheck./official.php?Role=Bikecheck#top
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Start Gate

The volunteers assisting with start gates will oversee getting the start gates on the
track prior to the start of a timed event. Once the race is underway, the volunteers
will carefully move the start gates by rolling it down the track and return them back
to the apron. Start gates are used for all timed events including time trials,
individual pursuit, team pursuit and the team sprint. For 1-up events, the rider will
always start on the home straight. Therefore, only home straight volunteers will be
required during this time.

Holder

During standing start events, holders will be assigned to an athlete in preparation
for the start of the race. The holders will be positioned directly behind the athlete
and ensure they are in the proper, upright position for the start of the race. Once
the starter signals the start of the race, holders will release the athlete and
carefully remove themselves from the track until they are required again. Holders
should remember to hold according to the race type. For example, during timed
events, such as team pursuit, a holder should generally hold from behind the
saddle. For bunch races or keirins, the holder should be standing ‘down track’ to the
rider, positioned next to the bike, holding the saddle and the bars on the stem. It is
important for volunteers to watch for/listen for rider cues to know if they need to
adjust their pedals, their position on the bike, etc. Riders will not always verbalize
these cues so you may need to watch for hand signals, elbow flicks or head nods.
This role is more physical than other roles and requires prior training, strength and
balance. If you have limitations with your lower back and/or knees, this position is
not for you.

Video Assistant

The Video Assistant volunteer assists the Judge Referee official with video of events
required for playback (as needed for results purposes). The volunteer assigned to
this role will operate the video camera and will be positioned next to the Judge
Referee. The Judge will provide directions as to what they want captured, details
regarding playback, etc.

Laps and Bells

The Laps & Bell volunteer will be stationed on the apron next to the lap counter and
the lap bell. With the assistance of the Commissaires, the Laps & Bell volunteer will
help count down the laps for each race. They will also ring the bell when necessary
(last lap, points lap, elimination lap, etc.) This role may be loud at times as you will
be standing directly beside a ringing bell!

Volunteer Handbook 20 June 17, 2025



Announcer

If you are passionate about cyclingand can get a crowd excited, this role is for you!
Announcers are the link between the event organizer and the athletes, participants
and volunteers. They provide information to all participants about race times, work
with the timers and officials, and announce any important information regarding the
day. They also announce riders as they pass the finish line or provide colour
commentary to the race. Previous sport announcing experience is not required but
is preferred. A microphone and a spot by the finish line will be provided on site.

Set-Up/Tear Down

Events require a lot of set-up and many hands make light work! If you are a quick
learner, enjoy working with your hands, and work under minimal supervision and
instruction, this role is for you!

Volunteering at Road Events

Signing up to volunteer at a Road race

To sign up as a volunteer at a road race please reach out to
ocvolunteer@ontariocycling.org with your Name, Email, Phone Number, and City of
Residence. If you state that you are comfortable with having your email shared with
event organizers throughout the province who are in search of volunteers, Ontario
Cycling will pass along your info to the event organizers for the season. The
organizer will reach out to you directly. Alternatively, feel free to go to the OC
website, search up an event near you and contact the organizer directly.

Road Race Registration Volunteer
What is Needed at Registration and How is it Set Up?

The following items are required at registration. If something is missing, please ask
the OC Event Lead or another OC staff present.

e Table with tablecloth and at least two chairs
e Pins (at least 3 boxes should be available)

o Both bibs on the back — side will be dependent on where the finish judge and
timer is located
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e Blue registration bin that will hold pens, highlighters, scissors as well as an
event binder and laminated documents that should be posted at registration
table on or a board

o Image of the bib number orientation for jerseys in plastic frame holder
o Map of the course — to include laps and distances per category

o Schedule for podium and race start times

o Participant survey QR Code

o Tech guide for easy access to information about event

o Start lists broken out by Wave on clip boards

= only one sign in sheet per wave — laminated category signs for creating
individual lines

o Ontario Cycling membership list with license information — located in binder
e Timing chips if indicated by timer
e First Aid Kit — however athletes to be directed to Medical for ALL injuries

o Registration notebook to keep track of changes being made, or important
information that is required to be tracked

e List of assigned chips if required by timer (to assist when required to assign
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new chips)
e Bib Range sheet (to assist when assigning replacement bib)
e Garbage bag and/or Garbage Can
o Table with water jug for athletes — weather dependent, under a tent
e Secondary tent for volunteer/staff/Commissaires
o Table with tablecloth/few chairs
o Store coolers of food/drinks
o Use for additional storage
o Radio bin and sign out sheet
What are the registration steps to get a rider signed in and ready to Race?
e Sample Script
o What is your name?
o Can I please see your Ontario Cycling license or UCI license?

= Make sure name on license matches (example of License options on the next
page)

o What category are you in?

=  Find name on start list

e Actions

o Pull correct bib that matches to sheet as well as timing chip if required (chip
is to be attached to handlebars on bike or front post)

o Have rider initial online on sign-in sheet confirming they are in attendance
and have received correct bib and timing chip.

o Wish them Good Luck!
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Sign in closes 30 minutes before race. If there are any riders who are not signed in,
please mark DNS on the right-hand side of sheet. Please provide the list to
Commissaires prior to race so they are aware of who is not in attendance.

2025 Membership Types

License Front

License Back

ucCl

umon
UCIKE.. 2025 &

UCIID: 101 572 716 39

Last Nama: Cycle

First Name: Little Johnny

Natienality: Canadian

Dale Of Birlth: 1985-12-31

Age: 40

Gender: M

Cat. Tech:

UCI Category: Master

UCI Team:

Issued on: 2024-11-13  Valid to: 2025-12-31

" uniow
M s

- -4 ITERRATIONALE
The halder agrees to abide by the
raauEt o5 of the UCI ang af the national

Federalion ID: ON77157
Cat. Nat: RMMOA TMMOA

tederatiors. He accepts antidoping ana
d tests

CMMOA XMMOA alan; ided by fne rules and the
sale af the CAS
Cat. Prov: RM.D TM.D | acknowlesge snd aqree thst my personal
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What Happens if?

o If arider loses their bib numbers, please assign a new number to the rider.
The new number should be within the range provided for their respective

category and has not already been assigned to another rider in the

event. Record the rider's new number on the registration sign-in sheet and
communicate the change with the timers via radio or in person near the

finish line.

o ** Reason for making sure bibs is within the category range is because it is
easier for providing lap counts to riders as sometimes the categories begin to

overlap during racing.

e What if an assigned chip is missing? — You will need look at the assigned chip
list to see what free chip you can provide to the rider.

o Mark new chip number on Sign-in sheet

o Advise timer via runner or prior to start of next wave

=  Name of rider
= Category

= Original chip

= Record the change in registration notebook.

= If a rider decides not to race after signing in or pulls out of the race - please
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make sure to advise the Commissaire by radio and record in the registration
notebook. When there is a good time deliver the DNF & DNS information to
the PCP.

*Use the registration notebook to jot down & keep track of items such as missing
chips, changes to bib numbers (after it is confirmed with timers), category changes
that may have occurred, questions by participants that an OC Staff member can
follow up later too.

What can you do after everyone has signed in?

e Registration is the home base during an event. Once registration is complete
for the day, admin items can be put away. At the end of each race, riders
will either drop their timing chip in a bin at the finish line or return it to the
registration desk. Chips are to be placed back on their respective timing chip
roll.

e Ask the OC Event Lead if any other items are required for the day. OC always
needs help with packing up event equipment/tear down at the end of the
day.

Caravan Drivers

As a driver you will either be driving your own vehicle or Ontario Cycling will
provide a rental car for you to use. You will be responsible for either leading
(driving in the Lead car) or following (Follow car) a group of riderson the road. If
you are the Follow car, you will have a commissaire (Cycling official) with you in the
passenger seat who will be responsible for directing your vehicles’ position on the
course. This is a great opportunity to learn some of the intricate details of road
racing as our commissaires love sharing their knowledge & experience! An
honorarium of $75.00 + mileage up to a maximum of $150.00 is provided

to volunteer caravandrivers. Please Note: You will be required to complete the
Caravan Driver Training (cost covered by Ontario Cycling). We will require a copy of
a valid Drivers’ License & will perform a Driver’s Abstract check prior to confirming
your ability to volunteer in this role.

Requirements/General Rules:
= All drivers to complete the Cycling Canada Carvan Driver Course

= Have a valid drivers license

Volunteer Handbook 26 June 17, 2025



Drivers abstact completed by Ontario Cycling

Complete any registration requirements previously provided by Ontario
Cycling

Carvan Drivers have the option to purchase a yearly UCI Technical License
and have Caravan Driver listed

General Rules:

Wearing of seatbelt is mandatory.

The use of mobile devices is prohibited.

Follow instructions and directions provided by Organizer and Commissaires.
Understand and follow all rules of the road as per MTO.

Pre check that in-car radio and handheld radio are working correctly (see
below for specific directions

Vehicle height cannot be over 1.66m.

What You Need to Know for Race Day:

Prior to the race it will be determined what vehicle number you will have and
what position you will be in during the race.

You should review the Tech Guide so you have a basic idea of the course and
the route that you will be driving. The Tech Guide can be found on the OC
website.

All Caravan Drivers will be part of a pre-race briefing. At that time, please
feel free to ask any questions.

Final check: Ensure you have all your equipment set-up and tested
The Organizer will provide each car with water, beverage, and snacks.

Depending on which vehicle position you are in, you might have either a
Commissaire, Medical Staff or Organizer in your vehicle.

Each vehicle will be given an emergency kit in case coming across injured
rider includes water, medical gloves, mask and warming blanket. First aid is
not to be given. If you come across injured rider, please radio location and

Volunteer Handbook 27 June 17, 2025



medical will arrive.

In-Car Radios & Handheld Units:

Figure 1: In-Car Radio unit front ; —— . o
view : - - et The In-Car Radios are
mounted on a wooden panel. The functions are the same as with the central unit.
At the back of the unit are two cables (red & black) and a silver antenna
connection. The unit, a 12V cigarette lighter socket and the antenna are necessary
to run the unit.

Figure 2: Backside

The antenna will be mounted on the car with the bottom magnet on the roof or the
hood/bonnet. The antenna connection will be established by screwing the antenna
cable onto the antenna connection at the back of the unit.

Figure 3: Frontside

After plugging the 12V into the 12V socket in the car, power up the radio, and the
button on the left side (above the cable) will turn it on by turning it to the right.
The up and down buttons can switch the channels.
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Course Marshals

The role of a course marshal is to assist in safe road crossings or sharp turns,
where vehicles or pedestrians/spectators may interfere. Course marshals will be
stationed along the course in locations determined by the event organizers. In a
road race, common locations could be a few hundred meters up from a turn or at
the base/top of a hill to alert OPP officers of incoming riders. This is a solitary role
where you will be required to stand while riders are passing but can restduring the
breaksin between passing riders. Please see Appendix 1: Course Marshall for more
information regarding the role of a Course Marshal.

Announcer

If you are passionate about cyclingand can get a crowd excited, this role is for you!
Announcers are the link between the event organizer and the athletes, participants
and volunteers. They provide information to all participants about race times, work
with the timers and officials, and announce any important information regarding the
day. They also announce riders as they pass the finish line or provide colour
commentary to the race. Previous sport announcing experience is not required but
is preferred. A microphone and a spot by the finish line will be provided on site.

Set-Up/Tear Down

Events require a lot of set-up and many hands make light work! If you are a quick
learner, enjoy working with your hands, and work under minimal supervision and
instruction, this role is for you!
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On-Site Communication

[
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Figure 4: Walkie-Talkie top
view

Figure 6: Walkie-Talkie - g, 5: walkie-Talkie - status
status on - Off -

The event organizer, Ontario
Cycling Staff, medical staff, and officials will use Walkie-Talkies to communicate
during the event. For the communication to be effective, it is important that
everyone understands how to properly use a Walkie-Talkie. Not all volunteers will
be provided a walkie-talkie. Depending on your position you may be provided with
a walkie to communicate. There can be a lot of officials talking over the radios so it
is crucial to limit the amount of chatter. Please limit your communication unless
absolutely necessary. If something needs clarification, please use a cell phone.

The walkie talkies are turned on by turning the upper left wheel to the right. The
display will illuminate and show the current channel. The channel can be switched
by turning the wheel on the right. The button to talk is on the left-hand side of the
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body of the walkie-talkie. Please shut off the walkie-talkie when you return it.

Using the Walkie-Talkie

Be sure to hold down the button for 1 second before you begin to speak. This will
ensure that the beginning of your message is not cut off. Here are some scripts you

may use to communicate using the Walkie-Talkie:

and on the correct channel

Example Script

John is calling Amy “John to Amy”
Amy is responding “Go-For Amy”
Amy is busy and needs a moment “Stand By”
Amy understands and will execute “Copy” “Roger”
John is checking his radio to make sure it is working “Radio Check”
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Things to remember:
e Take a breath before you begin to talk.

o Keep your communication short! If the communication is longer than 2
sentences, it should be a phone call.

e Test your walkie-talkie when you get it.

Volunteering at Mountain Bike Events

Signing up to volunteer at a Mountain Bike race

To sign up as a volunteer at a MTB race please reach out to
ocvolunteer@ontariocycling.org with your Name, Email, Phone Number, and City of
Residence. If you state that you are comfortable with having your email shared with
event organizers throughout the province who are in search of volunteers, Ontario
Cycling will pass along your info to the event organizers for the season. The
organizer will reach out to you directly. Alternatively, feel free to go to the OC
website, search up an event near you and contact the organizer directly.

Mountain Bike Registration Volunteer
What is Needed at Registration and How is it Set Up?

The following items are required at registration. If something is missing, please ask
the OC Event Lead or another OC staff present.

e Table with tablecloth and at least two chairs
e Zip ties for MTB

o 1 race plate zip tied to handlebars
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o Blue registration bin that will hold pens, highlighters, scissors as well as an
event binder and laminated documents that should be posted at registration
table on or a board

o Map of the course — to include laps and distances per category

o Schedule for podium and race start times

o Participant survey QR Code

o Tech guide for easy access to information about event

o Start lists broken out by Wave on clip boards

= only one sign in sheet per wave

o Ontario Cycling membership list with license information — located in binder

o Timing chips found near registration area

e First Aid Kit — however athletes to be directed to Medical for ALL injuries

o Registration notebook to keep track of changes being made, or important
information that is required to be tracked

e List of assigned chips (to assist when required to assign new chips)
e Chip Range sheet (to assist when assighing replacement chip)

o Garbage bag and/or Garbage Can

o Table with water jug for athletes — weather dependent, under a tent
e Secondary tent for volunteer/staff/Commissaires

o Table with tablecloth/few chairs

o Store coolers of food/drinks

o Use for additional storage

o Radio bin and sign out sheet

What are the registration steps to get a rider signed in and ready to Race?
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e Sample Script
o What is your name?
o Can I please see your Ontario Cycling license or UCI license?

= Make sure name on license matches (example of License options on the next
page)

o What category are you in?

= Find name on start list

e Actions

o Pull correct chip that matches to sheet (chip is to be attached to handlebars
on bike or front post)

o Have rider initial online on sign-in sheet confirming they are in attendance
and have received correct timing chip.

o Wish them Good Luck!

Sign in closes 30 minutes before race. If there are any riders who are not signed in,
please mark DNS on the right-hand side of sheet. Please provide the list to
Commissaires prior to race so they are aware of who is not in attendance.
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What Happens if?

MTB - If a rider loses their plate number, please use number stickers (or a
thick marker if there are no more remaining stickers) and a blank plate to
make a new plate with same number.

What if an assigned chip is missing? — You will need look at the assigned chip
list to see what free chip you can provide to the rider.

Mark new chip number on Sign-in sheet

Advise timer via runner or prior to start of next wave
Name of rider

Category

Original chip

Record the change in registration notebook.

If a rider decides not to race after signing in or pulls out of the race - please
make sure to advise the Commissaire by radio and record in the registration
notebook. When there is a good time deliver the DNF & DNS information to
the PCP.

*Use the registration notebook to jot down & keep track of items such as missing
chips, changes to bib numbers (after it is confirmed with timers), category changes
that may have occurred, questions by participants that an OC Staff member can
follow up later too.

What can you do after everyone has signed in?

Registration is the home base during an event. Once registration is complete
for the day, admin items can be put away. At the end of each race, riders
will either drop their timing chip in a bin at the finish line or return it to the
registration desk. Chips are to be placed back on their respective timing chip
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roll.

e Ask the OC Event Lead if any other items are required for the day. OC always
needs help with packing up event equipment/tear down at the end of the
day.

Course Marshals

The role of a course marshal is to assist in safe spectator crossings, where they
may interfere with the race. Course marshals will be stationed along the course in
locations determined by the event organizers. Marshals are usually stationed on
course where spectators can cross from one side of the course to the other. Please
see Appendix 1: Course Marshal for more information regarding the role of a
Course Marshal.

Laps and Bells

The Laps & Bell volunteer will be stationed underneath the 2 finish line tents at MTB
& CX events with a lap counter and bell provided by the organizer. With the
assistance of the Commissaires, the Laps & Bell volunteer will help count down the
laps for each race, if necessary multiple lap counters may be present to show a
different number of laps remaining on the course for multiple different categories
who race different distances dependent on their ability and age. The volunteer will
also ring the bell when necessary, under instruction from officials (last lap of race
for each rider when crossing the finish line with 1 lap remaining)

Announcer

If you are passionate about cyclingand can get a crowd excited, this role is for you!
Announcers are the link between the event organizer and the athletes, participants
and volunteers. They provide information to all participants about race times, work
with the timers and officials, and announce any important information regarding the
day. They also announce riders as they pass the finish line or provide colour
commentary to the race. Previous sport announcing experience is not required but
is preferred. A microphone and a spot by the finish line will be provided on site.

Set-Up/Tear Down

Events require a lot of set-up and many hands make light work! If you are a quick
learner, enjoy working with your hands, and work under minimal supervision and
instruction, this role is for you!
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On-Site Communication
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Figure 4: Walkie-Talkie top
view

Figure 6: Walkie-Talkie - g, 5: walkie-Talkie - status
status on - Off -

The event organizer, Ontario
Cycling Staff, medical staff, and officials will use Walkie-Talkies to communicate
during the event. For the communication to be effective, it is important that
everyone understands how to properly use a Walkie-Talkie. Not all volunteers will
be provided a walkie-talkie. Depending on your position you may be provided with
a walkie to communicate. There can be a lot of officials talking over the radios so it
is crucial to limit the amount of chatter. Please limit your communication unless
absolutely necessary. If something needs clarification, please use a cell phone.

The walkie talkies are turned on by turning the upper left wheel to the right. The
display will illuminate and show the current channel. The channel can be switched
by turning the wheel on the right. The button to talk is on the left-hand side of the
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body of the walkie-talkie. Please shut off the walkie-talkie when you return it.

Using the Walkie-Talkie

Be sure to hold down the button for 1 second before you begin to speak. This will
ensure that the beginning of your message is not cut off. Here are some scripts you

may use to communicate using the Walkie-Talkie:

and on the correct channel

Example Script

John is calling Amy “John to Amy”
Amy is responding “Go-For Amy”
Amy is busy and needs a moment “Stand By”
Amy understands and will execute “Copy” “Roger”
John is checking his radio to make sure it is working “Radio Check”
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Things to remember:
e Take a breath before you begin to talk.

o Keep your communication short! If the communication is longer than 2
sentences, it should be a phone call.

e Test your walkie-talkie when you get it.

Volunteering at Cyclo-Cross Events

Signing up to volunteer at Cyclo-Cross Events

To sign up as a volunteer at a Cyclo-Cross race please reach out to
ocvolunteer@ontariocycling.org with your Name, Email, Phone Number, and City of
Residence. If you state that you are comfortable with having your email shared with
event organizers throughout the province who are in search of volunteers, Ontario
Cycling will pass along your info to the event organizers for the season. The
organizer will reach out to you directly. Alternatively, feel free to go to the OC
website, search up an event near you and contact the organizer directly.

Cyclo-Cross Registration Volunteer
What is Needed at Registration and How is it Set Up?

The following items are required at registration. If something is missing, please ask
the OC Event Lead or another OC staff present.

¢ Table with tablecloth and at least two chairs
e Pins (at least 3 boxes should be available)

o 1 large bib on the back (side will be dependent on location of finish judge and
timer)
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o 2 small bibs — one on each shoulder

Blue registration bin that will hold pens, highlighters, scissors as well as an
event binder and laminated documents that should be posted at registration

table on or a board

Image of the bib number orientation for jerseys in plastic frame holder
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o Map of the course — to include laps and distances per category

o Schedule for podium and race start times

o Participant survey QR Code

o Tech guide for easy access to information about event

o Start lists broken out by Wave on clip boards

o Ontario Cycling membership list with license information — located in binder
e Timing chips near registration area

o First Aid Kit — however athletes to be directed to Medical for ALL injuries

o Registration notebook to keep track of changes being made, or important
information that is required to be tracked

o List of assigned chips (to assist when required to assign new chips)

o Pit Bike Chip Assignment Sheet (see below for steps to assigning additional
chip)

+ Bib Range sheet (to assist when assigning replacement bib)
e Garbage bag and/or Garbage Can
e Table with water jug for athletes — weather dependent, under a tent
e Secondary tent for volunteer/staff/Commissaires
o Table with tablecloth/few chairs
o Store coolers of food/drinks
o Use for additional storage
o Radio bin and sign out sheet
What are the registration steps to get a rider signed in and ready to Race?
e Sample Script

o What is your name?
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o Can | please see your Ontario Cycling membership or UCI license?

= Make sure name on license matches (example of License options on the next
page)

o What category are you in?
= Find name on start list
o Do you have a second pit bike for the race?

= If yes, the rider will require a second timing chip for their spare bike

e Actions

o Pull correct bib that matches to sheet as well as timing chip (chip is to be
attached to handlebars on bike or front post)

o If the rider requires another timing chip for their pit bike, pull a timing chip
from the spare timing chip list (chips not assigned to any riders). Mark the
chip number on the sheet in the blank column beside their first chip number.

o Have rider initial online on sign-in sheet confirming they are in attendance
and have received correct bib and timing chip.

o Wish them Good Luck!

Sign in closes 30 minutes before race. If there are any riders who are not signed in,
please mark DNS on the right-hand side of sheet. Please provide the list to
Commissaires prior to race so they are aware of who is not in attendance.
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What Happens if?

o If arider loses their bib numbers, please assign a new number to the rider.
The new number should be within the range provided for their respective
category and has not already been assigned to another rider in the
event. Record the rider's new number on the registration sign-in sheet and
communicate the change with the timers via radio or in person near the
finish line.

o ** Reason for making sure bibs are within the category range is because it is
easier for providing lap counts to riders as sometimes the categories begin to
overlap during racing.

e What if an assigned chip is missing? — You will need look at the assigned chip
list to see what free chip you can provide to the rider.

o Mark new chip number on Sign-in sheet

o Advise timer via runner or prior to start of next wave

= Name of rider

= Category

= Original chip

= Record the change in registration notebook.

= If a rider decides not to race after signing in or pulls out of the race - please
make sure to advise the Commissaire by radio and record in the registration
notebook. When there is a good time deliver the DNF & DNS information to

the PCP.

*Use the registration notebook to jot down & keep track of items such as missing
chips, changes to bib numbers (after it is confirmed with timers), category changes
that may have occurred, questions by participants that an OC Staff member can
follow up later too.

What can you do after everyone has signed in?
e Registration is the home base during an event. Once registration is complete

for the day, admin items can be put away. At the end of each race, riders
will either drop their timing chip in a bin at the finish line or return it to the
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registration desk. Chips are to be placed back on their respective timing chip
roll.

e Ask the OC Event Lead if any other items are required for the day. OC always
needs help with packing up event equipment/tear down at the end of the
day.

Course Marshals

The role of a course marshal is to assist in safe spectator crossings, where they
may interfere with the race. Course marshals will be stationed along the course in
locations determined by the event organizers. Marshals are usually stationed on
course where spectators can cross from one side of the course to the other. Please
see Appendix 1: Course Marshal for more information regarding the role of a
Course Marshal.

Laps and Bells

The Laps & Bell volunteer will be stationed underneath the 2 finish line tents at MTB
& CX events with a lap counter and bell provided by the organizer. With the
assistance of the Commissaires, the Laps & Bell volunteer will help count down the
laps for each race, if necessary multiple lap counters may be present to show a
different number of laps remaining on the course for multiple different categories
who race different distances dependent on their ability and age. The volunteer will
also ring the bell when necessary, under instruction from officials (last lap of race
for each rider when crossing the finish line with 1 lap remaining)

Announcer

If you are passionate about cyclingand can get a crowd excited, this role is for you!
Announcers are the link between the event organizer and the athletes, participants
and volunteers. They provide information to all participants about race times, work
with the timers and officials, and announce any important information regarding the
day. They also announce riders as they pass the finish line or provide colour
commentary to the race. Previous sport announcing experience is not required but
is preferred. A microphone and a spot by the finish line will be provided on site.

Set-Up/Tear Down

Events require a lot of set-up and many hands make light work! If you are a quick
learner, enjoy working with your hands, and work under minimal supervision and
instruction, this role is for you!
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On-Site Communication
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Figure 4: Walkie-Talkie top
view

Figure 6: Walkie-Talkie - g, 5: walkie-Talkie - status
status on - Off -

The event organizer, Ontario
Cycling Staff, medical staff, and officials will use Walkie-Talkies to communicate
during the event. For the communication to be effective, it is important that
everyone understands how to properly use a Walkie-Talkie. Not all volunteers will
be provided a walkie-talkie. Depending on your position you may be provided with
a walkie to communicate. There can be a lot of officials talking over the radios so it
is crucial to limit the amount of chatter. Please limit your communication unless
absolutely necessary. If something needs clarification, please use a cell phone.

The walkie talkies are turned on by turning the upper left wheel to the right. The
display will illuminate and show the current channel. The channel can be switched
by turning the wheel on the right. The button to talk is on the left-hand side of the
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body of the walkie-talkie. Please shut off the walkie-talkie when you return it.

Using the Walkie-Talkie

Be sure to hold down the button for 1 second before you begin to speak. This will
ensure that the beginning of your message is not cut off. Here are some scripts you

may use to communicate using the Walkie-Talkie:

and on the correct channel

Example Script

John is calling Amy “John to Amy”
Amy is responding “Go-For Amy”
Amy is busy and needs a moment “Stand By”
Amy understands and will execute “Copy” “Roger”
John is checking his radio to make sure it is working “Radio Check”
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Things to remember:
e Take a breath before you begin to talk.

o Keep your communication short! If the communication is longer than 2
sentences, it should be a phone call.

e Test your walkie-talkie when you get it.

Volunteering at BMX Events

Signing up to volunteer at BMX Events

To sign up as a volunteer at a BMX race please reach out to
ocvolunteer@ontariocycling.org with your Name, Email, Phone Number, and City of
Residence. If you state that you are comfortable with having your email shared with
event organizers throughout the province who are in search of volunteers, Ontario
Cycling will pass along your info to the event organizers for the season. The
organizer will reach out to you directly. Alternatively, feel free to go to the OC
website, search up an event near you and contact the organizer directly.

BMX Registration Volunteer
What is Needed at Registration and How is it Set Up?

The following items are required at registration. If something is missing, please ask
the OC Event Lead or another OC staff present.

e Table with tablecloth and at least two chairs

e Zip ties for BMX number plates
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1 race plate zip tied to handlebars

Blue registration bin that will hold pens, highlighters, scissors as well as an
event binder and laminated documents that should be posted at registration
table on or a board

Schedule for podium and race start times

Participant survey QR Code

Tech guide for easy access to information about event

Start lists broken out by category on clip boards

Use only one sign in sheet

Ontario Cycling membership list with license information — located in binder
First Aid Kit — however athletes to be directed to Medical for ALL injuries

Registration notebook to keep track of changes being made, or important
information that is required to be tracked

List of assigned timing chips (if required)

Chip Range sheet (to assist when assigning replacement chips if being used)
Garbage bag and/or Garbage Can

Table with water jug for athletes — weather dependent, under a tent
Secondary tent for volunteer/staff/Commissaires

Table with tablecloth/few chairs

Store coolers of food/drinks

Use for additional storage

Radio bin and sign out sheet

What are the registration steps to get a rider signed in and ready to Race?

Sample Script
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o What is your name?
o Can I please see your Ontario Cycling membership or UCI license?

= Make sure name on license matches (example of License options on the next
page)

o What category are you in?

=  Find name on start list

e Actions

o Pull correct timing chip if being used that matches to sheet (chip is to be
attached to handlebars on bike)

o Have rider initial sign-in sheet confirming they are in attendance and have
received correct timing chip.

o Wish them Good Luck!

Sign in closes 30 minutes before race start. If there are any riders who are not
signed in, please mark DNS on the right-hand side of sheet. Please provide the list
to Commissaires prior to race so they are aware of who is not in attendance.
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2025 Membership Types

License Front

License Back

ucCl

uNioN
EUCE#E:... 2025 *
UCiID: 101 572 716 39

Last Name: Cycle

First Name: Little Johnny

Nationality: Canadian

Dale OF Birlh: 1985-12-31

Age: 40

Gender: M

Cat. Tech:

UC| Category: Master

UC| Team:

Issued on: 2024-11-13

Valid to: 2025-12-31

&
(1]

"l unioN
CYCLISTE
- INTERNATIONALE

Federation ID: ON77157

Cat. Nat: RMMOA TMMOA
CMMOA XMMOA

Cat. Prov: RM.D TM.D
CMMOA.3 XMMOA.E
ClubfTeam: Midweek Cycling
Club (MWCC}

Cycling Canada +1 613 248 1353

The hakder sarees to abide by the

requiataas of the UCI and af the natians!
tederations. He accents antidoping
i3 Tests provided by T1E rules A0 the

@ andl agree that my parsonal
prov dez as part of my
application snall be sassed and held oy

he UCI

insuranee 15 valid for resifents of Conady
who are covered under a
feaciatiprovingtal heaith care plan.

Ontarlo Cyeling +1 416 855 1717

EMERGENCY CONTACT Jenny Cycle 555-555-5555

Challenge

2025

ONTARIO CYCLING
CHALLENGE MEMBERSHIP

25CHAL-0002

MEMBER NAME: Little Johnny Cycle
IDENTIFIED GENDER: M

DATE OF BIRTH: 1985-12-31
EMERGENCY: 555-555-5555

NCCP CYCLING COACH: No

TEAM / CLUB:

«» ONTARIO
v~ CYCLING

EXPIRES: DECEMBER 31, 2025

PRESENT THIS CARD AS PROOF OF
MEMBERSHIP WITH ONTARID
CGYCLING AT ALL OC SANCTIONED
EVENTS AND CLUB ACTIVITIES.

ONTARIOCYCLING.ORG

THE CARD HOLDER AGREES TO ABIDE BY ALL POLICIES AND PROCEDURES OF ONTARID CYCLING.
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Compete 2025 e ~+ ONTARIO

ONTARIO CYCLING o e o R STPEL .
EUMPETE MEMBERSI‘"P ek EXPIRES: DECEMBER 31, 2025
PRESENT THIS CARD AS PROOF OF d
MEMBERSHIP WITH ONTARID
2 5 COM P-oooz CYCLING AT ALL OC SANCTIONED
EVENTS AND CLUB ACTIVITIES.
MEMBER NAME: Lil Jenny Cycle
IDENTIFIED GENDER: F ONTARIOCYCLING.ORG

DATE OF BIRTH: 2007-01-01
EMERGENCY: 555-555-5555
NCCP CYCLING COACH: No
TEAM / CLUB:

T ABIDE BY ALL POLICIES

What Happens if?

If a rider loses their plate number, please use number stickers (or a thick
marker if there are no more remaining stickers) and a blank plate to make a
new plate with same number.

What if an assigned timing chip is missing? — Reference the assigned chip list
to find the next unassigned chip you can provide to the rider.

Mark new chip number on sign-in sheet

Advise timer via runner or prior to start of next wave with:
Name of rider

Category

Original and new chip number

Record the change in registration notebook

If a rider decides not to race after signing in or pulls out of the race - please
make sure to advise the Commissaire by radio and record in the registration
notebook. When there is a good time deliver the DNF & DNS information to
the PCP.

Volunteer Handbook 53 June 17, 2025



*Use the registration notebook to jot down & keep track of items such as missing
chips, changes to race numbers (after it is confirmed with timers), category
changes that may have occurred, questions by participants that an OC Staff
member can follow up later too.

What can you do after everyone has signed in?

e Registration is the home base during an event. Once registration is complete
for the day, admin items can be put away. At the end of each race, riders
will either drop their timing chip in a bin at the finish line or return it to the
registration desk. Chips are to be placed back on their respective timing chip
roll.

e Ask the OC Event Lead if any other items are required for the day. OC always
needs help with packing up event equipment/tear down at the end of the
day.

 Make a note in the Registration Notebook of what chips are missing and the
OC office will follow up with those riders. A fee may be applicable to replace
lost timing chips and will be billed to the rider post-event.

Start Gate Operator

Unique to BMX competitions is the use of a start gate. A gate typically holds 8
riders evenly spaced. There is an air-operated piston located in between riders 4
and 5 that raises and lowers the gate. The track operator is responsible for
installing, setting up, and packing the piston at the beginning and end of
competition. The start gate operator is responsible for using the start gate remote
to raise and lower the gate safely. When raising the gate, make sure to announce in
the start area that the gate is rising so no riders accidentally ride over the lifting
gate. Before dropping the gate check that the course marshal at each corner has
not raised a flag or radioed to stop the start. If no obstructions are witnessed or
heard the gate operator is clear to proceed with the start sequence. By pressing
the start button on the remote, the start recording will begin saying “Okay Riders
Random Start — Riders Ready — Watch the Gate” followed by 4 start beeps that will
randomly occur within 1-5 seconds after the recording when the gate drops. The
randomized start ensures all race starts are fair and removes the predictability of
human behaviour if the operator was in control of when to drop the gate.

Course Marshals

The role of a course marshal is to assist in ensuring all athletes have a safe and
clear course for competition. Primary course obstructions are fallen athletes and
spectators, where they may interfere with the following race. If an obstruction is
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observed by a marshal, radio the PCP of the event to stop the following race from
starting until the course is clear. Course marshals will be stationed along the course
in locations determined by the event organizer. Marshals are usually stationed on
course where they have the best vantage point of the track and/or where the
course is open for spectator crossing.

There will be a minimum of 1 course marshal at each of the 3 corners on the
track.

Finish Judge/Hand Timers

At BMX races, the finishes are usually tight together (3 or more riders finishing
within a second of each other). BMX most of the time does not use chip timing for
provincial level competitions, so it is important to get multiple eyes observing the
finish. 3 finish judges should be positioned at the finish line to ensure they have
matching finish orders for each race, being able to corroborate each other's
observed order. If 1 or more judges observe a different order, the order viewed by
the majority of all judges will stand as the result.

Announcer

If you are passionate about cyclingand can get a crowd excited, this role is for you!
Announcers are the link between the event organizer and the athletes, participants
and volunteers. They provide information to all participants about race times, work
with the timers and officials, and announce any important information regarding the
day. They also announce riders as they pass the finish line or provide colour
commentary to the race. Previous sport announcing experience is not required but
is preferred. A microphone and a spot by the finish line will be provided on site.

Set-Up/Tear Down

Events require a lot of set-up and many hands make light work! If you are a quick
learner, enjoy working with your hands, and work under minimal supervision and
instruction, this role is for you! Canopy tents, tables, podium blocks, prizing,
signage; in addition to marketing materials like flags, banners, and backdrops are
just some of the equipment that gets set-up and torn down each day of an event.
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Thank you!

We at Ontario Cycling would like to extend our heartfelt gratitude to each volunteer
who generously dedicates their time and energy supporting Ontario Cycling at our
events. Without your contributions, these events would not be possible. We
sincerely appreciate your support, and we look forward to welcoming you back for
future volunteering opportunities. Together, we will continue to make a positive
impact on the cycling community and create unforgettable experiences for all.
Thank you for being a part of the Ontario Cycling family!
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Appendices

Appendix 1: Course Marshal
Purpose

Ride marshals perform two very important functions at Ontario Cycling (OC)
events:

e 1) You are OC’s eyes on the racecourse and the first line of response if there
is anincident involving any ride participants. You are responsible for alerting
OC staffabout all incidents involving ride participants and calling for support
if a rider needs medical or mechanical assistance.

e 2) You are a representative of OC. Therefore, you should set a
positive example for other cyclists during our events and be an enthusiastic
ambassador for cycling. Marshals provide a friendly and welcoming ride
environment for all participants and encourage other riders.

Responsibilities
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Maintaining your position during your volunteer shift

B8. % (&5 & Marshal &

S ! | i@ Location

100m in Front

Cyclist Direction of Hazard

of Travel

s, It
is very important that you do not leave your post during your volunteer shift. If you
are required to leave, please use your radio to reach out to the Event/Volunteer
Lead. They will then find someone to relieve you from your role. Please do not leave
your post until your replacement has arrived.

Directing Riders on Course

Figure 10: Marshal location
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100m in Front

Cyclist Direction of Hazard

of Travel

.

sy

Use caution flags to signal incoming riders that an upcoming corner, intersection,
course direction change, and/or hazard is up ahead and that riders should proceed
with caution. When on course, marshals should be facing the riders, while standing
on the left-hand side of the road facing forward to riders who are travelling on the
right-hand side of the road. Marshals should stand on the shoulder of the road,
being cautious as to not impede into the width of the road or course. They should
be spaced approximately 100m in front of the hazard or course feature to which the
marshal is indicating caution.

While stationed along the route throughout the day, you may find that the course
conditions start to deteriorate — gravel is pulled onto the road, a mountain bike
berm gets blown out, or a piece of course tape gets ripped off. Depending on what
section of the course each respective marshal is stationed in, OC staff may equip
the marshal with course equipment if there is a high likelihood that it may need to
be used, or a repair made (MTB). If you are comfortable making a repair and a
repair is needed in your section, you are empowered to do so only if: 1) you have
the appropriate equipment to do so 2) it is safe, and 3) you are comfortable making
the repair. It is important to make sure there are no riders on your section of
course when you go to make the repair and can return to your position to warn the
next incoming riders in time. If the repair cannot be made and is critical for the
safety and fairness of the event, radio OC staff to inform of the repair needed and
an individual with proper equipment will be sent to your location.

Respond to Emergencies & Incidents
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Since OC staff cannot go along for the ride and see everything that happens along
the route, marshals are the eyes and ears of the course. OC aims to have a marshal
at all key intersections along each route, so that when an incident or crash occurs,
there is a marshal present ornearby. As a marshal, it is your duty to respond to
incidents involving riders participating in the event.

You are not required to assist cyclists, but please use your best judgment to
respond in these situations as they arise. If you see a cyclist who was involved in a
crash and is in need of medical assistance, communicate with medical personnel via
radio that a rider is with you and requiring assistance. It is the responsibility of the
medical team on-site to provide care, not you as the Marshall. For a Marshall to
provide any treatment/care in order to maintain safety of the rider until medical
personnel arrive, they must be first aid certified and be wearing gloves and a mask.
As the Marshall you are not insured for providing medical care, but in an emergency
situation, it’s important to ensure that the rider is kept as safe as possible until
medical personnel arrive. We will review the specific response procedures in the
next section.

Scenario #1:

If a participant is having trouble with their bicycle, and you feel confident
assisting, you can offer your help and expertise if welcomed by the participant. A
good way to approach this kind of situation is to ask a rider “"Do you have all the
tools you need?” rather than “"Do you know what you’re doing?”. Don't feel pressure
to donate any tools or supplies you have, but if they have the supplies or youcan
fix it without any supplies, feel free to help. Alternatively, if it is not something that
can be fixed on the spot and the rider cannot continue — communicate via radio 1)
the number of the rider 2) that they will be a DNF and 3) will require pickup by the
sweep vehicle (so commissaires and the appropriate volunteer drivers are aware).

Scenario #2:

If a rider experiences a minor injury, such as a blister or scrape on the knee from
falling, offer first aid supplies to the person. You are not required to perform firstaid
yourself, only to offer supplies from your marshal kit that is provided where
needed. If a participant is resting on the side of the road, see if they are okay or
need any assistance. If they seem like they may be dehydrated or nearing physical
exhaustion (signs can include extreme sleepiness, headache, dizziness,
orlightheadedness), notify medical immediately, and report the DNF.

Scenario #3:

If the incident or crash is major (the person needs immediate medical attention, or
the crash involved a vehicle), radio the medical team immediately and inform them
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of the situation You may be required to collect the injured person’s bike if they
leave in an ambulance.

Be a Positive Representation of OC and Cycling

While marshaling an event, you are representing Ontario Cycling. From the time
you arrive at the event location, along the route, and until the time you leave, you
are a representative of this organization, and we ask that you actaccordingly.
Positive representation means behaving responsibly and abiding by traffic laws.
Show respect to all other road users. Please take special care to:

e Yield to pedestrians

e Be predictable

e Show a willingness to communicate with riders you don’t know (no earbuds
or loud music)

e Be friendly and professional.

Help Make the Event a Positive & Fun Experience for Participants

This experience should be fun for both you and our ride participants. By being
friendly and welcoming to other cyclists, you’ll enjoy the event even more. Make
the event a positive experience for ALL participants.

Once the course is closed at the end of the event, all course marshals are asked to
pick up any trash that may have been left in their respective section of the course
before returning to the OC registration table to return their equipment. A lot of
work goes into making these events possible and obtaining permission from the
local towns, municipalities, and/or venues that allow for these events to take place
on their land. We want to maintain a positive relationship with these local partners
to be able to have these events continue to happen annually and every piece of
trash or remanent left behind from the event helps us maintain these partnerships
and support future cycling endeavors in these locations.

Response Procedures

Emergency or Incident Response Procedures

Marshals who are the first to come upon the scene of an incident or crash, or are
presentwhen it occurs, should follow the procedures described below.

1) Check the Scene. First, make sure you don’t put yourself in danger. Answer
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the following questions: is the rider experiencing a mechanical failure on their bike?
Do they have minor injuries? Do they have a major injury? Are they just taking a
rest? Next, ensure the rider is out of harm’s way. Try to prevent other participants
from being involved in the incident.

2) Check the Cyclist(s). Verbally ask the injured cyclist how they are. Look them
over for visual signs of injury. Use your best initial judgment to determine if they
are safe to move off the road out of traffic, and if they need Emergency

Medical Services. Do not move a seriously injured cyclist that is lying on the
ground, even if they are in the middle of the roadway. Moving an injured cyclist
could cause severe damage if there is an injury to the neck or back. This is
especially true if the cyclist has lost consciousness. Rather form a circle of
protection around them with any other bystanders to protect them from traffic.
Ensuring the flag and safety vest provided to you are visible to vehicles. Keep the
cyclist lying down until medical attention arrives.

3) Call Event Medical Staff. If it’s clear the injured cyclist requires medical
attention, you should radio for immediate event medical staff attention. Describe
the situation to the medical team and provide directions to the closestintersection
or landmark, using your course map to help if needed. If you need additional help
and another marshal is not nearby to assist, ask a bystander for help and give clear
instructions. Even if the injured rider is able to move off the road to safety, the
injured rider may be in shock and the adrenaline from the crash may affect how
they feel theirinjuries. Ask the rider if they want you to call for medical assistance if
it’s not apparent thatthey need help. If they respond that they aren’t sure, err on
the side of caution and radio for medical staff. They don’t have to leave in the
ambulance if medical staff or EMS arrive and deem it unnecessary to do so. If the
rider seems to have hit their head, call for event medical staff.

4) Render First Aid. If it doesn’t appear to be a major injury, help the rider get
out oftraffic and to a safe spot to rest on the side of the road. Move their bike to
the side ofthe road, too. Offer your first aid supplies to the injured rider if required.
Do not go beyond the medical experience you have or feel comfortable and safe
administering.

5) Help Control the Flow of Traffic. If you are not required to stay with the
injured rider, keep the flow of traffic moving around the crash/scene as safely

as possible. Unless other riders witnessed the incident and their reports could prove
helpful in filling out your Sport Injury Report Form and/or a police report,
encourage other cyclists in the event to keep moving on. Do not sacrifice rider
safety and protection for information collection if the injured cyclist cannot move
out of the roadway.

6) Contact OC Event Staff. OC staff are present at the event and can be
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contacted either via radio or the phone number on the contact sheet in your
marshal kit. OC is required to be alerted of any incidents or crashes as part of our
eventinsurance, and it is important for OC staff to report to the scene to assist in
gathering information especially if it is a more significant crash. You may be
required to ensure that the appropriate emergency services arrive, to file a police
report if required, and assist with the injured person’s belongings and bike. If the
incident is somewhere between minor and major and you’re not sure whether to call
OC staff, err on the side of caution and call for staff attention.

7) Stay with the Injured Cyclist, until they can ride again, they decide to not
continue and have transportation back to their vehicle, or they are taken are away
via medical staff. Do not leave the injured cyclist, even if the injury was minor, on
the side of the road by themselves (even if they say they are okay). If you called
the event medical team, wait with the injured cyclist and talk with them to help
them remain calm and reassure them help is on the way. If the incident was not
major and they wish to continue, make sure they are okay and in the right mindset
to continue before riding. They should be both physically and emotionally ready to
keep riding. Make sure their bike is okay to continue as well. Often after a crash,
even if it's minor, cyclists can be shaken up and unable to continue. If that’s the
case, encourage them tostop early and rest; call for the support vehicle to pick
them up. If the injured person is put in an ambulance, it is important that you ask
EMS or police officers what hospital they are being taken to. This is important for
our records and in communication with the injured cyclist’s family.

8) Fill out the Sport Injury Report Form/Complete any Documentation.
When the incident has been cleared, and your attention is not needed on the road
fill out the Sport Injury Report form via the QR code provided in your marshal kit. It
is very important you put down your full name and number, and any information
about the injured rider(s) that can be collected so we can follow up if necessary. If
the crash involved a vehicle, take photos of where the car and bike ended up,

the license plate, and/or property damage, which could prove helpful if the

cyclist needs it for future action.

Volunteer Handbook 63 June 17, 2025



Assess the scene
of the incident

and rider

Mechanical
Failure

and comfortable
doingso

If unable to assist,
radio for support

vehicle

Ifthe rideris unable

to continue, radio

event stafftoreport
DMNF

Assistrider if possible

Personal Injury

Minor Injury

Assistriderusing
ol Marshal first aid kit if
comfortable doing so

If rideris unable to
continue and cannot
ride to finish line,
radio for support
vehicle and report
DMF

Fill out Sport Injury

o ReportForm after
rider has departed

Major Injury

Radio Medical Staff
for immediate
attention as situation
requires

Administer first aid as

YyOou see necessary
and are comfortable
doingso

Fill out Sport Injury

- FReportForm after
rider has departed

9) Continue in your position. Once the cyclist decides to continue, finishes their
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ride early andtransportation arrives to take them, gets put into an ambulance, or
OC staff arrives and dismisses you from the scene, then you may continue to your
marshal position on course if moved. You will continue to carry on directing riders
and traffic as instructed to do so.

Handling Unsafe or Uncooperative Cyclists

You may encounter ride participants who are behaving unsafely, are not
cooperating, or are acting disrespectfully. It is not your responsibility to respond to
and resolve these situations. OC event staff are onsite to ensure everyone feels
safe and comfortable. Here are some items to consider or look out for if confronted
by a disgruntled rider who is not following the rules.

1) Enforce OC’s Helmet Policy. In accordance with Rowan’s Law and OC’s event
insurance, all cyclists participating in our events are required to always wear a
buckled helmet while on their bike. Every participanthas also signed a waiver
agreeing that they would do so. Course marshals who encounter acyclist who is a
part of the event and riding without a helmet, should advise the cyclist to put a
helmet on. A rider will not be allowed to continue participating in the event without
it. If necessary, call OC staff to advise them of the rider that is refusing to wear a
helmet, as well as their bib number, so they can effectively remove them from the
event if further refusal.

2) Uncooperative or Unruly Cyclists. Should a cyclist not follow a marshal’s
specific requests orbecome verbally abusive toward other riders, a marshal should
inform the cyclistthat they may be removed from the event if their behaviour
continues. If necessary, treat it as an incident and try to get the uncooperative
cyclist’s bib number and full name and report back to OC staff. Always remain calm
and professional when dealing with an unruly cyclist. Ride Marshals must maintain
their composure and walk away from an escalating situation that might become
confrontational. Please use good judgment; at all times, remain firm, yet polite. Do
not become physical. Keep yourself safe.

3) Aggressive or Confrontational Drivers. If an aggressive driver or member of
the public confronts you, we advise you to not engage and maintain physical
distance if possible. Cycling events can cause a significant disruption to the flow of
local traffic, resulting in short-term frustration from travelers. If any aggression
continues towards you or there is any risk to the safety of participants, please
contact OC staff as soon as possible.

Equipment Provided

e Ride Marshal Vest: Each marshal will be issued a hi-vis vest to be worn at
all times when on the cycling route. The vest is to be worn over your normal
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clothing and/or jacket. Please make sure you return your marshal vest to the
OC table at the end of the event.

e Marshal Flag: Caution flags will be provided to all marshals to be used to
signal to riders an upcoming corner, intersection, course direction change,
and/or hazard that riders should proceed with caution for as they approach.

o Handheld Radio: Radios will be provided to all marshals to be able to
contact event staff in the case of any emergencies or requiring
assistance. OC staff will inform all marshals of what channel to have the
radio on when checking in at the registration table. OC Staff, commissaires
(officials), timers, medical, and other volunteer personnel will all have a radio
for communication.

e Course Repair Equipment (MTB Specific - as required): Course Tape,
stake(s), mallet, shovel, rake, chloroplast signage, hammer/nails,
drill/screws are some of the items that event staff use to set up our cycling
routes. Depending on the location of the route you are stationed at and how
susceptible it is to damage throughout the day, OC staff may provide you
with course maintenance equipment at the time of check-in to bring to your
location in case any course work is required during the event. If course
equipment is required for your section that you do not have once in position,
you can radio OC staff or the volunteer manager to coordinate providing you
with the necessary equipment as needed. It is strongly recommended that
any volunteer in a role required to handle course equipment wears steel toed
footwear in addition to gloves for their protection. With equipment
sometimes weighing in excess of 50Ibs the risk of injury to any part of the
body in contact with equipment is always present. Also, the use of eye
protection in the circumstance of using a mallet (i.e., hammering stakes)
must be considered — fragments of the hammered material could become
dislodged and contact the user. Refusal to use any protective equipment is at
the risk of any individual deciding not to do so.

e Food & Beverage: Food and beverage required for the duration of each
marshals’ shift will be provided by OC when checking in at the event
registration desk. OC does it's best to accommodate the wide range of
dietary restrictions many individuals have — if you require more food than the
average person or have a specific dietary restriction that may be more
difficult to accommodate (i.e., gluten free, vegan, etc.) you may want to
consider bringing back up food supplies for yourself on event day and err on
the side of caution.

e Marshal Kit: OC will supply every marshal with a marshal kit upon checking
in prior to the event. The small bag needs to be carried with you at all times
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during the event, and you willneed to return it along with your vest at the
end of your marshal shift. The marshal kit contains a reminder about
emergency procedure response steps, contact information for key event
staff, and course map with marshal points marked. It also contains a copy of
the QR code linking to the Sport Injury Report Form if a marshal witnesses or
is the first point of contact for an injured rider.

Skills Required

Maturity

A marshal must demonstrate maturity. The individual must be able to communicate
effectively in a way that other cyclists will take seriously. Always maintain a positive
and professional attitude when directing cyclists through the safe passage of your
section of the course. Marshals must always follow the rules of the road/trails,
behave responsibly, and set a good example when on the course. Remember that
marshal vests are highly visible so riders and OC staff can easily identify you.

Communication Skills

A marshal must have the ability to communicate effectively and be able to project
their voice loudly, especially in situations that are dangerous or complex.
Communication should be brief, to the point, and not confrontational in nature.
Marshals must bring a working cell phone in the event that radio communications
are impaired. A handheld radio will be provided on site that can be used to contact
event staff and vehicles. If you do not have your own cell phone, please borrow one
from a family member or friend for the event. Upon checking in the morning of the
event, we will ask you to make sure you have your phone charged and that we have
your number. Please refrain from wearing earbuds while on shift as this can impair
your ability to hear and communicate with those around you.

Preparation for the Ride

Marshals will receive information on the route as soon as their volunteer role has
been confirmed, generally one week prior to the event date. The information will
usually include links to the GPS route and Google Maps layer that can be found on
the OC website. Marshals are strongly encouraged to look over the route and map
to become familiar with it ahead of time. Key items that course marshals should be
prepared to bring with them are:

« A full re-usable water bottle

e A working and fully charged cell phone, if unsure your battery will last
through the duration of the event it is a good idea to bring a portable
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battery

o Appropriate clothing for the weather conditions, if unsure it is better to err on
the side of caution and bring extra layers for warmth or wet weather
conditions. Also, bringing a change of clothing is a good idea in case your
clothes get wet, or having clean clothes for your travel home.

e A lawn chair to use at your position in between passing riders

e Sunscreen, hat, sunglasses, and/or an umbrella to protect against the
sun. In addition to bug spray as needed.

e Lunch box or small cooler to hold the lunch provided by OC in, particularly
important if at any point throughout the event it will be warmer than 25 °C

¢ Running shoes or other footwear that is appropriate for long periods of
standing and movement. For MTB & CX events, if the weather conditions are
wet it is recommended to bring boots or hiking shoes that will have more
stability in muddy conditions and keep your feet dry for as long as possible.

Optional — Vehicle to be able to drive to assigned marshal position on the course.
Please ensure that the vehicle is fully off the road and not in the path of any cyclists
on the route (be prepared to park a fair distance away from your location because
there may not be a safe location closer to do so)
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