[bookmark: _GoBack]Bike Rental Procedures for CORE
Background
The bicycles are stored in the Carroll Bike Shop, in the garage behind the Math House on the corner of College and Barstow.
We have:
Mountain Bikes
Cruisers
Hybrids
Single-speed Bikes
Road Bikes

The bikes are secured with a cable that passes through the frame. There is one cable for each side of the bike shop.
Keys to the cables and to the Bike Shop are kept in the GA/Rec Managers’ office in Ganfield 101. The student Bike Mechanic (when there is one on staff) may also keep keys.

Bikes can be rented by Carroll students, faculty or staff.
Outside community members can rent but must be with/sponsored by a student, faculty or staff member who will claim responsibility. 
Rental rates are $2.00 per day, $10 per week, or $30 per month. 
Rentals include a helmet and a cable lock if the renter so chooses. 

Check-Out Process
1. To rent a bicycle the interested person can go to Ganfield and talk to RecSports staff.
2. Each person who is riding a bike rented from the bike shop must fill out a university activity waiver. 
3. The renter needs to fill out the contact information portion of the Bicycle Rental Form, and then read, initial and sign the bottom half of the form – the Equipment Use Waiver, Release and Acceptance of Responsibility.
4. After selecting the style and size of bike suitable for the renter, staff person fills out the bike info part of the form: Bike model, bike #, length of rental, total rental charge, how the charge was paid (cash, check made out to Carroll University, or credit card paid at the Info Desk in the Campus Center), when the bike is taken out and when it is due back.
5. Indicate if the person takes a helmet with them.
6. Indicate if the person takes a lock with them. Set the combination to a four digit number that is easy for them to remember (last 4 digits of their phone number, year of their birth, or a number of their choosing). Record that number on the rental form.  This can be very important in case they might forget the number.  Then a staff person can look up the number and retrieve the bike.
7. Collect payment. Place cash, check or receipt in the zippered pouch in the GA/Rec Managers’ office. Staple any receipts or other documents to the top right of the form. 
8. PRINT YOUR NAME in the “checkout staff” space.
9. Place the form in the “Current Rentals” section of the binder.
10. Determine when the person intends to return the bike and let them know who to contact.

Check-In Process

1. Ask the person how the ride went. Visually check the bike for any damage or problems. If renter reports problems, record this on the rental form. Indicate what needs to be repaired (flat tire, loose handle bars, gear shifter not working, etc.).
2. If there is damage above and beyond regular wear and tear, ask client what happened.  Determine if client should be charged for repair. If so, inform them that they will be charged for the repairs/replacement of parts.
3. Fill out the remaining spaces on the Bicycle Rental Form.  When it was returned, if any damage or late fees are due. PRINT YOUR NAME in the “return staff” space.
4. Place the form in the “completed rentals” section of the binder
5. Return helmet and lock (set to 0-0-0-0) to their storage spots.
6. Return bike to its spot and re-lock with security cable.


How to Rent Out Bikes and Return Them:
1. The keys to the Bike Shop are in Office 101’s top left drawer of the desk.
2. The money pencil bag is in the second left drawer of the desk. 
3. Take the keys and the money bag with you down to the Bike Shop (the brown garage just south of the football field (near College Ave.).
4. Go around to the back of the garage and open the door with the gold key and then press the larger of the two buttons beside the door (on the left when you enter) to open the garage door for the students.
5. On the left counter closest to the garage door (or in Office 101), there is a binder with waivers and rental forms. Have each of the students fill out a waiver and the top portion of the rental form.  Don’t forget to have them sign the bottom portion. 
6. To unlock the bikes, use the other key on the key ring to unlock the padlock that is connected to the cable around the bikes (it is most likely laying on the ground). Unstring the cable from the bikes so students can choose what bike they want.
7. When bikes have been selected, write down the brand of the bike and the number of the bike (usually found on middle metal frame just below the seat, by the water bottle holder). 
8. Rentals for a day are $2.00 and for a week is $10.00.  Charge the appropriate amount per bike and collect the money in the pink bag or the receipt from the Campus Center.  A full month is $30.00 
9. Encourage the use of helmets (free with bike rental).
10. Proceed to give the students bike locks. They are hanging above the counter with all the tools. To change the lock code, first open it via the passcode “ - - - - “
11. Unlock the lock and you’ll find a flip thing on the inside of the lock, flip that up and change the code to what you want it to be  (Example: “ 1 2 3 4 “)
12. After you have set the code, flip the flip thing back down into place and reconnect the lock. Test to make sure it locks when it is not on the code and so it opens with the code.  Write the codes for each of the locks on the rental form. 
13. Once the students have paid or you have a receipt, they filled out all the forms and have left with the bikes, helmets, and locks, re-lock up the bikes with the padlock (as you first found them) and close the garage door the same way you opened it. Close the walk-in door behind you and make sure it locked. Return the keys and the pink bag to the desk in Office 101.
14. To return bikes, fill out the back of the appropriate rental form stating that each bike was returned. Check it for any damage and place it back in the bike rack and re-secure it with the rope and padlock. If the bike is returned late, make sure to assess the late charge: $2.00 for each day it is late.  Also, make sure the helmets and locks are returned with the bike! Make sure to change the passcode of each lock back to “ - - - - “ before you return it to above the bench (same procedure as changing the passcode the first time). 
15. NOTE: Only rent out bikes that have been secured with the padlocked cable. Other bikes in the Bike Shop may be student bikes that are being repaired and we do not want to give those out. 
16. Any questions or concerns should be directed to Dan DeMerit, Director of Campus Recreation. 

