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Welcome to the Local Group Coordinators’ Handbook! 

 
 
This document should contain all the information you need to know about running a Local 
Group, or being involved in a Local Group, as well as where you can go for support and 
further guidance.  
 
If you think there’s additional information or content that’s missing, we’d be very happy to 
hear your suggestions, please contact our Campaigns Team: fran@lcc.org.uk 

 
In addition to this Handbook, we have a number of more detailed Local Group and Activist Resources on 
our website to help groups in their activities and day-to-day running. Please do refer to these documents 
for further advice and information. 
 
These are all available here: http://lcc.org.uk/activism  
 

 Running healthy groups   http://lcc.org.uk/running-healthy-groups  

 Using Twitter: the basics   http://lcc.org.uk/activism-and-local-groups  

 Using Facebook: the basics http://lcc.org.uk/pages/social-media-facebook  

 Lobbying your council  http://lcc.org.uk/lobbying-your-council  

 Working with the media  http://lcc.org.uk/working-with-the-media 

 Organising events  http://lcc.org.uk/organising-events  

 Staying informed   http://lcc.org.uk/stay-informed 

 Local group websites  http://lcc.org.uk/local-group-websites  

 Local group news  http://lcc.org.uk/local-group-news  
 Useful maps and datasets http://lcc.org.uk/useful-maps-and-datasets 

 Cycling infrastructure  http://lcc.org.uk/pages/cycling-infrastructure  

 

http://www.lcc.org.uk/
mailto:fran@lcc.org.uk
http://lcc.org.uk/activism
http://lcc.org.uk/running-healthy-groups
http://lcc.org.uk/activism-and-local-groups
http://lcc.org.uk/pages/social-media-facebook
http://lcc.org.uk/lobbying-your-council
http://lcc.org.uk/working-with-the-media
http://lcc.org.uk/organising-events
http://lcc.org.uk/stay-informed
http://lcc.org.uk/local-group-websites
http://lcc.org.uk/local-group-news
http://lcc.org.uk/useful-maps-and-datasets
http://lcc.org.uk/pages/cycling-infrastructure
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1. WHAT DO LCC DO? 
 
 

 
 
The London Cycling Campaign: 
 

 campaigns to make cycling safe and inviting for everyone 

 supports our 12,000 members 

 promotes cycling to everyone. 
 

Founded in 1978, the London Cycling Campaign is a registered charity that has been actively promoting cycling 
for over 30 years. We’ve grown from humble beginnings in a meeting room in Fleet Street, to having 12,000 
members, an active local group in all 33 London boroughs, and a strong staff team. 

We're proud of our successes in helping to grow cycling across Greater London, and we actively campaign for 
greater change. Our 2016 Sign for Cycling campaign saw all the major party candidates commit to increasing 
the protected space for cycling on main roads, fund a Mini-Holland in every borough and to end lorry danger. 
Since winning the election, the Mayor, Sadiq Kahn, has re-affirmed his commitment to these goals. 

Sign for Cycling followed on from our hugely successful Space for Cycling campaign in 2014. With the help of 
thousands of Londoners, we called on every candidate in the 2014 local council elections in London to support 
one specific action to create safe Space for Cycling in their local area. Nearly half of all elected Councillors 
agreed to support the campaign, an amazing result! We’re now working hard with our local groups to follow up 
with those councillors to ensure they’re delivering on their promises.  

During our Love London, Go Dutch mayoral election campaign in 2012, we secured a commitment from the 
Mayor of London to make our streets more liveable for everyone by making them as safe and inviting for 
cycling as they are in Holland. In March 2013, the Mayor published his ‘Vision for Cycling’ – what we believe to 
be one of the most ambitious plans to promote cycling ever produced by a major UK political leader. We then 
campaigned hard to ensure that the previous Mayor delivered on his promises. The North-South and East-West 
Cycle Superhighways and mini-Holland boroughs are a result of our work. 
 

http://www.lcc.org.uk/
http://lcc.org.uk/pages/successes
http://lcc.org.uk/pages/campaigns
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LCC attends regular meetings with borough Cycling Officers and other important strategic transport bodies in 
London. LCC’s Campaigns Team or members of local groups or our Infrastructure Review Group will attend 
these types of meetings. We work closely with other cycling groups, like CTC, Sustrans and city cycling 
campaigns across the UK, where necessary. 
 

STRUCTURE 
 
Our chief executive Ashok Sinha leads our staff team, while Mustafa Arif is chair of our board of elected 
trustees. We also benefit from the goodwill and skills of hundreds of volunteers, including those who run our 
borough groups. 
 
LCC’s main source of funding is through its members; it also receives grants from charitable trusts. Our Cycling 
Projects Team also sells consultancy services to businesses, councils and Transport for London. 
 
London Cycling Campaign is a charitable company limited by guarantee: registered number 1766411; 
registered charity number 1115789; registered address 2 Newhams Row, London, SE1 3UZ. Our board of 
trustees are directors of the limited company and trustees of the charity. 
 

 View our Articles of Association (last updated at our 2014 AGM) here 
(http://lcc.org.uk/uploads/8161). 

 You can also find our AGM Standing Orders here (http://lcc.org.uk/uploads/8162)  
 

STAFF TEAM AND CONTACT DETAILS 
 
There is currently a staff team of around 20, who are based in our head office near London Bridge. The team 
consists of our Chief Executive, the Cycling Projects Team, the Campaigns Team, Marketing and Membership 
Team and the Finance and Admin Team. As a local group, your main contact point is our Campaigns Team, so 
don’t hesitate to get in touch! 

 
London Cycling Campaign  
2 Newhams Row  
London SE1 3UZ 
Tel   020 7234 9310 
E-mail   info@lcc.org.uk 
Website  www.lcc.org.uk 
 
Useful Contacts: 
 
Butterworth Spengler Insurance     0151 494 4400 
Osbornes Solicitors     020 7681 8672 
Campaigns Team      campaign@lcc.org.uk  
Fran Graham  Campaigns Coordinator  fran@lcc.org.uk  
Tom Bogdanowicz Senior Policy Officer    tom@lcc.org.uk 
Simon Munk  Infrastructure Campaigner  simonm@lcc.org.uk 
Marketing/Membership teams 
Matthew Dunton  Membership Officer  matthew@lcc.org.uk  
Rob Eves  Marketing Manager  robe@lcc.org.uk  
John Kitchiner  London Cyclist Editor  londoncyclist@lcc.org.uk  
Cycling Projects Team      cyclingprojects@lcc.org.uk  
Chris Jubb  Business Development  chrisj@lcc.org.uk 
Stewart Dring  Cycling Projects Manager  stewart@lcc.org.uk 
Admin Team 
Chris Evans  Finance Officer   chris@lcc.org.uk  
Cathy Alexander  Office Manager   cathy@lcc.org.uk  

http://www.lcc.org.uk/
http://lcc.org.uk/pages/board
http://lcc.org.uk/pages/board
http://lcc.org.uk/uploads/8161
http://lcc.org.uk/uploads/8161
http://lcc.org.uk/uploads/8162
http://lcc.org.uk/uploads/8162
mailto:info@lcc.org.uk
http://www.lcc.org.uk/
mailto:campaign@lcc.org.uk
mailto:fran@lcc.org.uk
mailto:tom@lcc.org.uk
mailto:simonm@lcc.org.uk
mailto:matthew@lcc.org.uk
mailto:robe@lcc.org.uk
mailto:londoncyclist@lcc.org.uk
mailto:cyclingprojects@lcc.org.uk
mailto:chrisj@lcc.org.uk
mailto:stewart@lcc.org.uk
mailto:chris@lcc.org.uk
mailto:cathy@lcc.org.uk
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OUR VISION 
 

 
 
Our vision is of a happier, healthier and cleaner London in which everyone, whatever their age or ability, can 
cycle safely and enjoyably for all their every journeys. 
 
To achieve this we lobby decision-makers at all levels, presenting them with evidence-based arguments to 
prioritise cycling over motorised transport, which include: 
 
- widespread economic benefits 
- improvements to public health 
- reductions in road danger 

- less motor traffic congestion 
- very low CO2 emissions 
- reduced air pollution 

 
For a full report on the Benefits of Investing in Cycling see here: http://bit.ly/1hoRYy2  
 
To find out more about what we advocate, please read our Policy for a cycling city 
(http://lcc.org.uk/pages/policy)  

 
BENEFITS AND SERVICES 
 
We provide a range of benefits to our members including free third-party insurance, free legal advice and 
exclusive deals from cycle stores and for theft insurance etc. We also offer cycling products and services, to 
individuals and organisations, including cycling-promotion events and cycle-parking audits. 

 
MEMBERSHIP 
 
LCC Members get free third-party insurance 
If you are involved in a crash with a pedestrian, another cyclist or a motor vehicle, you are covered for damages 
claim against you. Our members have the peace of mind that comes from being covered for all claims 
worldwide (excluding USA and Canada) up to £5 million while they’re on their bike. 
 

 

http://www.lcc.org.uk/
https://www.britishcycling.org.uk/zuvvi/media/bc_files/campaigning/BENEFITS_OF_INVESTING_IN_CYCLING_DIGI_FINAL.pdf
http://bit.ly/1hoRYy2
http://lcc.org.uk/pages/policy
http://lcc.org.uk/pages/policy
http://lcc.org.uk/pages/membership-and-benefits
http://lcc.org.uk/pages/products-and-services
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LCC Members get free legal advice 

We hope you never need us, but our cycle-friendly solicitors are ready to give you advice if you do. They're 
experts in personal accident claims, but will also give members the benefit of their years of cycling legal 
experience on any other legal problems you throw at them – Osbornes: 020 7681 8672 
 

LCC Members also receive our London Cyclist Magazine, four times per year 
The magazine is published in the first week or March, June, September and December. 

 
LCC members are automatically considered part of their local borough group.  
Local groups are able to contact fellow LCC members in the borough, see ‘Communicating with Members in 
your Borough’ on p16.  

 
LCC WORKING GROUPS 
 

 
 

LCC has a number of issue-based, London wide working groups made up of LCC members and activists.  
 

 POLICY FORUM  
 
An elected Forum of LCC members interested in developing LCC policy. Further details: 
http://lcc.org.uk/pages/elected-policy-forum 

 
 Contact the Chair Rachel Aldred to find out how to get involved: Rachel@lcc.org.uk 

 
 INFRASTRUCTURE REVIEW GROUP  

 
A group of expert LCC members available to help discuss with and advise borough groups on street 
design and road layout, to ensure the most benefit for cycling within such plans.  

 
 Contact Infrastructure Campaigner, Simon Munk, for more information: simonm@lcc.org.uk  

 
 LOCAL GROUPS FORUM  

 
The Forum is made up of representatives from local groups, usually the coordinator/s. The Forum 
meets quarterly and is an opportunity to discuss campaigns as well LCC policy and practice. The Forum 
facilitates communication between staff and other local groups. 

 
 Contact Campaigns Coordinator, Fran Graham, for information: fran@lcc.org.uk  

http://www.lcc.org.uk/
http://lcc.org.uk/pages/elected-policy-forum
mailto:Rachel@lcc.org.uk
mailto:simonm@lcc.org.uk
mailto:fran@lcc.org.uk
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2. LOCAL GROUPS: INTRODUCTION 
 

 
There are 33 LCC groups, one in every London borough, varying in size and activity and involving hundreds of 
volunteers. Local groups are at the heart of LCC. 
 
Local groups are usually very active in their local areas, working closely with their local councils on cycling 
infrastructure, campaigning for change, as well as organising events such as led-rides or cycle maintenance 
workshops.  
 
Some local groups prefer to focus on organising led-rides (see p24), others like to put their energies into 
campaigning for improvements in cycling infrastructure or facilities in their local area (see p53). Others do well 
at both. It is up to the local group to decide where its’ energies are best focused. But we encourage groups to 
do a bit of both! 
 

LONDON CYCLING CAMPAIGN LOCAL GROUPS 
 
Barking & Dagenham Cycling Campaign 
Barnet Cycling Campaign 
Bexley Cyclists 
Brent Cyclists 
Bromley Cyclists 
Camden Cycling Campaign 
City of London Cyclists 
Croydon Cycling Campaign 
Ealing Cycling Campaign 
Enfield Cycling Campaign 
Greenwich Cyclists 
Hackney Cycling Campaign 
Hammersmith & Fulham Cyclists 
Haringey Cyclists 
Harrow Cyclists 
Havering Cyclists 
Hillingdon Cycling Campaign 

Hounslow Cycling Campaign 
Cycle Islington 
Kensington & Chelsea Cyclists 
Kingston Cycling Campaign  
Lambeth Cyclists 
Lewisham Cyclists 
Merton Cycling Campaign 
Newham Cyclists 
Redbridge Cycling Campaign 
Richmond Cycling Campaign 
Southwark Cyclists 
Get Sutton Cycling 
Tower Hamlets Wheelers 
Waltham Forest Cycling Campaign 
Wandsworth Cycling Campaign 
Westminster Cycling Campaign 

 
To see the full list of Local Groups, along with their website and contact details, please go to: 
www.lcc.org.uk/in-your-area  

  

http://www.lcc.org.uk/
http://www.lcc.org.uk/in-your-area
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3. RUNNING A LOCAL GROUP 
 

 
Running a local group requires teamwork, organisation and planning to make your activities effective. Although 
there isn’t a perfect formula for running your group, a little time spent defining and making clear your group’s 
aims, objectives, structure and organisation will ensure that your group works in an effective, productive way 
that enables you to run all your activities successfully. 
 
In addition to this handbook, we have a number of more detailed local group and activist resources on our 
website to help groups in their activities and day-to-day running. 
 
These are all available here: http://lcc.org.uk/activism  
 

 Running healthy groups   http://lcc.org.uk/running-healthy-groups  

 Using Twitter: the basics   http://lcc.org.uk/activism-and-local-groups  

 Using Facebook: the basics http://lcc.org.uk/pages/social-media-facebook  

 Lobbying your council  http://lcc.org.uk/lobbying-your-council  

 Working with the media  http://lcc.org.uk/working-with-the-media 

 Organising events  http://lcc.org.uk/organising-events  

 Staying informed   http://lcc.org.uk/stay-informed 

 Local group websites  http://lcc.org.uk/local-group-websites  
 Local group news   http://lcc.org.uk/local-group-news  

 Useful maps and datasets  http://lcc.org.uk/useful-maps-and-datasets 

 Cycling infrastructure  http://lcc.org.uk/pages/cycling-infrastructure  
 

SUPPORT 
 
As a local group, your main contact point is the Campaigns Coordinator, Fran Graham, to whom you should 
direct your enquiries. The Campaigns Coordinator works to support local groups from the central office and is 
always happy to come along to your group meetings when possible. 
Contact details: | fran@lcc.org.uk | 020 7234 9310  
  

http://www.lcc.org.uk/
http://lcc.org.uk/activism
http://lcc.org.uk/running-healthy-groups
http://lcc.org.uk/activism-and-local-groups
http://lcc.org.uk/pages/social-media-facebook
http://lcc.org.uk/lobbying-your-council
http://lcc.org.uk/working-with-the-media
http://lcc.org.uk/organising-events
http://lcc.org.uk/stay-informed
http://lcc.org.uk/local-group-websites
http://lcc.org.uk/local-group-news
http://lcc.org.uk/useful-maps-and-datasets
http://lcc.org.uk/pages/cycling-infrastructure
mailto:fran@lcc.org.uk
mailto:fran@lcc.org.uk
mailto:fran@lcc.org.uk


 Local Group Coordinators’ Handbook 
 

 
www.lcc.org.uk (2017)  Page 9  
 

 

LOCAL GROUP STATUS WITHIN LCC 
 
Local groups are a constituent part of the LCC and are bound by our Articles of Association. For more 
information, please see here: http://lcc.org.uk/constitution. Local groups need to comply with all policies of the 
LCC as determined by the Board and General Meetings of the LCC, and abide by all decisions of the LCC Board. 

 
CONSTITUTION 

 
In July 2015, the LCC Board approved a draft Model Constitution for local groups. This document outlines the 
key governing aspects for LCC’s local groups, including the officer roles and the requirements for organising 
meetings etc. Some local groups may already have their own constitutions, some may not. 
 
From October 2015 LCC required all local groups to adopt this Model Constitution, or submit their current 
constitution to LCC for registration and confirmation of their status as an LCC group. For more information and 
to obtain a copy of the Model Constitution, please contact the Campaigns Coordinator: fran@lcc.org.uk    
 

WHY DO PEOPLE JOIN LOCAL GROUPS? 
 
All LCC members are considered part of their local borough LCC group, but most will not get actively involved 
in the local group – this is what we all need to try and change!  
 
You don’t have to be an LCC member to get involved in a local group, although it is strongly encouraged! 
However, only LCC members can vote at group 
meetings or stand for some Committee roles.  
 
Consider for a moment why people join local 
campaigning groups like LCC Local Groups. They 
often do so because they want to: 
 

 Get active 

 Meet like-minded people 

 Ride their bike 

 Be involved 

 Make a difference 

 Campaign for change 

 Have some FUN! 
 

ORGANISATION & ROLES 
 
Local groups are organised differently in each borough depending on their size and capacity. But it’s important 
to have some sort of structure within your group, whatever its size. By voting or agreeing on people to take on 
a few key roles, you’ll help your group to run smoothly and will be able to divide up different tasks 
appropriately.  
 
Try to make sure that all your members are encouraged to take on group roles or responsibilities if they want 
to. Most importantly, make sure you don’t exclude people who are keen to get more involved, even if they are 
new to the group. An open and diverse group with a good mix of people involved in key roles is a healthy 
group! 
 
 
 
 

http://www.lcc.org.uk/
http://lcc.org.uk/constitution
mailto:fran@lcc.org.uk
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OFFICER ROLES: COORDINATOR, TREASURER & SECRETARY 
 
All Local Groups are run by a volunteer Management Committee, led by the 
Coordinator (or jointly in some instances). All groups must have a 
Coordinator in place that acts as the main point of contact for the group and 
communicates regularly with the Campaigns Team and other office staff.  
 
The Coordinator also represents the local group at the quarterly Local 
Groups Forum (see p4) meetings. Other local group members are also 
welcome to attend in place of the coordinator where necessary. 
 
It is vital for the coordinator to maintain communications with the office so 
that we can keep track of your activities and get your input into campaigns, 
issues and activities. Please make sure the campaigns team has up to date 
contact details for the coordinator and other key positions and notify the 
office promptly of any changes.  
 
A local group must also have a Treasurer to manage all financial matters, including the group’s bank account 
and general finances. They will need to file an annual financial return to the central LCC office.  
 
The local group should also have a Secretary who will help with the administration of the group. They may help 
organise meetings, take minutes, look after membership lists and keep the website up to date. 
 
The Coordinator, Treasurer and Secretary, along with an elected Chair of the group (optional), must be 
members of LCC and will form the key Officer roles of a local group. Other positions can be created as 
necessary to be responsible for other areas of the group’s activities. 
 
Most groups elect their Coordinator, Secretary and Treasurer and other key Committee roles in an annual 
AGM. It is highly preferable for non-officer roles to be undertaken by LCC members, but in the absence of a 
member willing to take up the position, then it can be undertaken by a non-member. 
 
Other key roles can include: 
 

- Group Chair 
- Campaigns Coordinator / Officer 
- Council Liaison Officer 
- Events Coordinator 
- Ride Leader / Organiser 
- Newsletter Editor 

- Communications Officer 
- Press Officer 
- Website Coordinator 
- Social Media Officer 
- Infrastructure / Planning Officer 

 
 

 
 
 
 
 

The Local Group must inform the LCC Office, via the Campaigns Team, of any changes in roles, or contact 
details or when new people are elected or appointed. 
 
* Don’t forget to make sure you group contact details and information are correct on this page: 
http://lcc.org.uk/in-your-area  

http://www.lcc.org.uk/
http://lcc.org.uk/in-your-area
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WHAT DOES THE COORDINATOR DO? 

 
Coordinators have strong connections with local 
cyclists, community groups, businesses and 
councillors. This experience can be built up over 
time, but is a key part of the role. Through a 
network of volunteers and group members, 
coordinators help to organise local rides, events, 
meetings, campaigns and social events. 
 
Coordinators are the main point of contact LCC 
office staff have with local groups and it is 
essential they communicate regularly with staff to 
feed back on their activities and update contact 
details etc. 
 
LCC’s small Campaigns Team (fran@lcc.org.uk) 
help and support local groups with their 

campaigning and activism.  
 
Likely activities and responsibilities of a Local Group Coordinator: 
 
Please don’t be put off by the list. Most coordinators delegate many of these tasks to other group members or 
share responsibility. There is also plenty of advice available in this handbook and from LCC’s Campaigns Team. 
 

 Organises or oversees the organisation of monthly meetings 

 Receives information from LCC and others on behalf of the group and distributes to members, 
including the weekly Friday Post email. 

 Acts as a point of contact for enquiries concerning the group from councillors, members of the public 
and LCC staff and volunteers 

 Represents the group at external meetings  

 Reports back to the office with relevant news, successes and updates from the group 

 Ensures the group has a functioning website and social media presence 

 Delegates tasks and roles 

 Helps to manage communications with LCC members in the borough 

 Makes sure their local group events are listed on the LCC events page 

 Ensures the local group produces a quarterly news insert for the London Cyclist magazine 
  

http://www.lcc.org.uk/
mailto:fran@lcc.org.uk
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NEW COORDINATOR TO-DO LIST 
 

 
 
If you are a new coordinator, firstly, welcome to your new role and thank you for taking it on. 
Being a local group coordinator is a great way to make a difference for cycling in your local area! 
 
Here are some things you should do as soon as possible: 

- Contact fran@lcc.org.uk and introduce yourself to her and the Campaigns Team. Let them know your 
preferred email and phone number for LCC communications 

- Make sure your group’s page has the correct information listed here: http://lcc.org.uk/in-your-area 
Suggest any text you want to add to this page to fran@lcc.org.uk 

- You will be added to the Friday Post mailing list – please read these weekly emails for important news 
and updates 

- The office team will also arrange for emails sent to your official LCC email address to be forwarded 
onto an email account of your choice, so you can manage group emails 

- Become a moderator of your group’s Yahoo group and mailing list – you may need to get the previous 
coordinator to do this for you (or ask the LCC Campaigns Team) 

- Join the Borough Coordinators Yahoo Group list to make sure you get important updates from LCC. 
You can also use this group to communicate with other LCC group coordinators 

- It’s worth emailing any key council contacts to introduce yourself - get these from the council website 
or previous coordinator 

- Make a note of the next Local Groups Forum meeting (ask the Campaigns Team for details) 

- Stay in touch with the LCC office and keep us up to date with your group’s activities 

- Read the rest of this handbook to familiarise yourself with LCC and how local groups work 

- Find out the login details for the groups social media accounts, as well as any other logins / password 
details that you may need – ask fellow members or the previous coordinator 

- Get in touch with neighbouring local groups to say hello and keep in touch with them to see if there 
are any activities, rides or campaigns you can work together on 

http://www.lcc.org.uk/
mailto:fran@lcc.org.uk
http://lcc.org.uk/in-your-area
mailto:fran@lcc.org.uk
https://groups.yahoo.com/neo/groups/lccbc/info
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FINANCIAL RESOURCES FOR LOCAL GROUPS 

 
Each year, local groups can claim a grant from LCC. The grant consists of a basic sum, plus an amount per LCC 
member in the borough. LCC’s finance team will be in touch with your groups’ Treasurer to arrange payment of 
this grant on an annual basis. Payments will be made direct to the local group via your group’s bank account. 
Please make sure you keep LCC up to date on your Treasurer’s contact details. 
 
LCC will often ask if local groups wish to forgo their grant if we notice a group has sufficient funds to manage its 
activities for the year. The money saved is put back towards central campaigning efforts and support for groups 
from the office.  
 
As a charity, we are legally obliged not to hold large sums of money which are not allocated to be spent in the 
coming year, and this included local group funds. If LCC feels that your reserve funds are too high, we may not 
be able to pay your annual grant. 
 

What should your grant be spent on? 
 
Groups are encouraged to spend their annual grant on hosting relevant events, setting up or maintaining 
local group websites, training for group members, materials to help publicise the work of the group and, 
more importantly, anything to support campaigning work in their local borough. 
 
Contact the Campaigns Coordinator, Fran (fran@lcc.org.uk) if you’d like advice and guidance on buying 
materials such as banners, gazebos, branded clothing and so on. 
  

Local Group Insights 
Eve Evans – Bromley 

 
 Lives: Petts Wood, Kent 
 Local Group: Bromley Cyclists 
 Role: Secretary / Ride Leader / Campaign Coordinator 
 Involvement with LCC: 6 years 

 
 

What sort of things does your group get up to?    
We organise regular rides and meetings, as well as social events like curry nights. We also campaign for change in our area, by interacting 
with the local council. We actively work to get more people onto cycles and have a presence at and attend local events. 
  
What is your favourite thing about being involved with your local group? 
Riding my bike! 
 
What’s the best thing your group has done? 
Cycle a Mile – We organised regular rides for beginners to get them on to a bike and then follow up with regular rides. 
 
In a typical month, what sort of activities or tasks do you get up to as Secretary and a Ride Leader within the group? 
I attend monthly meetings and take minutes. I’m also a ride leader (I won an LCC Award for ‘Best Ride Leader’ in 2014). Alongside that, I 
find time to help with the website committee and campaign. 
 
If you could change one thing about your group, what would it be? 
I’d love to see more people involved with our great group!  
 
What bike do you ride and how long have you been cycling? 
Enigma – I always cycled a bit but have got into it seriously in the past seven years. 
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COMMUNICATION FROM THE OFFICE 
 
Friday Post 
 
The LCC Office sends the weekly Friday Post to coordinators. This contains important updates and news that 
local group members and coordinators should be aware of. It may often require action from you. 
 
The coordinator should share information from the Friday Post with group members. Other key group 
members can be added to this mailing list; please let the Campaigns Coordinator know if you want to add 
anyone from your group - fran@lcc.org.uk 
 

Yahoo Groups 
 
Join the relevant Yahoo Groups (listed below) to get involved in discussions related to local groups as well as 
London-wide LCC matters such as campaigns and policy. We encourage all active members to join relevant 
groups to keep informed and input into debate.  

Most groups have their own Yahoo discussion lists which can be used to send notifications to members, such as 
meeting information or minutes, as well as facilitate discussion and debate on local issues.  

You will need to set up a Yahoo account with your name and email address to join. The details for the broader 
discussion groups are below. 

 LCC Borough Coordinators This restricted mailing list is for our local borough group Coordinators or 
nominated representatives, for information and business messages. Request to join here: 
https://groups.yahoo.com/neo/groups/lccbc/info   

 London Cycling Campaign Activists This list is for general discussion of LCC issues and policies for LCC 
members. Request to join here: https://groups.yahoo.com/neo/groups/LCC-ISSUES/info  

 London Cycling Planning and Engineering Group This is a group for all those determined to improve 
the physical facilities for cyclists in London. Request to join here: 
https://groups.yahoo.com/neo/groups/LCC-CPECplus/info  

 London Riders This list exists to exchange information about London Cycling Campaign and CTC-
London weekend rides, but it is not intended as a chat line, nor for general discussions about cycling 
issues. Join the Group here: https://groups.yahoo.com/neo/groups/lccrider/info  

 LCC Infrastructure Review Group This is a restricted group, formerly known as the 'Junction Review 
Group', but now encompasses all cycling infrastructure. Membership is by invitation only but each 
local group should have at least one representative on this group – the person most likely to do 
consultation responses and/or with the most infrastructure expertise. Please email 
campaign@lcc.org.uk and lcc_jrg-subscribe@yahoogroups.com for more information. 

 LCC Policy A mailing list for Policy Forum members at the London Cycling Campaign and those 
interested in discussing policy issues. To get involved in this group or request membership, please 
email us: campaign@lcc.org.uk 

http://www.lcc.org.uk/
mailto:fran@lcc.org.uk
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Local Group Insight 
Kerena Fussell - Newham 

 
 Lives: Forest Gate 
 Local Group: Newham Cyclists 
 Role: Joint Coordinator 
 Involvement with LCC: 3-4 years 

 
What does your group get up to? 
We run regular rides – local and further afield. We comment on cycling 
provision in local planning consultations and work with the sustainable 
transport team at council to ensure better cycling infrastructure. 
 
What motivated you to get involved with your local group? 
I was persuaded by some of the ladies at LCC HQ that it would be a good idea! I’d like to see more women involved with LCC! 
 
What is your favourite thing about your local group or the best thing about being involved with your local group? 
Starting to see changes at ‘grass routes’ level because of suggestions we have made. 
 
What’s the best thing your group has ever achieved or done in your opinion?  
Last year’s ‘Ward Audit’ with the LBN Sustainable Transport officer.  Members of the group rode around every ward in the borough to 
establish where small and large improvements could be made to infrastructure.  In some cases this might just be a dropped kerb, in 
others contraflow cycle lanes on one-way streets, or cycle crossings.  Work on the smaller improvements is due to start shortly. 
 
In a typical month, what sort of activities or tasks do you get up to as part of your specific role within the group? 
Most months the committee meets outside the monthly group meeting to make sure we are up to speed on local issues and ongoing 
projects.  I am responsible for the Social Media and communication side of things. 
 
What is the best and worst thing about cycling in your borough? 
There are signs that it could get better, but the stubborn, car-focussed attitude of the council is frustrating! 

Local Group Insight 
Tim Lennon – Richmond 

 
 Lives: Richmond, not far from North Sheen station. 

 Local Group: Richmond Cycling Campaign 

 Role: Communications Coordinator. 

 Involvement with LCC: About 3 years 
 

     What does your group get up to? 
     We focus on persuading the council to build proper places for people to  
     cycle, including all the things around that, such as parking, and so on. We  
     talk a lot about schools and walking. 

 
      What motivated you to get involved with your local group? 
      I have two daughters, now 4 and 6, and I want it to be easier for them to  

     get around by bike. 
 
What is your favourite thing about your local group? 
People are really committed to Space for Cycling, and are really committed to trying to achieve cycling for all. 
 
What’s the best thing your group has ever achieved? 
Getting local councillors and local officials to take cycling seriously, and realise that it is simply not good enough to get the 
Dulux out when it comes to cycling. 
 
In a typical month, what sort of activities or tasks do you get up to as part of your role within the group? 
Writing the newsletter, responding to consultations, posting on Twitter, Facebook and our website, and dealing with 
communications of various types. 
 
What bike do you ride? 
I have a Bakfiets (a large cargo bike), a Brompton, and a ‘casual’ bike. I’ve been cycling in London, on and off, since I came 
to live here in 1995. The best thing about cycling in my borough is cycling along the river with the girls. 
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4. LOCAL GROUP MEETINGS 
 

 
Most Local Groups organise regular meetings, usually once a month. This section covers how you can use these 
meetings most effectively, as well as some practical tips on how to plan and organise them. 
 
Your local group meetings should be the most important time you spend together. Meetings are where ideas 
are formed, actions are planned and tasks are delegated. It’s therefore vital that your meetings are run as 
efficiently and effectively as possible. 
 
For many of us the very word ‘meeting’ fills us with dread! We have all had those bad meeting experiences 
where we’ve been trapped in a hot stuffy room, listening to endless talk about this and that, making little 
progress, leaving an hour later than scheduled to wonder what exactly was the point of the meeting in the first 
place! 
 
Here are the key steps you can take to avoid bad meeting experiences and make sure your meetings are 
engaging, dynamic, fun and above all else achieve something towards the aims of your group. 

 
WHEN? 
 
Make sure you have regularly scheduled meetings. This could be the last Thursday of the month, the first 
Monday of the month. Or you can book dates well in advance, at the same time and same venue so members 
know exactly where and when meetings are to be held. There are some requirements for groups on how 
frequently they need to organise meetings to meet their constitutional requirements. Please refer to your 
group’s Constitution or the LCC model Constitution that your group has signed up to (see p 7 for detail). 
 
If you have long gaps between your meetings people may lose interest. On the other hand, if you have 
meetings every week you will probably turn all but the hardest of the hard-core members away. Also avoid 
arranging meetings with little notice. People may already have other commitments and it doesn’t give you 
much time to publicise the meeting to potential attendees. 
 
Your local group constitution may require you to confirm details of your meetings with members several weeks 
in advance of a meeting taking place. You therefore may wish to set out your meetings for the year and 
publicise these on the LCC website and on your own websites so that you are organised and ready for the year 
ahead. 
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MEETING VENUE 
 
Venues for local group meetings may typically include community centres, environmental centres, Town Hall 
committee rooms, cafés, libraries and other civic building venues. 
 
Information about venues in your area should be obtainable from your main reference library or via an online 
search. You could also contact your local Council for Voluntary Services (CVS) office or local council. Don’t 
forget to talk to other local groups in your area, who should be able to recommend suitable venues and steer 
you clear of the less desirable ones. 
 
When considering a venue for your meetings, think carefully about a suitable place: 
 

- Is it accessible e.g. wheelchair friendly? 
- Is it centrally located? 
- Will people be able to find it? 
- Does it have bike parking nearby? 
- Does it have good transport links? 
- Is it tucked away down a dark lonely street? 

 
These are all issues you’ll need to consider. Ideally you will 
want a venue that is fully accessible, centrally located with 
good transport links from all parts of your borough. 
 
Avoid holding meetings in pubs. If you do so, you may 
unnecessarily exclude people. This could be for religious 
beliefs, because they are under age, they find pubs 
intimidating or simply dislike the atmosphere of many pub 
environments. Another reason to avoid pubs is the 
disruption that can be caused by people nipping to the bar 
every few minutes and lots of background noise. 
 
Similarly, avoid holding meetings in religious buildings or 
people’s homes wherever possible. They can be equally 
intimidating and may prevent new people from turning up 
because the venue isn’t suitably safe or neutral for them. 

 
THE MEETING ROOM 

 
The layout of your meeting room may often be out of your control. However, if you do have the opportunity, it 
is well worth thinking about how your room is set up and what improvements you can make. 
 
Laying chairs out in theatre style (with one row behind another) doesn’t really aid participation among 
members. Whereas chairs laid out in a circle, whether around a table or not, gives everyone the opportunity to 
have equal footing to contribute to discussions. 
 
As well as thinking about where people sit, you might also like to offer your members a display of recent LCC 
and Local Group news, materials and notices. This might be your latest newsletter, press releases, photographs 
from your last event, newspaper cuttings, London Cyclist magazine, merchandise, and other external notices 
and materials which may be of interest. 
 
This is great for all members to look at, but is especially useful for new members who can see at a glance all the 
fantastic things you get up too! 
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FORMAL OR INFORMAL? 
 
Should your meetings be formal or informal? One isn’t necessarily better than the other; the choice is up to you 
and your members. 
 
But bear in mind, if you have a meeting that is too informal you might end up with people chatting amongst 
themselves, especially with larger groups. On the other hand, if you have a meeting that’s very formal you run 
the risk of it appearing cold, unwelcoming, archaic, and a touch overboard – especially if you only have three 
people at your meeting! 
 

 
 
Both approaches can be equally off putting to your members. Ideally you will want to find a happy medium 
between the two. For example, you’ll want to promote a relaxed, ‘informal’ atmosphere where everyone feels 
comfortable to talk, combined with the formalities of an agenda, minutes and someone chairing or facilitating 
to make sure you get through all your business.  
 

AGENDA 
 
Whatever style of meeting you have, one thing is for sure - you will need an agenda. Without an agenda, your 
time will be unfocused. 
 
Make sure everyone can see a copy of the agenda and circulate a copy in advance, by email ideally. At the 
meeting, either give members a copy or write up on a large sheet of paper for all to see. Your agenda should be 
consistent but also have some flexibility to account for changing situations. 
 
The agenda you have will be completely individual to your group. There are, however, some key items which 
should be include. An ideal agenda might look something like this: 
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CHAIRING 
 

You should appoint someone to chair the meeting; this doesn’t have to be the coordinator. A Chair’s overall 
aim is to get the group through its business as efficiently and effectively as possible. They should ensure that: 
 

 Each meeting is kept on track to deal with the issues on the agenda 

 Everyone at the meeting gets a fair chance to speak 

 Each part of the meeting is kept within the time limit set and finishes on time 

 All action points are clearly summarised at the end of the meeting 
 
The importance of chairing a meeting cannot be underestimated. We have all had nightmare meetings where 
one person completely dominates and no-one else can get a word in, or meetings which go on and on and you 
wish someone would put an end to it! Situations like these could have been managed by a good chair or 
facilitator. 
 
The Chair of your meetings doesn’t have to be the Coordinator for your group and it doesn’t have to be the 
same person every time. Why not try rotating the responsibility?  
 

Agenda: start – 7.30pm prompt 

 
1. Introductions             (10mins)  

Absolutely vital! Especially for new members, as they will feel automatically included. Have everyone say who they are 
and what they do in the group or what they are interested in. Also pass round an attendance list and get everyone to 
sign it and include their email address so you can keep in touch. 
 

2. Apologies                     (2mins) 
 

3. Agree agenda            (2mins)  
Make sure everyone is happy with the agenda and order of business.  Ask for Any Other Business (AOB) items to be 
included at this stage. If you leave it to the end you could find AOB drags on longer than your main business! 
 

4. Updates                         (15mins)  
Recap on events since the last meeting, including updates of action points. 
 

5. Main business           (30mins)  
This is where the bulk of your business gets done and where you will allocate most time. This could include topics like 
your latest campaigns or updates on council projects or plans etc, along with upcoming rides or events. 
 

6. BREAK                          (15mins)  
Have a quick break. This gives people the opportunity to stretch their legs, get refreshment if it’s available, mingle with 
others and have a look at your display with information, notices etc.  

 
7. Main business cont. (30mins) 

 
8. Any Other Business (10mins) 

 
9. Round up of action points (5mins)  

It’s really important to summarise action points and make sure everyone knows what they are doing, by when. 
 

10. Date for the next meeting (1min)  
It’s always worthwhile to remind members of the date of next meeting 
   

11. End – 9.30pm prompt   
Finish on time – don’t let your meetings drag on and on. People very quickly lose concentration, and will start to get fed 
up! 
 
Social/Drink  
If suitable suggest moving on to a café or pub. This gives members an opportunity to socialise further. 
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Top tips for chairing 
 

 Keep discussions focused, positive and pro-active – it’s easier to talk about the problems in life, but what 
we need to do is focus our energies on finding the solutions to these problems! 

 If someone is dominating discussions, don’t be put off from managing them. Thank them for their 
contribution and state that we will now get some other group members’ views/ideas etc. 

 Remember that the Chair shouldn’t do all the talking themselves! 

 Make sure you listen 

 If the group can’t reach agreement on key decisions by consensus / a vote, then you may wish to pass the 
power to the committee members to decide. It’s worth agreeing a process for this that you use 
consistently as a group, so everyone is clear. 

 Summarise clearly at the end of your meeting what has been agreed and who will take what action and by 
when. 

 

MINUTE TAKING 
 
Taking minutes of your meeting often gets overlooked. However, minuting your meetings is a really important 
way of providing a written record of your group’s developments. It will also provide you and your members 
with a written account of what has occurred during your meeting and what action points have been agreed by 
whom. 
 
Minutes do not have to be a word for word account of the whole meeting. They simply have to note 
attendance, apologies for absences, key points discussed, any decisions made and who agreed to do what task, 
by when. 
 

 LCC encourages Local Groups to publish their minutes and these are all listed on the LCC website: 
http://lcc.org.uk/pages/local-group-meeting-minutes  

 
Please let the Campaigns Team know where you publish your minutes (if on your group website) or send 
copies of the meeting minutes to fran@lcc.org.uk and we will publish them on the LCC website for you. 
 
 
 
 

http://www.lcc.org.uk/
http://lcc.org.uk/pages/local-group-meeting-minutes
mailto:fran@lcc.org.uk


Local Group Coordinators’ Handbook 

 

www.lcc.org.uk (2017)  Page 21  

 

ACTION POINTS 
 
Throughout your meeting your group will generate a number of action points that need to be completed. A 
good way of keeping track of these tasks is to write them up on a large sheet of paper for everyone to see. You 
could then ask for people to volunteer for each particular task. 
 
This approach is especially useful for engaging newer members of the group because you are giving them the 
opportunity to choose something they will feel comfortable with, without actually picking on them! 

 

PROMOTE YOUR MEETING! 
 

 
 

 It is important that you add your meetings to the LCC Events calendar: www.lcc.org.uk/events (see 
the events section above for instructions on how to do this) 

 

 Make sure you publicise your meetings on your website – put the date, time and location details 
somewhere prominent 
 

 You could also create a Facebook Event for your meetings and publicise them on Twitter 
 

 You could put posters up in your local library or community centre to help reach a wider audience 
and encourage new people along! 
 

 Try to think about advertising your meeting in places that will attract new people to your meeting – 
religious buildings, notice boards in different areas of town, on community forums / message 
boards / blogs etc. 
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5. TOP TIPS FOR RUNNING A HEALTHY LOCAL GROUP 
 
Here we look at some top tips, developed by other Local Group members, to help recruit new members and 
keep your Local Group healthy, active and accessible! 
 
You can also take a look at this handy checklist for encouraging people to be (and stay) involved in your group: 
http://seedsforchange.org.uk/checklist.pdf 
 

 

Promote and advertise your group meetings and events 
 

 Do this in a range of forums and locations – online and offline. If people don‘t know about your meeting, 
they won’t attend! 

 Try putting up posters like this on community notice boards. 

 Make sure you publish the meeting details on your website and on social media. 

 Add your meeting to the LCC Events page: www.lcc.org.uk/events  
 

Make people feel comfortable and welcome 
 

 Say hello to new people and introduce each other. You could give everyone a name tag to remember 
everyone’s name. 

 Don’t assume that everyone is a cycling expert - people might not understand acronyms or technical 
terms. Make sure you explain things to and let people know they can ask questions. 

 Tailor your agenda or meeting format to suit the people in the room. Can the detailed discussion on 
council proposals for a new cycle scheme take place with the relevant people another time, or over 
email? Some people might not want to be involved in those discussions, or may not understand the 
language being used. 

 Don’t focus on heavy details in meetings if possible – it can be alienating to new people. It might be worth 
considering holding a ‘committee meeting’ before the regular meeting starts to discuss technical details. 

 A guest speaker can make a group meeting much more interesting and is a great way to encourage new 
people to attend. 
 

Chair the meeting well and keep to time 
 

 Some people may have to leave at the finish or won’t be able to stay longer, plus no one likes a meeting 
that drags on and on! 

 Don’t let certain people dominate discussions 

 Make sure everyone is involved and encourage new people to speak or offer their thoughts (if they want 
to) 

http://www.lcc.org.uk/
http://seedsforchange.org.uk/checklist.pdf
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Mix up your meetings! 
 

 Change the venue and time. Some people may have family or work commitments that might prevent 
them from attending a meeting at a certain time of day. 

 Some Local Groups move their meeting location around the borough to give different people a chance to 
join in. 

 Try a different format – include a speaker, do something purely social or arrange a training workshop to 
encourage new people to attend. 
 

Encourage diverse groups of people to attend your meetings! 
 

 Advertise your meetings widely, or target specific groups or areas to encourage people along. 

 Don’t always meet in a pub or involve alcohol at your meetings – this may not be appropriate for some 
people and may put some people off attending. 
 

Have a wide agenda 
 

 Appeal to more people by discussing different issues or topics at your meeting. 

 Make sure you keep some time for a social chat after the meeting. 
 

Publicise and celebrate your group! 
 

 Show off your achievements and tell people who you are - write press releases, write blogs, talk about 
your group with your friends or at work....spread the word! 
 

Do fun stuff! 
 

 Organise social events and bike rides to appeal to more people. It’s not just about monthly meetings. 
 

Make use of everyone’s skills 
 

 See what people can offer in terms of skills or time. 

 Make everyone feel valued by giving them a role or job to do, even if it's small (if they want one). 
 

Represent your group well 
 

 Have an up to date, accessible website – if the last post or news item is from 6 months ago, it doesn’t 
reflect well on the group and will put people off joining you. 

 Publicise your meetings and post the minutes afterwards. 

 Use images! Include different types of people, of all ages. 

 Be active on social media and have a public Facebook group for people to find you. Don’t hide away on 
private discussion forums and closed groups! 
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6. KEY SKILLS FOR EFFECTIVE LOCAL GROUPS 

 

 
 

TEAM WORK 
 
Team work is very important when running a local group. Few campaigns have been won or planned by 
individuals alone! Without other people pro-actively involved your group is unlikely to achieve its aims. See p35 
for information and tips on running effective group meetings. 
 
In order to promote team work follow the points below: 
 

 Make sure everyone is aware of the aims and objectives of the group – Clarify what it is your group wants 
to achieve and why. With clear goals you will remain focused in all your activities. 

 

 Be clear on how the group operates – Make sure all members understand how the group is structured and 
who does what.  

 

 Welcome new members – Introduce them to other members, explain how the group works, make them 
feel comfortable and at ease. Spend time talking to them. Find out from new members what their interests 
are in the group and what they would like to get involved in. 

 

 Encourage involvement – Welcome everyone’s comments, create an atmosphere where people feel free 
to speak up and listen to what members have to say. Actively encourage people to do things. 

 

 Encourage everyone to take on a role or responsibility – It doesn’t have to be a huge task but can be 
something that makes people feel like they are contributing to the work of the team. Value everyone’s 
contribution, no matter how small. 

 

 Accept people’s limitations – Not everyone can commit as much time as they might like. Recognise time 
constraints and have activities to suit all members. 

 

 Have some FUN! – Build social events into your calendar of activities – cycle rides, picnics, barbecues, 
Christmas parties etc. Having fun is one of the best team building exercises you can have!  
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ORGANISATION 
 
Good organisation is essential for your group to thrive and prosper. Being organised will underpin all your 
activities. 
 

 Set clear aims for your group – It’s important that most of your group is happy with what your agreed 
aims, objectives and priorities are. If you lose sight of what it is your group is aiming to do you will quickly 
become unfocused. You may lose people’s interest because they aren’t sure what it is they are working 
towards. 

 

 Be focused in your work – Without focus in your group’s work you may find yourself flitting from one 
activity to another. This will dilute your effectiveness and could lead to de-motivation among your 
members. 

 

 Set clear goals – This will give you and your members something to work towards. Make sure your goals 
are SMART (specific, measurable, achievable, realistic and time specific) and remember to set short term 
goals as well as longer term ones in which you can chart your progress.  

 

 Make the most of your meetings – Your meetings should be the most productive time you spend 
together. It will be where you plan and organise your activities. Make sure meetings are regularly 
scheduled, well publicised and run as effectively and efficiently as possible. 

 

 Focus your energy and time – Concentrate on the activities which suit the number of group members you 
have. For example, it may be best to focus on a few things that are manageable and do them well, rather 
than trying to cover everything. 

 
 

PLANNING 
 
Planning is fundamental to everything you do, whether it be campaigning, holding a stall or social event. Having 
a plan of action will enable you to think strategically about what, when, where and how you do things. Below 
are some key issues to get you thinking.  
 

 Plan your workload – When organising your group’s activities, draw up a plan of action. This will help your 
group identify the best approach to take in order to gain success. It will also keep you focused, help you 
make the most of the resources you have available and will enable you to identify new ones. 

 

 Prioritise your work – You won’t be able to do everything all at once so prioritise the issues of concern and 
direct your energies and activities on a few things taking into account available resources. This can always 
be expanded once you get more members and more resources.  

 

 Use a timeline – This is very useful for planning and enables you to incorporate key dates, such as a council 
committee meeting, magazine mail-out week, Car-Free Day, Bike Week etc. into the activities you 
organise. Timelines also allow you to plan for a good spread of events throughout the year.  

 

 Review and evaluate your plan – This often gets overlooked, but is really important in order to make sure 
your planning is moving the aims of your group forward. Situations can change very rapidly and you’ll want 
to make sure that your actions take account of such changes and adjust as necessary. 

 
In the chapters that follow we’ll be examining in more detail the different aspects of running your local 
group successfully. 
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Read more Local Group member stories and profiles on our website: 
 

http://lcc.org.uk/local-group-profiles  
 
 
 
 
 
 

Local Group Insight 
 
Ray Whitehouse - Havering 

 
 Lives: Romford 
 Local Group: Havering Cycling Campaign 

 Role: My main role is that off coordinator and  
communications including our website,  
but we share a lot of the work between us! 

 Involvement with LCC: 4 years 
 
 

 
What sort of things does your group get up to? 

Our main activity is to encourage local residents to take up cycling and working with the council to improve the cycling infrastructure 
and facilities across the borough. We take part in cycling campaigns, organise rides and events. On the 1st Saturday of each month we 
hold a joint stand in Romford Market with the Mets Safer transport Team. They security mark Bikes, we are on hand for advice and 
guidance on everything cycling. We are also big supporters of Sustrans and their activities and especially supporting their activities 
with children and schools. 
 

What motivated you to get involved with your local group? 

I am a keen cyclist and want to encourage more people to take up cycling for all sorts of reasons, mainly because I believe it’s one of 

the best ways to travel in London. 

 

What is your favourite thing about your local group? 

We are a small friendly group of people always willing to help and support each other. 

 

What’s the best thing your group has ever achieved or done in your opinion?  

Being a small group we are always looking for ways of attracting new members and getting the word out to cyclists and indeed all road 

users to support our activities. We have just bought a cargo bike which we are in the process of branding up so if nothing else we will 

now be very noticeable at events and also getting to those events. Let’s hope it has the impact we are all hoping for! 

 

In a typical month, what sort of activities or tasks do you get up to as part of your role within the group? 

Attending and contributing to the Cycle Liaison Group with the council, where we plan and advise the council on their cycling activities 

and projects. Publicising all things cycling on our blog. Out and about giving cycling advice and guidance to current and new cyclists. 

Working with Sustrans and the council on new cycling routes. Liaising with LCC on publicity and campaigns, currently the focus is on 

significantly increasing the number of signatories on the Havering Space for Cycling petition. Monthly meetings with LCC and the local 

group. Working with Sustrans on their Bike-It programme. Complaining (lobbying?) to politicians that TfL and Havering have a lot more 

work to do to improve cycling in Havering! 

 

If you could change one thing about your group, what would it be? 

We’d like to be more diverse! We’d love some more women and young people to be involved with the group. 

 

What is the best and worst thing about cycling in your borough? 

The amount of green space and off-road routes available is great, but the lack of investment in cycling infrastructure is bad. 
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7. RECRUITING AND MAINTAINING MEMBERS  
 

 
 
HELPING TO RECRUIT NEW MEMBERS 
 
It’s important to think about how you can grow and develop your local group. The following section will go 
through some things to think about and methods of attracting new members and keeping people involved in 
your group. 
 
Whilst most LCC membership recruitment is organised from the central LCC office, we still rely heavily on our 
local groups to distribute membership leaflets and to generally 'spread the word'. Leaflets are therefore always 
available from the office and we would be very grateful if you could stock up your local bike shops, libraries, 
community centres, health food shops, and the like. 

 
 The more LCC members we have involved in local groups, the more likely it is that decision-makers will 

listen to us 

 Having more people involved means more local activists to get involved with group activities 

 More members as a whole means greater financial benefit for the organisation – more resources, greater 
annual local group grants and so on 

 The best advert for cycling is the sight of existing cyclists!  
 

COMPOSING THE RIGHT MESSAGE 
 
In order to attract new members we need to get our messages right. We have all seen leaflets and posters that 
do not immediately appear to be anything to do with us; which are boring; which do not clearly show us what’s 
on offer or what we can do; (or which ask us to do something which seems uninviting or daunting). 
 
One way to begin to develop the right message is to use ‘AIDA’. AIDA stands for Attention, Interest, Desire, 
Action. 
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Attention 
 
Example: A headline on a newspaper, a picture on a leaflet, a banner on a stall. 
 
This should show or tell people something that makes them take notice. 
 
Be large and obvious enough to stand out. Make it relevant to the audience (remember that you are trying to appeal to a 
diverse audience, so you need to speak to the target audience about the aspects of your issue, which they, not just you, are 
interested in). 
 
Interest & Desire 
 
Example: The first paragraph on a newspaper, a leaflet or photo-display on a stall.  
 
This should make people interested and reveal some of the most attractive benefits or selling points. If possible, show both 
practical (insurance/ publications/ discounts…) & values-based (e.g. campaign successes) benefits, and prompt the audience 
to want the benefits. 
 
Action 
 
Example: Contact details, membership forms and sources of further information. 
 
This should show how to get involved and easily facilitate involvement. It’s best to provide both interactive information, 
where people can discuss involvement and / or commit themselves (e.g. by ringing, e-mailing, asking for enquiry packs or 
joining) and passive information, where people know they can find out more without having to “declare their interest” (e.g. 
websites and noticeboards). 

 

DELIVERING THE MESSAGE 
 
Having identified our selling points and developed our messages, it’s time to take it out to our potential 
members. A few A4 posters in “the usual places” is not necessarily the best way to deliver a message.  
 
Part of the reason why commercial advertising works so well is that it is unavoidable! No matter how good your 
message is, it’s useless if no-one sees it. The box below contains the four rules of being noticed. 
 

Making it “DEEP” 
 
Diverse 
Because different people take in information in different ways, and see different things, you need to have a mix of 
methods: (including graphics, text, sound and face to face / in person). 
 
Enormous 
No one will be looking for you: you have to be big enough to grab attention. If the publicity you are using has to attract 
attention from a distance, make it as large as is practicable. 
 
Everywhere 
Think about all the people who are your target audiences, and where they spend their time.  
 
Most people’s time can be classified into:  

 Occupation (where they work, study or whatever) 

 Leisure (where they shop, socialise etc) 

 Domestic (where they live – some publicity, e.g. the media, gets into their homes) 
 
Planned  
Publicity should be around weeks in advance in order to be effective. Plan publicity into your overall schedule and don’t 
leave it till the last minute.  
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DIFFERENT PEOPLE, DIFFERENT PLACES 
 
Recruiting a diverse membership means recognising that different groups of people will encounter different 
channels of publicity, and visit different places: look / ask around your local area for other voluntary groups and 
places where different groups meet (such as places of worship, community centres etc). 
 
Luckily for us, our potential members have one thing in common – they ride bikes! The following are tried and 
tested ways of reaching them. 

 

LEAFLETING 
 

Leafleting may not sound very exciting, but it is one of the most efficient means of getting members. Identify 
junctions with the highest flow-through of cyclists or areas with large numbers of parked cycles (& an idea of 
when most cycles are parked there). Recruit helpers who can spend a morning rush-hour leafleting cyclists who 
stop at the junctions or spend some time putting leaflets on the parked cycles. 
 
Estimate how many leaflets you will need and contact the office to send you some. We also have bike plates 
available, which are good items to leave on bikes. Some groups make their own tags to promote their local 
group as well as LCC membership.  

 
CYCLING-RELATED EVENTS 
 

 Identify events which will specifically attract cycle-users (these may include your own events, as well 
as, for example, rides run by charities / local cycling clubs etc) 

 Investigate how you go about having a presence, and what the options are. 

 Recruit helpers who can staff a stall / distribute materials to people who attend etc. 

 Contact the London Cycling Campaign office for materials  

 

BIKE SHOPS 

 
Most bike shops will be happy to display leaflets, posters, newsletters etc. and are a prime location for getting 
new members. Building rapport with your local shops is invaluable – many members find out about LCC and 
local groups purely through word of mouth at a bike shop. If you develop good links with any bike shop in your 
area let us know. 
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8. KEEPING PEOPLE INVOLVED IN YOUR GROUP 

 
Getting involved in something new is always a daunting prospect, but these are things we can do to make it 
easier: 

 

Make yourselves easily contactable 
 
 Tell people how they can contact you (give them a range of choices - e.g. e-mail / telephone / social media) 

 Make sure you check for messages regularly and respond to them. 

 Make yourselves visible: does all your publicity tell potential members how to contact you? 

 
Be approachable 
 
 First impressions count so make people feel welcome  

 Counter the perceptions that members must be dedicated hard-core campaigners – this can be 
intimidating! 

 People tend to be first attracted by services, social rides, campaigns run on their behalf – so talking about 
the relative merits of cycle engineering infrastructure is unlikely to inspire interest! (Though they may later 
become more involved as their knowledge, confidence and loyalty develops.) 

 
Promote diversity  
 
If people think that they will stand out because of their age, gender, sexuality, ethnic or social group, they will 
be unlikely to become involved. So it is vital to make it clear that all people, irrespective of these factors, are 
welcome. Your group will be far more effective if you include and represent a diverse group of people. 

 

GETTING GROUP MEMBERS ACTIVE 
 
Once someone has joined LCC – the next step is to help them get involved. Many members initially join as 
‘consumers’ – getting involved in social events, rides, reading your newsletter, participating in the odd 
campaigning action etc. 
 
Most members will tend not to jump in the deep end of high involvement, but will first experiment with low 
and medium involvement. So how do we get them up the levels of involvement? 
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High Involvement 
(co-ordination) 

  
Medium Involvement 
e.g. helping on stalls 

 
Low Involvement 
e.g. writing to decision-makers  

No Involvement 
(consumer) 

 

STEP 1: ENTICE MEMBERS TO GET INVOLVED 
 

 Keep members informed – constantly publicise all 
your activities. No-one is likely to want to become 
involved in something they haven’t heard of. Make 
use of newsletters, local group inserts in London 
Cyclist, email and web pages to report what you are 
up to. 
 

 Don’t assume that just because someone doesn’t 
attend meeting that they aren’t interested in doing 
something else, like responding to a consultation. 
You could write draft responses for people to use and 
email members & supporters to ask them to use this 
in their responses. 

 
 Sell the benefits of being involved in your group – 

the opportunities to campaign for real change, to get 
involved in rides, to meet new people, to have 
fun…are all benefits likely to entice people’s interest.  

 

 Request help and involvement – giving members 
specific opportunities to get involved. An example 
might be requesting volunteers to help with a cycle 
count or to take part in a campaign cycle ride. 
Remember to make it clear how much time and 
knowledge is required and make it clear that ALL members are welcome.  

 
 Promote and celebrate successes – it doesn’t have to be a major campaign victory, even small 

achievements can demonstrate the benefits of involvement in a group. As they say – ‘nothing breeds 
success like success’! 

 

 Offer diversity in your activities – people get 
involved for different reasons. By offering a 
diverse range of activities you’ll be attracting a 
wider group of people.  

 

 Don’t give up! How many times do you hear 
people say ‘well I’ve been meaning to do 
something but…’? At some point or other those 
people will jump to it – they may just be waiting for the right event for them.  
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STEP 2: WELCOMING EXPERIENCE 
 

 First impressions count! Make people feel welcome. Introduce yourself and others and give them an 
overview of the group and the issues that you work on. 

 

 Make the most of your meetings – these are usually where members will find out more about your 
group. Read the section above on top tips for getting meetings right. 

 

STEP 3: ENCOURAGE INVOLVEMENT 
 

 Find out what their interests are – and try and tailor activities and involvement to these. If they have 
an interest in something you currently do not provide why not gently encourage them to give it a try 
themselves. 

 

 Involve members step by step – start people off with a small task or role, then a bigger one and so on. 
If a job sounds huge and arduous, people will not get involved. 

 

 Practicalities of involvement – people are often put off because they think a task is hard or time 
consuming. Make it clear how much time and knowledge is needed to get involved in an activity. Also 
make it clear that there is help and support along the way. 

 

 Offer activities that suit different levels of involvement – this will give people an opportunity to find 
something right for them. 

 

 Promote ownership of the group – if people feel like they have a say in what happens they will be far 
more likely to get involved and then stay involved. 

 

 Be pro-active – always focus on doing things. If new members see that there isn’t any action they may 
think ‘why bother’, nothing is being achieved in this group – I’ll go get involved in another.  

 

REACHING YOUR WIDER COMMUNITY 
 
Cycling in London is a predominately white, male, middle class activity, and as part of LCC’s mission to 
increase cycling (particularly the diversity of those that cycle), we need to work pro-actively to address this 
situation.  
 
It’s also worth considering that to the ‘outside world’ LCC could be perceived as a closed circle of cyclists! Of 
course we know this is not the case, but people will not know that unless we engage with them. 

 
Reasons to reach the wider community 
 

 To achieve LCC’s vision – to make London a world class cycling city by: increasing cycling; promoting 
cycling; improving conditions for cycling; raising profile of cycling 

 To make LCC more representative of Londoners, whether they are existing or potential cyclists  

 To gain more credibility – if we are seen to be representing a small minority then we’ll be less effective 
in getting decision makers to listen to us 

 To spread messages about the benefits of cycling to as many people as possible other than the ‘usual 
suspects’ 

 To get more members for LCC and local groups  

 To gain higher profile in all communities for all the wonderful things we do 
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WHO ARE THE WIDER COMMUNITY? 
 

 
 
This might seem like an obvious question – after all we could define everyone as part of the community. But 
trying to work with everyone isn’t practical or effective. 
 
One way to break down ‘everyone’ is to think about the communities and demographic groups that people 
belong to (obviously there’ll be crossover between these). It’s been said that we are a nation of ‘club joiners’ 
and are involved in anything from the local allotment association through to parent and toddler clubs. As such, 
one of the best ways of reaching out to others is to target other groups and organisations to work with. 
 
Below is a general list of groups in the community. Can you think of any more, particularly more defined 
examples from your own area?  
 

 Black and minority ethnic groups 

 Disability groups 

 Environmental groups 

 Older people 

 Parent/teacher associations.  

 Regeneration groups 

 Faith groups  

 Residents’/tenants’ associations  

 Women’s groups  

 Youth groups  

 Other campaigning groups 

 Local businesses 
 
Consider other cycling groups or related groups in your area too, like local cycling clubs, Sustrans, CTC, British 
Cycling – can you work with them in any way? How about events and communities like Parkrun or other local 
active / sports groups?? 
 
Having identified different community groups, consider how you might contact them. Below is a list of possible 
ways: 
 

 Internet searches will usually bring up details of groups and how to contact them 

 Look at local internet forums or blog pages 

 Search on Facebook and Twitter for local interest groups who may use these platforms 

 Contact your local Council for Voluntary Services (CVS) who will have a directory of community and 
voluntary groups. 

 Libraries should have a directory of local organisations/groups listing contact names and addresses.  

 Local Authorities may have directories of local group contacts on their websites 

 Talk to people, network and keep your ear to the ground, you may easily identify contacts that way 

 Keep an eye on the local paper – has a group been featured or have they commented in the letters page 
about transport, health, environment or other related issues? 
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HOW TO GET THEM INVOLVED 
 
So we have identified why it’s important to work with other groups, who these other groups are and how to 
get in contact with them. Now we need to work on what it is we want to do to reach out to them and get them 
involved in the work of your group – this is where you could get creative and let your imagination flow! 
 

 
 

Some general ideas: 
 

 Dr Bike 

 Repair & maintenance 

 Bike rides 

 Cycle training 

 Bike buddies 

 Campaigning  

 Letter writing campaigns 

 Lobbying 

 Stunts & demos 

 Information stalls 

 
But before jumping straight into planning and preparing a project take a moment to examine the four 
questions below:  
 

1. What is your message? 
 
It’s important that you think carefully about your message before you make contact with a community group. 
One particular message for one group may not necessarily be right for another. As such think about issues that 
might be of relevance to your target group.   
 
For example, a Residents’ Association on an estate in a disadvantaged area, might not be primarily concerned 
about the environmental benefits cycling can bring. However, residents may be interested in how cycling can 
be used as a form of crime diversion for young residents, or how a cycle taxi scheme can improve access to 
services for older residents etc. 
 
It’s also worth noting here that while thinking about your message you don’t necessarily have to do all the 
work yourself. For the thousands of community groups out there, there are hundreds of paid community 
workers - youth workers, regeneration officers or whatever their titles maybe - that work directly with 
community groups. They have the experience and expertise to work with your target group and could advise 
you on how best to tailor your messages. Remember, if in doubt ASK! 
 

2. How will you get them pro-actively involved?  
 
There are lots of ways in which you can reach your targeted group but not all of the ways will necessarily get 
people pro-actively involved. As an example, you might go along to a series of community group meetings to 
educate them about the benefits of cycling, but unless you stress how people can get directly involved they 
may be unsure how to act on your messages. Be clear on how people can get involved. Think about planning 
things that give people the opportunity to be pro-active and ideally gives them ownership. 
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3. How will you approach them?  
 

This could be done in many ways depending on your 

situation:  
 

 a formal letter introducing your group and 
suggesting a partnership project. 

 attending one of their meetings 

 inviting them to one of your meetings 

 a phone call or email to the co-ordinator 

 contacting them via social media – e.g. Twitter or 
Facebook. Newham Cyclists contacted their local 
WI group via twitter to invite them to a meeting: 

 But often the most effective way is face to face 
contact so try to arrange an opportunity where 
you can chat and propose your ideas. 

 

4. What are the potential barriers and how can you overcome them?  
 
Can you think of any potential barriers? This could be a very wide-ranging list including anything from barriers 
to cycling itself, like “cycling is dangerous”, to the practical barriers such as not having enough time or money. 
But if you can identify them in advance and brainstorm ideas to overcome them you may save yourself time, 
energy and frustration. 

 
e.g. some target groups are issue-based groups that don’t have an interest in cycling.  
 
Traffic and transport are usually issues that grab everyone’s interest. It may be because of road safety, air 
pollution, rat-running, congestion, poor cycle lanes, car parking, speeding cars, buses arriving four at a time, 
signal failure on the Central Line and so on. Whatever the reason, transport usually stirs annoyance, anger and 
passion with general agreement being ‘something needs to be done’. 
 
So, LCC is well placed to make contact with other groups because we work to promote one of the best forms of 
sustainable transport. 
 
But cycling has a wider role than just being a great way to travel from a to b! Cycling based projects can deal 
with a range of issues to interest any group.  For example:  
 

 environmental, health and welfare issues  

 developing confidence  

 teaching new skills  

 opening people’s minds to their local facilities  

 access to employment  

 leisure opportunities  
 
e.g lack of time 
 

Time is always a barrier to what we do - that old saying “never enough hours in a day” rings true for most 
campaigners. So preparing and planning in advance and drawing up a time line in which to organise yourself is 
critical to any project. 
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9. INCLUSIVITY, GENDER & DIVERSITY 
 

Disabled and older people can and do cycle. However, their 
needs still go mostly un-acknowledged in the provision of 
cycling infrastructure. It’s important that LCC and Local Groups 
consider this in their campaigning, consultation responses, 
lobbying work and general activities.  
 
A cycling network which meets disabled cyclists’ needs is 
accessible by everyone else: solo bicycle users as well as 
individuals, families and businesses who use tricycles, tandems, 
trailer cycles (tag-alongs) and cargo cycles. These are increasingly 
being used for the school run, carrying large dogs or other loads 
or for sociable cycling, and for making commercial deliveries in 
increasingly congested city centres. 
 
Equally, any measures enabling cycling by disabled and older 
people are likely to support the growth in cycling by novice 
cyclists, including children and young people. It will also improve 
condition for those using mobility scooters. 
 
An indicator of a well-designed inclusive cycle network is the 
variety of users from underrepresented groups such as disabled 
people, women, children and older people using it. The potential 
for growth in this area is significant. 

 
Wheels for Wellbeing have written a very helpful document highlighting key principles which must form part of 
any cycling policy to ensure the needs of disabled cyclists are met, in line with the Equalities Act 2010. More 
info: http://www.wheelsforwellbeing.org.uk/  
 

LCC POLICY 

 
LCC considers that cycling provision 
and infrastructure in London must be 
uniform, in the sense that there must 
be equal suitability, usability, and 
level of safety of all the facilities, for 
all cyclists who might use them. We 
consider it would be a mistake for 
the standards for any elements of 
the cycling network, for example, the 
Superhighways or Quietways, to be 
specified in a way that makes them 
less suitable, for example, for use by 
children, or by inexperienced cyclists, 
families, and the disabled.  
 
 
The corollary of this is that network 
elements must not be such as to involve a trade-off between safety and convenience; in other words, cyclists 
wanting the safest journey should not be forced to use a less convenient or slower route, or a route having 
lower priority, because the most convenient, fastest, or most prioritised route is engineered to a lower safety 
standard. 
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GENDER & DIVERSITY 
 
Equality is ensuring individuals or groups of individuals are treated fairly and equally and no less favourably, 
specific to their needs, including areas of race, gender, disability, religion or belief, sexual orientation and age. 
 
Promoting equality should remove discrimination in all of the aforementioned areas. Bullying, harassment or 
victimisation are also considered as equality and diversity issues. 
 
Diversity aims to recognise, respect and value people’s differences to contribute and realise their full potential 
by promoting an inclusive culture. 
 

 
 

HOW CAN LOCAL GROUPS PROMOTE EQUALITY & DIVERSITY? 
 
There are a number of ways that groups can help promote equality and diversity within their group and ensure 
that they are reaching out to a wide range of people. 
 

THINGS TO DO 
 

 Treat all group members and potential group members fairly and allow everyone an opportunity to 
get involved 

 Create an inclusive culture for all group members and potential members, as well as on rides and at 
local group events – see the tips below about running a healthy group for advice on this! 

 Consider if your meeting time, location or venue are barriers to attendance – consider people like 
parents, different faith groups, disabled people etc and what may impact on their ability to attend 
meetings or events or be involved in your group  

 Make sure your events and rides are accessible – consider if there are barriers to attendance e.g. is the 
route suitable for all types of bike?  

 Make sure you are representing yourself in an accessible and inclusive manner e.g. consider the 
images you use on your website or on social media to advertise or showcase your group – do they 
show different types of bike, different genders, different ethnicities, different ages for example? 

 Think also about the language you use and make sure people can understand what you are talking 
about, i.e. don’t be too technical! 

 Make sure that you consider all-ability cycling in consultation responses and meetings with the council 
or other officials 

 Allow and encourage group members to challenge inequality and discrimination  

 Make sure that materials, website content, social media content other communications do not 
discriminate (even inadvertently) against any individuals or groups 

 Make sure your website is accessible: https://www.w3.org/WAI/intro/accessibility.php  

 Adopt a group policy on Equality and Diversity  
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GENDER & DIVERSITY TIPS 
 

 Ensure that there is equal access to opportunities to engage with your local group and that you are 
not restricting the ability for people to get involved for example with your meeting times and 
locations. 

 Encourage people you know to get involved. So if your group lacks female members, go and ask 
female friends to come and get involved, or ask them why they don’t want to and see if you can 
address any of their concerns – it’s a start to help thinking about why different people aren’t getting 
involved. 

 Promote and advertise your group activities to a wide range of people – consider advertising your 
meetings in a variety of places, online and offline to try and reach out to all types of people in your 
community. 

 Use the tips on running group meetings and healthy groups to make sure you are running your 
meetings in a manner that ensures people feel welcome and able to contribute to discussion and 
decisions. 

 Think about running events like Dr Bikes in different areas of your community. Some groups find that 
Dr Bike events are popular with women and ethnic minority groups for example. Give them leaflets 
and encourage them to get involved. 

 
By following the tips above and on the next page about running healthy groups, you may find that your group 
membership becomes more diverse and representative of the people in your borough. 
 
Sometimes it’s hard to see why no one new is coming into your group, but by mixing things up a little bit and 
trying new tactics, you can begin to see a change for the better. 
 
For resources and advice on Equality and Diversity see: 
 

 http://www.edf.org.uk/  

 http://www.equalityhumanrights.com/  
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10. PLANNING YOUR CAMPAIGNS AND ACTIVITIES
 

 
 
Never underestimate the importance of planning. There is always a temptation to dive straight into a campaign 
or activity without fully considering a plan of action. 
 
Effective campaigning can make the different between success and failure so it is essential that you plan your 
campaigns and develop a strategy to help you achieve your campaign aims. This applies to small localised 
campaigns as well as well as nationwide campaigns.  

 
Proper planning will help: 
 

 Define your aims and objectives 

 Keep you organised 

 Focus your activities/events 

 Plan your time effectively 

 Identify resources in advance 

 Involve other members 
 
We recommend that groups follow the Campaign Planning Guide when thinking about their campaigns and 
activities. We’ve listed the some of the important planning steps from this document below: 
 

WHERE TO START? 
  
For some local groups choosing a campaign to work on isn’t a problem. There may already be a red hot issue in 
your area that really concerns cyclists. This could be the removal of cycle parking at a local shopping centre, 
closure of a popular cycle lane, giant crater sized potholes and so on! 
 
It’s worth keeping up with planning and highway applications too, to find out what’s planned for your area and 
how you might be able to influence these plans to be better for cycling. 
 
But for those groups who do not have an obvious campaign opportunity, or those wanting to refocus, a little 
time spent thinking about issues in your area can really help towards concentrating your groups activities. 
 

Our full Campaign Planning Guide outlines some techniques and suggestions for how you can plan 
effective campaigns and activities: http://lcc.org.uk/pages/planning-a-campaign  
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Group Exercise – What ‘gets your goat’? 
 
Spend 15 minutes brainstorming all the issues that concern you and your members. To kick off ideas think 
about:  
 

 What gets you really angry about cycling in your local area? 

 What issues concern you? 

 What would you like to do/or see done? 

 Why did you join the group? 
 
Generate as many suggestions as possible. Let your imagination run – a wacky idea could be the foundations of 
something great! Don’t discuss your ideas in detail. Write everyone’s suggestions down on a large sheet of 
paper for everyone to see.  
 
Display your ideas – have a look at them. 
 

 Can you identify any running themes?  

 Does anything obvious jump out at you? 

 Can you begin to pick out key priorities? 
 
Spend 20 minutes discussing your list in more detail. 

 
 Focus on identifying key issues in which to base your campaigns. 

 Prioritise this list and come up with a top 3 concerns.  
 

PLANNING YOUR CAMPAIGN 
 
Having honed in on a particular issue to work on, you will now want to develop your ideas.  
 

 

1. Define your aims and objectives 

 
Defining your aims and objectives is simply stating what it is you want to achieve and how.  An aim is what you 
are going to achieve overall. The objectives are the actions you are going to take to achieve the aim.  
 
When creating aims and objectives make sure they are SMART! SMART stands for Specific, Measurable, 
Achievable, Realistic, Time – specific. 
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Specific Are your aims specific enough? Your aim maybe “To get more cycle parking stands in the local 
area”. A more specific aim would be “To get one cycle parking facility installed in the local 
area (or X location).” 

 
Measurable Can you measure your aim? Saying you want to get more cycle parking stands is rather vague.  

Saying you want to get 10 parking stands at every shopping and leisure facility gives you 
something concrete to aim for. 

 
Achievable Is your aim achievable? Most likely you will want to set your sights high, but do seriously 

consider what is achievable. If you pick an aim that isn’t achievable within a reasonable 
timeframe you will run the risk of completely demoralising your members, wasting your 
resources and feeling like you aren’t getting anywhere. 

 
Realistic Ask yourself honestly is your aim realistic? Aiming to get 50 bike stands on every street is 

probably not realistic! 
 
Time specific When are you going to achieve your aim? If you define a date/timeframe you will have 

something to aim for. Saying you can do this in a year is good – saying this will take ages is 
not good!  

 

 
 

Local Group Insight 
Tim Harris – Hounslow 

 
 

 Lives: amongst the green open spaces of Feltham, Hounslow borough 

 Local Group: Hounslow Cycling Campaign 

 Role: Social Media Coordinator 

 Involvement with LCC: Since 2009 
 
What sort of things does your group get up to? 
Like most local groups, members in our group who are trained as ride leaders run a calendar  
of rides each year. Last year, in collaboration with the council and London bike hub, we hired  
a weekly stall at Brentford market over the summer and promoted our rides and petitions  
that we needed signing in order to convince councillors that roads need to be designed and  
built to make cycling feel easier and safer. I promote the same petitions on social media too.  
Some people in our group have also arranged an event where local councillors could hear directly from children what their cycle to school 
felt like and how the roads could be improved to make it feel safer and more enjoyable. Like most groups we have monthly meetings to 
discuss and plan all these things. 
 
What motivated you to get involved with your local group? 
There was (still is) a particularly dangerous junction on my cycle to work situated in Richmond borough and I met some of the 
campaigners in the Richmond local LCC group. A year or so later I discovered my local group in Hounslow. At the same time I was 
discovering the wonders of social media and my new found skills were put to use… 
 
What is the best thing about being involved with your local group? 
Feeling that you’re getting involved in the decisions that are being made by local decision makers in the area in which I live – and 
hopefully making the local area better. 
 
What’s the best thing your group has ever achieved or done in your opinion?  
I think the Safe Routes to Schools event organised by two of our members in Chiswick was fantastic. Councillors and senior police came 
and said how they wanted roads that were designed to be safe for children to walk and cycle to school. This event was part of our Space 
for Cycling campaign effort before local elections in 2014. Local TV station Chiswick Buzz came along and made a film. 
  
In a typical month, what sort of activities or tasks do you get up to as part of your specific role within the group? 
I’m on twitter a lot. I also update our website and occasionally write blogs highlighting opportunities where we can ask for improvements. 
I enjoy sharing pictures of our rides and events with our supporters.  

http://www.lcc.org.uk/


Local Group & Coordinators’ Handbook 

 

 
 

 

www.lcc.org.uk (2017)  Page 42  

 

2. Identify your targets 
 
Who is it you need to target in order to make your aims and objectives happen? This could be your local 
councillors, council officers, cycling officer, an MP, local people, an employer, school governors, teachers, 
parents, the media and so on. 
 
Once you have identified your targets start examining who and what influences them.  
 
For example, if your target is the Highway Committee of the council then influences could be: 
 
- Council Officers 
- Constituents 
- Local media 
 

3. Identify your allies 
 
Know who your allies are as well as your targets. Are there other groups working on similar issues you could 
link-up with? Could you encourage others to sign up to support your campaign? Groups may include: 
 

- Residents’ associations - Pedestrian groups 
- Local Schools 
- Local businesses 
- Bike shops 

- Environmental organisations 
- Community groups 
- Civic forums 

 

4. Develop your key messages 
 
When thinking about your targets, what key messages can you send them in order to get your point across? 
These need to be simple, clear and aimed at your targets. Can you think of a snappy slogan? 
 
Ideally try and find out what motivates or interests your targets too. The message most likely to hit home is 
one that appeals to the people you want to reach. Are your council officers mainly worried about finding 
funding? Did your key councillor get into their job because they care most about social justice? What gets these 
people up in the morning? Getting a sense of this will help focus your message and approach. 
 
Also consider ways in which you can display your key messages - posters, stickers, fliers, badges, T-shirts, etc. 
Don’t forget to have solutions to the problems. Don’t moan about something if you can’t offer a solution. 
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5. Do your research 
 
What do you need to know, in order to begin your campaign or activity? Gather all the facts that you can about 
your issue. If certain information isn’t available then think about ways in which you might be able to gather 
information yourself – for example, surveying people at a location to find out how many would use cycle 
parking facilities if provided. 
 
Camden Cyclists have put together a great resource page which is kept up to date with a lot of useful cycling 
maps and datasets: http://lcc.org.uk/useful-maps-and-datasets 
 

6. Tactics 
 
What tactics are you going to use to achieve your objectives and spread your key messages?  
 
Examples could be: public meetings/ debates, demos, letter writing campaign,  cycle rides, surveys, reports, 
social media, publicity campaign, street stalls, direct lobbying, conferences, local media, etc. 
 
NB - Media and Social Media will be a key component of any campaign. Consider how you will use them to get 
your messages across.  
 
 LCC have some specific Media and Social Media Guides here: http://lcc.org.uk/pages/activism  
 

7. Resources 
 
Identify what resources you will need and when.  Then consider how you can get hold of them. 
 
Your members will often have access to all sorts of resources. Consider doing a skills assessment of your 
members and find out what might be available. Do you have any graphic designers in your group? Or people 
who are good with IT / websites? Don’t forget that there are a number of useful resources on the LCC website 
for you to utilise: http://lcc.org.uk/pages/activism  
 
Two things are always guaranteed when planning campaigns and activities - you will always need people and 
money! 
 

 Recruitment – think about the actions and activities you are going to plan and how you can use them to 
recruitment new people. 

 

 Fundraising – consider ways in which you can fundraise for the campaign or activity. Collections at public 
meetings, sponsored events, social events, stalls at fairs, grants from other organisations, LCC local 
activities grant. (NB some fundraising activities may require special permission or a license. If in doubt, 
contact the LCC office.) 

 

8. Timeline 
 

 Draw up a schedule to timetable your key events/activities 

 Think of the things which need to be done in advance 

 Don’t do everything all at once – stagger your events 

 Consider and plan for key diary dates – council meetings, bike to work day, Car Free Day etc. 
 

9. Evaluate/monitor progress 

 
This is often forgotten but shouldn’t be. Things will change as time goes on, situations alter – make sure your 
campaign reflects this. It’s also important to review what you have done. What worked well? What didn’t work 
well? 
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11. COMMUNICATING WITH MEMBERS  
 

 
 
There are a number of ways you can communicate with LCC members in your borough. It is a good idea to 
utilise these options so that other members know what you get up to and are encouraged to get involved! 

 

ENGAGING NETWORKS EMAILS 
 
Many groups have now started to take advantage of LCCs email tool - Engaging Networks - to send out 
formatted newsletters and single issue emails to members and supporters in your borough, which can be very 
effective at getting your message out. 
 
We would encourage all Local Groups to use this system rather than standard emails, or other mailing 
providers to communicate with members (and supporters) in their borough. 
 
Engaging Networks allows you to build and create nice looking emails online, via your own group template 
(created by LCC). You can choose to send regular newsletters, or email people about a specific issue, such as an 
upcoming event, local consultation or to promote a group meeting etc.  
 
LCC staff are then able to send these messages at a specified day and time, from your group email address, to 
members and supporters in your borough. Engaging Networks allows you to see how many people open your 
emails and which links they click on so you can begin to tailor your content to your audience’s needs. 
 
People can also ‘opt-in’ to receive these emails on our website (http://bit.ly/LGnewsletters), even if they aren’t 
members, so it offers the opportunity to engage more people in your area and build up your own email list of 
people who want to hear from you about local issues. 
 
On special request, we can use the system to email members and supporters who may have signed a particular 
petition, or taken part in a campaign action, or who live in specific wards in your borough. You may find this 
useful if you wish to target people in a certain area, for example, to ask them to respond to a local consultation, 
contact a councillor, or attend a local event. 
 
Contact the Campaigns Coordinator, Fran, fran@lcc.org.uk if you would like to arrange Engaging Networks 
Training for members of your group. This is usually an evening session held in the LCC office.  
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SENDING EMAILS 
 
If you prefer not to use Engaging Networks and need to send a standard / regular email to members in your 
borough then we can provide an up-to-date email list of members in your borough upon request from the 
Coordinator. We will send you the contact details of those members who have opted in to receive 
communications from LCC. You will need to comply with data protection rules on receiving this email list and 
you must not pass the information on to other parties. 
 
Please email fran@lcc.org.uk and matthew@lcc.org.uk for more information and give as much notice as 
possible before you intend to send such an email. 
 
We advise that you email members in your area no more than once a month. You should avoid sending 
emails on a Thursday, when the main LCC bi-weekly email to supporters is sent. 
 
* IMPORTANT: Please do not use out-of-date lists. The only true record of members is that kept on the main 
database within the LCC office. This changes every day, as new people join, old members lapse, people move, 
get married, die etc...so please ask for an up-to-date email list regularly if you use your own method of emailing 
members. 

 

 
YAHOO GROUPS 
 
Most Local Groups have a local Yahoo! Discussion group, or E-group. This can be a useful way to facilitate 
discussion, post news and communicate with local LCC members interested in your group. It’s up to you if you 
choose to utilise it. LCC are hoping to upgrade the Forum on the LCC website, but for now Yahoo! Groups are 
an alternative solution that can be useful. 
 
Make sure you have more than one moderator to help manage the lists. This will help spread the workload and 
cover for holidays and other unexpected absences etc. Please also ensure that the LCC office is a moderator on 
your list in case your group moderators go away or are unable to be contacted if needed. Contact 
fran@lcc.org.uk to set this up. 
 

 Create a simple mailing list policy that outlines what is/is not acceptable on your discussion list. This 
will help the moderators apply the rules if they have to remove somebody from the list. 

 Having more than one moderator will be helpful in resolving any disputes arising. 
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 Moderators need to be broad-minded enough to apply the list policy fairly, even if they don’t 
personally agree with what somebody has posted on the list. 

 If in doubt, the moderators should discuss the matter and decide if there has been a clear breach of 
the list policy, or if there has just been a difference of opinion. 

 You may choose to have a “three strikes” policy of reminding people who break the list policy first to 
give them another chance before removing them from the list. (Sometimes list policy violations are 
not intentional.) 

 We suggest creating a Yahoo! list which can be posted to only by its members, and that the 
moderators must approve any new subscriptions. This will avoid your list being abused by spammers. 

 Some lists choose not to accept file attachments. For larger lists, this would seem to be the most 
acceptable policy, to avoid complaints about large files, and limit the possibility of viruses and 
inappropriate content being disseminated via your list. 

 
CYCLESCAPE 
 
Cyclescape (http://www.cyclescape.org/) is an online facility that provides cycle campaign groups around the 
UK and their members with a toolkit for easy discussion and resolution of campaigning issues. Many LCC Local 
Groups utilize it to discuss local campaign issues with fellow members.  
 
It aims to make it easier for people to get involved, get up to speed on any issue facing cyclists, work more 
productively with local authorities and discover best practices and case studies from around the UK.  It can be a 
great way to discuss issues, engage other local people interested in cycle campaigning and reach out to new 
members. 
 
Issues can be located or identified on a map. For instance, lack of cycle parking, a poor junction, a new building 
that might sever a cycle route or provide the space for a new route. Basically something that campaigners need 
to campaign on! 
 
Appropriately tagged schemes and consultations posted on Cyclescape automatically appear on our London-
wide consultation map: http://lcc.org.uk/pages/consultation-map 
 
Discussion threads facilitate discussions connected to an issue. There might be more than one per issue. For 
instance, a major new office block might have discussions on the amount of cycle parking, on a new route that 
could be created, and another on how a northern access road needs a cycle lane added. Privacy: discussions 
are specific to a group (unless you set otherwise) and can be private or publicly-viewable. Threads can also 
have deadlines attached so that important dates, like consultation deadlines, meetings, events are prepared in 
time. 
 
There is a Library area where best practice, case studies, and guidance can be added and summarised. The idea 
is that relevant items can be ‘dragged into’ a thread, so that newer campaigners are up-to-speed quickly. 
There’s also a general chat area which is useful when things aren’t really issue-based 
 
Guide for new users: http://blog.cyclescape.org/guide/  
 
NEW MEMBERS’ PACKS 
 
If there is any local information which you would like new LCC members in your area to receive (for example, a 
welcome letter or message from your local group, a local newsletter, or a local cycling map), we can include 
these in the new members’ packs we send out from the office. You’ll just need to ensure that we have 
sufficient copies of what you’d like to include in the office. 
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This can be a great way of introducing yourself to new members, telling them about what your Local Group 
gets up to and encouraging them to come along to a group meeting or ride. 
 
You may wish to ask for a list of new LCC members who have joined in your borough each month in order to 
contact them personally with a meeting invite, or just to say hello and tell them about your group. This will 
usually only be a handful, so could be an easy way to engage new potential group members while they are 
keen and new to LCC! Email fran@lcc.org.uk and matthew@lcc.org.uk for a list. 
 

LONDON CYCLIST MAGAZINE MAILING 
 
An additional way to contact your members directly (see above), is to place 
an A4 printed insert (usually a local newsletter) into the quarterly London 
Cyclist magazine. The magazine is published in the first weeks of March, 
June, September and December. 
 
This insert is included in the magazines that are sent out to all members in 
your borough. Inserts are limited to A4 size, but can use both sides of a 
page and include photos, although they will appear in black and white at 
present. 
 
We would encourage Local Groups to make use of this option as it allows 
you to communicate with people who may not be engaging with you in 
your online forums. 
 
If you’d like any advice or a template to use, please contact the Campaigns Coordinator (fran@lcc.org.uk). You 
can see examples of other groups’ inserts here: http://lcc.org.uk/local-group-news  
 
If you produce a Borough Insert, it will be uploaded to the Local Groups News page above. 
 
Someone in the LCC office (usually Selena Calder – selena@lcc.org.uk) will contact the local group Coordinator 
or your group’s newsletter editor with the details and deadlines for sending these inserts to us every quarter. 
We ask for a PDF document to be sent by email. They must reach us by the deadline in order to be included in 
the magazine. 
 

COLLECTING EMAIL ADDRESSES 
 
When people come on a ride or attend a meeting or event, it’s worth collecting their email address and asking 
if they want to keep up to date with your group’s news. If you have lists of names and emails, please send them 
to the office (email fran@lcc.org.uk) and we can make sure they are opted in to receive communications from 
you. If you use Engaging Networks to send your emails, then these people will be included on your borough 
mailings. If you use another system to send your emails, then you will need to add these people to your own 
mailings lists, however these are managed. 
 
It’s worth having a link or sign up page on your website too, encouraging people to sign up for information and 
news from you. 
 

LOCAL GROUP CONTACT DETAILS 
 

The contact details for each Local Group are listed on the LCC website: http://lcc.org.uk/in-your-area  
 

This includes the name of the Coordinator, a contact telephone number (if possible), as well as the group’s 
official LCC email address and details of the group’s Website, Facebook page, Twitter handle and 
information on when group meetings are held. There is also room for a picture and short description about 
what you do, should you wish. 
 

Please make sure your group page is kept up to date and email fran@lcc.org.uk if you need us to make 
any changes. 
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12. WEBSITES, EMAIL & SOCIAL MEDIA 
 

WEBSITES 
 
The LCC web site www.lcc.org.uk lists the details of all Local Groups, including contact details, meeting 
information and links to Local Group websites and social media pages. Local Group Rides, meetings, workshops 
and other events should also be listed on the LCC web site as well as your own websites and social media 
pages: www.lcc.org.uk/events  
 
Most Local Groups have their own websites. Some have been lucky enough to have people in their group who 
are able to build and maintain these, others pay for someone to build or maintain them using their Annual 
Grant (see ‘Financial Resources’).  
 

We encourage all local groups to have an up-to-date website – it’s an important channel of communication and 
can be a great advert for your group locally. It’s undoubtedly worth the time and financial investment if done 
properly. Many groups find Wordpress useful for building their sites. 
 
Use your websites to publicise your activities and group meetings, as well as publish useful information about 
cycling in your borough or ways for people to get involved. Looking at the other Local group web sites may also 
give you some ideas and inspiration. 
 
It’s important to make sure your website is accessible (https://www.w3.org/WAI/intro/accessibility.php) Web 
accessibility means that all people can perceive, understand, navigate, and interact with your website (this is 
particularly important for people with a disability or someone who has certain needs). 

 

Things to include on your website: 
 

 Basic page with contact details 

 Your group logo and LCC logo 

 Description of who you are and what you do (About Us) 

 News and Updates page 

 Rides and event listing 

 Information on Monthly meetings 

 Details on how people can get involved 

 Photos of your group and activities! 

 A blog to showcase your activities and local issues 
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 Campaigns section 

 Consultations page 

 Feedback form 

 Social media links to your Facebook and Twitter pages 

 Cycle training section with links to council websites / Bikeability 

 Constitution page 

 Committee roles and contact details  

 Photo gallery for rides / events 

 Local route tips / local advice 

 Local bike shops listing 

 Links to other organisations 
 

 
 
Make sure you keep your website up to date – it is often the first thing potential group members will see and 
first impressions count!  
 

 

LOCAL GROUP EMAIL ADDRESS 
 
Each Local Group has their own LCC ‘official’ email address: [boroughname]@lcc.org.uk e.g. ealing@lcc.org.uk  
 
This is not an email inbox, but a forwarding address that is re-directed to an email address of your choosing. 
Most groups choose to have any emails sent to their LCC email address, forwarded to the group Coordinator 
and Secretary, or other key member.  
 
We would suggest that emails are forwarded to a generic group email account which selected group members 
have access to, e.g. EalingCyclingCampaign@hotmail.com. This way, you can send and receive emails in one 
simple inbox with your group name in, rather than a personal address of the coordinator, for example. 
 
You can choose how you want to manage those communications. Email fran@lcc.org.uk if you’d like to 
update or change these auto forward settings. 

Read our detailed Tips and Advice on what you should include on your websites: 
http://lcc.org.uk/local-group-websites  
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DOMAIN NAME 
 
It is well worth investing in your own domain name, if you don’t already have one. This will present a more 
professional online image for your group if you wish to set up your own email addresses for local group 
members, i.e.  “john@boroughgroup.org.uk” instead of “john12894@hotmail.com”, with the web site being 
within the same domain i.e. “www.boroughgroup.org.uk” 
 
Many companies offer domain name registration, either as part of their existing web/e-mail hosting service, or 
as a separate service. It is usually possible to register your domain with one provider, yet have your e-mail/web 
site hosted via another service. Check what control you will get before you sign up with a provider, and how 
easy it is to transfer your domain to another provider if you later decide to switch providers. Domains need not 
be under “co.uk” or “.org.uk”, but most groups seem to use these, as opposed to “.com” or ”.org”. 
 
For information about .uk domains, and to check availability, see the Nominet web site: http://www.nic.uk 
Note that although you can register directly with Nominet, it is usually easier and cheaper to set up your 
domain via a service provider, unless you already have your own servers with which to host the domain 
yourself. If you do not have a domain, you will need to choose a provider and register. It’s also worth talking to 
other borough groups to see which providers they are using, and the services they offer. 

 
SOCIAL MEDIA – FACEBOOK AND TWITTER 
 

In addition to a website, Local Groups should use 
social media, which can help promote your 
activities and reach out to a wider audience.  
 
You should ideally have a public Facebook Page 
(not a private group) and Twitter account for your 
Local Group. See the LCC social media guide for 
information on how to set these up and what to do 
once you have: http://lcc.org.uk/social-media-
facebook  
 
If you want to use Facebook to create a private 
discussion group for key committee members or 
internal discussion, then use this in addition to a 
public page. Facebook can be a great way to 
facilitate discussion amongst your local group 
members, share news and post information, but 
it’s important to have a public facing page where 
anyone can find out about your group! A private 
page will immediately put up a barrier and be off-
putting to new people who come across you / want 
to find you! 
 
 

 Social Media Guides on Twitter and Facebook are available here: http://lcc.org.uk/activism  
 

 You will find a list of Local Groups who are on Twitter here: http://lcc.org.uk/activism-and-local-
groups  
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BLOG POSTS 
 
A blog can be a great way to talk about what your group 
gets up to and showcase your successes. You could post 
blogs on your local group website and share them with LCC 
so we can feature on the LCC website. We’re always 
looking for local group news and content to feature and 
talk about!  
 
Here are some tips for writing good blog post: 
 

 Keep the tone right – a blog post can be quite 
friendly and informal 

 Write in short paragraphs – text heavy pages can 
be overwhelming and may put people off 

 Use the right language – avoid acronyms and 
technical terms if you can - people often say you 
should write for a 14-year-old reader 

 Use pictures and examples to bring your blog to 
life 

 Personal stories or anecdotes can work well 

 Keep it short, no more than 500-800 words 

 Don’t forget to respond to comments and engage people in a friendly dialogue 
 

IMPORTANT NOTE – LOG IN DETAILS 
 
Make sure that the Coordinator and other trusted group members have the login details for your website and 
social media pages. It’s important to make sure that you don’t have just one individual who stores this 
information, just in case something happens to that person or you need to make an urgent change and can’t 
get hold of them. You may want to notify the LCC office with your login details so that we can keep a secure 
and official record of the login details for your groups website and social media pages. Note that the office will 
never use these details to login to your accounts or make changes. We will just hold the details as a record in 
case your group misplaces them, or someone leaves and the group needs to access them. 
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13. LOCAL GROUP RIDES & EVENTS 
 

 
Most local groups organise led-rides in their area, along with regular group meetings (see section on Local 
Group Meetings for more info). Led-rides are a great way to promote your group and the work of LCC, and most 
importantly, they are a great way to get more people in your area out on bikes! You may find that introducing 
people to your group via a led-ride can eventually lead to them being an active member of your group! 
 
There are a few important things to note about organising rides and events. Please read the information below 
and make sure you follow the correct process and procedures for organising rides and events.  
 

 

ORGANISING RIDES 
 
Having an active local rides programme helps raise the profile of your group’s activities and encourages a good 
social network. It shows that the work of the group is not all about campaigning, commuting and cycle lanes, 
but also actually getting on the bike and having fun! 
 
Ideally, a rides programme should cater for a range of abilities, from welcoming and supporting newcomers, to 
longer rides for more experienced cyclists.  
 
However, you may want to consider what other nearby groups (neighbouring boroughs, CTC and other clubs) 
are already arranging, and co-ordinate to avoid having too many similar rides clashing around the same dates. 
For example, if the local CTC group is arranging a longer ride, maybe you should offer a shorter, easy ride 
instead. 
 
Read our ‘Leading a Ride Guide’ for more detailed information on leading and planning Local Group rides: 
www.lcc.org.uk/activism  
 
 
 
 

We have dedicated Guides to Organising Events, Running a Stall, Running Dr Bikes and Leading Rides 
available here: http://lcc.org.uk/activism 
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IMPORTANT INFORMATION  
 

 LCC’s Public Liability insurance only covers official LCC Local Group Rides or Events  

 Public Liability insurance protects the organisation from claims made by individuals for injury or 
damage caused during the course of LCC’s business 

 Official Rides or events are those which have been organised or authorised by the Local Group or 
organised by LCC central office 

 Official Local Group Rides or Events must be posted on the LCC website using the relevant local group 
login details in order to be covered by LCCs public liability insurance (contact the Campaign 
Coordinator: fran@lcc.org.uk to get your local group login details to post events on the website)  

 All led rides must be led by competent ride leaders 

 All LCC members remain covered by our Third Party insurance policy. But this insurance only covers 
them as individuals 

 Any LCC member is welcome to post an event or ride on the LCC website if they feel it would be of 
interest to other LCC members, but such events are not considered official LCC events, are not 
endorsed by LCC and are not covered by LCCs public liability insurance. Members attend at their own 
risk 

 

WHO CAN LEAD A RIDE? 
 

 
 
To mitigate the risks, comply with the terms of LCC’s public liability insurance and ensure that LCC rides are 
safe and enjoyable for all who want to take part, all official LCC rides and events must be led by a competent 
ride leader. 
 
We are currently developing a LCC definition of a ‘competent ride leader’ but in the meantime you can assess if 
your skills need updating or developing with the LCC Ride Leader training self-assessment form: 
http://s3.amazonaws.com/lcc_production_bucket/files/9129/original.pdf?1434038464.  
 
We strongly recommend that any ride leaders and marshals, even those with years of experience, should have 
1-2-1 cycle training and to Bikeability level 3 [https://bikeability.dft.gov.uk]. The skills you learn on the LCC Ride 
Leader training build on this.  
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Ride leaders should assess the planned route for any risks (busy junctions, canals, rivers etc) and have plans to 
adapt the ride if necessary. Rides should be designed with new cyclists in mind, if they are part of the target 
audience. 
 
As well as leading a ride on the day, the Ride Leader is responsible for the wider duties involved in setting up 
and running a ride. This includes route planning, dealing with the authorities and managing the roles of the 
Marshals. 
 

RIDE LEADER TRAINING 

 
LCC offers ride leader training courses for Local Group members. Dependent on demand, we can offer 
individual places at courses held in the LCC office, or we are able to put on a course in your area or borough if 
you have 10 participants. The courses cost approx £50 per person for LCC members. Details are available here: 
http://lcc.org.uk/ride-leader-training Please contact stewart@lcc.org.uk for more details about booking Ride 
Leader Training. 
 
Ride Leader Training imparts a set of skills that covers almost all types of led rides, from a little jaunt to the 
park with a small group, right up to large rides involving thousands of people. The course is suitable for anyone, 
regardless of your previous level of experience, although participants should be competent riders. You will 
learn the skills necessary to: 
 

 Marshal a Ride - As part of a team of marshals you will be helping keep a ride together and providing 
any assistance that becomes necessary. You will also be helping to manage riders as they cross 
junctions.  

 

 Lead a Ride - As well as leading a ride on the day, the Ride Leader is responsible for the wider duties 
involved in setting up and running a ride. This includes route planning, dealing with the authorities and 
managing the roles of the Marshals 

 

STALLS, WORKSHOPS AND OTHER EVENTS 
 

 
 
It can be helpful for groups to organise promotional events or workshops, such as talks, Dr Bikes, workshops or 
stalls. For example, you may have the opportunity to have a presence at a local fair or in the town centre. 
Running a stall is a great way to publicise your group and campaign activities, as well as an opportunity to 
recruit new members and volunteers! 
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EVENTS TO ATTEND 

 
The first step is to identify suitable events to attend. Event organisers might approach you directly, or you may 
have to research what’s on locally and offer to run a stall. Your Local Authority may have a listing of local 
events on their website or local newspaper. Consider going to events where you may be able to reach out to 
new people or different audiences. 
 
Events may have a specific theme, while others will be more general. It helps to take along relevant 
information, or even better, use the event to support a relevant campaign or petition. 
 

 Green fairs / Cycling-specific events / Bike Week 

 Active travel/Health promotion 

 Youth activity days/School events 

 Local fairs/festivals 

 Car-free days/sustainable transport 

 Charity rides 

 Major events, concerts and shows 

 Crime prevention / Bike Marking 

 ‘Standalone’ events (i.e. a Bike Week event, bike breakfast, or as part of a campaign.) 
 

DR BIKE / MAINTENANCE SESSIONS 

These can be a great way to raise the profile of your local group, if you have a little time and a capable 
mechanic-type or two. Or budget to pay for one. 
 
You can book cycling mechanics via LCC at a special rate, see here for details: http://lcc.org.uk/london-cycling-
mechanics.The idea of a ‘Dr Bike’ is to give bikes a check-up and recommend action or run workshops to show 
people how to maintain their bikes. 
 
A Dr Bike or maintenance workshop is a good all-round event; it can cover lots of local group aims, such as: 
 

 recruiting new members 

 encouraging people to try cycling 

 publicising local groups 

 reaching out to new audiences 
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14. LCC EVENTS PAGE & INSURANCE 

 
All Local Group meetings, rides, stalls and events must be listed on the official LCC Events module under your 
local group login (www.lcc.org.uk/events) as well as on your own Local Group websites. 

 

 This ensures that your event will be visible to a wider audience as anyone can search the events 
module for events in their area. 

 

 This also ensures that your event or meeting is considered an official LCC Local Group event – and is 
therefore covered under LCC’s public liability insurance for local groups. Only events organised or 
approved by a Local Group are covered by LCC’s insurance.  

 
The events module is, however, open to all LCC members to post events or meetings that may be of interest to 
other LCC members, such as Critical Mass rides or Protest Rides organised by other campaign groups. These 
events are not official LCC events and are therefore not covered by LCC’s public liability insurance. 
 

POSTING EVENTS ON THE LCC WEBSITE 
 
 
NON LCC EVENTS 
 

 Any LCC member can post a cycling-related event or ride on the LCC website. These are not considered 
official LCC events and will be accompanied by a disclaimer stating as such: 
 

“This event has been posted by an individual LCC member, and is not an official LCC event. Although we 
encourage LCC members to publicise their unofficial cycling events on the LCC website, the publication 
of such events does not constitute an endorsement of them by LCC. LCC takes no responsibility for this 
event, and whilst we hope those attending it enjoy doing so, attendance is at their own risk.” 

 

 Any LCC member can post an informal ride or event that they have organised or are leading, even if it 
is not endorsed or organised with the relevant Local LCC Group (although this is obviously 
encouraged). These rides and events are not endorsed by LCC and are not covered under LCC’s public 
liability insurance. People attend at their own risk and LCC does not hold any responsibility for the 
event itself 
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 Any person leading a ride must be a competent ride leader and ensure that they have the necessary 
skills, training and experience to lead a ride safely 
 

 LCC members taking part in a ride are still covered as individuals by LCC’s third party insurance 
 

 Non LCC members are not covered by LCC’s third party insurance (e.g. if they were to cause a collision 
or scratch a car) 

 
LCC / LOCAL GROUP EVENTS 
 

 Are Rides or Events organised or authorised by a Local Group.  
 

 A local group may commission a ride or event to be organised on their behalf, or may wish to authorise 
a ride or event taking place in or near their borough, organised or led by an LCC member who may or 
may not be part of the Local Group. Such authorisation would grant such an event ‘official’ status and 
therefore be covered under LCC’s public liability insurance. The Local Group must post the event on the 
LCC events page. 

 

 Official LCC events and rides along with Local Group events and rides must be listed on the LCC 
website: www.lcc.org.uk/events  

 

 Local Group Coordinators will be given a specified login to use to post official Local Group Events. The 
overall responsibility for posting all Local Group events lies with the coordinator.  

 

HOW TO LIST AN EVENT 
 
1. If you are posting an official LCC event you will need to 

log in to the website with your specific local group login 
(the Coordinator will have this, but ask fran@lcc.org.uk 
if you need to be reminded of this information). 

2. If you posting a non-official event you will need to login 
or set up a new user profile on www.lcc.org.uk  

3. Click ‘Sign in’ in the top right hand corner of the 
website and log in with your details. The system will 
recognise you as an LCC member (as long as you use 
the email address LCC have recorded on your 
membership record) to create a log in. 

4. You will now be able to post events at 
www.lcc.org.uk/events . Contact fran@lcc.org.uk if you 
have problems signing in 

5. To add an event, go to www.lcc.org.uk/events  

6. Click on ‘Post Event’ at the bottom of the page 

7. Enter the relevant details: please include a suitable name, e.g. Camden Cycling Campaign Monthly 
Meeting 

8. Make sure you tag the event appropriately e.g. Local Group Monthly meetings should be tagged with: ‘LCC 
Meetings’ 

9. Include a relevant description and link to an agenda if appropriate. e.g. 
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Camden Cycling Campaign meet once a month to discuss local cycling issues. This month we will be discussing 
our response to XXX consultation and will be brainstorming ideas for our summer events. Anyone is welcome, 
you don’t have to be an LCC member to attend. We’re a friendly group and would be very glad to see new faces! 
Contact camden@lcc.org.uk if you have any questions. 

10. If you are posting an official group event, tick the ‘official event’ box and confirm if the ride or event meets 
the specified requirements 

11. For rides, list the difficulty and make sure you include other useful information like what to bring. 

12. Make sure you state that the event is a Local Group event, e.g:  

“This is the monthly meeting of Camden Cycling Campaign – a local branch of LCC. Everyone welcome” 

13. Add a photo – make sure your event stands out and include a photo with your event listing. 

Remember to use photos that will appeal to a range of people. Think about how your choice of image portrays 
your group, i.e. a picture of a group of men meeting may only seek to appeal to other men. So make sure your 
images include people of different ages and different genders, from diverse backgrounds. Images of people out 
on a bike ride work well. Failing that, an image of a borough landmark could work.  
 
Contact fran@lcc.org.uk if you want some help choosing or sourcing nice images to use. 
 
14. Include your group contact details somewhere in the description and make sure you list the event start 

point or location on the map (people can search events by location). 
 
15. You can link to your website for more information or link to a Facebook event page if you don’t have a 

website. 
 
You can choose to set up a repeating event if your meeting or ride takes place fortnightly or on the same day 
each month 
 

OFFICIAL LOCAL GROUP EVENTS OR RIDES 
 
Official LCC rides or events are those which have been organised or authorised by LCC or a Local LCC borough 
group. A Local Group must give authorisation to any event posted in its name, according to the rules or 
constitution of that group. If a group does not yet have specified rules or a constitution relating to the 
authorisation of events, then the event or ride will be considered official if the Local Group Coordinator or a 
Committee member records it as so, until such time as a specified procedure is set out by the Local Group. 
 
Once a ride or event is authorised as an official local group ride or event, it must be listed on the LCC Events 
Page (www.lcc.org.uk/events) using the relevant Local Group login given to each Local Group Coordinator by 
LCC.  
 
A local group may work with another individual, organisation or group to deliver a ride or event, or may be 
involved in an event being delivered by another organisation or individual. Such events, as long as they have 
been recorded by the Local Group as such, can be considered ‘official LCC events’. 
 
When posting an event, the Coordinator will be asked to confirm the following statement: 
 
“I confirm that I am posting this event on behalf of the registered LCC group of which I am a member, and that I 
have been authorised to do so according to the rules or constitution of my group. I understand that if this event 
has not been properly authorised by my LCC group then it will not be recognised as an official LCC event, and in 
particular will not be covered by LCC’s event insurance.” 
 
For led-rides: “I confirm that this official LCC ride will be led by someone whom my LCC Group considers to be 
competent to do so, and that it will comply with such health and safety requirements for official LCC led-rides 
that LCC has in place at the time.” 
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PUBLIC LIABILITY INSURANCE 

 

 LCC’s public liability insurance covers public events that are part of the organisation's business. This is 
not the same as personal insurance cover.  

 

 LCC local groups are covered by the organisation’s public liability insurance. This protects the 
organisation from claims made by members of the public for any injury or damage caused during the 
course of LCC’s business (i.e. events, led rides, Dr Bike etc).  

 
The terms of the insurance policy are: 
 

- All non-competitive events, rides or otherwise, are covered; 
- Rides and events must be recognised as official LCC rides and events (see above) 
- LCC members are covered up to £5 million; 
- The policy is provided by the Butterworth Spengler insurance group. 

 
For a public event or led ride to be covered by LCC’s public liability insurance, or “event insurance” (as 
compared to personal third party cover), then that event must be an official LCC event (see above). It will then 
be covered even if the event organiser or staffer etc. is not an LCC member (e.g. if s/he is under contract to 
provide a service to LCC, e.g. a bike mechanic). 
 
To ensure your ride or event is considered a ‘recognised or authorised’ LCC event, and therefore covered by 
LCCs public liability insurance, it must be authorised by the Local Group (i.e. via the Committee or by 
approval of the Local Group Coordinator – see above for details) and listed as a Local Group event on the LCC 
events page: www.lcc.org.uk/events  
 
You may find that if you are participating in a larger event the organisers will ask you to show that LCC has 
public liability cover. Contact the Campaigns Coordinator (fran@lcc.org.uk) to get a copy of our Insurance 
Certificate. 
 

THIRD PARTY / MEMBERSHIP INSURANCE 
 
All LCC members are covered by our third party insurance policy. LCC’s third party insurance covers members if 
claims are made against them where it is alleged they have caused damage or harm [when cycling]. It doesn’t 
cover the people attending a public ride being led by that person (i.e. any damage or harm those riders may 
cause on the ride).  
 
If an LCC member leads an official ride or event, and a fellow rider is injured in some way, then that member 
will be covered for claims made against them. Individual membership insurance (third party insurance) does 
not cover LCC or the local group for claims made against the charity by a rider (e.g. if s/he is injured on the ride 
and then sues LCC on the grounds that the ride leader was negligent). It is LCC’s Public Liability Insurance that is 
needed for this.  
 
Non-official rides being led by an LCC member will not be covered under LCC’s public liability insurance. 
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INSURANCE FAQs 
 

 
Are local group events, (i.e. stalls, Dr Bikes etc.) covered by insurance? 
 
Yes – Official LCC events and LCC business are covered by our Public Liability Insurance. This includes cover for 
LCC Local Groups, so it is important that your local group authorises any activity for which public liability 
insurance is needed. Don’t forget, your event must also be listed on the LCC events page in order to be 
covered: www.lcc.org.uk/events  
 
What if a local group takes on someone else and pays them to do a local group event or ride, is that person 
covered under LCC cover? 
 
Yes – as long as the event is an authorised official Local Group event or ride and listed accordingly on the LCC 
website, then the event is considered an LCC event and therefore covered by our public liability insurance. 
 
If a non-LCC member leads a ride organised by a local group, what is the position regarding insurance? 
 
If a ride is properly-registered as being an official LCC ride then it is covered by our Public Liability Insurance, 
whoever has been designated by the group to lead the ride (irrespective of whether they are an LCC member). 
However, we strongly recommend that only LCC members be designated to lead official Local Group rides. In 
any case, Ride Leaders should have had relevant training and Local Groups should take the necessary steps to 
ensure individuals who are leading rides on their behalf are competent. 
 
Does LCC cover non-LCC members on rides? 
 
No - it covers LCC's liability towards them and each of our members’ liability towards them - but not their own 
liability towards other people. Any rider would need some form of personal third-party insurance if, for 
example, they scratched a car or collided with a pedestrian. LCC members are automatically covered under the 
LCC's third-party insurance; non-members are not. 
 
Can a Local Group authorise an event or ride which is organised by a non-group member? 
 
A local group may commission a ride or event to be organised on their behalf, or may wish to authorise a ride 
or event taking place in or near their borough which is organised or led by an LCC member who may or may not 
be part of the Local Group. Such authorisation would grant such an event ‘official’ status and therefore be 
covered under LCC’s public liability insurance. The Local Group must post the event on the LCC events page in 
order to be considered official and therefore covered by LCC’s public liability insurance. 
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Does a Local Group ride or event have to be posted on the LCC Events page? 
 

Yes, all events must be posted on the LCC Events page in order to be considered ‘official’ and therefore covered 
by LCC’s public liability insurance. The only exception to this would be if a Local Group knew that a ride or 
event would be oversubscribed, for example, if they only had enough marshals to manage the event with a 
small number of riders and therefore did not wish to publicise the ride widely.  Alternatively, this may also 
apply to small 1-1 rides which groups may organise on an individual basis, for example offering to lead 
individuals on a ride into work or to show a suitable route. These rides are organised by the local group, and 
would need to be registered with us in order to be covered by our public liability insurance, but are not 
appropriate events to publicise on the Events page due to their nature.  
 
In such circumstances, the Local Group Coordinator or Committee Member must email fran@lcc.org.uk in 
advance of the event to register the event with LCC. The email must include: 
 
Subject Line: LG Event Registration: Borough Name, Event Name – DD/MM/YY  
Eg: LG Event Registration: Southwark Cyclists, Healthy Ride – 10/06/2015. Followed by a short description of 
the event, who is leading the ride and why you do not wish to publicise the event. 
 
 
Do Local Group Meetings need to be listed on the Events page? 
 

Yes, you should post all your Local Group meetings and events on the LCC events page. You can set an event to 
‘repeat’ so you only need to do this once if your meetings fall on the same day each month e.g. the ‘second 
Tuesday’ etc. This ensures that they are registered as official LCC events and therefore covered by LCC’s public 
liability insurance. It’s also a great way to publicise your events and ensures that you will reach a wide range of 
people and hopefully encourage more people along!  
 
Don’t forget the details of when your group meets are also listed here: www.lcc.org.uk/in-your-area so don’t 
forget to let LCC know if that needs changing at any time. Email fran@lcc.org.uk  
 
 
Surely just adding event details on my Local Group website is enough? 
 

Sadly not; we need to make sure we are being consistent with all groups for insurance purposes. The only way 
to ensure this is to require that all Local Group events are listed on the LCC website. 
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POSTING EVENTS ON FACEBOOK 
 
It is a good idea to post your events on your Facebook page if 
you can. By posting your events and rides in a variety of places, 
you’ll ensure more people are aware of what’s happening. 

 
PROMOTING YOUR EVENT ON TWITTER 
 
If you have a Twitter account for your local group, make sure 
you use this as a channel to promote your group meetings, rides 
or events. Tweet about the event in the weeks and days before 
the event itself, you can do this several times and link to the LCC 
Events page you’ve set up, or a page on your own website.  
 
 
LCC will try to re-tweet local group tweets like this if we can, so 
copy in @London_Cycling to notify us! 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 

See the Social Media Guide www.lcc.org.uk/activism for more help and advice on using social 
media 
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15. MATERIALS & BRANDING 

 
You can purchase branded materials and clothing with your local groups’ budget to help identify yourselves at 
events or meetings. We will usually offer a materials list and order form at the start of the year, in spring, to 
help groups have everything they need ready for summer events. 
 
Some promotional materials like flyers and membership leaflets will be provided for free. We can offer T-shirts 
and waterproof jackets, along with stickers, bunting, table clothes and banners, etc. Please contact us for more 
details on how to order these: fran@lcc.org.uk. We are happy to advise on other products you may wish to buy 
for events, like cargo bikes or gazebos. 
 

BRANDING 
 
LCC’s local groups represent LCC so it is important that you stay ‘on brand’ in any materials you use, as well as 
digitally on your website and social media pages. Each local group has an official LCC logo that they must use in 
line with our brand guidelines.  
 
You must not re-size or re-format the logo, or change the colours. Please do not use an old version of your 
group’s logo.  
 
All Local Group logos look something like this: 

 
 
 
 
 
 

 
Contact the office to get a copy of your group’s logo – email fran@lcc.org.uk  
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16. RESPONDING TO CONSULTATIONS 
 

 
 
Consultations on local cycle schemes; proposed new infrastructure; junction redesigns; or other plans that may 
affect cyclists are an opportunity for you to feed in your views and influence decision making.  
 
Relevant consultations for LCC Local Groups and Members may be run by your local council or TfL. 
 
You may wish to respond as an individual or a local LCC group, or both.  
 
It’s often a good idea to encourage others to respond to consultations. The more responses received, the 
higher the likelihood of influencing the final plans or decisions. You may wish to provide a template response 
for people to use, or a list of bullet points covering your key concerns of views on a local consultation. This can 
help people respond who may not have the time, nor interest to look at plans fully.   
 
Think about emailing your members and supporters in your area to promote the consultation and encourage 
people to respond. Don’t forget to use social media too. Consider printing out flyers and handing them to local 
people / local cyclists – this can be a great way to engage people on the issues and encourage responses. Is 
there a way you can collect responses on your website via a form or email template? Ask the Campaigns Team - 
fran@lcc.org.uk - for help with this. 
 
Some local groups have made use of LCC blog posts to promote and encourage people to take part in local 
consultations. They’ve provided suggested answers and responses to use to make it easier for people to take 
part, even if they aren’t infrastructure experts! 
 

 Camberwell Green: http://lcc.org.uk/articles/have-your-say-on-camberwell-green-plans  

 Baker Street: http://lcc.org.uk/articles/baker-street-two-way-please-take-action  

 Cycle Enfield (A105) http://lcc.org.uk/articles/last-few-days-to-show-support-for-safe-cycling-in-
enfield  
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Our Campaigns and Policy Experts Tom Bogdanowicz and Simon Munk pass on their top tips for responding 
effectively to consultations: 

 Build relationships - Pre-emptive communication may prevent delays to programmes and resolve 
differences of opinion.  

 Be proactive - Sign up for all likely sources of traffic scheme and policy consultations as well as 
planning applications: planning portals, local papers, consultation websites etc. Conduct searches 
using Twitter and Google by typing in consultation/planning applications and your local area. 

 Prioritise - Decide which consultations / planning applications have the greatest importance and 
ensure those are addressed. 

 Be positive as well as critical - Councillors and officers respond to praise just as much as anyone 
else so try to ensure you don’t miss opportunities of highlighting best practice.  

 Prepare and publicise - Research the subject regularly before the consultation deadline. Check 
blogs, tweets, news websites for information.  Ask LCC colleagues about previous 
applications/consultations. Don’t forget to consider inclusivity of provision.  

 Support - You can draw on LCC’s expert groups – the Infrastructure Review Group (IRG) and the 
Cycle Planning and Engineering Group (meets bi-monthly Tuesdays) both have Yahoo based 
discussion groups. 

 Write - Designate a person who writes confidently and clearly to write the draft response.  
Preferably this should be someone who understands the planning rules and regulations. Review, 
edit and proof the draft and approve before submitting your comments. 

 Submit - Don’t miss the deadline and make sure you submit to the right email address. Copy 
relevant individuals where required. Copy partner organisations who may also be submitting 
responses. Request a read receipt from the planning authority.  

 Publicise your final response e.g. on your Local Group website – it will be useful for others to 
view. 

 Follow up - Local group responses require hard work, often drawing on local expertise that no one 
else has access to. You need to ensure, therefore, that your comments are being properly 
considered and acted upon. Check they have been received. Ask if there will be a direct written 
response or can the matter be raised at a relevant committee. Follow up on outcomes and 
monitoring.  

 

CASE STUDIES FROM LOCAL GROUPS 
 
Camden Cycling Campaign 
 
Jean Dollimore and George Coulouris of Camden Cycling Campaign pioneered web-based tools for cycle 
campaigning more than a decade ago. Their use of online responses makes consultations easy to find. Camden 
Cycling Campaign also has an online discussion group which is used to direct people to their website and to a 
campaigning platform called Cyclescape, developed by members of the Cambridge Cycling Campaign. While 
Cyclescape has useful features for sharing documents and photos, it permits anonymous comments if 
discussions are public, which can be a problem. 
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Hackney Cyclists 
 
Oliver Schick from Hackney Cyclists focuses on developing a relationship with councillors and council officers. 
He advises local groups to never ‘lose their rag’ and not be discouraged by setbacks. Good relations with 
councils, developed over a period of time, can mean that traffic scheme proposals are sounded out with cycling 
groups and those that come up for consultation are better in the first place. Hackney Cyclists is selective in 
responding to the many planning applications and chooses those where they could have an influence.  
 
Ealing Cycling Campaign 
 
Peter Mynors of Ealing Cycling Campaign is a professional consultant and he has used visual presentations to 
convey messages to councillors/officers and secure sensible changes. Another response, to council proposals 
for a mini-Holland strategy, used graphics effectively and again ensured that the changes were accepted. 
 
Bromley Cyclists 
 
Ahead of the release of the Council’s Draft Cycling Strategy, Bromley Cyclists set up an email action – allowing 
people to send an email to the council with a template response on the strategy (which wasn’t good enough). 
They emailed all members and supporters in the local area encouraging them to take part and also published 
their response on their website. 
 
Enfield Cycling Campaign 
 
To promote a local consultation on Cycle Enfield Mini Holland plans for the A105, the group helped to simplify 
the complicated online consultation process into a blog post and give suggested answers for people to use. 
They then emailed the supporters and members in their borough using Engaging Networks (see 
Communicating with members in your borough) to promote it. 
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17. TAKING PHOTOGRAPHS: GUIDELINES 
 

 
These guidelines are for use by LCC Local Groups for taking pictures for your website or for use on social media, 
or to pass on to LCC for use on the main website or in other publications. Please read through and share with 
other group members. Below are a few guidelines on how to take your pictures. 
 

PERMISSION 
 

If you are taking group shots, please make sure all the pictures you take are cleared for use. This means that 
everyone in the picture has given their consent to be in it and for the picture to be used publicly. General 
photos of street scenes in public spaces do not need permission. 
 
It’s probably best to ask at the beginning of your ride/meeting/event/activity whether anyone objects to being 
in the pictures. You need to make sure you clearly state that the pictures will be used by you, the local LCC 
group and LCC, and that you give everyone the chance to opt out of being in the pictures if they so wish. 
 
Obtaining consent is a sensitive issue when children are involved. In such situations you must ask the parents 
for consent to take a child’s photograph. The guidelines on the NSPCC website spell out best practice for taking 
photos or videos of children, and include information on risk factors and safeguarding: 
 
https://www.nspcc.org.uk/preventing-abuse/safeguarding/photography-sharing-images-guidance/ 
 
If you are in any doubt about whether to use a photo or not, it’s best not to use it. This will ensure you 
maintain your group’s and LCC’s reputation. 
 

CAMERA OR PHONE? 
 
Take your pictures in as high a resolution as possible. It is always best to use high resolution pictures in your 
communications in general. Even though nowadays many mobiles have good quality cameras, often non-phone 
cameras provide better quality pictures. We encourage you to use a camera (if you have access to one, that is!) 
so that the pictures you take are of good quality and can be used professionally.  
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If you do not have access to a camera, make sure the settings for the camera on your mobile are set to produce 
the biggest file size possible, and when you email the photos, send the full size photo (do not compress or 
reduce the image – you may want to email it when you are connected to WIFI). 
 

SIZE 
 
Higher resolution pictures are bigger in size. If possible aim for all of your pictures to be at least 2 Megabytes, 
but bigger is better. Often people reduce or compress their pictures to be able to send them via email. Please, 
do not do this. We’ll advise you on an alternative way to send us the pictures if necessary. 

 
TAKING GOOD PICTURES 
 
There are many guides on how to take good pictures on the internet but a here there are a few basic tips: 
 

 Try to make sure there’s something cycling related in the photo! Think bikes, tools, work stands (try 
and avoid lots of people in helmets and hi-vis if possible, otherwise every project’s photos end up 
looking the same). 

 

 Aim to get your subject/s to fill the frame.  We get lots of photos where you can just make out 
someone cycling off in the distance, or in the corner of the workshop.  

 

 Show people’s faces! They don’t all have to be grinning at the camera, but try to avoid taking photos 
of the backs of people, people cycling away – this may mean you need to go up in front on a led ride 
and wait for the group to pass and take photos as they do, or to move around a bit to get a good 
photo of someone doing some bike maintenance.  

 

 Taking photos of infrastructure/road layouts/junctions - these photos can be quite dull to look at, and 
it can be difficult to see where a problem may lie. For this reason, it is good to get some people on 
bikes in the photo. If possible, take a friend along so they can cycle back and forth in front of your shot 
to allow you to get the best photo possible. If using a camera you can adjust the settings on, try using 
a slower shutter speed to show the movement of the cyclist.  

 

 Group photos/press photos - try to get a variety of people in your group photo. Make sure as many 
people as possible can see the camera (and you can see them!). Try and get a few different levels of 
people, use steps to layer people, or get people to crouch or kneel in the front (like a team photo).  

 

TAKE PHOTOS OFTEN! 
 
You should take photographs of your activities and events as often as possible. We’d love to see photos of the 
things you have been doing locally, including any rides or activities. Please share these with us so we can use 
them for updates or news stories. Email them to fran@lcc.org.uk or share a link to where we can find them. 
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18. FREEDOM OF INFORMATION ACT 
 
The Freedom of Information (FOI) Act came into force on Jan 1 2005. At the same time, new environmental 
regulations were introduced. (Environmental Information Regulations 2004.) 
 
Both the act and the new regulations bring in a new era of public access to information held by public bodies. It 
applies to 100,000 public bodies, including the Department for Transport, the Greater London Authority, 
Transport for London, the Metropolitan Police, local councils, the BBC, Channel 4, the Inland Revenue and the 
Houses of Parliament. 
 

SUBMITTING A REQUEST 
 
Under the act, a written request can be made for any information which a public body holds. 
 
It is free to submit a request. Central government bodies will work for free on one request up to a cost of £600. 
Local authorities will work for free up to a cost of £450. If it is thought the costs will exceed these limits, the 
public body can either refuse to conduct the requested search or levy an agreed fee for the search. 
 
(This means that the time that it takes to write one request can effectively secure a civil servant or public 
official working exclusively on your behalf for two days.) 

 

WHAT CAN YOU ASK FOR? 
 
You can ask for any information held by a public body. This includes statistics, internal reports, minutes of 
meetings, emails, background discussion documents, records of telephone calls, photographs and video 
footage. 
 

HOW TO MAKE A REQUEST? 
 
A request must be written under the FOI act, either by email or letter. You must state your name, the 
information required and an address where the information can be sent. You can also ask to inspect the 
information or have it sent to you electronically. 
 
The public body has 20 working days to respond. 
 
Most public bodies have an FOI officer where requests can be sent, but you can send the request to any public 
official and it must be treated as an FOI request under the act (even if you don’t mention the act). 

 
Dear Sir or Madam, 
 
REF LCC/ 
 
I am writing to make a request under the Freedom of Information Act. 

I am interested in obtaining….SPECIFY THE INFORMATION REQUIRED. As you will be aware, you have 20 days to 
respond to this request. 

I would like you to send me the information I have requested by post. If you wish to discuss this further you can 
email me at xxx or telephone me on xxx. 

If you deny my request or any part of it, I would ask that you justify your decision with reference to the relevant 
parts of the act. 

Please quote my reference in your reply. 

Best Wishes 
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19. USEFUL INFORMATION 

 
In addition to this Handbook, we have a number of Local Group and Activist Resources on our website to help 
you run your group and activities effectively.  
 
These are all available here: http://lcc.org.uk/activism  
 

 Running Healthy Groups   http://lcc.org.uk/running-healthy-groups  

 Planning a Campaign  http://lcc.org.uk/pages/planning-a-campaign  

 Using Twitter: the basics   http://lcc.org.uk/activism-and-local-groups  

 Using Facebook: the basics http://lcc.org.uk/pages/social-media-facebook  

 Lobbying your Council  http://lcc.org.uk/lobbying-your-council  

 Working with the Media  http://lcc.org.uk/working-with-the-media 

 Organising Events  http://lcc.org.uk/organising-events  

 Responding to Consultations http://lcc.org.uk/pages/responding-to-consultations  

 Staying Informed   http://lcc.org.uk/stay-informed 

 Local Group Websites  http://lcc.org.uk/local-group-websites  
 Local Groups News  http://lcc.org.uk/local-group-news  

 Maps and Datasets  http://lcc.org.uk/useful-maps-and-datasets  

 
CONTACT DETAILS 
 
Your main point of contact at the LCC officer is the Campaigns Coordinator, Fran Graham. Please direct your 
enquiries to her at: | fran@lcc.org.uk | 020 7234 9310 

 
WORKSHOPS, TRAINING & SEMINARS 
 
Relevant cycling workshops and upcoming training sessions will be listed on our website 
(www.lcc.org.uk/events) and in the weekly Friday Post email to coordinators and group members (email 
fran@lcc.org.uk) to get your name added to this list. 
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The LCC Policy Forum put on a number of cycling seminars throughout the year, covering a range of topics. The 
details of upcoming seminars, as well as information on previous events, are listed here: 
http://lcc.org.uk/upcoming-seminars  

 
CYCLING INFRASTRUCTURE  
 
Information on how to use the London Cycling Design Standards, including using the Cycling Level of Service 
Asssesment tool (CLoS), are detailed on the website: 
 
Infrastructure Overview:    http://lcc.org.uk/infrastructure   
London Cycling Design Standards:   http://lcc.org.uk/lcds  
Cycling Level of Service Tool:  http://lcc.org.uk/pages/clos  
 
COURSES 
 

LCC local group members are able to make use of free places on the cycling infrastructure courses that Urban 
Design London (UDL) provide to borough council & TfL staff throughout the year 

Your borough council will be a member of 
UDL and therefore entitled to free spaces 
on cycling infrastructure training courses 
throughout the year. The courses are very 
useful for cycle campaigners and those 
wanted to build a better understanding of 
cycle planning, design and infrastructure.  

You can request a place on these great 
courses through your borough council. We 
suggest getting in touch with your Borough 
Cycling Officer to arrange.  

UDL EVENTS PROGRAMME: 
http://www.urbandesignlondon.com/event
s-listing/ 

Contact the LCC office if you need some 
help or more information on booking UDL 
courses. 

URBAN DESIGN LONDON LEARNING SPACE 
 
UDL also have an online learning space (http://learningspace.urbandesignlondon.com/) where you can register 
and make use of the presentation slides and other resources from these courses. It's well worth a look!  
 

LOCAL GROUP WEBSITES 
 
Barking   www.stibasa.org.uk  
Barnet   www.barnetlcc.jalbum.net/BC/index.htm 
Bexley   www.ramblingrides.wordpress.com  
Brent   www.brentcyclists.org.uk  
Bromley   www.bromleycyclists.org  
Camden   www.camdencyclists.org.uk  
City   www.citycyclists.org.uk  
Croydon  http://croydoncyclists.org.uk  
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Ealing   www.ealingcycling.org.uk  
Enfield   http://enfieldcc.co.uk  
Greenwich  www.greenwichcyclists.org.uk  
Hackney   www.hackney-cyclists.org.uk  
Ham’sth & Fulham www.hfcyclists.org.uk  
Haringey  www.haringeycyclists.org  
Harrow   www.harrowcyclists.org.uk  
Havering  www.haveringcyclists.org  
Hillingdon  No website. 
Hounslow  http://hounslowcycling.org/  
Islington   www.cycleislington.uk/  
Ken’t & Chelsea  http://rbkccycling.wordpress.com/  
Kingston   www.kingstoncycling.org.uk  
Lambeth   www.lambethcyclists.org.uk  
Lewisham  http://lewishamcyclists.co.uk/  
Merton   www.mertoncyclists.org.uk/  
Newham   http://newhamcyclists.org.uk/  
Redbridge  No website.  
Richmond  www.richmondlcc.co.uk/  
Southwark  http://southwarkcyclists.org.uk/  
Sutton   http://getsuttoncycling.org.uk/  
Tower H’ts www.towerhamletswheelers.org.uk   
W’tham Forest http://www.wfcycling.org.uk/  
Wandsworth  http://wandsworthcyclists.org.uk/  
Westminster  www.westminstercyclists.org.uk  

 
 

ABBREVIATIONS 
 
ASL – Advanced Stop Line  
APPG – All Party Parliamentary Group 
BC – Borough Coordinators 
BUG – Bicycle User Group 
C&AM – Campaigns & Active Membership Ctee 
CLG – Central London Grid 
CLOCS – Construction Logistics and Cyclists Safety 
CLOS – Cycling Level of Service 
CPEC – Cycling Planning & Engineering Ctee 
CN – Cyclenation 
CSH – Cycle Superhighway 
CTC – Cyclists Touring Club - The National Cycling 
Charity 
DfT – Department for Transport 
HGV – Heavy Goods Vehicle 
HRC – Human Resources Committee 
ICG – Income Generation Committee 
IRG – Infrastructure Review Group (sometimes 
known as JRG – Junction Review Group) 
BCOG - Borough Cycling Officers Group 
CRIM - Cycle Route Inspection Meeting 

CRISP - Cycle Route Implementation Stakeholder 
Plan 
FAC – Finance & Admin Committee 
FOI – Freedom of Information 
FORS – Fleet Operators Recognition Scheme 
GLA – Greater London Authority 
LCC – London Cycling Campaign 
LCDS – London Cycle Design Standards 
LCN – London Cycle Network 
LFGSS - London Fixed Gear and Single-Speed 
Forum 
LIPS – Local Implementation Plans 
LG – Local Group 
LGF – Local Groups Forum 
PF – Policy Forum 
PTW – Powered two wheelers 
S4C – Space for Cycling 
SG - Steering Group 
TfL - Transport for London 
TLRN - Transport for London Road Network 
TSRGD – Traffic Signs Regulations and General 
Directions 

 
 

GLOSSARY FOR CYCLE CAMPAIGNERS 
 
Cycle campaigners will come across a number of traffic planning terms. Cambridge Cycle Campaign has a handy 
list of what they all mean here: http://www.camcycle.org.uk/resources/glossary/ 
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