
ACTIVIST GUIDES: 

STANDALONE EVENTS - DR BIKES & 
STALLS 

 

A good way to raise the profile of your local group and increase engagement with people in your 
community is to hold standalone events.  

This may include maintenance workshops, a ‘Dr Bike’ or bike mechanic session, a stall or a bike 
breakfast. Many local groups already organise successful events like these on a regular basis and they 
can be a great way to reach out to new people who may not have heard about your group.  

Such events can complement your local group meetings, campaign actions and led-rides as part of your 
groups’ programme for the year.  When organising an event, it can be useful to ask yourselves the 
following questions:  

 

WHY are you planning this event? What do you want to achieve? What is your aim?  
 

WHAT type of event should it be?  
 

WHO is the event for? Who do you want to reach? Design your publicity materials to entice them.  
 

WHEN will the event be held? Make sure you give yourself enough time to organise everything.  
 

WHERE will the event be held? Is there a venue that will maximise impact?  
 

HOW will you publicise the event? Think about different channels to use and how to reach people 

who aren’t already aware of your group or LCC  



RUNNING A DR BIKE / MECHANIC 

 

If you have a time and a capable mechanic or two, is to hold a 'Dr Bike' or bike mechanic stall.  The 
idea is to give bikes a check-up and recommend action.  While the mechanics look over people’s 
machines, someone else talks to them about London Cycling Campaign.  

A Dr Bike 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 
 

It is the ideal opportunity to engage people and talk to them about your group activities.  If someone's 
bike is being examined they will be standing there for at least 10 minutes - enough time to quiz them 
about what they like to see change in your local area and tell them how they could become more 
involved in your local group. 
 
You will need to think about what service you will offer on your stall. Do you have competent 
volunteers who will check over peoples’ bikes and recommend action to take (at a bike shop or with a 
mechanic)? Or do you have professional mechanics you can call on to offer basic maintenance, either 
for free or a small donation; perhaps to cover parts?  

 
BOOKING MECHANICS 
 

Unless you have professional bike mechanics in your group who are willing to volunteer their time, it’s 
probably best to book a mechanic who can provide the service for a few hours while you’re running 
your stall. 
 
You can book a London Cycling mechanic via the office at a local groups discounted rate if you don’t 
have a mechanic within your group, or other contacts to use.  More information here: http://lcc.org.uk/ 
london-cycling-mechanics.  Please contact cyclingprojects@lcc.org.uk if you wish to find out more or 
book a mechanic. 

http://lcc.org.uk/%20london-cycling-mechanics
http://lcc.org.uk/%20london-cycling-mechanics
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WHERE TO HOLD THE STALL? 
 
 Choose your site carefully.  It must be visible and obvious - you want people to notice you.  If you 

expect to soil the area with bike dirt and oils use a ground sheet or sheet of polythene. 
 You may need permission to use a space. Most pedestrian areas are council-run, but shopping 

centres are often privately-owned, and cycle unfriendly.  If the council have given you permission 
to use a council-administered spot, then no-one else can shift you.  If you have it, take written 
proof of permission. 

 You must have enough space to manoeuvre, and be very visible, so as to attract attention to your 
stall. 

 Avoid causing obstructions.  If you think someone (e.g. shop owner) might be concerned speak to 
them beforehand explaining how long you will be there and that it is a single event only.  Be polite - 
you represent LCC as well as your local group and cyclists generally. 

 

WHEN? 
 
 Morning or evening rush hour can be a good time to catch passing cyclists & commuters 
 Saturday is the best day if you're using the high street. 
 Sunny days in spring or summer are best - when the weather starts to improve you will catch those 

fair-weather cyclists. 
 With big local fairs, any day is a good day. 

 
HOW TO PUBLICISE THE EVENT? 
 
 You MUST add the event to the LCC Event page with your local group login and note it as ‘official’: 

www.lcc.org.uk/events - this is very important as it makes sure you are covered by LCCs public 
liability insurance. Contact activism@lcc.org.uk if you don’t know how to do this. 

 Put the details on your local group website 
 Target bikes at cycle racks with flyers or tags 
 Add the event on Facebook and publicise on Twitter, copying in @london_cycling so we can re-

tweet! 
 If the event is in a park (festival, fair etc) put up notices at the pa rk gates and along cycle routes 
 An insert in the next London Cyclist magazine will go to all members in your local group if you 

know the dates well in advance – the magazine is published in March, June, September and 
December 

 Bike shops in your area will usually display posters and leaflets 
 Libraries and community centres should have piles of leaflets and posters - this can attract people 

who are not currently cyclists. 

 

LCC MEMBERSHIP AND INFORMATION 
 
Dedicate two people to provide information about LCC and talk about the work of your local group.  
Leaflets, magazines and other information are available from the LCC office.  It's a good idea to have 
some cycle route maps (these are available free from TfL) and other helpful information, as well as a 
banner or some branded materials, as this makes the stall a lot more interesting and draws people to it.  
Consider buying bunting, flags or balloons to help make you stand out! 
 
Collect email addresses from people so that you can contact them afterwards. You might want to add 
them to your mailing list or tell them more about upcoming events and rides. Pass on the information 
to the LCC office so we can add them to your supporter list on our main database. Make sure you have 
a Data Protection statement on your email collection sheet, something like: 

http://www.lcc.org.uk/events
mailto:activism@lcc.org.uk


 
“You will receive updates about LCCs work and campaigns from which you can opt ou t at any time with a 
simple button click (no login required). LCC does not share personal details with other organisations”.  
 
If people are very interested in your work,  suggest that they join LCC!  Members are the backbone of 
LCC – our lobbying and financial strength - we need more of them!  Remember, the more members 
you represent in your local group, the more effective your local campaigning will be. Also, more 
members equal more activists. 
 
If anyone asks questions about the LCC which you are unable to answer yourself, make a note of the 
query, and the name and email address of the enquirer so that you, or someone from the office, can get 
back to them later. 
 
Promoting LCC - wear an LCC T-shirt if you have one as this helps people to identify you. 
 

GENERAL POINTS 

 

 Be polite - you represent your group, the LCC and cyclists in general.  Polite, friendly and helpful 
Bike Doctors give a good positive image. 

 Be aware that this situation may be intimidating for some - aim not to exclude anybody.  Try not to 
talk about your 200km ride at the weekend - the 5 miles to work may scare the visitor! 

 Ensure that your volunteer and mechanic team is diverse and inclusive, try to have a mix of 
genders and ages for example – be friendly and encourage people to come and speak to you. 

 Remember that everyone has different experience and interests; inability to perform 
commonplace repairs does not imply stupidity or incompetence. 

 
 
 



IMPORTANT INFORMATION  
 
 LCC local groups are covered by the organisation’s public liability insurance.  This protects LCC  

from claims by members of the public for any injury or damage caused during the course of LCC 
business (i.e. events, cycle rides, Dr Bikes).   

 To ensure your event is covered by LCCs public liability insurance, you must list the event on the 
LCC website: www.lcc.org.uk/events and state that it is an event organised by the local LCC group. 

 A licence is usually required for 'street trading’.  Selling or promoting LCC Membership doesn't 
count as trading.   

 Keep an eye on your tools - they walk really easily. 

 
Contact activism@lcc.org.uk if you need any help or advice on running a Dr Bike. 
 

RUNNING A STALL 
 

 
 
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! 
 

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. 
 
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. 
 

 
 

http://www.lcc.org.uk/events
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Types of event 
 
 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 
 ‘Standalone’ events (i.e. a Bike Week event, bike breakfast, or as part of a campaign.)  

 

BEFORE THE EVENT 
 

What to find out from the event organiser 
 
 The main theme of the event 

 When and where the event is 

 Likely number of attendees 

 Who is it aimed at? (i.e. children/adults) 

 What equipment is provided? (i.e. tables/chair/stands/power etc.)  

 Provision for refreshments/toilets etc 

 Publicity of the event – how widely will it be published, and where? Will you get a mention in the 
publicity/event programme? 

 What other organisations will be there? 

 Is it mainly a community/free event or a commercial event? If it is a commercial event, then you 
should consider charging for your services, and also if you will have to pay for the stall  
(exhibitions/trade shows etc.) 

 Access arrangements – where can bikes/vehicles be left, and what time should you be there to set 
up? 

 At some events, you may need permits or exhibitor passes in order to gain entry. Find out when 
these will be sent and check they have the correct contact details 

 What is the proposed location for your stall, and will it be indoors or outdoors? You will want a 
good spot, and if you will also be running a Dr. Bike as part of your stall, maybe a double space to 
accommodate bikes etc. 

 Will people be able to cycle around at the event, or push their bikes, or will they have to leave 
their bike somewhere? If people are not allowed to bring their bikes in, then you will not be a ble to 
run a Dr. Bike, or it will have to be in a different location to your main stall (you may need more 
volunteers for this.) 
 

Things to arrange before the day  
 

 Volunteers - some may only be able to help out for part of the event 

 Transport of equipment to/from the event (i.e. bike panniers/trailer/car?)  



 Publicity (i.e. web site coverage,  e-mail to local group members.) 

 Check kit/leaflets. Dispose of any out of date material 

 For a standalone stall that is not part of an organised event, check if you will  need any permission 
etc. from police/council 

 Consider some name badges and/or LCC/local group t-shirts for volunteers 

 

Information to take 
 

 Obviously, you can take along all types of information to every event (for example cycle maps, 
leaflets about various aspects of cycling, newsletters etc.) but it may help to emphasise 
information that is more relevant to the particular event, for example the green aspects of 
cycling. 

 Experience shows that people usually ask a range of questions when they visit your stall, so it’s 
worth preparing a general ‘fact sheet’ in advance, rather than handing out half a dozen leaflets. 
This will give people a good overview of information and minimise costs. 

 A limited supply of leaflets and booklets is available from the LCC to support local groups; 
however. But most of the time you can point people to the LCC website to find out information 
and advice on cycling, and to answer most Frequently Asked Questions: www.lcc.org.uk   

 Also available from LCC are membership forms, and a limited supply of London cycle route 
maps. Larger quantities of maps can be ordered free of charge, directly via www.tfl.gov.uk. 

 LCC may also be able to supply back issues of London Cyclist magazine. 
 Leaflets are also available from time to time from organisations such as Sustrans, CTC and Met 

police. Immobilse.com and bike security information/registration forms are useful. (Also 
consider how much you will be able to carry!)  

 

MATERIALS  
 

You can purchase branded materials and clothing with 
your local groups’ budget to help identify yourselves at 
events or meetings. Some promotional materials like flyers 
or 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: amy@lcc.org.uk  
 

We are happy to advise on other products you may wish to 
buy for events, like cargo bikes or gazebos. 

 
BRANDING 
 

LCCs local groups represent LCC so it is important that 
you stay ‘on brand’ in any materials you use  on your stall.  
 
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. Do not use an old version of your group’s logo. 
 
Contact the office to get a copy of your groups’ logo – email amy@lcc.org.uk  
 
All Local Group logos look something like this: 

 

http://www.lcc.org.uk/
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What do people ask about? 
 
Questions are wide and varied, so it may help to prepare a fact sheet, especially for any new 
volunteers who will be helping out on the day. They will be more useful if they are able to answer the 
most frequently asked questions without having to refer to others who may be busy.  
Prepare some answers to questions such as: 
 

 So, what do you guys do? 
 Where can I buy a bike? 
 Where can I buy a second hand/recycled bike? 
 How can I get my bike registered/security 

marked? 
 I’ve noticed a big pothole, where can I report it?  
 What is the LCC? 
 How do I join and how much does it cost? 
 What do I get when I join? 
 Where can I get cycle training? 
 What are the good/quiet cycle routes locally? 
 Are there organised rides? 
 Where is good to go with the family? 
 Can I take my bike on the train/tube? 
 Where can I get [some problem] fixed? 

 
“Yes, but”… 
 
Many people will start the conversation with their perceived barriers to cycling. 
 
 I would cycle, but it’s far too dangerous in London! 
 Too many scary roundabouts! 
 I’ve had three bikes nicked, so I gave up. 
 I can’t afford a bike 
 I don’t know the routes  
 I would try it, but I don’t want to spend money on a bike and then find it’s not for me.... 

 
In short, many people may just want to have a bit of a moan, but often you will be able to offer them 
useful advice and pointers, to get them thinking. Be polite, and point them to the services that your 
group, other local organisations and LCC offer. 
 
“I would cycle, but it’s far too dangerous in London!”  
A. “Sometimes people think cycling is more dangerous than it actually is, have you thought about 
cycle training to give you a bit of a confidence boost?” 
 
“I’ve had three bikes nicked, so I gave up.” 
A. “Where did you leave the bike? How was it locked? Is it registered on Bike Register? Is it bike 
marked? Perhaps you could get a folding bike and keep it inside?”  
 
“I can’t afford a bike” 
A - Recommend bike recycling project, a bike loan scheme  or sources of local second hand bikes. 
 
“I don’t know the routes” 
A - Recommend cycle route maps. Maybe a volunteer can show them a route? 

 
 



EQUIPMENT TO TAKE 

 
What you take along will obviously depend on how much you are able to carry, how you are going to 
get it there and back, and also what may already be provided at the venue. 
 
 Leaflets/newsletters/fact sheets 
 Cycle guide maps for the area 
 Cards/contact details 
 Posters 
 Back issues of London Cyclist 
 Banners/Flags/Bunting (this can often be borrowed from the LCC Office.) 
 Any other freebies e.g. reflective slap wraps/bells etc from TfL/Council/Police etc. 
 
The following may also be useful: 
 
 Table cloth 
 Clipboards (for petitions/enquiry forms) 
 Gaffer tape / Clear tape 
 ‘Blu-tack’ & String 
 Scissors / small knife 
 Pens/Paper/Notepad 
 Felt tip pen/marker pen 
 Elastic bands (for bundles of leaflets.) 
 Carrier bags (For collecting rubbish and for various bits and pieces.)  
 Money for snacks/drinks. 
 If the stall is outdoors (depending on what you can carry. -bike trailers can often be borrowed 

from other members or groups). 
 One or two aluminium folding camping/picnic tables. 
 Camping/folding chairs. 
 Plastic sheet/ground sheet (useful for covering things up in case of sudden downpour!) 
 Bungee cords (Handy for a number of things, including strapping across the table to stop leaflets 

blowing away in the wind!). 



 ‘Gazebo’ – These vary in size and complexity and usually take several people to assemble. They are 
handy against the rain, but have been known to fly away in high wind, so if it’s very windy, it will 
need to be well secured! 
 
o If it has ground pegs, you will need a mallet for hammering them in, or sometimes weights/bricks 

to hold the guy ropes down on hard ground. 
o It may help to practice putting it up for the first time, and to number/colour code the various 

poles and bits, so you know how it fits together. 
o If it gets wet, it will need to be taken out again later, and allowed to dry before being packed 

away for next time. 
 

POSITION OF THE STALL  
 
The position of your stall is important to help it get seen and recognised at the event. You should talk 
to the event organiser about suitable locations, and don’t be afraid to ask if you can move to a better 
spot on the day! 
 
Positions to avoid: 
 
 Right by the entrance. You will get asked constantly about programmes, information, maps, lost 

children, taxis etc. 

 Right next to the burger bar/ice cream van/toilets. This might seem like a good spot at first, but 
you will either get sick of the smell after a while, or there might be a long queue obscuring the view 
of your stall. Alternatively, a huge mound of litter will collect and drift in to your stall or people will 
leave empty cups and cartons etc. 

 Next to anything noisy. This can be difficult for you to control, especially at exhibitions where 
several stands are competing to get people in, they often play loud music. Things like Rollapaluza are 
great, but a bit noisy, so you probably won’t want to be right next to it if possibl e! 

 Next to a bunch of other similar ‘bike’ things. Except at a cycling specific event, you may not want 
to be right next to, say, a bike shop or CTC stall, as people might assume it’s all the same thing, visit 
the first stall and walk by the rest. If next to other cycling stalls, big bright banners, flags etc. will 
help your stall stand out. 

 

ON THE DAY 
 

 Contact all the volunteers the evening before to confirm they are attending, know where the 
event is, and what time they need to be there. Confirm who is taking what. 

 Arrange to meet at the venue a little early, meet the organisers and locate your pitch.  

 Locate other facilities such as toilets, refreshments, where the organisers can be found. 

 If possible get a mobile phone number for the organiser in case of a problem. 

 A large tablecloth is useful to attach posters to the front, and also makes a good hiding place under 
the table for bags, boxes and spare leaflets etc. 

 Set up your stall/tables, laying out leaflets/maps etc. If space allows, consider having multiple piles 
of the same leaflets on opposite ends of the stall. If it gets busy with people standing in front of the 
table, information will still be within reach. 



 Make the table display as attractive as possible. A tablecloth perhaps, a variety of colourful books, 
shirts, eye-catching signs, posters, etc., will draw people over. Hang up shirts if you can instead of 
just putting them flat on a table. 

 

 Put free literature front and centre to make it as easy as possible for people to pick up something 
and take it with them. 

 As people approach the table, stand up and engage them in friendly conversation. 

 If someone asks you a question that you don't know the answer to, try to get their name and phone 
number. Offer to find out the answer and call them back - then do it. This is much preferable to 
giving incorrect information, or none. 

 Always provide a sign-up sheet that offers further contact. Usually that contact would be a 
promise to receive the next issue of your newsletter or to notify people of an upcoming  event 
you're planning. 

 Have one or two people standing in front of the stall, maybe handing out leaflets and chatting to 
people, to draw them in. 

 Have a look around the rest of the event, and allow the volunteers a break. 

 Familiarise yourself with the locations of various stalls, toilets etc and keep spare copies of the 
event map/programme, as you will probably be asked where these things are! (Especially the cake 
stall!) 

 Events can be a good opportunity to network and make contact with other organisations , so it’s 
worth giving out your newsletter to the other stalls, and carrying some business cards/contact 
details with you. 

 If you are selling merchandise: Have an appropriate amount of change in a cash box or other 
suitable container. As the day goes on, if you are accumulating a considerable amount of money in 
the cash box, take out all cash except what you need to make change and put it in a safe place.  Do 
not neglect to do this, so that the risk of theft can be kept to a minimum. 

 The person in charge of the stall should know prices of all merchandise for sale. Take an up-to-date 
price list of all merchandise. All items should be marked with the price, whenever possible.  

Contact the office if you have any questions or need any more help or advice on running a stall: 
activism@lcc.org.uk | 020 7234 9310 
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