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Opening the Shop

-Unlock accordion door.  Make sure to put the lock back on the eye bolt so that it doesn’t get lost in shop confusion.

-Turn on lights.  Most of the switches for lights in Construction Junction are in the breaker box near the bathrooms.  The switches that light the shop and surrounding area are marked with yellow tape.  The switch for the fluorescent lights in shop is on the wall above the vice.

-Unlock red tool cabinet (top and bottom).

- Count money for register.  The drawer should count up to $125.

- Tidy up shop and put away bikes that are in the way.

- Put 4 stands out to the left of the entry way to the shop.  This cuts down on congestion in the shop.

- Pick roles for the shift with other staffers:  volunteer, greeter, mechanic.

- Decide who will hold register key for the shift.

Closing the Shop
- 45 minutes before closing time announce that there are 15 minutes until cleanup.

- 30 minutes before closing time announce that it is time to clean up.  Remind folks that they need to not start any new projects and that they need start wrapping up the project that they are working on.  Ask them to pick up any random parts laying around their work area.  Remind them to put away any tools that they have out that do not belong in their toolbox.  Remind them that if they do have a toolbox out that they need to check that all of the tools listed on the sheet inside the toolbox are present.  Also, if they have a toolbox out that means the greeter has some sort of collateral from them.  They need to get this collateral before they leave.

- Check all 10 toolboxes are complete before putting them in the cabinet.

- Lock the bikes hanging on the wall that are FFS, library bikes, and special projects.  These bikes are near the front of the bottom row of bikes.

- Lock fancy parts cabinet. 

- Lock the red tool cabinet (top and bottom).

- Lock all four lockers.  Make sure the shop keys and register key are locked up as well.

- Since we can no longer wash dishes in the sink, any food from the co-op must be taken home.  Make sure no food or dirty dishes get left as this will draw pests like rats, etc.

- Kick everyone out nicely at closing time.

- Turn off lights.  This includes the fluorescent lights above counter and light switches in breaker box.

- Lock accordion door.

- Lock front door when you leave.

- If you are leaving after 5pm, close and lock the parking lot gate (make sure no one is locked in.  Usually no care in the parking lot means no one else is left inside CJ.

Shop Roles
Greeter

This is one of the most important staffing roles.  The greeter is responsible for greeting new arrivals to the shop.  

- If they are new to the shop have the read the sandwich board and tell them to let you know if they have any questions. 

- If they are looking for a bike, explain the tag system.  FFS bikes are located towards the front of the shop locked up.

- If they need parts, find out what they need (tires, tubes, wheels, brakes, etc.)  Ask them if they want used or new parts.  Explain that prices for new parts are fixed, but prices for used parts are based on donation.

- If they need to work on their bike tell them they can see if there are any open stands.  Ask them if they need a toolbox (explain toolbox/collateral system).  If there are no open stands or not toolboxes left, they will have to wait until one becomes available.

- If there’s a line of folks waiting to come into the shop and you’re already helping someone, ask them nicely to read the sandwich board and wait until you’re done with folks in front of them. 

- If they have been to the shop before see if they any help and if not, send them on their way.

Mechanic

This role is rather self-explanatory.  Even though there are usually other in the shop who can help with mechanics, this person is the default mechanic for any questions.

Volunteer
This role is designed to have volunteer jobs for folks coming into the shop to put in volunteer hours.  You can refer to the white board for help coming up with volunteer tasks.  

- Check that the volunteers have a good idea of where tools that they will need for their task are located.  

- Thoroughly explain task and check to see if they have any questions. 

- Make sure that all volunteers log their hours either on the volunteer log sheet or on their EAB sheet.

Receiving Donations
-Ask donor if they need help bringing in bikes or parts.

-Ask if they want a receipt.  If so, write down a brief description of the donated items and agree upon a value with donor.  If they have no idea of the approximate value, make your best guess (be generous).

-Thank them for their donation.

- If the bike is to be kept for recycling, please find a hook and hang it up according to direction of arrow on the wall.

- If the bike is to be stripped for parts, hanging it up is not necessary.  Put bikes that are to be stripped/scrapped in a row off to the side.

- If the bike is to be scrapped, put it into one of the wheeled bins for later transport to the scrap dumpster.

Tags 
What are the numbered tags for?

Every frame in the shop that is an EAB, FFS, or library bike will have a tag with a number on it.  This number will match a numbered form in the EAB or FFS binder.   

How should the tags be attached the bike?

Attach the tags to the handlebars or other prominent area with a little ball chain.  The tags and chains are kept in a clear plastic container on the front counter.  Make sure tags are visible and can’t slide off.

What are the colored tags for?
Red = Someone’s EAB project

Green = Fix For Sale. This bike is being fixed for sale.

Blue = For sale and ready to go.

Red & Green = Fix For Sale.  Work in Progress.

Blue & Green = Fix For Sale.  On commission.

Red, Blue & Green = Fix for Sale, on commission, work in progress.

What should be written on the tags?

Nothing should be written on the tags.  They are to be reused.  All info relating to the bike should be written on the ‘Bike Info Sheet’.

Forms
When a bike receives a numbered tag because it has been chosen as a project a ‘Bike Info Sheet’ should be filled out for that bike.  This form contains all the information we need to keep track of a bike from the time it enters the shop until someone rides it away.

If the bike is an Earn-A-Bike, a coordinator should fill out the basic information section and help the Earn-A-Biker fill out the Earn-A-Bike information section.  The form should be stored in the EAB binder in numerical order by shop tag number.  It is important that all sections be filled out in regards to price, contact information, dates, etc so that there will be limited confusion later.

The EAB form has four sections:


Basic Information


The basic information section covers the top half of the front side of the 
form.  It should be filled out as soon as possible after we accept a bike and 
put a numbered tag on it.


Repair Status Estimate


This information helps us estimate how much work it will be to repair a 
particular bike.  It is not meant to be a comprehensive list of what needs to 
be done.  This section should be filled out by a qualified volunteer soon 
after we accept the bike.  This section is located on the lower left part of the 
front side of the form.


Fix-For-Sale Status


This section should be filled out when a bike enters the FFS program.  This 
information should be kept up to date as the bike progresses through the 
program.  It is located on the lower right part of the front of the form.


Earn-A-Bike Information


This section occupies the back of the form and should be filled out if the 
bike enters the EAB program.  The person doing the EAB program is 
responsible for keeping this up to date, especially the time log.

How do I fill out the basic information?

Shop tag number – enter the number on the bike’s white numbered tag.

Brand – enter the brand of the bike.  It is often located on the head tube or the down tube.  Examples would be:  Schwinn, Trek, Raleigh.

Model – enter the specific model name.  It is often on the top tube or on the seat tube.  Examples would be:  World Sport, 800 Sport, Lil Honey.

Color – describe the overall color of the bike.

Style – describe the style of the bike.  Major categories are road bike, mountain bike, hybrid, three-speed, one-speed, kids bike. 

Frame Size – measure from the center of the bottom bracket to the top of the seat tube.  Record this measurement in centimeters.  This is not an essential measurement to make for the form.

Wheel Size – it is usually easiest to find the wheel size by reading the sidewalls of the tires.  You can also use the wheel-sizing tool located back by the wheel rack if there are no tires.  

Price – write the price of the bike once it is repaired.  Ask someone and/or consult the pricing guide in the manual if you aren’t sure.

Received Date – enter today’s date.

Check-In Person – that’s you.  Write your name.

Departure Date – the date that the bike leaves the shop.

Safety Check Person – before a bike can leave the shop it must be safety checked.  Write the name of the person who performed this check.  If possible, get two people to do it.

Program – when a bike enters a repair program, record which one in this space.  Acronyms such as EAB, FFS, LIB are okay.

Repair Status Estimate

Check the boxes to indicate the current state of the bike.  A part is considered usable if you do not believe that a replacement will have to be found in order to repair the bike.

This section does not need to be updated once a bike enters a repair program.

Fix For Sale Data

Check boxes indicating the type of FFS the bike is.  If a box is checked the corresponding information should be filled out at the same time.

Filling out the EAB information

A coordinator or trained volunteer should fill out the basic information section.  The EAB participant should fill out the EAB info section on the back.

Start Date – write the date the project is started.  

Personal Info – Contact info of some sort, either a phone number or email address should be provided.

How will you give back to the shop? - The usual entry here is ‘payment’ or ‘volunteer’ or ‘pay/volunteer’.  If the EAB participant has definitely decided on work-trade, record the number of hours as well as price (price/$5 per hour).  If they think of some particular project or skill they would like to provide (make posters, do construction for the shop, do publicity, etc.) that can be recorded as well.

Hours Tracking Section  - It is very important to explain this part to the EAB participants.  Every time the EAB participant comes to FreeRide, they should write the date on a line in this section.  This is how coordinators know whether the project is still current.  If we review the binder and find forms with no activity within the last two weeks, the tag will be removed from the bike.  Thus, that bike will re-enter the pool of bikes available to people.  This section is also where EAB participants record their volunteer hours if they are doing work-trade for their bike.  When someone does volunteer hours they will write a V next to the date.  When someone is working on their specific project they will write a W next to the date.

Emphasize that EAB participants are responsible for filling out the dates in order to keep their bike.  This ensures that their bike will not be returned to the pool of available bikes.

Bike Pricing Guide 
Bikes that we pick to fix for sale should be close to ready.  This means that they have their components and both wheels and should not be rusty.  If a person wants a bike that needs a lot of repair work then they should be charged more money for the labor that will need to be put into it.  The same holds true if they want things changed out on the bike such as tires, handlebars, etc.  We don’t want to encourage people to ask for custom changes on the bikes.  If they are insistent on it and want to pay extra, we will do it.

Mountain Frames

Mountain bikes born in bike shops (Trek, Specialized, Schwinn, Giant, Cannondale, etc.)


Median $65, Range $45-$85


$65 would be the usual lower end.  Trek 800 is a good example.


$50 or so for an older Schwinn that is more of a hybrid.


Add $10-$20 for higher end components and nice wheels or aluminum 
frame.


Fancy things to look for:  Threadless headsets, good suspension forks, disc 
brakes, etc.  If a bike has some of these things, confer 
with a 
coordinator about the price.

Mountain bikes born in K-Mart, Wal-Mart (Roadmaster, Magna, Huffy, etc.)


We do not fix these for sale!!  They are not worth our time unless they 
are in tip-top shape when they come in.  People can buy them as is 
for 
$10-
$15.  If the bike does not need any work we can sell it for 
$20.

Road Frames

Lightweight frames (newer Schwinn: Le Tour, World Sport, Fuji, Peugeot, Raleigh, Panasonic, etc.


Median $65, Range $55-$130


These bikes have a three-piece crankset (smaller bottom bracket).


Add $10-$15 for higher end components and double-wall and/or aluminum 
wheels. 

Heavyweight frames (older Schwinn Varsity, Continental, etc.)


Median $40, Range $30-$60.


You can tell if a bike falls into this category merely by picking it up and 
feeling its weight.  They generally have one piece cranksets (large bottom 
brackets).

Department store road bikes (Huffy, Columbia, Free Spirit, etc.)


We do not fix these for sale!!  They are way more hassle than they are 
worth.  Generally they cost us more to fix than to scrap.  We’ll only sell one 
of these if they are in really good shape when they come in.  People can 
buy them as is for $10 or $15.  If the bike does not need any work, we can 
sell it for $25.

Cruisers
Three speeds (Schwinn, Raleigh, etc.)


Median $35, Range $25-$45


Price will generally depend on the condition they are in, how ‘vintage’ they 
are and if they have nice fenders or other accessories, like working dynamo 
lights.

Single speeds


Median $30, Range $20-$45


Same as three speeds.  The price will generally depend on the condition 
they are in, how ‘vintage’ they are, and if they have nice fenders or other 
accessories like working dynamo lights.

Kids bikes


Median $10, Range $5-$25


Depends on if it is a good brand, if it has gears, front and rear breaks, 
training wheels, etc.

BMX


Median $35, Range $30-$60


Price depends on whether it is a department store brand (Huffy, Magna, 
Roadmaster, new Mongoose, etc.) or a bike shop brand (Dyno, older 
Mongoose, Schwinn, etc.)

Notes

Add $5-$15 if the bike has racks, fenders, lights, or a cyclocomputer (in working order) on it.  All bikes can be sold ‘as is’.  This is great for us because we don’t have to spend the time fixing it and the bike leaves the shop immediately.  Depending on what condition the bike is in, subtract $5-$25 for the ‘as is’ price.  Discourage people from taking parts off bikes that we are going to sell.

