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Overview Videos 
 
Please watch these videos first to help you familiarise yourself with the look and feel of the 

platform and then read the rest of the guide below to better understand the new Link 

digitisation functionality. 

 

 

Video 1: Consent and training delivery set-up  

This video provides a comprehensive guide on creating a training delivery. From initial setup to 

finalisation, you'll learn step-by-step how to create a training delivery efficiently. 

 

Video 2: Training delivery dashboard & course completion 

This video takes you through your dashboard and explains how to access and record all 

necessary details up to a course completion. 

 

 

To better support your instructors and schools, you may also wish to watch the following two 

videos: 

♦ Video: Instructor App walkthrough 
♦ Video: School login and course management 

 

 
 
 
 
 
 
 

https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FCeOHFE2n9-o&data=05%7C02%7Celiska%40bikeabilitytrust.org%7Cb1637d935f964fb378ee08dce86c78a3%7Cd5c7c7a167634fcca24592f821d33c89%7C0%7C0%7C638640799784965297%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=hOqU4EKoVibdPwCgEW%2FOvFtQKqiycY82%2BNrYSnAD1cM%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FfBsG-7k_aGk&data=05%7C02%7Celiska%40bikeabilitytrust.org%7Cb1637d935f964fb378ee08dce86c78a3%7Cd5c7c7a167634fcca24592f821d33c89%7C0%7C0%7C638640799784951926%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=hqg6qMRTM0UviqKqCiiwxIPlZ%2FgUp8UQTnmJEly0sz4%3D&reserved=0
https://gbr01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fyoutu.be%2FFhBWvA0QO2Y&data=05%7C02%7Celiska%40bikeabilitytrust.org%7Cb1637d935f964fb378ee08dce86c78a3%7Cd5c7c7a167634fcca24592f821d33c89%7C0%7C0%7C638640799784978403%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=SZ3gsMCnGGGaH8lQwdWwq5tTdDzbk6L2I08PGib%2FiT8%3D&reserved=0
https://youtu.be/bI4Uvtji5es?feature=shared
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End to end process overview 
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Link User Guide 
Introduction 

This document is intended for training providers to use Link to set up and administer the 

process of setting up training deliveries, customise consent functionality, monitor course 

progress and mark courses complete, ready for grant claims. Separate user guides are available 

for instructors, grant recipients and schools/organisations. 

Recommended Browsers 

Please use Chrome, Edge or Firefox on PC and the same browsers or Safari on Mac/IOS. Link is 

optimised for and best viewed on desktop devices. JavaScript must be enabled in your browser 

to ensure that all functionality works within Link. Link will display a message if JavaScript is not 

enabled. 

Two Factor Authentication 

Access to the Link server requires two factor authentication. You may authenticate access using 

either Google Authenticator or by receiving an email with a Link to your email account. Google 

Authenticator is available from the Apple App Store or via Google Play. We recommend Google 

Authenticator if possible as this allows instant access. Simply scan the barcode displayed on 

Link to quickly set-up the app. 

At first login, you will be asked to choose your authentication method and to change your 

password to one that conforms with our basic password requirements. Passwords must have at 

least 8 characters, 1 capital, 1 numeric and 1 special character. If your existing password does 

not meet these requirements, you will be asked to set a new password at first login.  

Reauthentication is required at regular intervals, when you change your authentication method 

or when you attempt to login from a new device. Once you have set up your password and 

authentication method, you will be asked to sign in with an authentication code. 

1. First update your password to comply with our basic password rules. 
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2. Then select your preferred two factor authentication method. We recommend using the 

Google Authenticator app as some organisations have aggressive antispam settings that 

can sometimes prevent 2FA emails from getting through. If selecting Google 

Authenticator, scan the barcode or enter the code to add your device and then provide 

the authentication code to complete set-up. 
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3. You will be automatically logged out once you have selected your validation method and 

will need to supply a verification code at next login. 

 

Link Server Login 

https://link.bikeability.org.uk 

Training Server 

Familiarisation 

A training server is available for you and your instructors to familiarise yourselves with the 

digitisation processes. We recommend that you use this initially to create a test training delivery 

along with a dummy contact at a school, add some dummy consents, add instructors and then 

allow your instructors to familiarise themselves with the Instructor App, recording outcomes for 

your dummy riders along with feedback and survey answers before marking the course 

complete. You’ll then be able to see the test data that they submit and familiarise yourself with 

the process of marking the training delivery complete, ready for a grant claim. 

This process is important so that all staff involved feel confident in the use of Link and the 

Instructor App prior to live training set-up and delivery. It will minimise support questions and 

lead to efficient completion of courses. 

Important: Use dummy data on the training server only. This server will send 

emails so do not use live school contacts during familiarisation, so use a personal 

email on consent to see what information is sent to parents.  

https://link.bikeability.org.uk/
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The pilot server does not send parent pre course and post course emails. If you 

wish to see the feedback that will be sent to parents post course, then please use 

the link at the end of the individual’s outcomes record. 

Link Training Server Login 
https://pilot.link.bikeability.org.uk 

Please use your normal training provider credentials to access this server. This is a copy of data 

from the live server for testing and familiarisation only. Only create test training deliveries on 

this server and use dummy data for any school contacts or consents that you enter to allow for 

app testing. Only users associated with the training provider account will be able to login and 

create/administer training deliveries  

Instructor App Training Site Login 
Use the pilot version of the Instructor App to select riders, record outcomes and mark courses 

complete. See the Instructor App User Guide for detailed instructions on app use. 

Process Overview 
1. Use Link to create a new digitised training delivery 

2. Add instructors to your training delivery so that they can see the training delivery and 

associated information in the Instructor App. 

3. Add school or organisation contacts so that they can monitor consents, confirm the final 

booked figures and add notes against individual riders. 

4. Use the QR code/URL to capture consent by including in information sent to parents. 

5. Use Link to monitor consents received and outcomes recorded by your instructors whilst 

delivering. 

6. Once the training delivery has taken place and your instructors have recorded outcomes, 

mark the training delivery as complete, ready for grant claims. 

 

 

 

 

 

 

 

https://pilot.link.bikeability.org.uk/
https://www.bikeability.org.uk/wp-content/uploads/2024/04/Instructor-Onboarding-Pack-Draft-PDF.pdf
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Training Provider Profile Consent Options 

Overview 

Consent forms can be customised with the following information: 

• A checkbox and URL link to accept your terms and conditions. 

• Add up to two additional bespoke questions to the consent form.  

• An option to capture all rider characteristics during the consent process, including pupil 

premium and ethnicity.  

• An option to allow non-riders to pass through the consent process even if a Learn to Ride 

course is not scheduled for the training delivery.  

Accessing the consent options 
On your training provider main page, select the ‘Consents’ tab along the top.   

 

Adding Terms and Conditions 

You can add the URL link to your training provider terms and conditions if you have these on your 

website/online. You will then have the option to add this link to the consent forms.  

Adding Additional Questions 

You have the option to specify up to two questions that will be available for selection during your 

training delivery set-up. These chosen questions will then be displayed on parental consent forms. 

This is the opportunity to add questions such as asking if the child has a cycle and/or helmet. 

Once consent is received, you will be able to download answers to these additional questions 

along with other consent information. 
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Collecting Rider Characteristics at Consent 

Some training providers collect anonymous rider characteristics direct from the school during 

the day that training takes place. In those cases, the lead instructor can enter that information 

using the Instructor App. Other training providers find it difficult to collect the information direct 

from schools and therefore use the consent form to additionally capture ethnicity and pupil 

premium numbers. Tick the box to turn on this functionality collecting characteristics during 

consent. The option to collect characteristics in the app will disappear in the app if this option is 

selected. 

Allow Non-riders to Override Consent 

By default, the consent process will not permit the parent/guardian of a non-rider to complete 

the consent process unless there is a Learn to Ride course added to the training delivery. 

However, some training providers have capacity during Level 1 courses to be able to cater for 

any non-riders that may arrive and therefore may wish to allow them to participate. Turning on 

this option turns off non-rider validation. 

 

 

Adding Organisations 
To add a new organisation, choose ‘Organisations’ tab on your main training provider page. You 

may need to use this if you work for other organisations other than schools, such as Scouts, 

Guides or similar. Also, if you wish to run in-house events such as weekend Learn to Ride sessions, 

then set up your own training provider as an organisation. The nominated organisation contact 

will have access to inbound consent information for the course. 



   
  

11 
  

 

Click on ‘ADD ORGANISATION’. 

 

Complete the required boxes with all the information from the organisation and press ‘CREATE’.  
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Adding School Contact 

To add a new school contact, choose ‘School Contacts’ tab on your main training provider page. 

Select the relevant school from the drop-down menu. Your existing contact will appear below. If 

you’d like to add a new contact, click on the ‘Add New Contact’ button.  

Populate the fields and press ‘CREATE’. 

 



   
  

13 
  

Create a training delivery 
 

Overview 

Once you have a booking commitment from a school or organisation, you can create the 

training delivery on Link. During the set-up process, you will be asked to add the following 

information. The training delivery can be set up as a draft and added to later if you do not 

immediately have all the information available. 

a. Select whether delivery is grant funded or non-grant funded 

b. Select grant recipient (Local Authority) 

c. Select grant (Standard or HAF (Holiday Activities and Food) training) 

d. Select delivery school or organisation 

e. Add school contacts 

f. Flag alternate delivery location if applicable 

g. Specify delivery start and end dates  

h. Add instructors and any course notes/guidance 

i. Add courses, year groups and anticipated number of attendees 

j. Set consent cut off dates and dates for parent communication to start 

k. Specify inclusion of training provider terms and conditions and/or additional consent 

questions 

Training Delivery Set-up Process 
 

Log in with your training provider account details. 

 

 

On the left-hand side of the page under ‘Training Deliveries’ please click ‘Create Digitised 

Training Delivery’ 
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Please select your training provider name. Note: This dialogue will only appear if the user 

account is associated with more than one training provider. 

Funding 

You will be directed to the page below, please select either grant funded or non-grant funded.  

If grant funded, continue by selecting the grant recipient and grant from the drop-down boxes. 

Grants are usually broken down as standard for all core delivery or Holiday Activities and Food 

(HAF). Training delivery dates will be constrained by the grant selected and the training delivery 

start date (set later) must fall within the applicable grant period. 

Notes can be added at the bottom of the page (and all pages) which can be seen by instructors 

and the school. These can be useful if you have instructions for example “Bottom 

playground/entrance is being resurfaced so please use top entrance by Smith Road and top 

playground to be used for delivery session”. 
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Click ‘Next’. 

Host   
Select a delivery school, when selecting schools either type in the URN or begin typing the 

school's name for options to select. Once you have completed this, scroll down to school 

contacts. 
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In the first box select the school contact that you wish the email confirmation to be sent to. If 

you need to add another contact, then scroll down to ‘add contact row’ button and fill in all the 

boxes.  

OR 

Select or create a new organisation. 



   
  

17 
  

 

 

If you have not already created an organisation, you will be able to create one during the training 

delivery set-up process. If you have previously set up organisations that you work with, you will 

be able to select an existing organisation from a drop-down menu. Additional organisations can 

be set up and managed via the organisation tab in the training provider profile.  
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Venue 

Please check the delivery location address and click ‘Next’ to continue if correct. 

 

If the delivery will not be taking place at the same venue as the ‘host’ school/organisation, then 

this can be input by clicking on ‘Yes’ under the ‘Alternative Delivery Location’ section.  
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Delivery dates 

Use the boxes to complete the delivery start and end dates if known.  

These dates can be left blank, for instance if you are setting up a delivery but waiting for consents 

to be returned in order to know the number of participants before agreeing a date. Dates can be 

added later. The training delivery will only be visible to instructors using the Instructor App once 

start and end delivery dates have been added.  Click ‘Next’ to go to the next page. 

 

 

Instructors 

Please assign an instructor using the drop-down, all instructors associated with you on Link will 

be shown in this box.  

Instructors are optional during the initial booking stages and can be added in at a later date by 

editing the delivery. Only instructors added to a training delivery will be able to see the delivery 

in the Instructor App. 
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Courses 

You can add multiple course modules to the training delivery. 

Fill in the year group and total provisionally booked for each course you select. If you are using 

the consent process to determine what your booked number is, you can complete the field 

later. A booked figure is required before a training delivery can be marked complete and a grant 

claim made. The final booked figures need to be confirmed by the host school or organisation. 

Confirmed booked numbers can be completed up to and including the end date of the training 

delivery.  
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Consents 

Insert the consent cut-off date in the first box. This date is the last date you want consents to be 

able to be made. After this date, consent forms being completed will get a message upon 

attempted completion stating that they need to contact the school/host as forms are no longer 

being accepted. This function can be used to limit numbers where instructor allocations have 

already been made and there is no capacity to accept additional trainees. The consent cut off is 

also useful for determining numbers where a training provider first needs an idea of numbers 

booked prior to confirming delivery dates and allocating instructors. 
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Insert communications start date in the second box. This is the date that you want the first 

communications/emails to be sent to school/parent/carers.  

An option is also available to set the maximum number of places when a course is created and 

to either restrict the maximum numbers of attendees (prevent any further consents) or to add 

any additional ones to a waiting list. Once delivery is set up, records can be moved from the 

waiting list to the attendee list and vice versa on Riders/Consents tab. This function does not 

apply if you upload data directly, as it is expected that you will upload the maximum number of 

attendees that you wish to add to the training delivery. 

 

If you have added a terms and conditions URL to your training provider profile or have created 

optional questions to be added to the consent form, you will be able to select them on this page. 
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Please note: If you would like to change your parental consent questions or terms and 

conditions URL, you will need to do this via your training provider account. Please click here to 

see how to do this. 

 

Summary  

You can now access a comprehensive summary on the dashboard. Should anything require your 

attention, a notification will appear at the top left corner of the page in red. This serves as a 

reminder to ensure that you have completed all necessary steps - whether it's adding school 

contacts, registering an organisation, or creating a course. 
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After filling out all the details correctly, you can create the training delivery. Once the delivery is 

created, it will automatically show up under the training provider training deliveries tab. 

Make sure you save the training delivery, not just the draft, in order to create the training 

delivery and make it accessible for the assigned instructors in the Instructor App. 

When you create a training delivery, it is saved in draft mode until a School or Organisation 

Contact is assigned, the Start date is set, and at least one course is added. Once these details 

are added and the training delivery is saved, then Link will automatically email the school/host 

with the training delivery details and ask them to login to confirm booked figures prior to the 
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start of the training delivery and the training delivery will be made accessible for the assigned 

instructors in the Instructor App.  

 

View and edit training delivery 

If you would like to edit your training delivery, you can go back and make the necessary 

changes. This section will outline the steps you will need in order to make your changes. This is 

especially useful if you haven't set up your delivery dates but have created the training delivery 

in advance, if you have made a mistake or need to change your instructor. 

 

Example: This image is the next screen after you create your training delivery  
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View, Edit, Delete or Cancel a Training Delivery 

Once the training delivery is completed, you can amend/view deliveries by clicking on the 

‘Training Deliveries’ tab.  

Click on the three dots on the very right-hand side next to the training delivery you want to 

view/amend and select either ‘View’, ‘Edit’ or ‘Delete’. Only training deliveries marked as 

complete cannot be deleted. 

 

When ‘view’ is selected you can see the training delivery information, track progress and see 

the parental consent QR code and URL which can be included on your letter to parents. 

When ‘edit’ is selected you can edit any part of the training delivery. This is how you would edit 

the delivery to add in instructors, change contacts, add in delivery dates etc.  

You also have an option to cancel a training delivery, for example in cases of an extreme 

weather event, or an unexpected and unavoidable disruption. Cancelling retains the booked 

figure but shows the attended figure as zero. In this case, any data recorded up to that point 

gets saved and a grant claim generated. To cancel an event, click on ‘Mark Course Cancelled’ 

button circled in red from your Training Delivery dashboard overview.  
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Training Delivery Dashboard 
Once your training delivery is created, you’ll be able to see the delivery dashboard. You can 

access the training delivery dashboard for any delivery by selecting the ‘Training Deliveries’ tab 

and clicking on the three dots to ‘View’ a training delivery. The dashboard is where you can 

access all information relating to your training delivery. You can monitor progress of the 

delivery from consent through to outcomes received and once all information has been 

submitted you will be able to complete your course. 

The top of the page provides a summary of the grant recipient and grant where funded, 

delivery location, instructors allocated and any notes that have been added to the delivery. 

 

Courses/Progress 
This area of the dashboard shows progress of your course. Once your instructors have recorded 

outcomes, surveys and given feedback on the Instructor App, you will be able to track progress 

on the summary page.  

Mark the individual courses as complete once all of the information has been 

submitted. The button will be greyed out until all errors are fixed. 



   
  

29 
  

 

Pay attention to and resolve any errors that are displayed on this screen before you can 

complete the course. A course cannot be completed until all information is present and 

instructors have marked the training complete for their cohort.  

Note: You have the option to view the progress of each course from the Instructor point of 

view and support them through the process by accessing the App yourself. You can do so by 

visiting https://bikeability.app  and using your primary training provider email address and 

phone number (for the receipt of 2FA text message) to log in. However, please note, that even 

though you can see and go through the same process of selecting riders and recording 

outcomes, you will not be able to save the data, only an Instructor can do so. Please refer to 

the Instructor Guide and watch the Instructor App Overview video in order to familiarise 

yourself with the system. 

You can also access a view of the training delivery from a School’s perspective. To do so, from 

your Training Provider dashboard, click on the three dots in the top right-hand corner and 

select ‘View School Deliveries’.  

 

 

https://bikeability.app/
https://youtu.be/FhBWvA0QO2Y
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This will take you to a list of Schools where you have created a training delivery. Click on the 

name of the School you are looking for and all deliveries at that School associated with your 

organisation will appear, for your view only.  

 

 

 

 

 

Mark the training delivery as complete once all courses have been completed.  

 



   
  

31 
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Dashboard definitions 

Provisional  

This is the number of participants that you initially expect to attend. 

Confirmed Booked  

This is the number of attendees that the host school/organisation has confirmed will attend. 

This is the figure used for grant payments. Because grant funding is paid against booked 

numbers, the school/organisation is responsible for confirming the final booked numbers up to 

four weeks prior to the start of the course through to the end date of the course via either a 

link in the email or via the school/organisation Link login. Email reminders will be sent 

automatically. If the school/organisation does not confirm the booked figures, then the final 

confirmed booked figure will default to the attended value. It is important that you monitor 

and chase the school/organisation if necessary to ensure that they confirm booked 

figures. If the attended value ends up being greater than the booked figure, then 

the booked value will be updated to the attended figure. 

Attended 

The actual number of attendees for the course. This figure will be used if the confirmed booked 

figure is not actually confirmed prior to the start of the course. 

Completed/Withdrawn 

This shows the numbers completed/withdrawn. 

Note: When an instructor withdraws a rider from a course, he is required to record the 

feedback in the App which automatically sends an email notification to the parent/guardian. You 

will also receive a copy of the email for your information, containing the delivery ID, school 

name and date of delivery, in order to easily identify the relevant training delivery. The same 

will happen if a feedback notification about child’s cycle and kit is generated by the Instructor.  

A percentage is shown for the number of Characteristics/Outcomes and Survey results 

received.  

Survey Results 

This number must be showing >100% completion for the delivery to be able to be marked as 

complete.  

Please note: We are aware that some of the instructors are experiencing issues with not being 

able to complete courses due to survey errors which are caused by surveys being recorded 

multiple times for the same rider and therefore creating duplicate entries. The anonymised 

nature of the data means that this duplicate entry cannot be identified and data adjusted at a 

later point. We have now relaxed the rules in order to help instructors progress beyond this 

point and complete deliveries. However, we are still asking them to record the number of 
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surveys as accurately as possible to avoid duplicates, as this data is a requirement for our 

Active Travel England reporting.  

To overcome this issue, we have now split survey results into two parts – ‘Rider’ and ‘Results’. 

Rider – this shows the % of riders who have been surveyed and must be 100% to be able to 

complete the course. If this is not 100% instructors should review the rider checklist to see 

which entry is missing and complete accordingly. 

Results – this shows the % of surveys completed. Results can be greater than 100% if a survey 

has accidentally been completed twice for the same rider, and will allow you to complete the 

course, as long as the Rider survey results are 100%. 

 

 
 

To mark a course complete, there must be a full set of outcomes, rider feedback, survey results 

and rider characteristics for those riders that have attended. 

 

 

Training Delivery Tabs 
The tabs at the bottom of the page provide access to the following: 

• Parental Consent Link and QR code 

• Courses/consents and outcomes summary 

• Riders and consent detail including option to upload rider information during onboarding 

phase 

• Outcomes by rider and course status/allocated instructor 

• Rider characteristics for each course 

• Post course survey results 

• Fleet cycle usage (if you have received fleet cycle funding from The Bikeability Trust) 

 

 

Parental Consent Link and QR code 
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Use the link or download the QR code to include on the course letter sent home to parents. This 

letter should be shared with the school to send to parents. 

You may create your own letter for parents, or we have created a template which you may edit 

and use. Download the template letter here. 

 

Courses/Consents 
This tab provides a quick summary of the consents that have been received for your courses. 

You can also see the ‘Confirmed booked’ figure here and when and by whom it was confirmed. 

If the figure has not been confirmed yet by the School, it will also be indicated here. 

https://www.bikeability.org.uk/wp-content/uploads/2024/10/Template-letter-to-parents.docx
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Riders/Consents 

Here you will have a detailed view of the consents received at a rider level. It is possible to 

download consent information in a csv format. The csv data will also include answers to any 

additional questions that you have included under consent options for your training provider. 

The date and time of consents provided is also timestamped and logged in the download file.  

You also have the option here to sort the list of riders in the order the consents came in, first 

one on the top. You can do so by using the ‘Sort by Consent data’ toggle. This can be helpful 

when moving riders from the Waiting list, the one on top will be the one with the earliest dated 

consent.  
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You can upload a list of trainees and parent contacts if you have already collected consents 

using your existing system prior to digitisation. This will allow instructors to use the Instructor 

App to record outcomes for these riders. However, please ensure that your instructors are 

appraised of any SEND, medical issues or school notes as this information will not appear in the 

app. This facility is only available during the first three months of onboarding. For new schools 

and organisations, please use the complete digitised consent process. 

Select ‘Riders/Consents’ Tab and the ‘Upload Rider/Consent data’ from csv function. Click ‘Rider 

upload – basic’ to download a copy of the file template. Add your data to this template, rider 

details first then parent details: 

firstName  
lastName  
primaryParent.firstName  
primaryParent.lastName  
primaryParent.email  

 
Then choose your saved file and upload. The list or riders will now appear under the 

‘Riders/Consents’ tab. Only upload riders where you have been given consent. 
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Moving riders/consents between courses 

If you need to move all (or some of the riders) from one course to another one, without having 

to collect all consents again, you have the option to download the riders/consents list via the 

‘Download Rider/Consent data to csv’ button. Delete any riders you are not moving over - if 

applicable, and upload the csv file to the correct course. Make sure you select the ‘Full Consent 

Upload (from csv download)’ button to do so.  

 

 

Removing/editing consent 

You can either edit or remove consent for a rider by clicking on the three dots on the right-hand 

side of the page.  

 

Updating Rider details 

In this section you also have the ability to update Riders’ details, if for example a mistake was 

made on the consent form submitted by the parent and information provided by the school 

wasn’t correct, such as a misspelled name or the wrong school year. Simply click on the 3 dots 

next to the rider, click ‘Edit Rider’ and update the information as necessary.  
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If you need to edit the level of consent, in case a parent changes their mind about their child 

being photographed, click on the three dots, and then select ‘Edit Consent’. You will be taken to 

the following screen where you can untick the ‘Photography allowed’ box. Remember to press 

‘Update’ in order to save the new consent status.  

Please note: If outcomes have already been recorded for a rider or the rider has completed 

any course within a delivery, the Remove Consent option won’t be available. 
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Once you click on ‘Remove Consent’, you will see the following pop-up. If you are certain you 

would like to remove the consent, please press OK. 
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Waiting List 

On this tab you can also move riders from the Consents List to the Waiting List and vice versa. 

Click on the three dots and select ‘Move to Waiting List’.  

 

You can move a rider from the waiting list to the delivery list in the same way by clicking on the 

three dots and selecting ‘Move to Consent List’. 

 

Outcomes 

 

Click on the tabs at the bottom of the screen to see outcomes for each participant, rider 

characteristics and survey results. If the dashboard is not showing a complete set of results for 

the course, then use the outcomes tab to display details of which instructor has worked with 

which rider and whether they have marked the course as complete. An instructor can only mark 

the course complete in the Instructor App when they have submitted outcomes, feedback and 

survey results for all riders in their cohort. 

If a parent does not receive their post course feedback via email, or you wish to view the full 

feedback given, select the three dots next to an outcome. Then display the Bikeability Club 

URL. You can either send this on to the parent or open the link yourself to see what feedback 

has been given by your instructor. For parents without access to email, you can print this 

report. 
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Marking Rider as absent 

On this tab, you also have the option to mark a rider as absent if their outcomes have been 

recorded by an Instructor by accident, or duplication. You can only do so if the delivery has not 

been marked as complete yet by the Instructor. Click on the three dots next to the relevant 

rider and select ‘Edit’.  
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On the next screen, untick the box below Attendance – ‘rider attended course?’. And press 

‘UPDATE’. 

 

 

 

 

 

Rider Characteristics 
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Rider characteristics will have been collected either via the consent form or by the lead 

instructor adding the information on the Instructor App.  

You may manually add or amend this information on the following tab. To do this, please click 

edit. 

 

 

 

Post Course survey 

The post-course survey collects information from the students about whether they enjoyed the 

course and if they feel comfortable cycling on their own. This information is collected by the 

instructor via the app. 
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Fleet Cycles 
If you have received funding for fleet cycles from The Bikeability Trust, you will also be asked to 

report on the number of cycles used on the fleet cycles tab for each delivery. This helps us to 

report cycle usage back to Active Travel England, and to potentially secure future funding for 

this initiative. This tab will only be visible is you have received fleet cycles funding from the 

Bikeability Trust. 

 

 
 
Communications 
 

Digitisation will allow The Bikeability Trust to communicate directly with schools and parents for 

the first time. These communications have been designed to complement any existing 

communications from training providers.  

Schools 

Schools will receive a maximum of four emails between a Bikeability course booking and 

delivery. All emails will include how many consent forms have been submitted and how many 

consent forms are outstanding. Two emails will include links to cycle and helmet check videos. 

These emails are sent under legitimate interest, as these communications relate directly to 

Bikeability training.  

After the course is completed, schools will be offered the opportunity to opt-in to marketing 

emails from the Trust. Schools who opt-in will be added to The Bikeability Trust mailing list and 

receive promotional emails, including information about events such as Cycle to School Week, 

additional resources such as Tools for Schools, and competitions run by the Trust. 
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Parents  

Parents will receive a series of three emails in the run up to their child’s Bikeability course. This 

will include cycle and helmet check videos, FAQs and a reminder that their course is soon. After 

the course has been completed, parents will be sent a unique URL to access their child’s rider 

outcomes and instructor feedback, called the Bikeability Club. They will also receive a post-

course survey, in order to provide monitoring and evaluation data.  

In case there These emails are sent under legitimate interest, as these communications relate 

directly to their child’s Bikeability training.  

Then, parents will be offered the opportunity to opt-in to marketing emails. Parents who opt-in 

will be added to the Bikeability Club mailing list and receive promotional emails, including 

competitions from commercial partners, additional content such as blog posts and information 

about events such as Celebration of Bikeability and Cycle to School Week. 
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Award Materials and Bikeability Club 
Award Materials 

We have redesigned our award materials to be more fun and engaging, and improved the 

quality of our badges. You may continue to use existing award materials, as we do not expect 

you to throw out or destroy current stock. Instructors will not need to complete the outcomes 

on the certificate, as these will be emailed using outcomes inputted on the Instructor App. 

New certificates and stickers are available for purchase on our Shop. For any enquiries, please 

contact orders@bikeability.org.uk  

Booklets are no longer available for purchase. Our website features tips and advice which were 

available in the booklet, and we have posted a variety of useful videos on our YouTube channel 

and website. Riders will receive further information by email and on the Bikeability Club.  

Bikeability Club 

After the course has been completed, parents will be sent a unique URL to access their child’s 

rider outcomes and instructor feedback, called the Bikeability Club. This website will include: 

• Outcomes required for Bikeability course 

• Standard achieved by rider 

• YouTube example videos for each outcome 

• Individual feedback from Bikeability instructor 

• Digital course badge (in addition to physical badge and certificate received after course 

completion) 

• Digital badges for activities, such as “I cycled up a big hill” or “I cycled with my family”. 

These are self-reporting, so families can click to “claim” a badge once they have 

completed an activity. Badges will be sponsored by commercial partners and include 

unique offers for families to access. 

• Links to additional resources, including how to become a cycling instructor and where to 

find your nearest cycling club 

An example of the website can be seen here. 

 

 

 

 

 

  

mailto:orders@bikeability.org.uk
https://www.bikeability.org.uk/get-cycling/cycle-training-for-children/
https://www.youtube.com/playlist?list=PLwgc0AV1uSx4-zaRFpPZuFXvw4dGmhe36
https://bikeclub.wpengine.com/?display=1&test=1&id=1
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Reporting 
Surveys are integrated throughout the digitisation process, in order to provide monitoring and 

evaluation data. These include: 

• Hands-up rider surveys (including enjoyment of training, feelings of safety and 

confidence) 

• Cycling frequency data: a comparison of pre-training data from the consent form with 

the post-training data from the post-training parent/carer survey  

• Desire for further Bikeability training, and recommendation of Bikeability training  

This data will be collated and anonymised to be reported to Active Travel England. At the end of 

every month, you will be able to access automated downloads from Link. These downloads will 

be generated once a month to avoid server overload. 

 

 

 

The datafile can be accessed from your Training Provider profile page. Select Options/View 

Digitisation Reports and select the financial year’s data that you wish to download. The file will 
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be downloaded in Microsoft Excel Format with questions and answers embedded in the first two 

rows of data. 

 

Feedback and Support 
 

Please contact the System Admin inbox (system-admin@bikeabilitytrust.org) in the first instance 

where we will endeavour to answer your question in a speedy way. Several members of the 

team monitor the inbox and we hope to resolve your queries in a quick and efficient manner 

and will then contact you to arrange a meeting if we need further detail. If you have a technical 

query, then please also ensure to include screenshots along with your question. 

Issues and feedback can also be reported by an online form. The form is available for grant 

recipients, training providers, instructors and schools. 

https://forms.office.com/e/CzjwAaYXYR 

  

mailto:system-admin@bikeabilitytrust.org
https://forms.office.com/e/CzjwAaYXYR
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Supplementary documents 
Instructor user journey 
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Grant recipient user journey 
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School user journey 
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Parent user journey 
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Guidance for instructors 
Download the instructor onboarding pack, including guidance on how to use the Instructor App, 

from our website. 

 

Guidance for schools and organisations 
Download the schools and organisations onboarding pack, including guidance on how to use 

Link, from our website. 

 

GDPR 
Summary 

The Bikeability Trust has worked with data protection specialists Hope & May to ensure that the 

guidance and resources we are providing you meet data protection legislation requirements. 

During the digitisation process, each party acts as a data controller in accordance with the UK 

GDPR definition Art. 4(7) except where The Bikeability Trust may act as a data processor where 

other parties may access the electronic systems provided for by the Trust via the instructor app 

or Link database.  

To prepare for digitisation, you must  

1. Complete and upload a controller to processor data sharing agreement template 

to Link. 

As a data controller, it is your responsibility to have a data sharing agreement in place with 

The Bikeability Trust in their role of data processor. This approach reduces the risk for each 

party and ensures the responsibility for processing activities lies with each respective party. 

To support you, we have created a controller to processor data sharing agreement template, 

which you may download and use. You can also use your own agreement if you prefer.   

Please upload your completed agreement to Link, using these instructions. 

 

Additional data protection tasks for training providers to 

consider 

1. Watch our GDPR video 

https://www.bikeability.org.uk/wp-content/uploads/2024/06/Instructor-Onboarding-Pack-2024-PDF.pdf
https://www.bikeability.org.uk/wp-content/uploads/2024/06/Schools-Onboarding-Pack-2024-PDF.pdf
https://www.bikeability.org.uk/wp-content/uploads/2024/02/Bikeability_DPA_Controller_Processor.docx
https://www.bikeability.org.uk/wp-content/uploads/2024/02/How-to-add-a-document-on-Link.pdf
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Data protection specialists Hope & May have created a fifteen minute video to explain the basic 

principles of GDPR and how it applies to digitisation. 

This video includes a summary of data protection laws in the UK, an explanation of data 

controller and data processors, as well as guidance on consent, retention of data and 

safeguarding. 

Watch the video here: YouTube video. 

2. Read our GDPR FAQs 

We have put together a comprehensive list of GDPR related questions and answers which we 

hope you will find helpful.  

We recommend that you take time to read these as they explain data protection and security in 

more detail. The Information Commissioner’s Office is a useful resource for any questions 

about GDPR. 

Read the FAQs here: GDPR FAQs. 

3. Review your organisation’s privacy notice and data protection impact 

assessment 

It is a legal requirement that any organisation that processes personal data must have a 

privacy notice and complete a data protection impact assessment (DPIA). It is your 

responsibility to review your privacy notice and DPIA, and ensure that they are up to date. 

For reference, The Bikeability Trust’s privacy notice can be found on our website. This has 

been updated to include usage of the instructor app.  

Our DPIA can be shared upon request. Please email contactus@bikeability.org.uk.  

4. Create controller to controller data sharing agreements with schools 

It is your responsibility to have controller to controller data sharing agreements with the schools 

you work in. To support you, we have created a controller to controller data sharing 

agreement template, which you may download and use. You can also use your own 

agreement if you prefer. This does not need to be uploaded to Link, as this is for your records 

only.  

5. Discuss mobile phone usage with schools and groups 

It is important that schools and groups understand instructors will need to use mobile phones 

as part of the digitisation of Bikeability. It is important that you engage positively with schools 

and groups to ensure your instructors feel supported and empowered to embrace the Instructor 

App. 

To support you, we have created a letter for schools, written and signed by The Bikeability 

Trust, which outlines how and why mobile phones will be used by Bikeability instructors. 

https://youtu.be/QPqyLONERZc
https://ico.org.uk/for-organisations/
https://www.bikeability.org.uk/professionals/digitisation/
https://ico.org.uk/for-organisations/advice-for-small-organisations/frequently-asked-questions/transparency-cookies-and-privacy-notices/
https://ico.org.uk/for-organisations/uk-gdpr-guidance-and-resources/accountability-and-governance/data-protection-impact-assessments-dpias/what-is-a-dpia/#:~:text=DPIAs%20are%20an%20essential%20part,rights%20and%20freedoms%20of%20individuals.
https://www.bikeability.org.uk/privacy-policy/
mailto:contactus@bikeability.org.uk
https://www.bikeability.org.uk/wp-content/uploads/2024/05/Bikeability_DSA-Controller-to-Controller-April-2024.docx
https://www.bikeability.org.uk/wp-content/uploads/2024/05/Bikeability_DSA-Controller-to-Controller-April-2024.docx
https://www.bikeability.org.uk/wp-content/uploads/2024/02/Mobile-phone-letter.docx
https://www.bikeability.org.uk/wp-content/uploads/2024/02/Mobile-phone-letter.docx
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Digitisation Data Sharing Role Diagram  
The law specifically defines different parties and the role they play when personal data is 

gathered and processed for any given purpose. Broadly, there are two roles and a party (any 

organisation including a sole trader or partnership) must understand which it is before any 

personal data is processed.  

With reference to the Digitisation Data Sharing Role diagram, you will note that The Bikeability 

Trust acts as both a processor and controller as defined as follows: 

A data controller is a party that determines why data is processed, what data may be 

gathered, the purpose for the processing activity, how long it may be retained and who it may 

be shared with. A controller of data must be registered with the Information Commissioner’s 

Office (ICO), have a policy and be responsible for all personal data it may use to achieve any 

given purpose it has identified. 

A data processor is a party that processes data but only because it has been instructed to do 

so by another organisation acting as a data controller. It may only process the data in 

accordance with the instructions it has received. Typically, these instructions will be in an 

agreement. It does not need a data protection policy to guide it as the instruction provides the 

guidance. It may also be a data controller but for a different purpose. For example, The 

Bikeability Trust is a data controller for most of its activities, but for the purposes of providing 

access to the app, it is a data processor providing services to the training providers and 

instructors which include secure access to the personal data of children. 

We have identified different roles where we make determinations or decisions about the data 

and where we don’t. For example, where we store the data you upload to the Instructor App, 

we are not making any decisions, merely providing safe storage for you, and ensuring you can 

access the data you upload when required. In this way, we are a processor acting on your 

behalf as the data controller. However, where we may use the data to make determinations 

such as the effectiveness of the scheme, or for analytical or reporting purposes, we are the 

controller of the data. A training provider will be a data controller. For illustrative 

purposes only, an instructor who is a third party to a provider, is likely to be a data processor to 

the provider who will be the data controller. However, this can vary so if you are in doubt, you 

should take legal advice. 

Where each party is a data controller they may process the data in accordance with their policy, 

the parties may also share such data with other controllers where it has established a clear 

purpose as defined in the diagram. 

Each party must establish a lawful basis for processing the data. Such bases may be different 

depending upon the purpose that has been identified. There must also be a lawful basis to 

share the data with another party to the agreement.  

https://ico.org.uk/
https://ico.org.uk/
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A controller to processor agreement between the training provider and the Trust, should be in 

force. Where the Trust acts as a processor the UK GDPR Article 28 processor clauses should be 

included in the contractual agreement.  A controller-to-controller data sharing agreement should 

also be in force between the training provider and school. 
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Flow Diagram Roles and Explanations 

Data Processors 

The Bikeability Trust 

For the purposes of providing the Instructor App. The Bikeability Trust’s responsibilities include 

securely storing the data uploaded and ensuring access to the data for all authorised parties. 

They do not determine what data is uploaded. In this case, they are the data processor who is 

working on behalf of the controller who use the Instructor App. 

Instructors 

Instructors are responsible for delivering Bikeability training and follow the instructions of the 

training provider, for example, the date training will be delivered. This makes the instructor a 

data processor. The associated training provider is responsible for making sure the instructor 

has appropriate instructions. 

Data Controllers 

Active Travel England 

Active Travel England processes personal data to determine the outcome of the project. 

Information may be anonymised, this information is not applicable to the law. 

The Bikeability Trust 

The Bikeability Trust measures the progress of the project and determines the best way to 

achieve various objectives connected to the project. 

Grant recipients 

The grant recipient decides how to deliver the training and who will deliver it. 

Training providers 

The training provider decides how best to meet its obligations when delivering Bikeability 

training. Making these decisions make the training provider a data controller. 

Schools 

For the purpose of ensuring children and their parents/carers can access the course 

information. They may determine who attends the course and when. 

Parents/Carers and Child Riders 

The parent/carer and child rider are not subject to data protection law. They are neither a data 

controller or data processor. Any personal data they handle or share is referred to as “domestic” 

use. However, they do have UK GDPR information rights that all parties must uphold.  



   
  

61 
  

Offline documents/Paper templates 

There may still be circumstances where you need to use a paper-based form to record 
information and enter the data either in to Link or the Instructor App later.   

 
For example, a parent may not be able to access the digital consent form in which case a paper 
based one can be requested and the school can then add the rider to Link. Or it might not be 
possible to use your mobile phone in certain cases, so in those instances, you can use paper 
based forms to record outcomes, feedback and survey results manually and add them to the 
Instructor App later. Likewise it might be easier to give the school bursar or an office manager 
a form to complete with rider characteristics which you will add to the app if you are the lead 
instructor needing that information.  
 

Consent Form: download PDF to print  
 
Rider Characteristics’ Form: download PDF to print  
 
Rider Outcomes Excel document, including tabs to record hands up survey answers: download.  
 

 

 

 

 

 

 

 

 

https://www.bikeability.org.uk/paper-consent-form-alternative-digitisation/
https://www.bikeability.org.uk/rider-characteristics-form/
https://www.bikeability.org.uk/wp-content/uploads/2024/04/Rider-Outcomes.xlsx
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