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OPERATING POLICY - MACYCLE CO-OP 
 
1. PURPOSE 
 

1.1 To educate and inform the McMaster community about issues related to cycling as an alternative 
mode of transportation; 

1.2 To provide a community hub where commuter and recreational cyclists can have access to tools, 
parts, and volunteer expertise 

 
2. SERVICES 
 

2.1 To best serve the needs of commuter and recreational cyclists, as well as providing incentives and 
skills to learn about bicycle repair, the MACycle Co-op shall focus on, but is not limited to, the 
following services: 

 
2.1.1 Bicycle repair and maintenance, with emphasis on educating riders; 
2.1.2 Sale of new and used parts as well as accessories, at very little profit margin; 
2.1.3 Inexpensive seminars and Skills programs; 
 

2.2 As an educational bicycle shop, MACycle Co-op shall: 
 

2.2.1 Provide a wide array of tools and stands for bicycle repairs, including cleaning and 
lubrication materials to users who choose to do their own repairs; 

2.2.2 Provide assistance with repairs, with an emphasis on riders’ participation 
 

2.3 As a depot, MACycle Co-op shall: 
 

2.3.1 Accept donated bicycles from community members and the City of Hamilton. 
2.3.2 Refurbish and sell used bicycles; 
2.3.3 Sell new, used, and refurbished basic parts to cyclists 
 

2.4 As a resource and community centre, MACycle Co-op shall: 
 

2.4.1 Provide basic and advanced workshops facilitated by technical staff and focusing on each 
system of the bicycle on a rotating basis; 

2.4.2 Provide a “crash-course” in bicycle repair at least once per term; 
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3. PERSONNEL STRUCTURE 
 

3.1 The MACycle Co-op Coordinator, who shall: 
 
3.1.1 Perform duties outlined in the MACycle Co-op Coordinator job description;  
3.1.2 Ensure that OPERATING POLICY – Services, and OPERATING POLICY – MACycle Co-

op is upheld;  
3.1.3 Ensure that all executives of the services are hired through an application and interview 

process before May 31; 
3.1.4 Be hired by a hiring committee struck by the Executive Board which shall consist of: 

 
3.1.4.1 The outgoing MACycle Co-op Coordinator; 
3.1.4.2 The Vice-President (Administration); 
3.1.4.3 One (1) Executive Board Member. 

 
3.2 The Shop Coordinator, who shall: 

 
3.2.1 Be responsible for developing and maintaining an organized tool and parts shop plan; 
3.2.2 Perform duties outlined in the Shop Coordinator job description;  
3.2.3 Be selected by the MACycle Co-op Coordinator through an application and interview 

process. 
 

3.3 The Volunteer Coordinator, who shall:  
 
3.3.1 Be responsible for coordinating and training volunteers for everyday duties within the shop 

and for MACycle events;  
3.3.2 Perform duties as outlined in the Volunteer Coordinator job description; 
3.3.3 Be selected by the MACycle Co-op Coordinator through and application and interview 

process  
 

3.4 The Promotions Coordinator, who shall:  
 
3.4.1 Be responsible for coordinating outreach and promoting MACycle;  
3.4.2 Perform duties outlined in the MACycle Promotions Coordinator job description; 
3.4.3 Be selected by the MACycle Co-op Coordinator by an application and interview process. 

 
3.5 The Events Coordinator, who shall:  

 
3.5.1 Be responsible for creating and implementing inclusive events for MACycle users 

centered around the cycling community, as well as (2) large scale workshops focused on 
Women-Identified and Transgender members 

3.5.2 Perform duties outlined in the MACycle Events Coordinator job description;  
3.5.3 Be selected by the MACycle Co-op Coordinator by an application and interview process. 

 
3.6 The MACycle Co-op Volunteers, who shall: 

 
3.6.1 Staff the repair shop during their shift;  
3.6.2 Assist students with repairs;  
3.6.3 Sell memberships and parts;  
3.6.4 Be selected by the MACycle Co-op Coordinator  
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5. DISCIPLINARY PROCEDURES 
 

5.1 Discipline for the MACycle Co-op Coordinator and executive Coordinators: 
 

5.1.1 Refer to OPERATING POLICY – DISCIPLINARY PROCEDURES; 
5.1.2 Complaints regarding the executive Coordinators shall be made to the MACycle Co-op 

Coordinator; 
5.1.3 Complaints regarding the MACycle Co-op Coordinator shall be made to the Vice-

President (Administration); 
 

5.2 Appeals: 
 

5.2.1 Probation, suspension, and dismissal may be appealed to the Executive Board.  
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