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Bike Share Program

Hotel Guest Bicycle Procedures 

Dominion House Boutique hotel has bicycles available for guests to use during their stay 
allowing them to discover the hidden gems within the city of Guthrie, Oklahoma. Bikes will 
be set up on display in a designated area of the hotel with specified signage to promote the 

program. Concierges will use this opportunity to provide guests with customized discoveries 
of the gems within the city, while on their bike. 

GUEST RESERVATION & PAYMENT PROCESS 

Guest can reserve the bike the following two ways: 
 

1.   Guests may reserve a bicycle by either visiting or calling the hotel 
directly. A concierge will assist the guest to reserve a bike and answer any questions they 
may have.  

2.   Prior to issuing a bike, non-guests will be asked by the Front Desk to leave 
a form of credit or cash damage deposit in the amount of $500. Guest 
may use the credit card they used to reserve their reservation for the 
deposit. 

3.    For reservations made in advance, and guests that request a bicycle 
without a prior reservation report to the Reception desk to fill out  paperwork and will 
receive their bicycle from the Dominion Hotel   Staff. 

 4.    Rentals will be complimentary for hotel guests. 
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LOANING OUT A BIKE 

INSPECT:   
The concierge will inspect the bike prior to issuing. The bike shall be inspected, per the 

manufacturer’s manual, for proper functionality and any visible damages. Tire pressure shall 
be checked. 

CONFIRM GUEST INFORMATION & AGE: 

Confirm that the guest is (still) registered at the hotel and that proper payment information 
is on hand. Should the guest not be registered at the time the bike is loaned, ensure that 

proper payment information and identification is secured prior to issuing the bike. The minimum 
age requirement to loan a bike is 18 years of age. Guests at the age of 16 or above may loan a 
bike if they are accompanied by their parents during the ride and provided that the parents 

sign a separate release on their children’s behalf. 

WAIVER/RELEASE: 

Each person renting a bicycle is required to sign the waiver / release document, printed on 
hotel letterhead. A renter may not use a bicycle unless they sign the waiver/release 

SAFETY EQUIPMENT: 

Issue helmet and locking device. Safety Helmets must be offered to each guest loaning a bike. 
Helmets shall be available in a variety of sizes and/or adjustable to ensure proper fit for 

all riders as bikes shall not be rented if not properly fitted. The use of helmets is mandatory 
for all guests and a bike may not be issued if a safety helmet with proper fit is not available. 
Helmets shall be properly inspected by trained hotel staff to determine if the integrity of 
the helmet has been compromised. Helmets shall be replaced accordingly and at one-year 

intervals at a minimum. 

FEATURES: 
Familiarize the guest with the bike. Explain the features to the guest including how to adjust 

the seat and how to fold and unfold it. 

SAFETY: 
The concierge issuing the bike shall provide the guest with all relevant 

safety tips, including safety tips per the manufacturer’s manual, prior to issuing 
the bike. Also, tire pressure, lubrication and the proper functioning of the braking 

system, gears and lights shall be confirmed with the renter. The guest shall be 
advised to obey any and all traffic laws and that the bike should not be operated 

under the influence of alcohol. 
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LOANING OUT A BIKE 

HOW TO GUIDE / LOCAL AREA MAP: 

Each guest is provided with: 

1. A “HOW TO” guide describing how to handle the bike as well as key safety   information 

2. A bike map issued by an external source (i.e. city department of tourism) 

3.  Documentation (including the hotel phone number in case the 
guest has any questions or issues along the way.) 

   
   NOTE:  Hotel management will monitor the condition and availability of information in the 

transportation kiosks to ensure that there is sufficient information available to guests who 
wish to tour the area by bicycle. 

  LIABILITY: 

 Guests are required to sign the acknowledgement, release and waiver 
document prior to obtaining possession of the bike. (See attached) 

  TIME LIMIT:
 

 Bikes may only be loaned during day time, and used only during full daylight hours. Bikes 
must be returned prior to sunset. A guest may return the bike for the night and loan it out 

again in the morning. This will help ensure that our guests return safely from a day trip and 
take the hassle away from having to store the bikes overnight in their room. 

  INSPECTING A RETURNED BIKE:
 

 Upon return of the bike, the receiving concierge shall inspect the bike for any damages. 
Any damages shall be recorded appropriately. The concierge will confirm the rental rate and 
period with the renter and calculate the final payment due. Payment will then be charged to 
the renter’s room charges or the renter may make payment at the front desk. The concierge 

inspecting the bike shall be fully trained on the manufacturer’s product information and 
instructions. 

  TRACKING: 

 The use of each bike shall be tracked. Each time a bike is issued and 
returned, the respective sections of the tracking document are completed. The tracking 

document will also allow hotels to track the proper charging for all rentals to a guest’s 
room charge.
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LOANING OUT A BIKE 

 PRODUCT KNOWLEDGE: 

 The hotel shall have a process in place to train concierge to A) operate and maintain 
the bicycle per manufacturer’s instructions and B) to demonstrate the use of the bike’s 

features to a guest c) instruct the guest how to properly fit the safety helmet and bicycle to 
their specific physique . A fully trained concierge shall be on duty at all times, during every 

shift 

 LOCAL INFORMATION: 
 The hotels shall designate a concierge responsible for obtaining local cycling 

information and to keep the kiosk information stocked and current. This includes but is not 
limited to local bike maps, biking events and local bike laws.

 DAMAGE OR LOSS OF BICYCLE:

  Damages associated with regular wear and tear or due to unexpected road 
conditions (i.e. flat tire) in the area surrounding the hotel shall not be the 

responsibility of the guest. The hotel will cover any repairs associated with such 
damages. 

  Damages that are a result of intentional misuse of the bike shall be the 
responsibility of the guest. Only the actual cost incurred by the hotel to repair the damage 

shall be charged to the guest. 

  If the bike is lost or stolen while in the guest’s possession, the guest shall be 
responsible to pay for the replacement of the bike based on retail MSRP. 

 MALFUNCTION OF BICYCLE:

  While road service assistance is not part of the program, the concierge
receiving an ‘emergency’ call from the guest on the road shall make it his or her utmost 
priority to take care of the guest, assist them in getting back on the road or to assist the 

guest with means back to the hotel. 

  If the guest experiences a flat tire or other mechanical issue with the bike, the 
hotel shall offer to reimburse the guest for the cab fare to hotel. 

BICYCLE MAINTANENCE AND INSPECTIONS: 

 The hotel engineering department shall perform minor repairs. Any major repairs 
shall be performed by a professional local bicycle repair shop. 

  The bike should be inspected and maintained according to the manufacturers 
specifications and recommendations provided with the product documentation and/or on the 

manufacturer’s website. 

  The hotel should have all necessary equipment on hand to maintain the bike (i.e. 
pump) and shall refer repairs to a local repair shop authorized by the manufacturer. 
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LOANING OUT A BIKE 

 BICYCLE LOANER 
ACKNOWLEDGMENT, RELEASE AND WAIVER 

In consideration of the value received and the right to use the Bicycle owned by the 
Dominion House Boutique Hotel (the “Hotel”), I for myself, my successors and assigns, do 

hereby release and forever discharge Manager, the Hotel, the Hotel owner, and each of their 
parent companies, subsidiaries and affiliates, and all of their respective officers, directors, 
shareholders, agents, employees, successors and assigns (the “Released Parties”) from all 

manners of action, causes of action, suits, debts, damages, claims and demands of any type or 
kind whatsoever arising from or in connection with the use of the Bicycle. 

I agree to indemnify, defend and hold harmless and blameless the Released Parties from 
and against all liability, claims, suits, demands, judgments, costs and expenses (including 
attorneys’ fees) to which any of the above-named parties may be subject by reason of any 

claim for, any injury, death, illness, or disease suffered by me or otherwise arising from or in 
connection with the use of the Bicycle. 

ACKNOWLDEGEMENTS: 

I understand that the minimum/maximum height and weight requirements may not exceed a 
minimum height of 4’9” (145 cm) or maximum height of 6’4” (193 cm) and maximum weight of 220 

lbs (100 kgs). 

I am familiar with the operation and features of this bicycle including how to adjust the seat 
and how to fold and unfold it. 

I am familiar with the traffic laws and rules of riding bicycles. 

I have received the Safety Information pamphlet and I confirm the safety helmet properly fits 
me. 

I ACKNOWLEDGE THAT I HAVE READ THIS AGREEMENT, THAT I AM AT LEAST 16 YEARS OF AGE, 
FULLY AWARE OF THE RISKS INVOLVED IN USE OF THE BICYCLE, AND THAT I VOLUNTARILY 

ACCEPT AND ASSUME THE RISKS ASSOCIATED WITH USE OF THE BICYCLE. 

 Name: _________________________________________________    Date: _________________ 

 Name of Parent if not 18 years of age: _____________________________________________ 

 Permanent Address: _________________________________________________________________ 

 Emergency Contact Name and Phone Number: _____________________________________ 


