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5 Short and long term objectives and key performance 

areas 

 
Objectives and Key performance areas 

 
Key Performance Areas are general areas of operation within an Organisation where a 

desired outcome is required over the period of the Strategic Business Plan and beyond.  

Focus areas are those specific operational areas within a key performance area.  For 

example, a focus area within the KPA of Marketing would be sponsorships. 

 

The NSW Endurance Riders Association has identified Key Performance Areas and 

focus areas as follows:- 

 

1.0 Administration and Management 

 

Focus areas 

Government of policies and objectives of the Association, ongoing analysis of the 

organisation's function and structure, support of the registrar/administration officer, 

maintenance of membership and competition records, communication with members 

and prospective members, provision of information to members and prospective 

members, support of newsletter editor, production and distribution of bi monthly 

newsletter to members and the public, ongoing development of software for record 

keeping, provision of office space, equipment and materials as needed, support for 

officials and committee (board) members to attend appropriate development courses 

and national board meetings, development of board members skills to improve 

administration of the sport, production of training and reference materials for board 

members, continued strong presence on the Australian Endurance Rider’s Association 

board. 

 

2.0 Coaching Development 

 

Focus areas 

Training and assessment of coaches, including seminars, development of training 

resources, assessment of the coaching program, develop network of qualified personnel. 

 

3.0 Technical Official Development 

 

Focus areas 

Adequate number of accredited Veterinary Officials, dissemination of current 

information on management of horse and rider safety, ensure adequate number of 

accredited event officials, properly trained in their roles, provision of training and 

reference materials for event officials. 
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4.0 Athlete Development 

 

Focus areas 

Establish a formal state mentoring program with emphasis on junior competitors, obtain 

appropriate equipment and resources for mentoring program, develop and conduct training 

seminars for talented competitors, select and provide assistance for elite competitors at major 

events, continue to pursue the development of national coaching programs with the Australian 

Endurance Riders’ Association. 

 

5.0 Event Organisation 

 

Focus areas 

Organise and hold the State Championship event annually, provide assistance to regional groups 

in holding of major regional charnpionship events, assist members to conduct other high 

advanced competitions, oversee the conduct of the National Endurance Championship (Tom 

Quilty Gold Cup) when held in NSW. 
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NSWERA Business Plan 
 

 

AREA 1:   Administration and Management.  

Management Committee. 
Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

1.1.1  Responsible for governing 
the policies and objectives of 
the State Association and 
meeting statutory and 
regulatory responsibilities. 
Develop strategies to 
manage and overcome the 
impact of Equine Influenza. 
Financial management 

Meet on a monthly basis.  Provide 
suitable meeting place.  Collate  
all information relevant to the 
administration of the Assoc, distribute 
to SMC members.  Distribute 
information to members as required. 
Conduct Annual General Meeting 
Conduct Special General meetings 
as required. 

Objectives of the Association are 
being met in accordance with the 
Business/Strategic Plans. 
13 committee meetings per year. 
AGM held annually. 
Other Meetings held as required. 
EI impact minimised and regulatory 
and governance requirements met. 
Ass’n financially stable 

 
$8000        2006 

 
$5200……..2007 

 
$10000……..2008 

 

1.1.2  Ongoing analysis of function 
and structure of the State 
Association. 
Development of governance 
tools, policies etc, including 
EI management 

Governance sub committee to 
monitor role and performance of 
SMC and structure of Association. To 
produce reports as required.  SMC to 
implement recommendations of 
Governance subcommittee. 

Implementation of recommendations 
of the sub committee. 
Appropriate governance tools in 
place. 
Proper functioning of the 
Association. 

 
$7000………2006 

 
$3500………2007 

 
$3500………2008 

 

1.1.3  Registrar/Administrator 
position to maintain records 
of NSW membership, directly 
communicate with members 
and prospective members, 
public relations. 

Maintain and update membership 
records, provide information and 
educational material.   
Maintain telephone contact, mailouts. 
Purchase equipment as needed 

Membership records up to date. 
Frontline contact available, enquiries 
answered promptly.  Good public 
image maintained. 
 
 
 

 
$20 000      2006 

 
$20 000…...2007 

 
$20 000…...2008 
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AREA 1:   Administration and Management. 

 Management Committee. (Continued) 

Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

1.1.4  Newsletter Co ordinator 
position to oversee 
production and distribution 
Association Newsletter. 

Produce and distribute bi monthly 
Newsletter containing details of 
events, competition results, 
informative articles, details of 
management activities. 
 

Regular communication with 
members by means of bi monthly 
Newsletter 

 
$24 000      2006 

 
$22 000….2007 

 
$22 000….2008 

1.1.5  Development and 
maintenance of computer 
and other systems to 
maintain membership, horse 
and competition records, and 
to disseminate information. 

Development and testing of new 
software and hardware.  
Ongoing maintenance of systems. 
Purchase and installation of software 
and hardware as needed.  Purchase 
and dissemination of record keeping 
resources.  Develop and maintain 
website 

Improved delivery of services and 
information to membership. 
Equipment available as required. 
Information and resources available 
to members as required. 
Records up to date and accurate 
 

 
$4 000         2006 

 
$10 000…...2007 

 
$15 000…...2008 

 

1.1.6  Provide office space, 
equipment, furniture and 
supplies to enable efficient 
administration of the 
Association 

Maintain office accommodation, 
equipment and furniture. 
 
Record and maintain stock of 
stationery. 

Efficient use of administration 
resources. 
 
Furniture and equipment in good 
working order. 
 
Upgrade in line with technology. 

 
$13 500      2006 

 
$12 000       2007 

 
$12 000       2008 

 

 

 

 

 

 

 



NSWERA Governance Manual 

Document No. 5 - NSWERA Business Plan    

Page 3 of 7 

NSWERA Business Plan 2008 

 

 

 

AREA 1:   Administration and Management.  

Management Committee. (Continued) 

Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

1.1.7  Travel expenses for 
Registrar, Technical Director, 
Coaching Director to attend 
State wide conferences and 
for State delegates to the 
National Council to attend 
national meetings. 

Travel to intrastate and interstate 
conferences, seminars and meetings 
and to liaise with member clubs 
within NSW. 

More efficient communication 
between the administrators and the 
members, and the administrators 
and the National Council. 

 
$8000  .      2006 

 
$7000        2007 

 
$7000        2008 

 
 

1.1.8  Improve the skills of the 
relevant administration 
personnel, to give them 
competence to manage and 
develop the sport.  
Production of resource 
material, videos, manuals 
etc. 

Provide access to educational and 
training projects, develop and 
conduct courses, workshops and 
seminars for administration 
personnel, e.g. Sports Administration 
courses through the Dept of Sport 
and Recreation. 

Growth and development of the sport 
in a well grounded manner. 
Sufficient competent personell 
available. 

 
$1,000         2006 

 
$1000         2007 

 
$1000         2008 

 

1.1.9 
 

 As far as practicable, 
regional event organisers 
and members are made 
aware of risk management 
issues, including EI and are 
in possession of appropriate 
resources and equipment. 
Obtain and maintain 
necessary Insurance policies 

Review and implement risk 
management strategies, obtain 
necessary resources and equipment 
to facilitate management of risk.  
Disseminate to event organisers and 
members. 
 

Risks identified and managed as 
practicable. 
Insurance policies in place ( cost 
recovered) 

$2,000         2006 
 

$3000         2007 
 

$7000         2008 
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AREA 2:   Coaching Development.  

Endurance Specific. 
Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

2.1.1  Pursue AERA concerning the 
provision of courses, 
workshops and seminars for 
coaches, development 
officers, both State-wide and 
regional. 

Development of program of 
endurance specific courses, 
workshops and seminars.  Purchase 
and production of resource material 
for coaches. 
Develop and utilise training manuals. 
Develop a network of qualified 
personnel. 

Development of the sport, horse 
welfare and rider awareness through 
improving the skills of coaching 
personnel. 
 
Increase in number of 
member/prospective members 
participating in training programs 
successfully. 

no allocation  
activity conducted by 
Australian Endurance 

Riders’ Association 

2.1.2  Provide assessment of 
coaching program through 
annual report and appraisal 
of results. 

Monitor efficiency and effectiveness. 
 
Develop and utilise information. 

Improved structure in training 
programs. 
 
Offer skill development opportunities. 
 
High quality of feedback. 

no allocation  
activity conducted by 
Australian Endurance 

Riders’ Association  
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AREA 3:   Technical Official Development.  

 Judges, Veterinarians, Chief Stewards, Vetting Stewards. 
Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

3.1.1  Ensure Endurance 
Veterinarians are up to date 
with rules, procedures and 
regulations. 
 
To provide endurance 
experienced veterinarians for 
all affiliated competitions. 
 
To provide up to date 
information on management 
of horse and rider safety in 
competition 

Structure and facilitate courses 
specifically for Endurance 
Veterinarians, advising of all updates 
to rules, procedures and regulations. 
 
Invite attendance at conferences and 
clinics, subsidise costs of attendance. 
 
To produce training videos and 
manuals. 

Increase in the number of Endurance 
qualified and experienced 
Veterinarians. 
 
Appropriate officials present at all 
events 
 
Information available. 

 
 

$2000         2006 
 
 

$4500        2007 
 

$4000        2008 
 

3.1.2  To ensure a pool of 
competent personnel, 
qualified to carry out the 
management of horses and 
riders at all NSWERA 
affiliated events. Production 
of resource material, videos, 
manuals etc. 

To hold schools/clinics and exams for 
Judges, Chief Stewards, Vetting 
Stewards and Event Administration 
Officials. 
Develop and purchase equipment 
and resources as needed. 
Provide volunteer incentive 
programs. 

Adequate availability of competent 
and qualified personnel to manage 
horses and riders at all affiliated 
events. 
Personnel are properly resourced to 
undertake roles. 
Volunteers are retained. 

 
$3000       2006 

 
$12 000       2007 

 
 

$10 000       2008 
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AREA 4:   Athlete Development.  

 Participant Development including Talent Identification and Development 
Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

4.1.1  To establish a formal State 
coaching Program for 
endurance riders with special 
emphasis on junior riders. 

Purchase equipment as required. 
 
Develop and produce literature. 

Participation in the program of 
endurance riders, major 
participation by junior riders. 

No allocation, program 
under development by 
Australian Endurance 
Riders’ Association. 

4.1.2  To conduct seminars for  
current and prospective 
riders and their horses  
To conduct advanced 
seminars to enhance 
development of talented 
participants 

Identify talent and commitment in 
existing participants. 
Identify possible sources of potential 
participants. 
Hire suitable venues. 
Advertise seminars to members and 
interested participants. 
Purchase, develop and provide 
resources 

Attendance of riders at seminars. 
Information available as required. 
Increased participation rates 
Enhanced public profile of 
endurance riding 

 
$1500      2006 

 
$8000……2007 

 
$6000……2008 

 

4.1.3  To assist teams of 
rider/horse combinations to 
compete at National 
endurance events. 
 
 

To select the best middleweight, 
lightweight, heavyweight and junior 
rider/horse combinations fro each 
team. 
 
To provide each rider with assistance 
with borderspraying, and 
bordercrossing where necessary, 
fuel, overnight accommodation en 
route. 

Broadened base of top riders. 
To win the National Championship ( 
Tom Quilty Cup, and secure major 
placings in all divisions. 
Team participation at the National 
Championship, To attend other 
major national events during the 
year. 

 
 

$16 000      2006 
 

$4000      2007 
 

$5000      2008 
 

4.1.4  To assist teams of 
rider/horse combinations to 
compete at endurance 
events  
 

To facilitate a State based team 
competition. 
To provide experience in teams 
competition 
To assist with team members costs 
associated with competition at certain 
events, while part of a State team. 

 
Team competition available. 
Broadened base of top riders. 
 
Team participation of talented and 
committed riders at endurance 
events. 
 

 
$5000        2006 

 
$1000        2007 

 
$2000        2008 
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AREA 5:   Event Organisation. 

Administration, promotion and bid costs for State Championship Event and zone (regional) Champion-ships. 
Item Code 
 

Item Measurable Objectives Strategy Performance Measure Estimated Cost 

5.1.1  Organisation of NSW 
State Championship 
event. 

Facilitate organisation of the event. 
Establish organising Committee.  
Promotion and advertising the event.   
Purchase equipment as required. 

Facilitate high quality event, 
Participants provided with 
opportunity for competition at  
advanced level event. 
Participants provided with 
opportunity to qualify for other 
advanced events. 
Increase in number and quality of 
entrants. 
Provide incentives for the top state 
competitors to compete. 

 
 
 

$5500       2006 
 

$13 000    2007 
 

$8000    2008 
 

5.1.2  Organisation of Zone 
(Regional) Championship 
events and other 
advanced level events. 
Organisation of other 
regional events 

Assist the zone committees to conduct 
zone championship events. 
Assist members to conduct other 
advanced level events. 
Assist event organisers to hold events 
in regional areas to enhance 
participation in those areas. 
Purchase equipment and resources as 
needed. 

Increase in number and quality of 
entrants. 
 
Provide incentives for zone 
competitors to elevate to State 
championship competition. 
Increased number of regional and 
advanced level events. 
Increased participation rate in 
regional areas. 

 
$10 000      2006 

 
$14 000     2007 

 
$14 000     2008 
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NSWERA Risk Management Plan 

 
The purpose of this document is to 

1. Identify potential risks specifically associated with the aims and objectives of NSWERA and the activities affiliated with this organisation 
2. Assess the severity and importance of those risks and the consequences to the sport of endurance riding if they are disregarded 
3. Identify existing methods in place which manage those risks 
4. Identify additional processes to manage those risks 
5. Initiate new risk management strategies and improve the implementation of existing risk management strategies 
6. Identify and improve the means by which those risks and their management strategies are communicated to event organisers, members and other 

stakeholders 
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Risk Assessment 

 
The aims and objectives of the NSWERA are set out in the Constitution.  The primary aim of the NSWERA is to enjoy, promote and regulate the sport of endurance 
riding in NSW.  Following is a list of risks which may have an impact on these aims and objectives. These risks are graded by likelihood and by severity, resulting in 
a risk priority rating ranging from Minor to Extreme. 
 
The scale used is as follows:  
 
Likelihood: 
A Almost certain: will probably occur, could occur several times per year 
B Likely: High probability, likely to arise once a year. 
C Possible: Reasonable likelihood that it may arise over a five year period.  
D Unlikely: Plausible, could occur over a five to ten year period. 
E Rare: very unlikely but not impossible, unlikely over a ten year period. 
 
Potential Impact in terms of the objectives of the organisation:  
a Catastrophic: most objectives may not be achieved, or are several severely affected, eg death of human or horse, huge financial loss. 
b Major: most objectives threatened, or one severely affected eg severe injury to human or horse, major financial loss 
c Moderate: some objectives affected, considerable effort to rectify eg significant medical and/or veterinary treatment, high financial loss 
d Minor: easily remedied, with some effort the objectives can be achieved eg minor medical and/or veterinary treatment, medium financial loss 
e Negligible: very small impact, rectified by normal procedures eg no injury, low financial loss.  
 
The combination of likelihood and potential impact is used to derive a risk priority rating.  More information on risk management principles and these rankings is 
provided in the Appendix to this Plan. 
 
Finally, minimisation strategies are given which are the actions or procedures in place.  Plans and strategies must monitored for effectiveness and communicated 
across the organisation.  The NSWERA Committee will monitor its risk management program formally once annually, and informally as necessary.  The strategies 
are communicated to members and event organisers via the rulebook, newsletter, website, internet chatline, committee minutes and event management 
information packages, as appropriate.  Telephone, email and mailout contact is available when required for urgent matters. 
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RISK Likeli- 

hood 
assess-
ment 

Impact 
Assess-
ment 

Risk Priority 
Rating 

MINIMISATION STRATEGY 

Accidents on track generally  A b 1 Extreme Bib numbers to identify riders 
Accidents on track generally A b 1 Extreme Helmets compulsory for all riders. 
Accidents on track generally A b 1 Extreme Junior riders under 10 years of age accompanied by a senior 

rider at training rides 
Accidents on track generally A b 1 Extreme Police & ambulance services notified and on standby 
Accidents on track generally A b 1 Extreme Radio or phone linked checkpoints, experienced operators 
Accidents on track generally A b 1 Extreme Rescue and retrieval vehicle, experienced personnel 
Accidents on track generally A b 1 Extreme Travelling veterinarian at major events 
Accidents on track causing injury to riders on  
inexperienced horses 

A b 1 Extreme Limited speed for novice horses, identification of novices 

Accidents on track due to track conditions A c 2 Major Caution signs on track, waivers signed 
Accidents on track due to track conditions A c 2 Major Pre-ride talk description of hazards 
Accidents at finish C c 2 Major Gallop finish policy 
Accidents at start C c 2 Major Pace car when ride starts on bitumen 
Accidents at start C c 2 Major Staggered or controlled start for large rides 
Accidents at start C c 2 Major Start line may be moved away from ride base to more suitable 

location 
Accidents in camp causing injury to people & horses 
from horses escaping from yards 

C b 2 Major NSW-ERA recommends metal or 2 strand electrified fence 
yards, accredited officials, policy publicised 

Accidents on track and in camp, injury to TPR 
stewards and vets 

C b 2 Major Blue ribbons on stallions, Red ribbons on tails of horses that 
kick 

Accidents on track causing injury to novice riders C b 2 Major Limited speed for novice riders 
Accidents on track causing injury to novice riders C b 2 Major Novice riders must attend pre-ride talk 
Accidents on track causing injury to novice riders C b 2 Major Novice riders must successfully complete 240 km in rides 

<=120 km before attempting longer rides 
Accidents on track causing injury to novice riders C b 2 Major Novices must do 2 training ride before attempting 80 km 
Accidents on track causing injury to riders on 
inexperienced horses; harm to young horses 

C b 2 Major Novice horses must successfully complete 240 km in rides 
<=120 km before attempting longer rides 

Conflict between rider/strapper & ride official/s - 
physical 

C c 2 Major Rulebook, code of conduct, disputes procedure, disciplinary 
process, accreditation of officials, 
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RISK Likeli- 
hood 
assess-
ment 

Impact 
Assess-
ment 

Risk Priority 
Rating 

MINIMISATION STRATEGY 

Conflict between participants - physical C c 2 Major Disciplinary process, code of conduct, accredited officials, 
rulebook, dispute process 

Conflict between participants - physical C c 2 Major Police & ambulance services notified and on standby 
Conflict between rider & ride official/s - verbal B c 2 Major Disciplinary process, code of conduct, accredited officials, 

rulebook, dispute process 
Conflict between rider/strapper and veterinarian - 
verbal 

B c 2 Major Disciplinary process, code of conduct, accredited officials, 
rulebook, dispute process 

Conflict between participants - verbal B c 2 Major Disciplinary process, code of conduct, accredited officials, 
rulebook, dispute process 

Inadequate number of vets in attendance B b 1 Extreme Encouragement of prenominations to help predict entry 
numbers, veterinary and event standards, programs to 
increase number available 

Inadequate number of TPR stewards in attendance B c 2 Major Provision of TPR courses to train and accredit more TPR 
stewards, volunteer incentive program, subsidised 
membership fees 

Inadequate number of TPR stewards in attendance B b 1 Extreme Encouragement of prenominations to help predict entry 
numbers, veterinary and event standards 

Inadequate provision of first aid to riders C b/c 2 Major Encourage medical services on standby, incentives for 
members to undertake 1st Aid training 

Closure of access to trails by regulators C c 2 Major Course preservation portfolio, membership of Australian 
Horse Alliance, Submissions on Draft Plan of Management, 
necessary access permits obtained, conditions met 

Death of rider E a 3 Medium Medical services and police on standby, catastrophe reports, 
radio communications between event base and course 

Death of horse C a 1 Extreme Autopsy procedure, Catastrophe reports 
Death of horse C a 1 Extreme Novice procedures, rulebook, disciplinary process 
Death of horse C a 1 Extreme Vets in attendance, Rescue and retrieval vehicle 
Dogs causing accident or injury to horses, riders, vets 
or volunteer workers  

C c 2 Major Dogs prohibited from event vetting area, Dogs must be on a 
leash at all times, dogs prohibited from some events 

Heat stress due to extreme conditions (>30 degrees)  C c 2 Major Discretion for Heat Vet to reduce maximum allowable heart 
rate at rides with gate-into-hold vetting 

Heat stress due to extreme conditions (>30 degrees)  C c 2 Major Discretion for ride committee to cancel ride 
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RISK Likeli- 
hood 
assess-
ment 

Impact 
Assess-
ment 

Risk Priority 
Rating 

MINIMISATION STRATEGY 

Heat stress due to extreme conditions (>30 degrees)  C c 2 Major Discretion for ride committee to increase maximum riding time 
or modify course 

Injury or harm to horses due to overriding C b/c 2 Major Early warning system, novice horse procedure Veterinary 
examinations, disciplinary process, code of conduct, 
accredited officials, rulebook, education 

Injury or harm to horses generally B b/c 1 Extreme 
2 Major 

Invasive treatment reports, novice procedures, rulebook, 
veterinary treatment, disciplinary process 

Injury or harm to horses due to  dehydration B b/c 1 Extreme 
2 Major 

Water to be available on track at least every 10-15 km 

Injury to TPR stewards, strappers, riders, other horses 
in vetting area 

C b/c 2 Major Adequate separation of horses in TPR area, provision of  
vetting area of sufficient size for anticipated numbers, 
accreditation of officials 

Injury to TPR stewards, strappers, riders, other horses 
in vetting area 

C b/c 2 Major Disqualification for horses which cannot be vetted safety 

Injury to TPR stewards, vets and other voluntary 
workers generally 

C b/c 2 Major Volunteer Worker and Public Liability insurance 

Volunteer workers exposed to sun for long periods A d 2 Major NSW-ERA recommends use of sunscreen, hats and suitable 
clothing while working out of doors 

Fire causing injury to humans or horses, or property 
damage 

E c 4 Minor Comply with total fire bans and fire weather warnings, 
recommend use of fire drums, campfires kept to minimum, 
water available at campsite site  

Use of drugs to enhance horse performance C b 2 Major Drug policy and testing, negative results promoted, 
disciplinary procedures 

Use of drugs to mask pain or lameness in horse C b 2 Major Drug policy and testing, negative results promoted, 
disciplinary procedures 

Exposure of ride committees to litigation C b 2 Major Disclaimers signed by riders, pre event briefings 
Exposure of ride committees to litigation C b 2 Major Guidelines for ride standards, risk management 
Exposure of ride committees to litigation C b 2 Major Public Liability, Directors and Officers and  Voluntary Worker 

insurance  
Riders getting lost on course A d 2 Major Course maps supplied, Course markers 
Riders getting lost on course A d 2 Major Pre-event briefings 
Riders getting lost on course A d 2 Major Radio communications with ride base 
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RISK Likeli- 
hood 
assess-
ment 

Impact 
Assess-
ment 

Risk Priority 
Rating 

MINIMISATION STRATEGY 

Adverse publicity resulting from horse welfare 
incidents 

C b 2 Major Promotions material, rulebook, code or conduct, horse welfare 
rules and  code, disciplinary process, veterinary supervision, 
drug testing 

Damage to property by escaping horses C c 2 Major Public Liability insurance incl. member to member 
Fall in membership C b 2 Major Promotions package, participation in industry events, 

subsidised end of year membership fees, support for new 
members  

Disclosure of confidential information by administrators D c 2 Major Confidentiality agreement signed, governance courses, 
Constitution, insurance, rulebook, code of conduct 

General misconduct by administrators E c 4 Minor governance courses, Constitution, insurance, rulebook, code 
of conduct 

Loss of Sports Development Grant funding C c 2 Major Correct expenditure and reporting, funding acquittal, auditing 
of accounts, compliance with agreement 

Financial misconduct by administrators E a 3 Medium Governance courses, dual cheque signatories, receipting for 
expenses and reimbursements, competent treasurer,  
accounts audited, reporting to committee, members and 
regulators, insurance policy 

Spread of infectious equine disease 
( impact depends on disease) 

C a/b 1 Extreme 
2 Major 

Adequate space for separation of horses at events, veterinary 
inspection, identification of horses and humans to allow 
tracing, education packages, compliance with regulatory 
requirements, accredited officials, insurance, waivers, 
prenominations, segregated water supplies 

Spread of serious human infectious disease E c 4 Minor Identification to allow tracing, medical services accessible 
Insufficient toilet facilities available at ride base B d 3 Medium Encouragement of prenominations to help predict entry 

numbers, Supply of portable toilets where necessary 
Ineffective or delayed evacuation of event base E b 3 Medium Events encouraged to have evacuation plans. Accredited 

officials, medical and emergency services accessible 
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APPENDIX 1 RISK MANAGEMENT PRINCIPLES 
1.1 What is r isk? 
The Australian Standard on Risk Management AS/NZS 4360:1999 (the Standard) defines “risk” as 
“the chance of something happening that will have an impact on an organisation’s objectives”. It is 
measured in terms of consequences and likelihood. 
1.2 What is r isk management? 
The Standard defines risk management as being:  
"the term applied to a logical and systematic method of establishing the context, identifying, analysing, 
evaluating, treating, monitoring and communicating risks associated with any activity, function or 
process in a way that will enable organisations to minimise losses and maximise opportunities.  Risk 
management is as much about identifying opportunities as avoiding or mitigating losses.”  
 
A number of identified options for risk management are: 
• avoid the risk, e.g. cease the activity 
• reduce the likelihood of it occurring, e.g. introduce a Risk Management plan after undertaking a 

risk audit 
• reduce the consequences, e.g. contingency planning 
• transfer the risk, e.g. through contract or waivers 
• retain and manage the risk. 
 
Risk management is the systematic management of risks.  A risk management 
program is the method by which risks are identified, assessed and managed to 
reduce occurrence of those risks.  Such a program should set out a basic policy 
which determines how the program will operate, whilst setting out the actual practices 
and procedures which will be used to manage identified risks. 
 
A key objective of a risk management program is to minimise liability and other losses.  This objective 
should be reflected in the risk management policy.  Other very important objectives include the 
prevention of property damage and especially the prevention of personal injury to individuals and 
horses.  The program seeks to address potential problem areas before they occur and it aims to be 
pro-active rather than reactive – creating a safer environment and “legally safer” operational 
procedures. 
 
The program must be tailored to specific risks and the specific operational practices 
of our organisation.  Further, for the program to be effective it must be flexible and 
subject to on-going review. 
 
The Standard sets out a systematic risk management approach, which has been followed in the 
development of this policy.  This approach requires the following steps: 
• establishing the risk context, that is the nature of the organisation and its environment; 
• identifying the risks associated the organisation and its activities; 
• assessing each risk (analysis and evaluation); 
• treating the risks (action plan); 
• monitoring and review of risk occurrence and management; 
• communicating and consulting with stakeholders and interested parties. 
1.3 Why is r isk management impor tant for  the NSWERA? 
Risks are inherent in sport and recreation.  Even the safest activities can never completely avoid 
accidents and injuries.  However the fact that an injury occurs does not mean that someone is liable.  
Nevertheless, the law expects that sporting organisations develop risk management and loss control 
programs to ensure a safe environment for all who participate in the activity under their control.  
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The NSWERA needs to be aware of risk because: 
• it is an organisation managing sport or recreational activities 
• the committee members have liabilities as a result of their positions  
• it is an organisation that must deal with people 
• it is an organisation that must deal with money 
• it is an organisation that must deal with external bodies 
• it is an employer, of both paid and volunteer workers. 
1.4 What are the benefits and oppor tunities for  the NSWERA in having a r isk management policy? 
 
The potential benefits and opportunities to the NSWERA are:  
• better sporting outcomes 
• improved safety for participants, officials, spectators and volunteers 
• minimisation of the potential for the organisation to incur liability 
• lower costs and increased budget certainty 
• more effective management of assets, events, programs and activities 
• improved compliance with the law, regulations and other formal requirements 
• enhanced image and reputation leading to: 

– increased interest in endurance riding and the NSWERA 
– greater participation 
– more financial support 

 
1.5 Who is responsible for  r isk management in the NSWERA? 
Managing risk is a key responsibility of the committee members, who must  
understand the needs of the organisation and their legal responsibilities as committee 
members.  
 
Committee members are regarded as owing a fiduciary duty to the organisation.  This means that they 
have special obligations to the organisation because they occupy a position of trust.  Because of the 
fiduciary relationship between the committee and the NSWERA, the committee member is bound to 
exercise his or her rights and powers in good faith and for the benefit of the NSWERA. 
 
The committee members must seek to demonstrate that they used all “due diligence” or took all 
reasonable steps to prevent a reasonably foreseeable loss or injury occurring; thus limiting the liability 
of the organisation and also their own personal liability.  What constitutes due diligence and the 
reasonable steps that must be taken to achieve it, will depend entirely upon the circumstances of the 
issue or the organisation.  However the exercise of all reasonable care to establish a proper risk 
management program; evidence that such a program exists; and evidence that reasonable steps were 
taken to ensure the effective operation of the program should be sufficient to demonstrate due 
diligence.  It is likely that the committee members will be able to establish that they have acted with 
due diligence if they can establish that a program for prevention of reasonably foreseeable risks had 
been established.   

2.0 THE RISK MANAGEMENT PROCESS  
The steps identified in the Australian Standard and applied in the development of this policy are: 

 
1. Context and identification:   
establishing the NSWERA's risk context and undertaking a risk audit to identify risks against that 
context. The identification, assessment and treatment of risk must occur within the organisation’s 
risk context.  There are three parts to this risk context: strategic, organisational and risk 
management.   

 
� The strategic context defines the NSWERA and the environment in which it operates.  This 

process has been achieved through the NSWERA Strategic Plan 
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� The organisational context provides an understanding of the organisation, its stakeholders and 

their respective capabilities.  This process has also been achieved through the NSWERA 
Strategic Plan 

 
� The risk management context defines where and how the NSWERA can apply the risk 

management process.  It defines those parts of the organisation to which the risk management 
process applies.  The risk context includes all aspects of the NSWERA's activities, including 
financial management, training of volunteers and officials, injury prevention, horse welfare and 
conduct of the committee. 

   
2. Risk Assessment  (analysis and evaluation):   
summarising the risks, examining the common links and then taking into account the likelihood and 
severity of the risks, analysing, evaluating and rating the risks to identify risk management priorities.  
Whether there are any existing controls in place and their effectiveness is also assessed.  This step is 
also known as a risk audit. 
 
This step is the analysis and evaluation of risks that the NSWERA may face.  The risk audit is carried 
out against the established risk context, using the risk rating scales.  These scales are used to rate 
identified risks and then identify risk management priorities.  
 
Each identified risk in the risk audit must be rated.  These ratings describe: 

 
A. the likelihood of the risk event occurring (occurrence) 
 
B. the loss or damage ie the impact if the risk event occurred (severity) 
 
C. the risk priority scales.  The risk priority will be rated according to the potential loss or 
damage impact, the degree of urgency required to address the risk and the level of importance in the 
decision to take action to manage the risk. 
 
 
 
 
 
 
` 
A. Likelihood 
The likelihood is related to the potential for risk events to arise over an evaluation cycle.   

 Likelihood scale 
 

Rating LIKELIHOOD 
The potential for problems to occur in an evaluation cycle 

A ALMOST CERTAIN: will probably occur, could occur several times per year 

B LIKELY: high probability, likely to arise once per year 

C POSSIBLE: reasonable likelihood that it may arise over a five-year period 

D UNLIKELY: plausible, could occur over a five to ten year period 

E RARE: very unlikely but not impossible, unlikely over a ten year period 
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B. Loss or damage impact 
The loss or damage impact rating is based on the degree of loss or damage. 

 
Loss or damage impact scale 

 

Rating POTENTIAL IMPACT 
In terms of the objectives of the organisation 

a CATASTROPHIC:  most objectives may not be achieved, or several 
severely affected eg death of human or horse, huge financial loss. 

b MAJOR:  most objectives threatened, or one severely affected eg severe 
injury to human or horse, major financial loss. 

c MODERATE:  some objectives affected, considerable effort to rectify eg 
significant medical and or veterinary treatment, high financial loss. 

d MINOR:  easily remedied, with some effort the objectives can be achieved 
eg minor medical and or veterinary treatment (1st Aid), medium financial 
loss. 

e NEGLIGIBLE:  very small impact, rectified by normal processes eg no 
injury, low financial loss. 
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C. Risk priority 
The risk priority scale determines the nature of the risk and the action required.  It is an indicator to 
assist in the decision making of what action is warranted for the risks. 

Risk priority scale 
 

LOSS OR DAMAGE IMPACT 
a 
 

b 
 

c 
 

d 
 

e 
 

A 
 

Extreme 
(1) 

 

 
Extreme 

(1) 
 

 
Major 

(2) 
 

 
Major 

(2) 
 

 
Medium 

(3) 
 

B 
 

Extreme 
(1) 

 

 
Extreme 

(1) 
 

 
Major 

(2) 
 

 
Medium 

(3) 
 

 
Minor 

(4) 
 

C 

 
Extreme 

(1) 
 

 
Major 

(2) 
 

 
Major 

(2) 
 

 
Medium 

(3) 
 

 
Minor 

(4) 
 

D 
 

Major 
(2) 

 

 
Major 

(2) 
 

 
Medium 

(3) 
 

 
Minor 

(4) 
 

 
Minor 

(4) 
 

E 
 

Medium 
(3) 

 

 
Medium 

(3) 
 

 
Minor 

(4) 
 

 
Minor 

(4) 
 

 
Minor 

(4) 
 

 
Key: 

 
1 Extreme risks that are likely to arise and have potentially 

serious consequences requiring urgent attention 
2 Major risks that are likely to arise and have potentially serious 

consequences requiring urgent attention or investigation 
3 Medium risks that are likely to arise or have serious consequences requiring 

attention 
4 Minor risks and low consequences that may be managed by routine 

procedures 
 

The risk priority scales have been rated according to:  
• the potential loss or damage impact 
• the degree or urgency required to treat the risk and/or the type of intervention to treat the risk 
• the level of importance in taking action to manage the risk. 
 
Once a risk priority has been determined using the rating scales, then the level of risk treatment and 
action required for each risk, must be identified.   
 
 

L 
I  
K  
E 
L  
I  
H 
O 
O 
D 
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3. Treating risks (action plan):   
Is the consideration and development of a variety of actions and other responses to the risk 
assessment, based on risk significance.  The risk action plan sets out treatment and management of 
the risk.  It also sets out the basic policies and operational practices and procedures which will be 
applied to manage the identified risk.  
 
This plan will include: 
• what is needed to treat the risk 
• who has responsibility 
• what is the timeframe  
• how we will know when the risk has been successfully managed.   
 
4. Monitor and review:  
Regular monitoring and review of the plan against set timeframes.  The risk management system and 
treatment plan must be monitored and reviewed on an ongoing basis because circumstances change 
and these changes may affect the risk management action plan.  The policy should be reviewed at 
each meeting of the NSWERA, to ensure that risks are being addressed including new issues, and to 
ensure that the treatment plan remains relevant.  Risks facing the organisation and the sport should 
be monitored through the State divisions, and the various reporting mechanisms, such as incident 
reports and insurance claims. 

 
5. Communicate and consult:   
Ensure all key stakeholders are consulted throughout the planning and implementation process and 
also through the monitoring and review phase.  Effective communication and consultation is important 
to ensure that those responsible for the risk management process and treatment, and all affected 
stakeholders, are aware of the basis on which particular risk management decisions are made and 
why particular actions are required.  The policy must be communicated to the Event Organising 
Committees.  These groups will be largely responsible for implementation of the risk management 
measures outlined in the policy.  These groups will be consulted via the NSWERA committee, for their 
comments regarding the issues addressed in the policy, the appropriateness of the control measures 
and new issues.  The committee will also make the plan available to the members and other 
stakeholders. 
 
A plan is useless if it is not implemented.  One point that should be remembered is that putting such a 
plan in place is important, but if it is not followed and an accident occurs in a situation that the plan 
provided a safety recommendation for, then that departure from the plan could be used as the basis 
for a negligence action.  A risk management plan must be written clearly and provided to all relevant 
personnel. 
 
Care must be taken in documenting the action plan to ensure that the risk management steps 
“communicate and consult” and “monitor and review” are achieved.  
 

 
 

Notes on the role of Insurance 
Insurance is a common risk management/transfer tool in that it seeks to transfer the risk which may 
exist within a sporting organisation to another party (i.e. the insurer).  It is a reactive rather than a 
proactive risk management tool in that it aims to reduce the risk to a sport or recreation organisation 
after the incident arises. 
 
The focus of risk management should be proactive to prevent the risk arising in the first place.  
Insurance is a tool to transfer that risk when and if the risk arises. 
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When a sporting organisation is incorporated, it gains a legal entity and the  organisation’s liability will 
be limited to the extent of its surplus assets and any further contribution required by the members in 
accordance with its constitution (which is usually limited to a small amount, such as an amount not 
exceeding $1).  The purpose of insurance in the context of an incorporated sporting organisation is to 
protect the surplus assets of the organisation and also to protect the personal assets of the office 
bearers in the case where they may be found personally liable. 
 
In order to ascertain the appropriate insurance required, a risk management analysis must be 
undertaken by the organisation to review its potential risks and then an assessment made of whether 
appropriate insurance is available to cover that risk. 
 
The types of legal claims which may be made against a sporting organisation include: 
 
• negligence claims (e.g. personal injury or decisions made) against the association, its members, 

officers, officials, coaches and volunteers 
• criminal liability (including claims for sexual offences and discrimination) 
• occupier’s liability Insurance cover 
• occupational health and safety 
• employment liability (e.g. unfair dismissals). 
 
Below is a summary of the types of policies which are applicable to the NSWERA.  
 
• Public liability insurance (also called broadform policy) 
Sporting organisations must use reasonable care and skill to ensure that people involved in their 
activities are not injured in any way as a result of the negligence of the organisation or sporting 
participant.  The duty owed extends to spectators, tradesmen and other visitors to the premises, ie 
ridebase, course etc. 
 
A public liability insurance policy is necessary for a sporting organisation to protect itself against 
claims made by a third party in respect of bodily injury or property damage arising out of the operation 
of the organisation’s business (note that this does not cover property damage to the organisation’s 
assets but to property damage of a third party). 
 
For example, it is likely to cover a person who enters property used for the organisation's activities and 
slips due to a wet surface and sustains a serious head injury.  Another example is where a sport or 
recreation organisation holds an event and a competitor sustains some form of injury. 
 
The policy may also cover injuries resulting from products sold or supplied, where a sport or recreation 
organisation sells or supplies food, drinks or merchandise (such as equipment and clothing) – 
commonly referred to as product liability. 
 
Sporting organisations may have public liability insurance for a specific event to 
protect them against claims made by a third party in respect of bodily injury or 
property damage arising out of that event.  
 
• Professional indemnity insurance 
Generally this type of policy covers professional people in the business of giving advice and acting on 
behalf of others, such as coaches. 
 
It covers individuals for legal liability when there has been error, omission or neglect by the individual 
in the carrying out of their professional duties.  Because error or neglect can lead to the professional 
being sued for negligence, professional indemnity cover insures them against such claims.  Policies 
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can include damages for libel, slander and defamation.  Negligence or accidental error is often the key 
to cover and in sport or recreation this equates with negligence or error occurring during instructions 
by a coach, manager, physiotherapist or doctor. 
 
There is often an overlap between Professional Indemnity Insurance and Directors and Officers 
Liability Insurance.  The contract of insurance must be reviewed to ascertain the nature of cover. 
 
• Directors and officers liability insurance 
Generally, this form of insurance is designed for board and committee members of sporting and 
recreation organisations who can be sued by their own organisations for acts of negligence (i.e. it is 
alleged that they have breached the duty of care owed to their organisation).  This type of insurance 
policy is of particular importance where sporting and recreation organisations have large financial 
turnovers. 
 
As mentioned above this policy often overlaps with the Professional Indemnity Insurance cover. 
 
• Personal accident insurance 
This type of policy is applicable to individuals within sporting and recreation organisations, such as 
sporting participants, officials and the like.   
 
It usually provides cover in the form of weekly fixed payments as a protection against loss of income if 
a person is unable to work through sickness or accident, or in the form of a lump sum to dependants in 
the event of accidental death. 
 
Forms of benefit under this type of policy may also include medical benefits, student assistance 
benefits, home help allowance and parents inconvenience allowance in a case where a child is 
injured.   
 
The type of injury covered may not include injuries suffered by actions outside the rules of the game 
(i.e. where a player is assaulted by another player after the game). 
 
 
• Associations liability insurance 
Associations Liability Insurance is distinguished from Directors and Officers Liability Insurance in that it 
usually covers directors and officers for acts of negligence and the organisation for the negligent acts 
of the directors and officers of the organisation. 
 
 
 



NSWERA Governance Manual 
SMC Overview - Document No. 7.1 

. 
Last saved by Tom Perkins                                          18/07/2010 

Adopted by SMC Resolution 16th July 2010 

 
 
 
 

SMC Management Overview 
 
 
 
 
The  SMC manages the day-to-day affairs of the association within policy guidelines to 
individually accountable roles or portfolios and drives forward development 
and direction through regularly updated strategic and business plans. 
The SMC is, like the broader membership, made up of individuals who can, and will have 
differing aspirations for the Association. This diversity of background, ambition, and 
opinion will enrich the deliberations and productivity of the SMC provided all decisions, 
ultimately, are reflective of the majority view of the membership. 
To ensure the management and the ongoing direction and development of NSWERA is 
consistent with the ideals of the broader membership the SMC shall remain grounded 
through membership endorsement of the Business and Strategic plans, ratification of 
policies or strategies designed to manage complex or contentious areas, and the ongoing 
activities of the Feedback Portfolio.    

 
 



NSWERA Governance Manual 
SMC Structure - Document No. 7.1.1 

. 
Last saved by Tom Perkins                                          18/07/2010 

Adopted by SMC Resolution 16th July 2010 

 
 

SMC Structure 
 
Elected Members 
There are ten positions on the SMC for  committee members elected by the membership for  
per iods of two years. Continuity is maintained by electing groups of five on alternate years. 
Casual vacancies are filled by the next in order  unsuccessful candidate from the last 
election or , failing that, by invitation from the SMC. Any casual appointment will be for  the 
per iod to the next AGM. Having been elected to the position in a general election these 
SMC members shall serve the best interests of the association as a whole.  
 
Zone Representative 
An incorporated zone association may appoint a zone representative to promote its interests 
and to serve as an SMC member with full voting r ights. The term of any such appointment 
is indefinite. Should the zone interests ever  conflict with the zone representative’s broader  
SMC membership role the matter  shall be dealt with as a conflicting interest under  the 
SMC’s code of conduct.    
 
Election of Office Bearers  
As soon as practicable after  the election of the five SMC positions each year  the four  
executive positions are declared vacant and refilled for  the following year  by ballot within 
the SMC, taking nominations from among the elected members. 
 
Election of AERA Delegates 
As soon as practicable after  the office bearers have been elected the matur ing AERA 
delegate position/s shall be declared vacant and refilled for  the following two year  term by 
ballot within the SMC, taking nominations from among the elected members. There are 
three positions, each normally elected for  two year  terms that are staggered ensur ing at 
least one term matures each year . 
Any position vacated or  held by a person who ceases to be an SMC member shall be 
declared vacant and refilled for  the remainder  of the term by ballot within the SMC taking 
nominations from among the elected members. 
 
 
Roles and Por tfolios 
As soon as practicable after  the office bearers have been elected the management por tfolios 
are assigned giving due consideration to the interests, skills, aptitude, and exper ience of 
each SMC member while achieving an equitable distr ibution of the workload. Each SMC 
member shall be responsible for  managing his or  her  por tfolio outcomes to the defined 
KPI ’s and par ticipating in the ongoing development of the por tfolio and its processes. I t 
will be the responsibility of the Vice President to ensure coaching and suppor t is provided 
for  committee members in the management of their  por tfolios.   
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Code of Conduct  

 

 

 

It is expected that in carrying out his or her duties on behalf of the association an SMC 

member shall: - 

a) Attend scheduled meetings. 

b) Provide quality service with good intent to the best of their ability. 

c) Deal with others in a courteous, respectful, manner. 

d) Listen to and acknowledge the position and opinions of others. 

e) Deal with all issues objectively, on their merits. 

f) Place the interests of the association as a whole ahead of personal or sectional 

interests. 

 

And in the matter of Conflicting interests, an SMC member shall: - 

  

a) Disclose the nature of any direct or indirect personal interest in a matter being 

considered, or about to be considered by the committee, and: - 

a. Must not be present nor participate in the committee’s deliberations or 

decisions with respect to the matter, unless determined otherwise by the 

committee. 

b. Must not be present nor participate in the committee’s deliberations or 

decisions with respect to determining their participation in dealing with the 

matter. 

b) Not use his or her position on the committee, or information gained as a committee 

member to directly or indirectly gain advantage for himself or herself, or any other 

person or persons, or to cause detriment to the association. 

 (Incidental conflicting interest declarations are to be recorded in the SMC Meeting 

minutes, ongoing or regular conflicting interests are to be recorded in a register kept by the 

Public Officer.) 

 

Zone Delegates 

In presenting, submitting, discussing matters on behalf of their zone, zone delegates are 

deemed not to have a conflict of interest, unless:- 

a. The delegate declares a personal interest, or 

b. The committee, on a simple majority, deems a conflict exists. 
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Complaints 
 

 
 
 
Child Protection 
Any matter related to child protection should be reported in writing, or verbally, directly to 
the Child Protection Officer who is normally the Vice President, and the matter will be 
dealt with in confidence. If the Child Protection Officer is unavailable or there is a possible 
conflicting interest, the matter may be reported to the President. 
 
All Other Complaints  
All other complaints must be submitted as written, signed statements to the NSWERA 
Secretary. Should the Secretary not be available or there is a possible conflicting interest, 
the matter may be reported to the President. Verbal or unsigned complaints will not be 
accepted. 
The complaint shall be held in confidence and tabled at the next SMC meeting where the 
decision will be made to dismiss or investigate the matter. Immediately a decision is made to 
proceed with an investigation any member implicated in the complaint shall be provided 
with a copy of the complaint and any supporting statements with a request to provide a 
written signed response.        
In investigating a matter the SMC may make enquiries and reach a decision, or at their 
discretion the matter may be referred to the IDP.   
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SMC Meeting Minutes 
 
 
 
SMC meeting minutes are the only means by which an ordinary member may monitor  the 
SMC’s management of the Association on his or  her  behalf, it is imperative therefore that 
the minutes are a complete accurate record of the proceedings of the SMC meeting. The 
basic minutes are to be a concise record of all proceedings, discussion, and decisions 
identifying all subject members by name and membership number, and horses by name 
and logbook number. In disseminating the minutes to the var ious recipients it will be 
necessary, for  obvious reasons, to withhold some information in the basic minutes. To 
protect the membership’s r ight to information it is imperative that str ict, known and 
accepted protocols and guidelines are applied in the summar ising of the minutes for  release 
outside the SMC. 
  
In Camera 
Where a matter  has ser ious legal, natural justice, or  pr ivacy issues the SMC may decide to 
deal with the matter  ‘ In Camera’  with only SMC members and support personnel who 
have signed confidentiality under takings, or  members per tinent to the issue, present. In 
such circumstances the records of any proceedings shall be extracted from the basic 
minutes and filed with any records or  correspondence on the matter  in the Secretary’s 
‘confidential’  files. 
The basic minutes shall then read, for  example: - 
            ‘Member complaint regarding time keeping at Q60 – Dealt with in camera.’  
 
Formally Ratified and filed Minutes. 
The basic minutes, minus any ‘ In camera’  proceedings shall be the formal, recorded 
minutes of the SMC meeting. 
 
Published Minutes. 
For  var ious reasons it will be necessary to withhold information in the Formal minutes 
when releasing them into the public arena. In general, for  pr ivacy reasons, the names of 
subject members or  horses shall be withheld leaving only the membership and logbook 
numbers for  reference. Any sensitive detail that may have legal, pr ivacy, natural justice, or  
strategic significance may be withheld, however , in such circumstances a note shall be 
inser ted in its place:-  
‘Detail withheld due to -… Legal considerations.   …. Pr ivacy considerations. … NSWERA 

Strategic considerations.  
Except where it could be demonstrated that such a notation may be inflammatory; in which 
case detail may be withheld without notation.  
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NSW Endurance Riders Association Inc.  

 
Policy Name: 

State Management Committee - Member Expenditure Policy 
 
Policy Purpose: 

This policy provides guidelines for members of the State Management Committee (SMC) in regard to 
expenditure incurred by them in their capacity as a member of the NSWERA SMC. 
 
**************************************************************************************** 
 
MONTHLY NSWERA INC. SMC MEETINGS 

 
The NSWERA pays for “nibbles”, soft drinks and a “finger food” meal at each meeting. 
 
SMC members will incur expenses to travel to/from meetings and may also incur accommodation 
and other related expenses. 
 
SMC members are invited to claim the following in relation to attending SMC meetings: 

• Actual motor vehicle fuel costs. 

• Motorway tolls.  

• Train / bus fares. 

• Shared accommodation shall normally be provided at the Windsor motel (excluding 
meals, mini bar, movies, etc) for members having more than 1 hour to travel home when 
a meeting finishes after 11.00 pm. alternatively, the cost of a single economy room at the 
Windsor Motel, or the equivalent value towards the cost of accommodation elsewhere 
may be claimed. 

• Parking fees, parking fines, traffic infringement fines, meals or snacks incurred whilst 
travelling are not claimable. 

 
  
ANNUAL GENERAL MEETING EXPENSES 
 
Travel and accommodation expenditure incurred in relation to the AGM and associated events are 
not claimable and this includes any SMC meetings held within 24 hours of the AGM. The Minute 
Secretary and the Secretariat are entitled to claim their travel and accommodation costs in relation 
to attendance at the AGM. The accommodation costs are limited to the equivalent of a single room 
rate at the venue. 
 
 
AERA INC. MEETINGS 

 
3 members of the NSWERA Inc. SMC represent NSW on the AERA and attend AERA meetings. The 
AERA pays for the airfares for 2 of the 3 delegates and the accommodation expenses for all 3 
delegates. The AERA ultimately recharges the total meeting costs back to the Divisions on a pro rata 
basis. 
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The NSWERA Inc. shall reimburse the airfare of the 3rd delegate. 
 
The AERA delegates also incur out-of-pocket costs such as travel to/from the airport, airport 
parking, taxi fares and evening meals. NSWERA pays a $200 allowance per delegate to cover such 
out-of-pocket expenses for which substantiation is not required. Any expenditure above the 
allowance is not claimable from the NSWERA. 
 
 
PORTFOLIO RELATED EXPENSES 

 
SMC members may incur expenditure due to the nature of their SMC portfolio. For example, the 
Secretary will be required to telephone individuals, prepare and mail correspondence etc. Any 
expenditure incurred by a SMC member in relation to their portfolio may be claimed. 
 
The President and Secretary are invited to claim an unsubstantiated telephone/internet allowance 
of $30 per month.   
 
 
EVENT ATTENDANCE EXPENSES 

 
Attendance by SMC members at Endurance rides are generally not subject to expense 
reimbursement. From time to time SMC members may be requested to attend a ride (which they 
would not otherwise attend) to assist ride committees who are short staffed or to perform certain 
tasks eg. Drug testing (but excluding chief stewarding). It is also possible that SMC members may be 
required to attend some other function or activity in an official or semi official capacity. 
 
A reimbursement of expenses in these situations will only be paid where the NSWERA Executive has 
pre approved such attendance. 
 
 
THE CLAIM PROCESS 

 
To claim a reimbursement of expenses; 
1. Email or post a copy of the invoice, receipt, docket or other proof of purchase to the NSWERA 
Treasurer. 
2. The expense claim will be tabled at the next NSWERA Inc. SMC meeting for approval. 
3. A cheque will be drawn at the meeting if approved. 
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                               Position Title 

President 

Position Purpose 

 

Ensure common purpose and direction for NSWERA by providing effective leadership.    

 

 

Principle Accountabilities & Performance Indicators. 

 

Visible Head of the Association 

The formal 'voice' and ‘face’ of the association representing the association at external meetings 

and events. Sign documents on behalf of the association. 

 

 

 

Operation, Direction and Development 

Overall co-ordination of the activities of the association ensuring it is run according to the 

constitution, the rules, and following strategic and business plans that reflect the needs and wishes 

of the membership. 

 

KPI – Strategic and Business Plans current and being followed. 

 

 

Lead and Direct the SMC 

Set an annual agenda, ensure all relevant information is made available to committee members, 

chair meetings, and initiate and oversee activities and projects and resolve disputes and grievances.   

 

KPI – Annual agenda set and being followed, all role and portfolio outcome KPI’s being met.  

 

 

 

 

 

 

 

 

 
 



NSWERA Governance Manual 

SMC Position Description - Document No. 7.3.2.1     

Last saved by Tom Perkins                                         22/03/2010 

Adopted by SMC resolution 19
th

 March, 2010 

                                    Position Title 

Vice President 

(Acting President as and when required) 

Position Purpose 

 

Ensure the SMC management of the affairs of NSWERA is structured, effective, and consistent by 

the application of best practice Governance principles and documented role and outcome 

accountabilities.    

 

 

 
Principle Accountabilities & Performance Indicators. 

 

Gover nan ce Proc esses 

Ensure NSWERA Governance processes are, and remain aligned with the NSW Sport and 

Recreation’s Governance Principles Best Practice guidelines. 

 

KPI – Strategy for compliance in place.    

 

 

Governance Manual 

Establish and maintain a Governance manual containing, copies of constitutions, applicable 

statutory and other policies, Governance processes, and SMC and support role Position 

Descriptions with accountabilities and Key Performance Indicators (KPI’s).     

 

KPI – Basic manual established and SMC ratified by 2011 AGM. 

 

 

Process Support 

Provide induction and ongoing coaching assistance and support to SMC Portfolio holders and 

service providers in the delivery of principle accountabilities and the development of procedures.  

 

KPI – All SMC members and service providers understand and are effective in their roles.  

 

 

Service Agreements 

Oversee the process aspects of the service provider roles and conduct annual process and 

performance reviews. 

 

KPI – Service agreements current, procedures being followed and refined.   
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                                 Position Title 

Child Protection Officer 
(Normally the Vice President) 

Position Purpose 

 

Assume the duties and responsibilities of Child Protection Officer for NSWERA as defined 

in the Child Protection and Intervention Policy. 

 

 

 

Principle Accountabilities & Performance Indicators. 

 

Communicate 

Ensure all members, officials, and volunteers are aware of their rights and responsibilities 

under the Child Protection and Intervention Policy and are aware of the identity and role 

of the Child Protection Officer. 

 

KPI – Details communicated at least annually. 

 

 

Reporting 

It is the duty of the Child Protection Officer to report any allegations of child abuse that 

may occur in NSWERA, to the local branch of the Department of Community Services 

(DoCS) and the NSW Police Service.     

 

KPI – Allegation reported in writing within 24hrs. 

 

 

Confidentiality 

The Child Protection Officer must ensure complete confidentiality in dealing with any 

issue. 
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                                 Position Title 

Secretary 
Position Purpose 

 
Ensure the Day-to-day business of the NSWERA Inc. is managed and recorded in compliance with 
the Constitution and the applicable NSW Incorporated Associations Act.  
 
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 

Appointments 
The secretary of the Association shall, as soon as practicable after  being appointed as 
secretary, lodge notice with the Association of his or  her  address. 
Ensure all appointments of office bearers and members of the committee are recorded. 
 
KPI  – Details of office bearers and committee members on record. 

 
Day-to-day administration 
Manage the day-to-day business of the association, oversee the activities of the Secretar iat 
and minutes secretary, prepare meeting agendas in consultation with the Chairperson, log 
and process correspondence. 
 
KPI  – All current business being managed in a timely manner.    
 
Minutes 
I t is the duty of the secretary to ensure the keeping of minutes of the names of members of 
the committee present at a committee meeting or general meeting, and all proceedings at 
committee meetings and general meetings.  
Minutes or  proceedings at a meeting shall be signed by the chairperson of the meeting or  
by the chairperson of the next succeeding meeting. 
 
KPI  – Minutes recorded to standard, signed, and filed. 
 
 
 
.  
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                                 Position Title 

Public Officer 
(Usually the Secretary, unless decided otherwise by the SMC) 

Position Purpose 

 

Assume the duties and responsibilities of Public Officer for the NSWERA Inc. as defined in the 

constitution and the applicable NSW Incorporated Associations Act. 

 

 

 
Principle Accountabilities & Performance Indicators. 

 

Official Contact Point 

The Public Officer is the official contact point for the association and must lodge notice of 

his or her appointment to the position with the NSW Office of Fair Trading within 14 days. 

 

 

The Common Seal 

The Public Officer shall have custody of the common seal of the association. 

The seal may only be affixed to any instrument by the authority of the SMC and must be 

attested by the signatures of two committee members, which may include the Public 

Officer. 

 

KPI – Seal in custody.        

 

Books and Records 

Except as otherwise provided by the rules of the association the Public Officer shall keep in 

his or her custody or under his or her control all records, book, or other documents 

relating to the association. 

The records, books, and other documents of the association shall be open to inspection, free 

of charge, by a member of the association at any reasonable hour. 

 

KPI – All records and books up-to-date, filed, and accessible. 

 

 

Annual Statement 

The public officer must lodge an annual statement (form 12) with the NSW Office of Fair 

Trading within one month after each AGM. 

 

KPI – Statement lodged. 
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                                 Position Title 

Treasurer 
Position Purpose 

 

 

To ensure the finances of NSWERA Inc. are managed to best practice, and as defined in NSWERA 

Constitution.     

 

 

 
Principle Accountabilities & Performance Indicators. 

Payments and Receipts 

It is the duty of the treasurer of the Association to ensure that all money due to the Association is 

collected and received and that all payments authorized by the Association are made. 

 

KPI – Running monthly balance and Profit & Loss sheets ratified by SMC.   

 

 

Records 

Correct books and accounts are kept showing the financial affairs of the Association including full 

details of all receipts and expenditure connected with the activities of the Association and all 

financial reporting is completed as required. 

 

KPI – Audited annual financial statement ratified at AGM.  

 

 

Budgets 

Prepare and manage the operating budget, develop and manage budgets for specific projects. 

Keep the SMC informed of the financial position of the association and it’s projects. 

 

KPI – Budgets set and being tracked.  

 

 

Reimbursements 

Manage the reimbursement of out-of-pocket expenses to a defined policy and procedure. 

 

KPI - Reimbursement policy defined, understood by all, and applied. 
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Position Title 

Ride Calendar  

Position Purpose 

 

Ensure riders in NSW have ample opportunity to plan for and attend rides and event conflict is 

minimised by management of a ride calendar that is one year ahead.  

 
 

Principle Accountabilities & Performance Indicators. 

 

Ride Booking 
Liaise with the secretariat and SMC to ensure the defined protocols and procedure for ride booking and date 

allocation are followed. 

  

KPI – Defined calendar management procedure being followed. 

 

 

Anomalies Resolution 
Present to the SMC for resolution, any ride allocation issues that can’t be resolved by the booking criteria or 

by agreement between ride organizers. In liaison with Secretariat and ride organizers investigate and resolve 

anomalies in the ride booking process, presenting suggested process adjustments to the SMC. 

  

KPI –Anomalies promptly resolved. 

 

 

Display Calendar 

Ensure the ride calendar is displayed, and regularly updated, on the NSWERA Website and in the 

NSWERA Newsletter and all displayed information is accurate and up to date, particularly contact 

details and pre-nomination links. 

 

KPI – Up-to-date ride calendar displayed. 

 

 

Liaison and Overview 
Provide coaching and mentoring support to ride organizers in preparing ride applications and maintain an 

active overview of the calendar, presenting to the SMC any possible strategic or efficiency improvements 

identified. 

 

KPI – Ride Calendar problem free and continually improving. 
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                            Position Title 

Chief Stewards &  TPR’s 
Position Purpose 

 
To ensure NSWERA affiliated Endurance events are conducted in an order ly manner  
within the rules and guidelines, with horse TPR stress indicator  parameters regular ly 
monitored, by the recruitment, training and coordination of suitable Chief Stewards and 
TPR stewards within NSW. 
 

 
 
Pr inciple Accountabilities, &  Per formance Indicators. 
 
Chief Stewards 
Ensure the availability of competent, exper ienced Chief Stewards for  all r ides in NSW by 
maintaining, coordinating, and suppor ting a team of active Chief Stewards, conveniently 
spread across the state. 
 
KPI . A minimum of 10 active Chief Stewards available.   
 
 
 
TPR Stewards 
Ensure the availability of competent, exper ienced TPR Stewards for  all r ides in NSW by 
regular  TPR courses conducted at r ides, targeting areas where TPR’s are thin on the 
ground. 
 
KPI . A minimum of 30 active TPR Stewards available.   
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                            Position Title 

Horse Welfare. 
Position Purpose 

 
To ensure the welfare of horses participating in NSWERA endurance events by 
preventing the use of prohibited substances and investigating and reporting on any 
invasive treatment that is the consequence of participation.        
 

 
 
Principle Accountabilities, & Performance Indicators. 
 
Prohibited Substances Monitoring 
Conduct a program of a random sampling of horses for the presence of prohibited 
substances at a minimum of 4 affiliated endurance rides including the State 
Championships and the Quilty, when in NSW, to a predetermined random pattern that is 
unpredictable to the membership, reporting the results. 
 
KPI - Random pattern set and confidential. Testing of targeted rides and positions 
completed. 
 
 
 
Invasive Treatments 
Investigate and report on all horse invasive treatments that are the consequence of 
participating in affiliated endurance events.  
 
KPI - All invasive treatments investigated and reported, with possible remedial actions 
identified. 
 
  
 
 
 
 
 
 
 
 
 
 

 



NSWERA Governance Manual 
    SMC Position Descr iption   - Document No. 7.4.4 

Last saved by Tom Perkins                                          4/12/2009 

                                 Position Title 

Insurance 
Position Purpose 

 
Ensure members injured at NSWERA events have access to financial insurance suppor t by 
facilitating the insurance coverage and assisting members to process insurance claims.  
 
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Coverage of Events 
Ensure all approved NSWERA r ides have insurance coverage by submitting the 
appropr iate advice form with the AERA Insurance Officer  and updating the advice with 
any changes that may occur .  
 
KPI  – All scheduled NSWERA r ides have Insurance coverage. 
 
 
L iaison 
Provide assistance and advice to r ide committees seeking Cer tificates of Currency. Answer  
quer ies and provide advice and assistance to members, committees, and officials regarding 
the insurance process. Assist members to follow up outstanding claims when requested.    
 
 
 
Incidents 
Should an accident occur , forward the Chief Stewards Repor t detailing the incident to the 
AERA Insurance Officer  and provide process advice and assistance to the claimant. 
 
KPI  – All incidents repor ted.   
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                                 Position Title 

Promotions 
Position Purpose 

 
Ensure the growth of the spor t of Endurance Horse Riding in NSW by developing and 
managing promotional strategies and activities.  
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Mater ial 
Establish and maintain a library of presentation mater ial to be used in promotional 
activities. 
 
KPI  – L ibrary established and pr ior itized list of mater ial under  development. 
 
 
Promotion 
L iaise with SMC, zone committees, and club committees to develop promotional strategies 
and packages and lead or  suppor t those activities at the State, Zone, and local level. 
 
KPI  – Strategies developed and being tr ialed at the 3 levels.   
 
 
 
 
 
 
 
 
 
Note This is a por tfolio under  development. As par ticular  promotional strategies are 
developed, tested, and confirmed their  details and outcome KPI ’s will be wr itten into this 
PD.   
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                                 Position Title 

Feedback 
Position Purpose 

 
Ensure the major ity view and needs of the basic NSWERA membership are factored into 
management and organiser  decisions by developing and managing appropr iate feedback 
systems.  
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Membership to Management Group 
Develop and manage a feedback system that routinely gauges the memberships position on 
topical subjects and could be used by the SMC for  an indication in pressing issues.  
 
KPI  – System to be developed. 
 
 
Membership to Ride Organisers 
Develop and manage a feedback system from r iders to r ide organizers that ensures the 
continuous improvement of the quality of NSWERA r ides.  
 
KPI  - Ride survey system developed and under  tr ial. 
 
 
Ride Organisers to Management. 
Develop and manage a feedback system from r ide organisers to SMC that ensures the 
continuos improvement of management processes and decisions. 
 
KPI  – Ride organiser ’s forum developed and under  tr ial. 
 
 
Note This is a por tfolio under  development. As par ticular  strategies are developed, tested, 
and confirmed their  details and outcome KPI ’s will be wr itten into this PD.  
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                                 Position Title 

Ride Administration 
Position Purpose 

 
Ensure the field administration of NSWERA endurance r ides is managed efficiently and 
effectively by coaching r ide secretar ies and providing a documentation package and a 
database computer .   
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Procedures and Documentation 
L iaise with the SMC, r ide organizers, and others in developing and defining the 
administrative procedures and documentation for  conducting and recording the results of 
an affiliated endurance event. Ensure the latest versions of all procedures and documents 
are entered in the Procedures Manual, and where appropr iate, posted on the website.    
 
KPI  – Masters of all documents in the Procedures manual and only the latest versions in 
use. 
 
 
Administration Pack 
Ensure r ide secretar ies have all of the documents they need by defining the contents of, and 
overseeing the distr ibution of an administration pack. 
 
KPI  – Up-to-date administration pack forwarded to r ide secretar ies one week before r ide. 
 
 
Database Computer  
Ensure efficient collection and transfer  of r ide data to the central database by overseeing 
the coaching and suppor t of r ide secretar ies and the circulation of database computers that 
are loaded with the latest information.   
 
KPI  – Timely and trouble free update of r ide data in Database.   
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                                 Position Title 

Merchandising 
Position Purpose 

 
Ensure the Membership has access to a quality, uniform range of NSWERA branded r ide 
clothing and accessor ies by sourcing, stocking, and promoting a suitable range of items.  
 
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Stock 
L iaise with the SMC and suppliers to establish a suitable range of items and sizes. 
Establish and maintain agreed stock levels for  each item.  
 
KPI  – Agreed range of item types, sizes, and quantities stocked.   
 
 
Order  System 
Develop and maintain a tick box order  form with a size V’s measurement matr ix, up to 
date pr ice list with handling and postal costs defined to simplify mail order ing. 
 
KPI  – Form defined and available to members.     
 
 
 
Promote 
Promote the range of r ide clothing and accessor ies by photographic adds in the newsletter  
and on the web site, and por table displays at endurance r ider  gather ings such as meetings, 
forums, and r ides. 
 
KPI  – Adds on the web and in the newsletter  and por table display in circulation.   
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                                 Position Title 

Website 
 
Position Purpose 
 
Ensure the NSWERA membership has instant access to information relevant to the 
associations activities and on-line, interactive, processes that suppor t and facilitate 
those activities by managing and updating the association’s website.  
 

 
      
 

 Pr inciple Accountabilities &  Per formance Indicators. 
 

Content &  Format 
Maintain an overview of the content, layout, format, and quality of the 
associations website consulting with all levels of the organization to ensure the 
website remains relevant and topical to the members needs, and is continually 
improving. 
 
KPI  – NSWERA Website remains the benchmark. 
 
 
Interactive Processes 
L iaise with SMC, r ide organizers, and others to maintain and improve existing 
interactive facilities for  r ide pre-nomination and r ide surveys, while explor ing 
other  possibilities.   
 
KPI  – Interactive facilities effective and being expanded.    
  
 
Website Management 
The website por tfolio shall be the single point of contact for  all communications 
and liaison with the webmaster  and shall approve all adjustments or  additions 
to the website 
 
 
 
 
Google Maps 
Manage and update Google maps for  Ride Base location, Veter inary Support, 
and Chief Stewards / TPR’s that are linked to the website.  
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                                 Position Title 

AERA Delegate 

 

 

 

Position Purpose 

 

Ensure the best interests of NSWERA are served at the national level by advocating, and 

supporting outcomes that are consistent with NSWERA policies and the majority view of the 

NSWERA membership.     

 

 
Principle Accountabilities & Performance Indicators. 

Report 

 

 

 

 

 

 

Consult and Brief 

 

 

The detail of this portfolio is yet to be defined. 

 

 

 

Present 
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                                 Position Title 

Newsletter  
 
Position Purpose 
 
Ensure the NSWERA membership remains informed and cur rent with all aspects of 
the management and conduct of their  spor t in NSW by the issue of a bi-monthly 
newsletter .  
 

 
      
 

 Pr inciple Accountabilities &  Per formance Indicators. 
 

Content &  Format 
Maintain an overview of the content, layout, format, and quality of the associations 
newsletter  consulting with all levels of the organization to ensure the newsletter  
remains relevant and topical to the members needs, and is continually improving. 
 
KPI  – NSWERA Newsletter  remains the benchmark. 
 
 
Publish. 
Oversee the production and quality of the newsletter  liaising with the Newsletter  
Editor , the pr inters, and the Webmaster  to ensure the newsletter  is pr inted and 
distr ibuted on schedule and a copy posted on the NSWERA Web site.  
 
KPI  – Error  free Newsletter  distr ibuted by due date. 
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                                 Position Title 

Procedures 
Position Purpose 

 
Ensure the SMC has ready access to the details of past motions and standing procedures 
are documented by maintaining a motions register  and a procedures manual.    
 
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Motions Register  
A file of formal motions recorded in a filtered MS XL file is to be present and accessible at 
all SMC meetings. 
 
KPI  – File available.   
 
 
Motions Register  Update 
All Formal motions from ratified minutes are recorded in the file by the next SMC meeting.  
 
KPI  – File up-to-date. 
 
 
 
 
 
Procedures Manual 
Provide assistance and suppor t to others in documenting key procedures to a standard 
format and maintain an indexed file of the procedures.  
 
KPI  - File and system established. 
 
 
 

 



NSWERA Governance Manual 

SMC Position Description - Document No.7.4.13     

Last saved by Tom Perkins                                         20/01/2010 

 

 

 

Grants 
 

 

Position Purpose 

 

Ensure NSWERA is aware of and benefits from all appropriate Government grants, 

by……………………………………………………………… 

 

 

 
Principle Accountabilities & Performance Indicators. 

 
 

 

 

 

 

 

The det ails of this por tfolio are  yet to be  defined.  
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                                 Position Title 

Independent Disciplinary Panel 
Position Purpose 

 
Ensure all SMC refer red disciplinary matters are promptly and objectively dealt with by 
the management of an Independent Disciplinary Panel (IDP).  
 
 
 
Principle Accountabilities &  Performance Indicators. 
 
Standing Panel 
From membership volunteers maintain a standing panel of at least 5. No individual is to 
serve more than one year  on the panel. Each member  is to be rotated out of the standing 
panel on the anniversary of being appointed.    
 
KPI  – Standing panel of at least 5 available. 
 
 
Adjudication Panel 
When a matter  is refer red to the IDP by the SMC the SMC shall ballot an adjudication 
panel of 3 from the standing panel to deal with the matter  in accordance with sections 13 
and 14 of the associations constitution. 
The adjudication panel shall repor t its findings, in wr iting, to the Secretary of the 
association.    
 
 
 
Br iefing 
I t is the duty of the IDP Por tfolio to ensure any adjudicating panel convened is fully br iefed 
on its responsibilities and powers under  sections 13 and 14 of the constitution.  
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                                 Position Title 

Ear ly Warning 
Position Purpose 

 
Ensure ear ly intervention for  NSWERA horses or  r iders that have a higher  than normal 
failure to complete record, by employing an ear ly warning monitor ing system.  
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
Monitor ing System 
Liaise with the registrar  to run a points repor t summary for  NSWERA r iders after  each 
r ide is entered in the database. 
 
KPI  – Repor t run and reviewed after  each r ide. 
 
 
Analyse Repor t 
Analyze the ear ly warning repor t applying the threshold cr iter ia and actions defined in 
rules H18 and R13 in the AERA Members Handbook presenting a repor t to the SMC with 
recommended actions. 
 
KPI  – Monthly repor t. 
 
 
Actions 
Draft and mail ear ly warning letters to r iders and owners as appropr iate.  
 
KPI  – Formal notifications timely and filed. 
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Zone Liaison 

Position Purpose 

 

Ensure a strong uniform local management structure for NSWERA by liaising with, and 

coordinating the zone associations. 

 

 

 

 
Principle Accountabilities & Performance Indicators. 

 
 

 

 

 

 

 

 

 

 

The detail of this portfolio is yet to be defined. 
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                                 Position Title 

Veterinary Liaison 

Position Purpose 

 

Ensure the welfare of horses participating in NSWERA endurance events by the recruitment and 

coordination of experienced equine veterinarians across NSW. 

 

 

 

 
Principle Accountabilities & Performance Indicators. 

 
 

 

 

 

 

 

 

 

The det ails of this por tfolio are  yet to be  defined.  

The acc oun tabi lities will include, recruitment, training, coordination, and liaison and will, by 

necessity, draw heavily on the Veterinary Advisory Panel for input and guidance. 

The structure of our Veterinary support and role of the VAP will also need to be addressed.  
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                                 Position Title 

Zone Delegate 
Position Purpose 

 
Ensure zone interests are served at the NSWERA SMC and the management group is 
strong and diverse, by par ticipating in the SMC as a full committee member  while 
representing the interests of a specific zone.    
 
 
 
Pr inciple Accountabilities &  Per formance Indicators. 
 
SMC Member  
Under  the NSWERA Constitution each zone appoints a delegate, who becomes a member  
of the SMC and may hold or  manage any non-executive position or  por tfolio. In execution 
of normal committee business zone delegates par ticipate as full voting members while 
declar ing any conflicting interest that may ar ise with their  zone delegate role.    
 
KPI  – All SMC member  accountabilities for  attendance and par ticipation met.  
 
 
 
 
Zone Delegate 
L iaise between a zone committee and the SMC, presenting a monthly zone repor t and 
making or  suppor ting submissions from the zone committee. 
 
KPI  – Monthly zone repor t submitted and liaison up to date. 
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                                Position Title                          

International 
 

Position Purpose 

 

Ensure NSWERA members have the opportunity to compete internationally, by the 

coordination and support of an FEI ride program within NSW.   

 

 

 
      Principle Accountabilities & Performance Indicators. 

Ride Calendar 

Ongoing management of a calendar of FEI sanctioned rides that are integral with the national 

FEI and NSWERA calendars. 
 

 

Support Structure 

Develop and maintain an appropriate structure of qualified FEI officials within NSWERA.    

 

 

Rider Development and Support 

Develop and maintain an appropriate, transparent, qualification and support structure for 

NSWERA riders having International aspirations. 
 

 

 

 

This portfolio is under development and will be defined in detail in conjunction with a 

management policy covering FEI / International yet to be drafted. 
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                                Position Title                          
NSWERA Secretar ial 

Position Purpose 
 
Ensure the Day-to-Day business needs of the Association and the members are met by 
providing the Shop-front secretar ial service.  
 
 

 
 
      Pr inciple Accountabilities &  Per formance Indicators. 

 
Cler ical. 

Manage the routine cor respondence and transactions normal to the day-to-day 
operation of the association, liaising with the Webmaster , Technical suppor t, 
and SMC members as appropr iate while maintaining an up to date inventory of 
standard and specialized stationary and equipment essential to Secretar iat role. 
 
KPI  – A cour teous, efficient, professional image at all times.   

 
 
Financial. 

Receive, pay out, and process all monies related to the day-to-day operation of 
the association maintaining minimal cash on the premises. 
 
KPI  – All transactions resolved and repor ted to the Treasurer  monthly. 

 
 
 
Membership Suppor t. 

Provide ‘ shop front’  first point of contact suppor t for  member  and prospective 
member  enquir ies, refer r ing matters or  issues that are outside the scope of the 
secretar iat to the SMC or  individual Por tfolio holders as necessary.  
 
KPI – All enquir ies or  issues resolved in a timely manner .  
 
 

 
Attend Monthly SMC meeting 

Present business in hand needing SMC input or  approval and repor t on the 
monthly status of the Secretar iat. 
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NSWERA Secretar ial 
 
Principle Accountabilities - Key Tasks 
 
 
Cler ical. 
 

o Source and maintain an agreed inventory of stationary. 
o Update all forms and stationery as advised by SMC.  
o Liaise with Webmaster  for  inclusion of forms or  data on the website. 
o Liaise with Programmers re database systems. 
o Receive, post, and log mail. 
o Maintain a log of business and other  contacts. 

 
Financial. 
 

o Banking - Receipt &  deposit all monies. 
o Liaise with Newsletter  editor  to manage adver tising accounts/payments. 
o Supply processed banking spreadsheets to Treasurer  

 
 
  
Membership Suppor t. 
 

o Answer  enquir ies. 
o Provide r ider /horse histor ies. 
o Send out forms when requested. 
o Follow-up on declined transactions with members. 

 
Attend Monthly SMC meeting:- 

 
o Present business in hand needing SMC input or  approval. 
o Repor t monthly financial overview. 
o Repor t blank logbooks stock in hand. 
o Repor t stationary inventory levels. 
o Present cor respondence log. 
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                                 Position Title 
NSWERA Registrar  

Position Purpose 
 
Ensure the order ly management of Endurance Riding and it’ s var ious annual 
competitions, and build on the history of per formance data for  both Horses and Riders 
by maintaining concise, up to date database records. 
 

 
 
      Pr inciple Accountabilities &  Per formance Indicators. 

 
Membership 
Maintain fully detailed membership register  and file, updated with new membership 
applications as they occur .    
 
KPI  –Membership completed and register  updated within one week of receipt of 
application.   
 
 
 
Horses 
Maintain fully detailed Endurance and Novice horse register  and file updated with new 
log book applications, log book updates, and ownership transfers as they occur .    
 
KPI  – New or  updated Logbook issued and register  updated within one week of receipt 
of application.   
 
 
 
Ride Statistics 
Maintain fully detailed records of Endurance r ide results, updating horse and r ider  
histor ies, distance and points tallies forwarding relevant data to AERA and other  
Divisional Registrars.  
Update and repor t relevant EWS as required. 
 
KPI  – All data processed, er ror  free, within one week of receipt of r ide results.    

 
 

 
SMC Suppor t 
Provide data repor ts from the records when requested by the SMC and provide a 
situational update at the Monthly SMC meeting. 
Attend AGM and organize annual trophies &  r ibbons. 
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NSWERA Registrar  

 
Principle Accountabilities - Key Tasks 
 
 
Membership 
 
� Maintain an up to date fully detailed membership register  and file.    
� Process Membership applications. 

o Forward all applications to the SMC for  approval. When approved, 
o Issue membership cards. 
o Enter  membership details into 2 database systems. 
o Forward Newsletters &  Rulebooks to new members. 

 
Horses 
 
� Maintain an up to date fully detailed horse register  and file.    
� Process all logbook applications with copies to AERA registrar . 

o New logbooks. 
o Ownership transfers. 
o Logbook upgrades. 

 
Ride Statistics 
 
� Provide r ide Secretar ies with r ide computers &  Stationary folders.  
� Provide Database help for  Ride Secretar ies. 
� Process returned r ide data and master  sheets and refresh r ide computers. 

o Consult with Secretar ies as required, to ensure accuracy of data 
received.   

o Enter  Ride Results into database system.  
o Produce EWS repor ts. 
o Forward results to AERA &  applicable State Registrar ’s. 
o Keep up to date records of NSW point scores, distances, &  Teams events.  

 
SMC Suppor t 
 
� Provide data repor ts from the records when requested by the SMC. 
� Attend Monthly SMC meeting repor ting on: - 

o Membership numbers YTD v Last Year . 
o Submit names of new members for  approval. 
o Repor t Rides conducted with entry numbers. 
o Horse registrations received. 

� Attend AGM and organize annual trophies &  r ibbons. 
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                                 Position Title 

NSWERA Meeting Minutes Secretary 
Position Purpose 

 
Ensure an accurate record is kept of the proceedings of formal NSWERA meetings 
by recording the minutes of those meetings first hand.  
 
 
 
 
 
 
Pr inciple Accountabilities, &  Per formance Indicators. 
 
Monthly SMC Meeting 
 
Be available between the hours of 6pm and M idnight at the nominated venue to take the minutes of 
the monthly State Management Committee meeting. 
 
KPI  – The minutes formally accepted as a true and accurate record of the meeting.  
 
 
 
Annual General Meeting 
 
Be present and take the minutes of the Annual General Meeting of the membership of the 
NSWERA.  
 
KPI  – The minutes formally accepted as a true and accurate record of the meeting.  
 
 
 
Special General Meeting 
 
Be present and take the minutes of any Special General Meeting of the membership 
of the NSWERA that may be called. 
 
KPI – The minutes formally accepted as a true and accurate record of the meeting.  
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NSWERA Meeting Minutes Secretary. 
 
Pr inciple Accountabilities - Key Tasks 
Monthly SMC Meeting 
� Pre Meeting Preparation. 

o Prepare an appropr iate shell for  the minutes. 
o 1 week before the meeting call for  submissions from SMC members. 

� Corrections to last meetings minutes. 
� Por tfolio repor ts. 
� Copies of documents to be tabled or  discussed 

o Update the minutes from last meeting. 
� Attend designated SMC meeting. 

o Be available between the hours of 6pm and M idnight. 
o Record attendance and apologies. 
o Take final adjustments to last meeting’s minutes with sign off. 
o Take the minutes. 

� After  Meeting. 
o Tidy up notes taken at the meeting. 
o Circulate draft minutes to the SMC. 

Annual General Meeting 
� Pre Meeting Preparation. 

o Prepare an appropr iate shell for  the minutes. 
o 1 week before the meeting call for  submissions from SMC members. 

� Por tfolio repor ts. 
� Copies of documents to be tabled or  discussed. 
� Copies of motions to go before the AGM. 
� A list of nominees standing for  election or  re-election to the SMC. 

o Update the minutes from last meeting. 
� Attend the AGM. 

o Take the minutes of any SMC meeting called pr ior  to the AGM. 
o Record attendance and apologies. 
o Take final adjustments to last AGM meeting’s minutes with sign off. 
o Take the minutes. 

� After  Meeting. 
o Take the minutes of SMC meeting for  election of officers. 
o Tidy up notes taken at the meetings. 
o Circulate draft minutes to the SMC. 
o Ensure the AGM minutes are published in the newsletter  pr ior  to 

the next AGM. 
Special General Meeting 
� Pre Meeting Preparation. 

o Prepare an appropr iate shell for  the minutes. 
o Obtain copies of documents and submissions to be put at the meeting. 

� Attend the meeting. 
o Record attendance and apologies. 
o Take the minutes. 

� After  Meeting. 
o Tidy up notes taken at the meeting. 
o Circulate draft minutes to the SMC for  sign off at the next SMC meeting. 
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                                 Position Title 
NSWERA Newsletter  Editor  

 
Position Purpose 
 
Ensure the NSWERA membership remains informed and cur rent with all aspects of 
the management and conduct of their  spor t in NSW by the production of a bi-monthly 
newsletter .  
 

 
      
 Pr inciple Accountabilities &  Per formance Indicators. 

 
Prepare 
L iaise with SMC, Secretar iat, AERA, Ride secretar ies, Adver tisers, and contr ibutors to 
collect and prepare all updated routine and optional mater ial, in standard format, for  
each bi-monthly newsletter .  
 
KPI  – All mater ial in hand by close of business on or  before the 10th day of each even 
month or  such other  date as may be agreed upon from time to time.    

 
 
Compile &  Edit. 
Liaise with the SMC Newsletter  Por tfolio member  and layout a maximum 80-page 
newsletter  to a format that contains all cur rent operational data and management 
repor ts, r ide previews and reviews, paid adver tisements, and filled out from the 
pr ior itised optional mater ial.  L iaise with the Secretar iat to ensure payment, or  suitable 
payment ar rangements in place for  adver tising. 
 
KPI  – Completed proofed newsletter , er ror  free, to the publisher  by the 1st day of every 
uneven month, ie, January, March, May, July, September , November . 
 
 
Publish. 
L iaise with the SMC Newsletter  Por tfolio member , the pr inters, and the Webmaster  to 
have the newsletter  pr inted and distr ibuted on schedule and a copy posted on the 
NSWERA Web site.  
 
KPI  – newsletter  distr ibuted by due date. 
   

 
Wrap Up 
Return or iginal documents and photographs to contr ibutors where appropr iate, and 
update records and spreadsheets. Forward copies of newsletters to all adver tisers.  
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NSWERA Newsletter  Editor . 
Pr inciple Accountabilities - Key Tasks 
 
Prepare 
 

o Update all routine reference tables, and procedural and reminder  
notices:- 

o Liaise with SMC for :- 
� President’s Repor t. 
� Course preservation repor t. 
� Por tfolio repor ts. 
� SMC and AERA minutes. 
� NSWERA &  AERA financial repor ts. 
� SMC Contact details. 
� Accredited Veter inary list. 
� NSW &  National point score and distance progress. 
� Ride Calendar . 
� NSW r ide locality guide. 
� Ride Secretar ies. 
� Register  of Chief Stewards. 
 

o Liaise with r ide secretar ies for  r ide previews and r ide repor ts. 
o Negotiate and liaise with adver tisers: - 

� Prepare and format adds. 
� Maintain spreadsheet records for  regular  adver tisers.  
� Forward to the Secretar iat for  management:- 

• All monies received. 
• Invoices made out or  invoicing details. 
• Details of any negotiated payment ar rangements.   

o Liaise with photographers to ensure copyr ights are not breached.  
o Accept and review contr ibuted mater ial, refer  to SMC if contentious. 
o Ensure all compiled mater ial is received in, or  conver ted to standard 

format: - 
� MS Word. 
� MS Excel. 
� MS Publisher . 
� Photos to be high-resolution .JPG. 
 

Compile &   Edit. 
 
o Construct Newsletter  draft. 
o Liaise with the Secretar iat to ensure adver tising payments have been received. 
 
Publish. 
o Review Newsletter  draft with SMC Newsletter  Por tfolio holder .    
o Forward Draft to Publisher  for  pr inting. 
 
 
Wrap Up. 

o Return or iginal documents to contr ibutors. 
o Forward copies of newsletter  to all adver tisers. 
o Update records.  

 
 


