A Guide To ATHRA Forms & Procedures
(Revised April 2011)
Changes caused by restructure may necessitate changes to this guide after the 2011 ACM.
Unless otherwise stipulated forward all correspondence to:

ATHRA Secretary, PO  BOX   1186 CAPALABA    DC QLD 4157.
Other useful contacts are:

ATHRA Treasurer, 110 Cuthill  Road, Cobbitty,  New South Wales   2570.

ATHRA Insurance Coordinator, asalter@harboursat.com.au or Post Office Box  210, Yarram,  Victoria  3971.   Phone 0427 357 941.

Club Affiliation Form  
To be completed by club, signed by President, Secretary or Treasurer, and forwarded with $50 affiliation fee to ATHRA Secretary (address above) before the 31st December each year.  The receipt of payment marks the commencement of the club’s insurance cover for the year.  The Club Annual Return must also accompany this form as the affiliation application cannot be considered until it is received.  
ATHRA Club Annual Return  
Must be received with the club affiliation application as a condition of  affiliation before 31st December each year.  To be completed in full, signed by club official and forwarded to the ATHRA Secretary, together with the Club Affiliation Form and fee.  
It is recommended that clubs use the ATHRA Yearly Event Summary to assist.   When counting membership numbers only indicate or claim those members who pay their ATHRA fee component to your club as their “primary club”.  The Associate Membership section refers to ATHRA members who join your club, but pay their ATHRA fee component to another club, (their “primary club”).
Club Executive Advice Form 
Details are to be completed as comprehensibly as possible and forwarded to the ATHRA Secretary as soon as possible after your club’s Annual General Meeting.  This form is required each year whether or not there have been changes. 
The ATHRA Yearly Event Summary

 It is recommended that a nominated club official (in most cases the Secretary), updates this form on a regular basis throughout the year.  This saves time going back over ride records and activities to get the information for the Annual Club Return, making the return a quick and simple task. The club retains the form with their records.

 Club Membership Application Form 
Relevant information from this form is detailed in the Club 
Membership Registration Form.  This application and the current waiver (each signed by the member) should be filed together with club records.   
ATHRA Liability Waiver

Each member is required to sign a waiver annually when applying/reapplying for membership.  Their membership application and the signed waiver should be filed together with club records.  It is important that clubs ensure that the current waiver form is always used.  
The following is the official ATHRA policy regarding waivers: 

The current version of the ATHRA waiver (as displayed on the ATHRA website) shall 
not be altered or added to in any way by clubs, but it may, at each club’s discretion, be 
incorporated into club membership applications forms as a separate document, by 
including it on the reverse side of the membership form.


The content of each individual club membership application form shall be decided by 
the club, although ATHRA recommends that it remain consistent with the official 
membership application form as provided on the web site.


The content and wording of waivers for Special Events and Charity Rides shall be 
decided in consultation between the club and the ATHRA Insurance Coordinator, and  
should be based on the proposed circumstances of each individual event or ride.

Club Member Registration Form
All relevant information obtained from membership applications should be detailed on this form.  It is important that each section of the form is completed in legible, accurate and complete detail, preferably typed.  Every effort should be made to quote the member’s ATHRA membership number to assist accurate processing and avoid duplications.    Up to 10 registrations can be included on each page.  The Club Secretary should ensure that the number and type of memberships reconcile with the $ amounts and forward this form and cheque to the ATHRA Secretary at the above address. The Secretary will process the registrations, update the data base and then print off letters incorporating the individual membership card which will then be posted to clubs for distribution to members.    
Ride Visitor (Prospective Member) Details Form

Whenever a Ride Visitor/Prospective Member rides with a club complete details should be obtained from that person and entered on this form.  Each visitor is required to provide the relevant information and sign a waiver and the Ride Attendance Register prior to participating on each occasion.  They are entitled to a maximum of 2 such rides with ATHRA clubs.   A $20 fee applies to each visitor on each ride and is to be forwarded to ATHRA Treasurer quarterly.   Clubs may charge an amount over and above the $20 fee.  Send these fees to the ATHRA Treasurer at above address. 
Ride Attendance Register 

Prior to each ride or event the details of all participants shall be clearly entered in the Register and each participant (including day visitors) must sign the entry relating to them.  This is proof of participation for insurance purposes.  Volunteers or a local guide on any particular ride should also be included with their signature.   It is the responsibility of club officials and the Trail Boss to ensure these requirements are met.  
The Club Secretary should file the Ride Attendance Register with the relevant Pre Ride Check List, the Post Ride Summary, and if applicable any Ride Visitor Details form and Incident Reports, and retain in club records for minimum seven years.

Pre Ride/Event Check List

To be completed and signed by the Ride Coordinator and/or Trail Boss after the pre ride risk assessment and prior to each ride or event.  All details should be complete and legible as these forms may be required for insurance purposes.  This form is retained and filed in club records with the Ride Attendance Register and all other relevant ride paperwork referred to above.

Post Ride Summary 

To be completed and signed as soon as practical after each ride by the Ride Coordinator or Trail Boss and retained by the club as described above.  It is important that the form is completed accurately, and if an Incident/Accident has occurred it is recorded.

Incident Report Forms  (and Insurance process)
This form must be completed in full detail by the Trail Boss and/or Ride Coordinator asap after the ride.  The injured party should be consulted in the process and details of all witnesses included.  If necessary attached additional pages so that all information is included.  It is important that all paperwork is complete including all signatures on the attendance register. 

The incident report should be filed with the relevant Ride Attendance Register, the Pre Ride/Event Check List (Schedule 3), Post Ride Summary (Schedule 4), and all other required paperwork relevant to that that ride, (eg Ride Visitor Details Form and any relevant waivers), and retained for future reference.  It is a requirement at law that these documents be retained for a minimum 7 years.
Your club’s Regional Manager should be advised of all serious or life threatening matters at the earliest opportunity, and they in turn must advise the ATHRA Insurance Coordinator.   
When a club becomes aware that a claim is to be made they shall forward the Incident Report, with all witnesses’ reports and other relevant documents including the Ride Attendance Register to their Regional Manager.  It is important that the documents support the claimant’s membership status and their participation in the actual ride or event.
The Regional Manager will check the documents and if/when complete forward to the ATHRA Insurance Coordinator who will confirm membership details of the applicant, review the documentation and, if/when complete forward to Affinity.  Affinity will review the file and forward a claim form to the claimant for completion and return to the insurer.  From this point Affinity resolve the claim with the claimant.

.
Applications to Conduct Special Events/Charity Rides

A Special Event is any ATHRA sanctioned club event other than a Trail Ride, Charity Ride or Education Session.  Detailed instructions found in Code of Conduct – rule 8.


Rules relating to Charity Rides  apply when a club holds a fund raising trail ride for charity. Detailed instructions found in Code of Conduct – rule 7.  

Applications for Special Events or Charity Rides must reach the ATHRA Insurance Coordinator at least 6 weeks prior to the proposed ride or event. It is preferred that applications are emailed to the Coordinator at asalter@harboursat.com.au as this facilitates prompt and efficient communications with the club, and expedites the authorization process.  The $30 administration fee should be forwarded directly to the ATHRA Treasurer at above address. 

It is recommended that prior to preparing an application for the first time, or if in doubt on how to proceed, the club contact the Insurance Coordinator for appropriate advice, and if necessary a pro forma application as a guide.


Applications must include, but are not limited to the following:


Application To Conduct Special Event/Charity Ride which is a 2 page document.  Full and complete details are required on page 1 which is the actual application.  Page two lists the risk mitigation strategies which are proposed for the event.  All risk strategies are required.


Pre Ride/Event Check List   See instructions above.  (Full details may not be possible but it is essential that it is completed with as much details as possible, especially Ride Officials).

Event Specific Waiver   An event specific waiver is required for these rides or events.  The Insurance Coordinator can assist with a pro forma or advice re waivers.  The waiver should be signed by all participants as a condition of entry and participation.
Emergency Services Contacts   A card or document listing all relevant emergency contacts such as doctors, vets, ambulance, hospitals, police, SES etc must be developed for each event and accompany the application.


Additional Information  Some rides or events require more information than described above so if special circumstances are proposed, (eg a street parade), they should be detailed in the documents.  Street Parades require special considerations (by insurer) so if  it is proposed to incorporate a street parade into any ride or event full details of additional risk strategies must be included, and the Coordinator consulted as a matter of course.

The Insurance Coordinator will review the application and if/when satisfied that it meets all requirements, and after payment is confirmed, may authorize the application.  In some cases it may be necessary to refer to the insurer (eg where a street  parade is involved), or for the Coordinator to liaise with the Club to ensure an application meets the set criteria.

The Club and relevant Regional Manager will be advised of the Coordinator’s decision at the earliest opportunity. 

Note:   It is important that clubs only use current forms.  All old stocks should be destroyed.
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