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PONY CLUB ASSOCIATION OF WESTERN AUSTRALIA INC

SUB-COMMITTEES OF THE PONY CLUB COUNCIL

All Sub-Committees meet as required to coordinate all Championships, rules, tests and conditions for their respective discipline within the Pony Club Association of Western Australia Inc.

It is important to remember that Sub-Committees are not autonomous; they are part of the overall Pony Club movement, which in Australia is governed by the Pony Club Australia. Decisions made by Sub-Committees must therefore be in accordance with Pony Club rules and regulations.

If a Sub-Committee wishes to make any changes to existing Pony Club policy, it needs to be borne in mind that such a change will not only impact on its own discipline, but on every other discipline and every Pony Club member. This is one of the reasons for the requirement that Sub-Committee decisions cannot be effective unless approved by Executive and ratified by Council.

All Sub-Committees are appointed annually by Council at the Annual General Meeting.  The Sub-Committees have the power to co-opt (with the approval of Council) but at no time may the co-opted members outnumber those appointed.  Council may appoint additional members to a Sub-Committee.  Sub-Committees must provide a written report to every quarterly Council meeting on their activities.
All subcommittee and Taskforce meetings must take place at the State Office or at a venue where all eligible available voting members can have access to teleconferencing to allow inclusion for all members in any decisions made. Operational meetings at Championships and events should ensure all Subcommittee members are notified of the meeting, ensure there is a quorum and be properly minuted.
All members of Sub-Committees who are eligible to vote, have one vote on their respective Sub-Committees, with the Chairperson having a casting vote also.

No Zone shall be represented by more than one quarter of the members of a Sub-Committee, unless no other nominations are received.  A quorum of any Sub-Committee shall be one more than half the number of members of the Sub-Committee who are entitle to vote.
Zones may nominate up to four (4) representatives to each Sub-Committee.  The nominee listed first on the Zone's nomination form will become a member of that Sub-Committee. The total members of a sub-committee should not exceed in number the number of Zones. Should there be insufficient nominations; each Sub-Committee will then be able to co-opt additional members, to a maximum number (the same as the number of Zones).  

Should there be more nominees than vacancies on a Sub-Committee after each Zone's preferential nominee has been appointed, PCAWA will forward a ballot paper to each person nominated and these nominees will elect the remaining representatives to that Sub-Committee, from the nominations provided by the Zones.  

The elections will be held in accordance with the PCAWA Constitution. 

Nominees from Zones do not need to be a member of that Zone, but must be a current financial member of a Club affiliated with the PCAWA.  Zones are also requested to nominate representatives to Sub-Committees where those representatives have a particular interest in, or knowledge of, the discipline concerned and those representatives must be willing to participate on the Sub-Committee by attending meetings and undertaking allocated tasks.

Copies of Minutes of all Sub-Committees must be forwarded to PCAWA Office, within fourteen days of the date of the meeting, where they will be kept on file.  The decisions of Sub-Committees must be approved by Executive and ratified by the Council.
The Chairpersons of the Sub-Committees will be invited to attend Executive Meetings as Observers.

In accordance with Clause 16 of the PCAWA Constitution, any member of a Sub-Committee that:

Is absent from more than -  

1. 3 consecutive meetings; or

2. 3 meetings in the same financial year without tendering an apology to the person presiding at each of those meetings; 
of which meetings the member received notice, and the office has been declared vacant;
        3.   Ceases to be a member of the Association;
        4.   or is subject of a resolution passed by a general meeting of members terminating his or her
appointment as an Executive member.   

Ceases to be a member of the Sub-Committee.

SUBCOMMITTEE STRUCTURES 

Each subcommittee will be required to appoint persons to the following positions:

Chairperson
Responsible for setting agendas, calling and chairing all meetings and ensuring there is valid quorum before decisions are made and recorded. If the Chairperson is unavailable, they are responsible for appointing an alternate person to chair. 
The Chairperson is responsible for providing a report for each Executive & Council Meeting


Secretary
Responsible for recording accurate minutes, at each meeting and forwarding minutes along with Action Sheet to the office within 14 days of the last meeting. A laptop is provided for all minute taking. The Office will then forward minutes to all subcommittee members in draft form to be represented to the next meeting for ratification. 
If minutes are not recorded and given to the office by the required time the meeting will be declared as unofficial and any decisions or actions from that meeting will not be validated or acted upon. Should this occur the EO will have the ability to contact the Chair and ask for the meeting to be reconvened.

All actions will be completed within 14 days of receipt of action sheet by Office.

Event Coordinator
Appointed to be the point of contact for Office Staff and responsible to address any queries related to their relevant discipline events that are raised by members.

Sponsorship Coordinator

Responsible for the sourcing of sponsorship for the relevant State Championship. This includes initial contact with prospective sponsors, whether verbal or written, and follow up.
IMPORTANT ADDITIONAL INFORMATION
GOVERNANCE
There will be an induction process and material provided regarding subcommittee roles and processes for all Chairs and sub committee members at the start of each year after the AGM.
Where meetings use teleconference they are to be recorded. If there is a need for confidentiality it will be declared before the discussion but the recording should continue. These recordings will be stored as confidential. 
 All Sub committee meetings are required to have a quorum of one more than half of the voting members (coopted members are therefore excluded from this number) to be a legitimate decision making meeting. Any Motions from the meeting should have a mover and seconder and be supported by a majority. These are then reported to the Executive and taken to Council for ratification. All minutes of Subcommittees and the Executive will be available in hard copy to each Sub Committee.

Reports are required by all Sub Committees to each Executive and Council meeting. Where there is nothing to report the Chair will report that “there is nothing to report”. This is to ensure that there is no loss of communication between subcommittees, the Executive and Council.
As the Association has limited resources for generating income the Associations relies on subcommittees to generate income through Championships. It is imperative subcommittees submit a proposed annual budget by the 3rd week of November each year. This is necessary to enable the Association to compile an overall budget. The whole subcommittee is responsible for providing input into budgets. 


Should any subcommittee not provide a budget the State Treasurer and Executive Officer will provide one to the subcommittee however please be aware if the provided budget is not followed and expenses are greater than income subcommittees will risk not being able to hold a championship the following year.

When preparing budgets please be mindful of items which are GST applicable. For example, all entry fees include GST therefore if the budget for entry fees is set at $5000.00 only $4545.45 can be allocated as income.  Sponsorship should not be included unless written confirmation has been received from the sponsor.  All invoices for any activity or Championship run by subcommittees need to be processed through the office to meet GST requirements.
The State Treasurer has final approval for all subcommittee budgets submitted. All submitted budgets must have a proposed profit of at least $2,000.00. If it is felt that any proposed budget is too tight the State Treasurer may increase entry fees. Any profit over $1000.00 will be retained in the subcommittee’s account for their future use to purchase equipment, run clinics, subsidise coach and team manager expenses for National and International events, subject to approval by Executive.  These would be over and above any opportunities provided by Coaching Panel funding applications.
The PCAWA office staff will provide administrative support to each subcommittee throughout the year.

To assist with the facilitation of a successful championship the following timelines have been developed to assist both subcommittees and office. These timelines are a guide however if the information becomes available earlier it is in the best interest to provide it to the office earlier.

If there is anything not listed that is specific to your Championship please let the office know.
Subcommittees should notify the office immediately of their venue once their championship date has been secured.
Please note: Rugs will be ordered at the beginning of February each year in bulk with embroidery to be done at a later date. Subcommittees should submit their order to the office using the attached order form by 31st December. Should a subcommittee not submit an order by the due date the previous year’s order will be repeated. 

	WHEN
	SUB-COMMITTEE RESPONSIBILITY
	OFFICE RESPONSIBILITY

	As Needed
	Identify to office any outward correspondence that  requires immediate attention 
	Receipt and forwarding correspondence to the appropriate committee 

Advising Chair of any items requiring urgent attention.



	
	Provide Office with any draft letters  for insertion onto letter head

Ensuring that current addresses are provided or providing direction as to where these can be found


	As directed, print outward correspondence on letter head and forward to relevant person 

Place copy in subcommittee file

	Monthly or as needed
	Chair to advise Office of meeting date

Chair to provide office with agenda items


	Draft Agendas in consultation with Chairperson

Set up meeting room as required



	
	Secretary to provide Office with Minutes taken within 14days of meeting.
	Office to forward Minutes to subcommittee members and save electronic copy in subcommittee file



	
	Maintain relevant discipline equipment 
	Co-ordinate the hire of equipment

	6 months prior to Championship Event
	Provide the Office a fully completed Championship Event Requirement form within the required timeframe
	Ensure  Championship Event requirements as requested are booked and deposits paid if applicable



	As needed
	Ensuring all actions requested within the required time frames.

Ensure all relevant information is provided


	Providing Administrative support for Championship Events

	3 months prior to Championship Event


	Check trailer and equipment
	N/A

	
	Provide entry pack and any other relevant documentation 
	Format of Entry  Packs and other relevant documentation



	
	Approval or change draft order for  rugs, embroidery, ribbons, rosettes, medallions, trophies if applicable
	Provide draft order for rugs, embroidery, ribbons, rosettes, medallions, trophies if applicable

Provide draft order to suppliers



	8 Weeks Prior
	N/A
	Upload Entry pack on website and advertised entries open



	
	Provided Sponsor logos if applicable 
	

	
	Provide draft program to office
	Format program

	
	Provide Office with draft letters inviting sponsors to attend championships
	

	4 weeks prior
	Co-ordinator to ensure qualifications have been achieved
	Accepting entries via mail as required 

a. entry

b. fees

d. check membership status

e. entering into data base and MYOB



	4 weeks prior
	Supply final order for rugs, embroidery, ribbons, rosettes, medallions, trophies as applicable (once entries close or sooner if applicable) 


	Place final order for rugs, embroidery, ribbons, rosettes, medallions, trophies as applicable

	
	Provide final program to Office ensuring all information is accurate


	Format final program, draw and helper duties



	
	Provide first draft draw and helpers duties list to Office 


	Post draw and helper duties on website and advertise

	As required
	Coordinator to amend draw as applicable
	Provide Co-ordinator with any scratching as applicable

	
	Provide final numbers for catering to Office if applicable
	Supply final number to caterer

	Week of Event
	Provide final draw and helper duties list to office for inclusion in program (by Monday the week of the Event)
	Office to update website and print program (by Wednesday the week of the event)

Quantities will be based on previous years sale, if additional copies are required please notify the offer prior to printing



	
	Provide office with shopping list for amenity items such as milk and water
	Purchase items requested

	
	Collect all equipment and requested items
	

	Post Event (week following)
	Return and put away all equipment and items taken


	

	
	Clearly label all trophies for engraving


	Office to arrange engraving


CHAMPIONSHIP EVENT REQUEST FORM

PLEASE SUMBIT TO OFFICE 6 MONTHS PRIOR TO EVENT (minimum)

SUBCOMMITTEE NAME _______________________________________________________________

EVENT DATE _______________________
____
EVENT VENUE_______________________________
EVENT COORDINATOR NAME __________________________________________________________

EVENT COORDINATOR CONTACT DETAILS (Ph) _________________ (Email) _____________________

	Item
	Quantity
	Preferred Supplier 

(if applicable)

	PCAWA Dressage Arenas
	
	

	Additional Dressage Arenas
	
	

	PCAWA Show Jumping Equipment
	
	

	Additional Show Jumping Equipment
	
	

	PCAWA Games Equipment
	
	

	Additional Games Equipment
	
	

	PCAWA Sound Trailer
	
	

	Additional Sound Equipment
	
	

	PCAWA Spruiking System
	
	

	PCAWA Walkie Talkies
	
	

	PCAWA Fluoro Vest
	
	

	PCAWA Stationary Box
	
	

	Toilets
	
	

	Skip Bins
	
	

	Cool Room
	
	

	Observation Trailer
	
	

	Lighting
	
	

	Catering
	
	

	Veterinary Services
	
	

	Ambulance Services
	
	

	Accommodation requirement 
	
	

	Photographer/s
	
	


If there are any additional items required for your event that are not listed please provide detail in the space provided below or attached a separate document.
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PCAWA RUG ORDER FORM

	Size
	Quantity
	Woollen
	Cotton

	4.0
	
	
	

	4.3
	
	
	

	4.6
	
	
	

	4.9
	
	
	

	5.0
	
	
	

	5.3
	
	
	

	5.6
	
	
	

	5.9
	
	
	

	6.0
	
	
	

	6.3
	
	
	

	6.6
	
	
	

	6.9
	
	
	

	7.0
	
	
	

	7.3
	
	
	


