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ORGANIZING ABCCTRA EVENT

RIDE MANAGERS MANUAL

This manual has been developed to help individuals who are planning to host a BCCTRA ride
event such as a pleasure ride, schooling ride or competitive trail ride.

BCCTRA eventsg

Schooling rides, pleasure rides and competitive trdgsg what is the difference?

BCCTRA encourages its members to host a variety of types of ride events throughout the
year. Traditionally, these were competitive trail rides however in more recent gears
schooling rides and pleasure rides have been adddte calendar. So what is the

difference between these events?

Schooling rides.

M The focus of a schooling ride is to
provide education on how to
prepare for successful completion
of a competitive trail ride.
 Participants are educated on how
to train and prepare, the

rulebook, and may complete a
simulated ride with pulse and

|| respiration checkThe emphasis is
| on preparing for competition.

Pleasure rides.

The focus of a pleasure ride is to provide members a recreational ride opportunity that
combineseducation and socializinghe emphasis is on pleasure.

Competitive trail rides.

The focus of a CTR is to provide members and opportunity to compete with their horse
on a set course of trails over a set period of time according to the BCCTRA rulétiook.
horses are judged on their fithess and conditioning as per the BCCTRA scorecard and
awards are given based on performantée emphasis is on competition.
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Table 1: Differences between schooling, pleasure and competitive trail rides.

Category Schooliry | Pleasure | Competitive trail
rides rides rides

Education provided Yes Yes No

Mileage accumulated Yes Yes Yes

Points accumulated No No Yes

Judging done No No Yes
Recreation focus Partially | Yes No
Competition focus Partially | No Yes
Sanctioned by BCBA rulebook No No Yes

Must be approved Yes Yes Yes

Must secure permission for land access | Yes Yes Yes

Must submit post sanction fees to BCCTR| No No Yes

($5 per rider)

The planning process z from Ato Z..

Planning an event like a ride is essentiallyrocess with some steps. This section will
cover off the steps that event organizers should follow, regardless of the type of ride
they are hosting. Later on, we will cover in more detail some of the specific steps for
different types of rides.

Deciding to host an eventz what needs to be considered first?

If you are contemplating hosting an event for BCCTRA memlibese are things that you
might want to consider or ask yourself first.

Do you have access to a suitable ride site and trails?

Thisis a key requirement for any type of BCCTRA event. If you are interested in hosting a ride,
try to scope out a ride site that can accommodate trucks and trailers and that has nearby access
to trails.

Are you willing to commit time and energy to the eveht

Events require commitment and energy from ride organizers to plan out and implement the
event. Typically schooling and pleasure rides are less commitment as they do not have the full
competition components involved, but they will still require youneifor advance planning.

Do you have access to some potential sources of volunteers?

Helping hands can really help lighten the load and allow the event organizer to delegate tasks to
others. Consider having at least one other person that helps yowdmaut the process and a

core group that can help you on the day. Local horse clubs are great sources of volunteers so
consider inviting them to assist you or to co sponsor the event.
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Planning the event z what steps are involved?

Regardless of the typaf eventg here are some steps to help guide your event organization.
These do not always follow a sequential formaome you will be doing together, but it gives
you an idea of what your priorities are for the event. More detail on each of these siiip

follow.

1. Secure the event site

2. Indicate your interest to BCCTRA and get your event on the event calendar

3. Map out the trail routes

4. Secureaccess to trails and property

5. { SOdzNBE GSUSNRAYFINARFYyS6a0 F2N / ¢wQaided)l YR LR GSYyGAl
6. Determine your ride budget and set your ride price

7. Getthe word outand promote your event

8. Secure sponsorships (optional)

9. Take registration

19

4

. Manageyour event budget

. Secure, train and reward youplunteers

. Secure a farrier (optional)

. Identify and maagerisksto the participants
. Communicate with your registrants

. Flag the route

. Set up the ride site

. Implement the event

. Evaluate the event

{ dzoYAG NBLRNI&a G2 ./ /¢w! Ff2y3 gAGK LkRad al yod
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1. Secure the gent site
LT &2dz R2y Qi KIS F NARS aArAdS dGKIG OFy |002Y
horses, you cannot host an event. You should have this in mind when you set your date
and if it is not your own property, you will want to ensure that you imedhe hosts in
the decision of the ride date. The date may be influenced by the condition of the ride
site at different times of the yeag for example, some are dry enough for spring access
while others may want to host an event after their hay is hated from the fields. Talk
about what works for the hosts and then set your date. NOTE: You will need to
determine how many riders the site will comfortably host. Remember you need a lot of
space to accommodate trucks, trailers and the various venues atent (vetting,
education area, time out etc). Set the maximum number of riders based on your ride
site capacity.
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2. Indicate your interest to BCCTRA and get your event on the event calendar
BCCTRA likes to get the ride calendar formed late in theddhat it can be promoted
at the fall events and be placed in the newsletter and onto the BCCTRA website. The
earlier your date is on the calendar, the more likely it is that members will see it and be
able to plan it into their own personal calenddret the secretary know that you are
planning an eventwhat typeand your potential dateand and this will get your event
onthecalendarC2 NJ / ¢ wQa @&2dz gAff I faz2 ySSR
to decide what levels you will offer (i.e. level

1,2.3). NOTECompetitive Trail rideare

sanctioned by the BCCTRA
rulebook, meaning they must
abide by the rules of competition.
Schooling and pleasure ridaese
not sanctioned eventdyut
approved eventsdoy BCCTRA.

Submit the BCCTRA ride sémie form to the
secretary with a $25.00 femo later than six
(6) weeks prior to the Ride Datélorse
Council of B.C. (HCBC) Insurance Liability
Coverage is included with BCCTRA
Sanctioning.

3. Map out the trail routes
Start to ride the trails in theraa regularly. You will need to develop good maps for the
participants eventually so consider developing these early. They aresisdly
required to gain permits to access lafmkople will want to know where you are
planning to ride before they granou permission) Consider the complexity of the trails
and their overall suitability for the type of ride you are hosting.

How do you map trails?

1 Sometimes you can get access to good quality maps from
the Regional district, Backroads BC maps, or Gdexmyten.

If you can identify your route and draw it out on these a
maps, this is one way to do it.

1 Using a GPS unit is a great way to map out your trails. Set
AG 2y AaGNI Ol a¢ YéethssareyhRtralNA R dzNJ £ 2 2 LJ
at the end of the ride in a way yourt&entify it later
(ride loop 1 level 1). You will also be able to tell mileage ‘
much more accurately than other methods with a GPS. ‘ '

4. Secure access to trails and property

Once you have mapped out the trails that you want to have participants travel on i
your ride, you will need to secure permission from all land owners for the event.
BCCTRA has a form to completbel dubmit to the secretary that will ensuy®u

have insurance coverage for the eveythis must be submitted two weeks prior to
yourride@ SS LINR LISNI e GaanyhS bENVE T2 N 0

How do | know whose land the trails are on?
If you do not know who owns the land you are traveling on, consider making a visit
to your regional district office and talk to someone in the recreation or mlag
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department and with your map, they can assist
you to know whose land the trails cross and

can often help provide you contact For some companies be prepare
information as well. If you know the land that there may be an application f
owners, you can contact them directly. For a permitc these can sometimes

larger forest companies like Timberwest cost a fee so you need to factor
Island Timberlands, be prepared that there that into your overall budget for

may be an application for a perngtthese can the ride.

sometimes cost a fee so you need to factor

that into your overall budget for the ride. No

use complaining about thisthese people have every right to set a pet fee for

access to recreation users as they pay fees for the land as well. You can sometimes
get a lower fee if your use is not going to require anything of the landower

example, they will not have to open gates or have someone on hand fovég.e

BC Hydro and Crown lands may have a similar process asaleltk in on this early

and once you make contact and have details about your ride, it should go smoothly.

NOTE: Landowners will want to know if you have adequate insurance coverahe fidec it helps
if you have a copy of the BCCTRA insurance policy coverage from the secretary.

SECOND NOTE: BCCTRA set up¥ kidg | FuhdNtR dssist with excessive land access fees. If your
event has excessive fees and you are not ableitoa ride due to the cost being to prohibitive to
riders, make sure to keep the Executive in the loop and you can discuss use of this fund if needed.

FINAL NOTH:ast minute property changes used for the Ride must be sent to the BCCTRA Secretary a
minimum of48 hours before the Ride to ensure insurance coverage.

5. { SOdzNBE QGSUSNRAYINARFYyoao F2N)/ ¢wQa olFlyR LRGSyl.
For Schooling rides and pleasure ridésving a vet is optional, but a good idea. They
can provide valudk training information with schooling ride participants and let them
know what they are looking for when they judge at a CTR.

Veterinarians can sometimes be difficult to sectoeCTR ridesbut they are a
requirement for one to run. Typically you shdulaveone vet for each 2@5 ridersin a
CTR so depending on how many you can book, it may determine your cut off for the
number of riders.

After you secure a vet, you will need to make sure they have adequate understanding of
their role in the eventFor a CTR this means that they are the judges for the event and
they will need to have you walk them through tBeorecard guide, the scorecard, the P
and R card, and the BCCTRA ruleb®blkse documents will provide all the information
they need and thegan all be accessed off the BCCTRA websitevat.bcctra.ca It is
important that you clarify with them when you need them at the event and discuss their
fee. Keep in communication with the vet as you get near treneto provide maps to

the ride site, ask if they have any questions and remind them of their role in judging.
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6. Decide on Food and Beverage Arrangements
You will need to make some decisions about food and beverages at your ride.

1 Will you provide muffin®r donuts and coffee in the morning?

1 Will you haveiders provide their own lunch

1 Will you have a catered dinner?

1 Will you ask people to contribute to a potluck?
This information will need to go onto your registration &
form and into your budget®& ¢ St f ® / ¢w
one night where they do a potluck and many have a
catered dinner (optional) on another evening. Pleasufé
rides are similar and schooling rides typically happen G
one day so while dinner is not a concern, you will nee
to inform people about their lunch options.

Food and beverages also need to be provided for yo
volunteers and or vetsGet some small coolers and |
have one at each station with water and snacks and

they will be thankful!

You should advise people if therggising to be ptable
water available at the ride. 2

NOTE:Supper is an important time for fellowship as it retains riders at the Ride Site for
the Awards Ceremonies, and will provide Ride Management with some extra time to
complete and tally the Ride ressl

7. Determine your ride budget and set your ride price
Once you know trail access fees, vet costs and the total
number of riders you can have at your eventou have
some of the most essential big ticket items for the event.
You should develop a ridmudget €onsider using the ride
budge form shown below and on the website to help you
with this!). Think about all the stuff you will require for the P@sed on your costs
event such as port a potties, prizes, ribbons, etc. Make sure &nd not simply on
all of these are on the budget with goestimates of their | What you think people
cost. Then you can set yoentry feefor the ride. BCCTRA will pay.

wants to have rides that operate successfully and do not jjo

Ayi2 GKS GNBRE¢®

Itis HIGHLY
recommended that
you set your pice
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 British Columbia Ride Budget Form
4 Competitive Trail Riders Association

SIEIS

Name of ride:
Location:
Manager Date
Revenue
Number Riders Entry fee| Budgeted| Actual

# senior riders members

# senior riders non members
# junior riders members

# junior riders non members
late entry fees

fundraising

Horse Council BC grant
Revenue total

Expenditures Description Budgeted | Actual
Sanction Fee deposit $ 2500(|%2500
Post - sanction fee (35 per rider CTR only)
Veterinarian fees

Ribbons

Flag tape

Photo copying

Prizes

Food

Telephone

Postage

Gas

Misc expenditures

Total expenditures

Balance

Set the Entry Fees for Senior, Junior and Family Rate riding BCCTRA méawberay
consider barging non BCCTRA members an additional fee to reflect a benefit to BCCTRA
membership (i.e. $5.00 or $10.00 additional).

The amount of the Entry Fee is at the discretion of the Ride Mankgeding for the Ride is
solely the responsibility of Ride Maregent. However a HCRIDes offer grants in different
zones Please refer to it on how to apply or contact your HCBC ZonéoRere
information.

8. Get the word out and promote your event
The greatest promotion for your event will be through BCCTRA owe¢hsite, in the
newsletters and through word of mouth. But events are also open to non BCCTRA
members so you will need to think about how you can get the word out to a broader
audience.
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Think about trying some of these ideas:
91 Develop posters and put &m up at tack and feed stores
1 Send a letter and poster to local horse groups or offer to go to a meeting and
promote the ride

1 Put posters up at local equine centers or barns
1 If there are trade shows or horse events happening, try to attend and spread
the word
1 Consider getting a write up about the ride in a local newspaper
1 Keep in contact with the BCCTRA public relations person to promote your ride in

magazine write ups
1 Hand out registration forms to riders at one of the BCCTRA events and
encourage them to téend

9. Secure sponsorships

Deciding to get sponsors for your ride is optional, but it can Sponsors are partnegs
make a big difference to your overall budget, add a lot of valle remember you are not
for your riders and allow your business community to get asking people for
involved in BCCTRA events. something, you are

inviting them to be a part

So how do ya get sponsorsMost businesses welcome of a community event.

opportunities to be involved and be good corporate citizens,

especially when their business products or values line up with yours. So think about
whomthat might be for your event. Potential sponsors are tack stoiesd stores, feed
companies, supplement companies, veterinarian offices, timber companieg, and

trailer businesses and other obvious horse related businesses. Try also to think outside
the box though, there may be companies that serve your arealaese can supply you

with things other than prizeg grocery stores can donate supplies, banks can donate
tents, artists can donate prizes, local businesses can supply volunteers and others can
donate services that add a lot of value to your event. -

7

Toget sponsors, come up with a list and then develop a sponsof
letter to invite their participation in your event. Let them know all?
the details¢ who, what, where, when, whg number of people
that will be at the event during the day, how you will give them
exposure, and most importartwhat types of things you need for
GKS RI&o 5 2 (liihave distdf resdutes yONArd)
seeking as you never know what they may have to offer. '

Make sure to give your sponsors lots of airtiqefficial spaisors

can be on your registration forms, a high quality banner can be i

your event to showcase them, prizes can include business cardg Xampl ohoto given o

pamphlets for them, and your talks should ALWAYS thank them. g, erfields in a thankou

And, in your write up and newsletter reportghank than again. letteri shows their banner,

It is always a good idea to send them a thank you letter with the| Plus the smiles on the faces o
. . . . inners holding their prize

results and a few photos of them being recognized as this will helg ', =.>

them confirm with you again in future years.
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10. Take registration

11.

12.

You will need to develop a registration fornr four event so
that you can take all the required information from your
participants.The ride secretary will have examples from
previous years that you can modifylake sure you collect
information on the horse for BCCTRA mileage and points
tabulation, lut also on the rider (Horse Council and BCCTEA
numbers)so that you can communicate with them and
process records after the event. It is a good idea to have &
cancellation policy as well to ensure that you are clear with
registrants about important datesMake sure when done,

that you send this form to the BCCTRA secretary so that it can
be placed onto the website for people to access. Hand ou

the form at a BCCTRA event as well to get a hard copy intH
LIS2 L)X SQ& Kl yR&aAD

Manage your event budget

As moneycomes in and goes out for expenses, keep track bf
your receipts and revenue so that you are clear on where You
are at. If registrations are too low, you may want to set a cut
off when you decide to cancel the ride to avoid going into the
4 NB RE& @ tthls fvith thé Exé€cdiive and they can assist
and give you advice. If you reach capacity early, you may
want to let the BCCTRA secretary know so that she can nctify
members that the ride has reached its capacity.

Secure, train and reward your volunteers

Events cannot run without dedicated volunteers.

First you need to find thenConsider asking local horse cluks,
barns or other riding groups to assist as these are horse
people that may have a real interest in helping out. Plan ot
how many volunteergou need and for what roles and then
you can match people to the jobs. When you have all the
volunteers you need, keep in communication with them.
They need to know when to be whegeensure they have

maps to the site and the schedule for their jobs. Sider
training them in advance, particularly for things like Pulse & nd
respiration which can be tricky things for new volunteers to
learn at the event. The more calm and prepared they are,
the better things will go. Consider developing short
instructionsfor the volunteers and preparing little volunteer
folders for them at the event. That way when you are running
around, they can find their answers in their package. Finally,
let volunteers know how they can reach you at the event sb
that communication hes remain open.

TIPS for registration form:

Have one two sided
form that people send
to youc one side with
their entry information
and one with the
required waivers.
DS@St2L) 1
instruction sheet with
map and directions,
plus reminders about
what to bring that they
can print off and bring
with them the day of
the ride.

Ask people if this is
their first CTR that
way you can make
note to give them an
extra welcomeat the
event.

Consider putting your
sponsor logo on the
registration form to
give them profile.
Consider branding you
ride with a unique
namecg this will get
Ayid2 LIS2 ki
and you can develop a
logo that you use for
the ride as well to help
peopk identify your
ride.

Let people know aboult
camp rules, meal plan:
water access, camping
environment and ride
mileage and terrain so
they can prepare in
advance.

C2N) / ¢wQa
people that they need
to be familiar with the
BCCTRA rulebook in
advance!

10' BCCTRA Ride Managers Manual



=4 =4 =8 =8 -8 -8 -f -f a8 oa o g

Everyone involvedith key positions at a CTR (vets, pulse and respiration, scoring, time
in and out crews¥hould be familiar with the Ride details, the BCCTRA Rulebook, the
Scorecard, Scorecard Guide and receive a complete list iofdes. If in doubt on any
matter, pleaseconsult with a member of the BCCTRA @Euécutive or your Area

Director to ensure you are providing accurate training advice.

+2f dzy i SSNA NBO2YYSYRSR FT2NJ/ ¢wQa

Ride Secretary

Trail Manager

Camp Marshall

Farier (optional)

Caterer (optional)

Vet Recorders 1 recorder per Vet

Veterinarians 1 Vet per 25 horses maximum
Head Timer at Start/Finish Line plus an assistant
ykhdzi ¢AYSNI FYR Faaradl yl';“ [
P&R Crew Manager r (\ :
P&R Crews2 per crew / Icrew perl0 horses
Score teang, 2 people

Drag Rider 2 preferable, and to carry First Aid Kit

Volunteersrecommendedfor pleasure rides

=A =4 =4 =8 -8 -8 -9

Ride Secretary

Trail Manager

Camp Marshall

Farrier (optional)

Caterer (optional)

Drag Rider 2 preferable, andd carry First Aid Kit
Time in/out crew to record mileage cards

Volunteers for schooling rides

=4 =4 =4 =4 =8 -8 -8 -8 -89

Ride Secretary

Trail Manager

Camp Marshall

Farrier (optional)

Caterer (optional)

Drag Rider 2 preferable, and to carry First Aid Kit
Veterinarian for education

Pulse and respiration crews

Time in/out crew

Mentor or experienced riders one for every 23 registrants
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