Ride Helpers Role – Ride Secretary
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RIDE HELPERS ROLES 

RIDE SECRETARY
The ‘public face’ of the ride.  Always at the centre of administration and communication during the ride, they need to be well organised and to have a good grasp of the Endurance GB Rules.  Sometimes, but not always, the ride secretary is also the entries secretary. It is essential that the ride secretary has good communications to the ride officials and stewards via mobile phone or Raynet (mobile phones and radios must be tested first). 
The ride secretary will be briefed by the ride organiser and technical steward and provided with: a list of all ride officials and their mobile numbers; map and talkaround; directions to each checkpoint and steward with post code and/or map reference; uptodate ride list for recording attendances, changes in class, rider or horse, late entries by riders; emergency contact name and mobile phone number; incident report form; and meal vouchers, of course.
First things: 

The ride secretary is responsible for checking that each rider has provided the correct information, that their entry meets the Endurance GB Rules for their class and that each rider has a numbered bib and emergency labels for their hat and saddle.  The ride secretary also keeps spare copies of vet sheets.  Late entries may be allowed by the ride organiser, therefore, the ride secretary is to ensure that the correct fees are paid and all paperwork is amended.  Non-arrivals and changes of class, rider or horse are to be recorded.  All such changes in the ride list are to be passed on to ride officials and stewards by the ride secretary - the ride organiser and ride secretary will then have information on the current status of all riders. It is vital that records of correspondence and everything connected with the ride organisation are available to the ride secretary.
During the ride: 

In the event of an incident or emergency, the ride officials or stewards will contact the ride secretary and ask for assistance – it is the responsibility of the ride secretary to inform the technical steward and set in motion a suitable response. 
The ride secretary is responsible for keeping all the stewards out on course informed when riders retire or are vetted out at vetgates – this saves the stewards waiting for ‘missing’ riders! 
The ride secretary ensures that all the start times of riders (provided by the timekeeper/starter throughout the day) are recorded on a master list for reference during the ride. 
As the ride progresses, the ride secretary is responsible for informing all the stewards out on course when they can return to the venue.  
Afterwards: 

After a rider’s final return to the venue and completes their vetting, the technical steward will update the master card then pass the rider’s copy of the vet sheet and master card to the ride secretary.  The ride secretary will then put the appropriate rosette with the master card ready for collection by the rider.
Upon receipt of a rider’s bib, the ride secretary returns the rider’s master card and hands out rosette/s. 

All ride officials and stewards ride lists will be held by the ride secretary and handed to the ride organiser at the end of the ride.  
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