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INTRODUCTION
The Show Management Working Party is an Advisory Committee assisting Council in the development and management of the Conformation Officials training programs. At the August 2025 Council Meeting, Council approved the Peter Thompson to formulate a proposal for the creation of updated Training Programs for Conformation Stewards, SACA Representatives, Conformation Show Managers and Conformation Convenors. 
This document is designed to support the Conformation Show Manager in understanding their role in the organisation and running of a Conformation Show. Currently there is no formal training for this position, and the understanding of the roles and responsibilities is varied.
This document aims to assist the person undertaking the role of a Conformation Show Manager in understanding the role and responsibilities of the position both before and during the Show by:
1: developing an updated training package for new and existing Conformation Show Managers;
2: provide templates that will assist in the organisation of the show;
3: provide an understanding of the difference between the responsibilities of the Conformation Show Manager and the S.A.C.A. Representative;
4: understanding the Dogs SA Rules that pertain to the running of a Conformation Show. 
Council approved the following people to form the reconstituted Working Party: 
Peter Thompson (Chair), others as required.

TRAINING PACKAGE INTRODUCTION 
This Online Training Package is intended to make it easy for interested Dogs SA Members to undertake training, in a self-paced timeframe, without having to attend a formal presentation. 
The Conformation Show Manager Training consists of three parts: 
· Conformation Show Managers Training Manual (This Document) 
· Dogs SA Rules (download latest version from Dogs SA website) 
· ANKC REG 5 Shows (download latest version from Dogs Australia website) 

All relevant Rules and Regulations can be downloaded from the Dogs SA (https://dogssa.com.au/) or Dogs Australia (https://dogsaustralia.org.au/) websites.
THE CONFORMATION SHOW MANAGER AND THE SACA REPRESENTATIVE
It is most important that the Show Manager understands the difference between the roles and responsibilities of the Show Manager and the SACA Representative. 

The Show Manager is responsible for the conduct of an exhibition in accordance with Dogs SA Rules and the direction of the Affiliate Member’s committee.
The Affiliate must have a copy of the Dogs SA Rules at all Exhibitions, and the Show Manager should be familiar with these Rules and refer to the Rules when necessary. 
They may seek advice only from the SACA Representative in relation to the Dogs SA Rules.
The Show Manager is responsible for making decisions at an Exhibition and implementing those decisions, except where there is an alleged aggressive dog incident. Where a breach of the rules occurs, the Show Manager will report the breach to the SACA Representative.

The SACA Representative is the Exhibition official responsible for advising the Affiliate and has the authority of Council to act on behalf of the Association to ensure that the Constitution and Rules are adhered to.
The SACA Representative cannot make decisions relating to the conduct of an Exhibition, this is the role of the Show Manager.
The SACA Representative will record in their Incident report any alleged breach of Dogs SA / Dogs Australia Rules reported to them by a member, Judge, Steward or observed by them. Witness statements are to be obtained on the day of the exhibition.
Where it is an alleged aggressive dog incident, the procedures in the Dogs SA Rules will apply. 
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THE CONFORMATION SHOW MANAGER
1: DEFINITION OF A “SHOW MANAGER” 
“Show Manager” means a person who must be appointed by the Affiliate Member as the Exhibition Official who is responsible for the management of the Exhibition in accordance with the Rules and the direction of the Affiliate Member Committee.
Refer SACA Rules PART I Definitions – Show/Trial Manager 
2: WHO CAN BECOME A CONFORMATION SHOW MANAGER? 
To be appointed as a Conformation Show Manager, a person must be an Ordinary Member of the SACA.
Refer SACA Rules PART II MEMBERSHIP A General Rule 1 (a) 
Refer SACA Rules PART VIII EXHIBITIONS 
53: Show/Trial Manager of the Affiliate conducting an Exhibition
3: WHAT IMPACT DOES BEING A SHOW MANAGER HAVE ON SHOWING? 
Any person who acts as a Show Manager at an exhibition should not act as a handler of any Exhibit at that exhibition as when correctly conducting their role, they will have direct contact with the Judges. However, an Exhibit owned by the Show Manager may be exhibited at that exhibition by another handler or the Show Manager’s family member. 
 4: SELECTING A SHOW MANAGER
The appointment of a Show Manager is a Dogs SA requirement, and the name of the Show Manager must be included on the Schedule submitted to Dogs SA Office.
Refer PART V SCHEDULES B 1 (g) the name of the Show/Trial Manager
While many Affiliates have people who are very competent in fulfilling the position, some Affiliates see it as just a name that must be put on the Schedule, without understanding the benefits of a person fully versed in the role and responsibilities pertaining to the smooth running of their Shows. Therefore, it is essential that some thought is taken by the Affiliate Committee to the abilities, experience and knowledge of the person appointed as Show Manager. The success of the Exhibition may depend on the abilities of the person appointed.
KEY ABILITIES OF CONFORMATION SHOW MANAGERS
	· Organisational skills
· Good communication skills
· Ability to work under pressure
	· Problem solving skills
· Leadership skills
· Sound knowledge of Dogs SA Rules



ROLES & RESPONSIBILITIES OF THE CONFORMATION SHOW MANAGER
These can be broken up into three sections:
· Before the Show
· During the Show
· After the show
1: BEFORE THE SHOW
There are several areas in which the Show Manager needs to be on top of before the Show. Whilst some of these functions may be carried out by the Affiliate Secretary or Convenor, the Show Manager needs to ensure that they are done.
· Schedule: the Show Manager should print out a copy of the Schedule once published and familiarise themselves with the details approved. They should note where the judges come from, local, interstate or International and identify any potential issues.
· Show Officials: confirm the SACA Representative and Stewards are all contracted and are available with no last-minute changes.
· Judges: confirm that there are no changes to the judging panel. Where Interstate or International judges are contracted, ensure that accommodation is confirmed, transportation from the Airport and from the accommodation to the Show venue is arranged and meals, including breakfast, are arranged. Meal allowances for the night/s before the show should be available to the judges on arrival.
· Breed Numbers:  ensure that the judges are emailed breed numbers asap after entries close and that the Show Manager receives a copy themselves.
· Catering: ensure that lunches are arranged and estimate a time for the lunchbreaks.
· Junior Handlers Heats: be aware of the arrangements for Junior Handler heats and the possible impact on the Show.
· Show Set up: confirm arrangements for the ring set up with examination tables, ramps, side tables, chairs, handwipes, group catalogues, blank numbers and markers etc and who will be responsible for the taking out of all items.
· Gate Opening: confirm who and at what time, will be opening the gates to the ground and relevant buildings. These include Marsula Brine Rooms, Equipment Shed, Main Building and Kerry Loo Toilets.
· Security Arrangements: who has been organised and for which nights, when will they arrive and depart.
· Judge/Steward Allocation Sheet: a spreadsheet with the judge/steward allocations should be prepared and emailed to all stewards prior to the event. A copy should be printed to be posted with breed numbers in the Marsula Brine room for easy reference. Refer example Appendix 3
2: DURING THE SHOW
If all has been prepared well, the role of the Show Manager should be an easy one during the event. The key responsibilities on the first day are:
· Arrive Early: if you are not the person opening the venue, ensure that you are there not long after to ensure that the pre-show preparations are carried out in a timely fashion. Has the person responsible for the items needed at each ring such as tables, ramps etc. Group Catalogues, blank cards and markers taken them out or are additional resources needed to complete the task. Ensure that a full catalogue, blank cards and a marker has been placed on the table in front of the Marsula Brine building.
· Stewards: greet the stewards as they arrive and confirm their duties for the day. Advise of any special requirements. Advise the stewards if they will be taking handwipes, sashes etc out to the rings with them or the sashes, sponsor product, etc will be brought around later. When the judges arrive, introduce the steward to their judge if they do not already know the judge.
· Judges: greet the judges when they arrive and advise of any special requirements regarding the judging procedure, ie Runner up, Alternate system or Group Only Show.
· Briefing: About 5-10 minutes prior to the commencement of judging, advise the judges and stewards that judging will commence in X minutes and to get ready to proceed to their rings. Advise of any special photography requirements.
· Monitoring: after about 30 minutes make a circuit of the rings, checking with the stewards on progress and judging speed. Check against your pre-prepared timetable making allowances for the groups and breeds. Continue to do so every 30-40 minutes to monitor the progress against the planned timetable. 
· General Specials: ensure that lunch arrangements for the General Specials Judge and Steward are discussed as to when they will eat. Make sure the Steward is aware of any special awards beyond the normal sashes and prizemoney and items are taken out to the General Specials Ring. Make appropriate timing announcements to exhibitors.
· Commencing The Second Show: make appropriate announcements of the commencement time of the second show, including whether the General Specials judge may be delayed. If so, make another announcement when the first show General Specials judge is commencing their second show assignment.
· Single Day Judge & Stewards: if any of the judges or stewards are only contracted for the first day, ensure that the Treasurer provides them with their contracted fees before they leave. This can be done either before the show commences or at the lunch break.
· Overnight: most affiliates only engage a security person on the night between shows. Confirm payment arrangements prior to the day with the Treasurer and ensure that payment is made as arranged. When the person arrives, advise them of any potential issues that may arise. Confirm with the security person of the arrival time the next morning of Affiliate personnel so they can leave.
· Judges Travel: be aware of the travel arrangements for the judges to return to their accommodation and the booked times. The booked time may need to be changed due to entry numbers or judging speed.
· Fees: ensure that Steward and other Official’s fees are paid either before the show or at the lunch break.
· Second or Last Day: most important on the last day of a show that the smooth running of the show ensures that it will be completed in plenty of time for interstate/international judges to travel to the airport. The Show Manager needs to keep on top of judging speeds and the progress of the show. With the advent of Group Only Shows, and the last show of the weekend being this format, there are usually no time issues. However, if General Specials are held, careful monitoring of the progress of the show is essential. Naturally this is where allocating General Specials to the judge with the latest departure helps, but it is not always known at the time of allocating assignments over the weekend is made.
3: AFTER THE SHOW
· Pull Down: as each Group is completed, arrange for all items to be returned to the Equipment Shed or the Marsula Brine room.
· Ground Hirers Check Sheet: complete the GHCS form and ensure all items are actioned. Refer Appendix 2
· Certificates: confirm with the Convenor what arrangements are decided for uncollected certificates.
· Marked Catalogues: check with the Convenor that marked catalogues and if applicable, CACIB & A2O reports, are emailed to the appropriate people.
· Cleaning: ensure that the Marsula Brine Room is cleaned as per the GHCS and all furniture items are left in an orderly fashion.
· End Of The Show: following completion of the last Group (Group Show) or General Specials, ensure that all items have been returned to the Equipment Shed or the Marsula Brine room. Make an announcement via the PA when the gates will be closing. Secure all buildings and prior to closing gates ensure no one is on the grounds.

HEALTH AND SAFETY
The Show Manager is responsible for the safe running of the event. Therefore, any incidents of personal injury or any safety issues identified during the event must be notified to the SACA Representative and the appropriate form completed. 
For Personal Injury, complete the Dogs SA Injury Report Form and return with the Ground Hirers Check Sheet to the Dogs SA Office. 
Where a Safety Issue is identified, depending on the likelihood of risk, instigate appropriate remedial action asap. Advise the SACA Representative of the issue. Document and include photos if appropriate and include with your Ground Hirers Check Sheet to the Dogs SA Office.
If the situation is dangerous, advise and discuss with the SACA Representative. It may be necessary to contact the President or Executive Officer for resolution.

APPENDIX 1 – Injury Report Form
The Dogs SA Injury Report Form is to be completed by the Show Manager in the event of any injury reported during the Show. If a copy of the Injury Report Form is not available in the centre drawer in the Ticket office, the current version can be downloaded from the Dogs SA Website at:
https://dogssa.com.au/media/7179/dogs-sa-injury-report-form-110226.pdf



APPENDIX 2 – Ground Hirers Check Sheet

To be completed and left with the keys in the SACA Office Box facility in the Bar immediately following the function.

NAME OF HIRER ………………………………………………………………………………………………..

1. Security
· Equipment shed, gates etc. locked						Yes/No
· Marsula Brine building locked correctly						Yes/No

2. Marsula Brine Building
· Windows locked and blinds closed						Yes/No
· Floors swept and mopped							Yes/No
· Cleaning materials locked away 							Yes/No
· Tables and Kitchen benches wiped down 						Yes/No
· Tables and Chairs to be stacked neatly 						Yes/No
· Oven and Hotplates turned off 							Yes/No
· Foodstuffs removed from the refrigerator & Kitchen 				Yes/No
· Rubbish Bin emptied								Yes/No
· Amplifier turned off 								Yes/No
· Airconditioner / Heater turned off							Yes/No
· Lights turned off 								Yes/No
· Does the First Aid Box require replenishment 					Yes/No

3. Equipment Shed
· Has all equipment and trolley been put away neatly in shed			Yes/No

4. Rubbish
· Have boxes and plastic bin liners been dumped in the “Cleanaway” bin 		Yes/No
· Have the grounds been left in clean condition 					Yes/No

First Aid Box requires the following:-
Repairs / Maintenance Required:-
Show Manager to report any faults with the equipment or facilities to the SACA Representative. 



Signed …………………………………………………………	Date …………………………………………………………


Is your Club prepared to be billed $50.00 for not complying with the above checklist?



Noted …………………………………………………………	Executive Officer ……………………………………………



APPENDIX 3 – Judges and Stewards Sheet
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GAWLER KENNEL CLUB 

11+12 April 2026

SACA REP: VAL CARTER

SHOW MANAGER: PETER THOMPSON

Sat AM Toys Terriers Gundogs Hounds Working Utility Non-Sporting Gen Specials

Judge Rosie Hawkins John Sheppard Libby Martin Lynn Harrison Michael Glover Kerryn O'Brien Stewart Budd Lynn Harrison

Steward Josie Miller Ali Huckle Andrew Bourne Heather McM David Harrop Joe Nickholds Peter Flynn Heather McM

Sat PM Toys Terriers Gundogs Hounds Working Utility Non-Sporting Gen Specials

Judge Lynn Harrison Stewart Budd Rosie Hawkins Lynn Harrison Kerryn O'Brien John Sheppard Michael Glover John Shepherd

Steward Heather McM Peter Flynn Josie Miller Heather McM Joe Nickholds Ali Huckle David Harrop Heather McM

Sun AM Gen Specials

Judge Stewart Budd Colleen Stoate John Sheppard Rosie Hawkins Brian Turner Michael Glover Lynn Harrison Colleen Stoate

Steward Peter Flynn Joe Nickholds

Ali Huckle

Josie Miller Andrew Bourne David Harrop Heather McM Joe Nickholds

Sun PM Gen Specials

Judge John Sheppard Lynn Harrison Stewart Budd Michael Glover Colleen Stoate Chris Girling Rosie Hawkins N/A

Steward

Ali Huckle

Heather McM Peter Flynn David Harrop Joe Nickholds Andrew Bourne Josie Miller N/A


image1.jpeg
dogs

The Canine Community of South Australia




image2.emf

