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1. Purpose 

This Policy establishes the licensing and regulatory framework for Trainers, Drivers and 
Stablehands in South Australia. 

The objectives of this Policy are to: 

• protect animal welfare, participant safety, integrity and public confidence; 
• give full effect to Part 4 of the Australian Harness Racing Rules (AHRR); 
• recognise HRSA’s obligations under the Work Health and Safety Act 2012 (SA); 
• clarify that breaking-in and preparatory training constitute “training”; 
• require minimum licensing for handling horses at HRSA events; and 
• ensure decisions are proportionate, sound and documented. 

2. Authority 

Licences are granted pursuant to: 

• AHRR Part 4; 
• HRSA Constitution and Board-approved delegations; and 
• this Policy. 

HRSA may grant, refuse, condition, suspend, cancel or vary a licence at its discretion. 

3. Licence Categories 

HRSA recognises the following licence categories: 

• Trainers (C-Grade, B-Grade and A-Grade) 
• Drivers (C-Grade, B-Grade and A-Grade) 
• Stablehands 

4. Application Requirements and Validity 

1. An application for a licence is not valid unless it is:  
o submitted in the approved HRSA form; 
o accompanied by all requested documentation and payment of applicable fees.  

2. Without limitation, HRSA may require an applicant to provide:  
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o proof of identity;  
o Two (2) recent passport-style photographs;  
o a National Police Certificate (obtained within 5-years);  
o medical certification (where relevant to licence category);  
o evidence of competency, qualifications, training or experience;  
o financial information relevant to the assessment of capacity;  
o references from licensed participants or other relevant persons;  
o declarations or acknowledgements required by HRSA; and  
o any additional material reasonably required to assess the application.  

3. HRSA may:  
o refuse to process incomplete applications;  
o request further information at any stage; and  
o treat failure to provide requested information as grounds for refusal.  

4. It is an offence under the AHRR to provide false or misleading information. Any such 
conduct may result in:  

o refusal of the application;  
o cancellation of a licence; or 
o disciplinary action. 

5. Duration of Licence 

1. Unless otherwise determined by HRSA, licences are granted for a fixed term determined 
by licence category or for the relevant, 12-month, licensing season (1 September – 31 
August) 

2. HRSA may:  
o prescribe standard licence durations for each category of licence; or  
o determine a specific duration in an individual case.  

3. A licence:  
o commences on the date specified by HRSA; and  
o expires at the end of the applicable licensing season; or 
o on the date notified to the licence holder, 

(unless renewed subject to this Policy).  

4. HRSA may issue licences:  
o subject to a shorter duration; or  
o subject to staged or conditional progression, 

where appropriate to manage risk. 

6. Licence Renewal and Reassessment 

1. A licence does not automatically renew. 
2. A penalty of disqualification or warning off is deemed a cancellation of the licence for 

the purposes of renewal. 
3. An application for renewal must:  

o be made no later than two (2) calendar months after expiry; 
o be made in the approved form;  
o include all required documentation; and  
o be accompanied by payment of applicable fees.  

4. Renewal is a fresh assessment of:  
o fitness and propriety;  
o compliance history;  
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o welfare outcomes;  
o financial capacity (where relevant); and  
o any intelligence or information available to HRSA.  

5. In determining a renewal, HRSA may:  
o grant renewal;  
o grant renewal subject to conditions;  
o defer renewal pending further investigation; or  
o refuse renewal. 

6. Without limitation, HRSA may refuse or condition renewal where:  
o there is a pattern of non-compliance;  
o there are outstanding welfare concerns;  
o there are unpaid debts relevant to racing activities;  
o there are unresolved complaints or investigations; or 
o the person otherwise fails to satisfy the fit and proper test.  

7. HRSA may apply the Show Cause process at the time of renewal.  
8. A licence holder who fails to renew prior to expiry:  

o is taken to be unlicensed; and  
o must apply for a new licence over two (2) calendar months after expiry. 

7. Interim and Temporary Licences 

1. HRSA may grant an interim or temporary licence (by condition) where:  
o urgent operational or welfare needs arise;  
o an application is substantially complete but requires finalisation; or  
o exceptional circumstances justify temporary participation.  

2. An interim licence:  
o may be subject to conditions;  
o is valid for a limited period; and  
o may be revoked at any time.  

3. Granting an interim licence does not:  
o create any entitlement to a full licence; or  
o limit HRSA’s discretion in determining the application. 

8. Fit and Proper Person Requirement 

All applicants must be, and remain, fit and proper persons. 

HRSA will assess applications against the relevant information and criteria set out in this Policy 
and determine in its absolute discretion eligibility and suitability for the grant of a licence.  

9. Fitness 

Applicants must demonstrate: 

• adequate physical and mental fitness to perform their duties safely; 
• sufficient horsemanship skills, competence and experience; 
• capacity to make sound, safe and ethical decisions under pressure; 
• financial capacity to meet horse welfare standards (particularly for Trainers); 
• compliance with work health and safety duties under the Work Health and Safety Act 

2012 (SA); and 
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• understanding welfare obligations under AHRR 213, 218 and 218A, HRSA Policies, HRSA 
Stewards’ Notices and the Animal Welfare Act 2025 (SA). 

Drivers must obtain and provide proof of a current, annual medical clearance determining an 
appropriate level of fitness to hold a licence as part of the Driver licence application. 

For Trainer licence applications (including upgrades), HRSA may require a Declaration of 
Financial Capacity.  The Declaration forms part of the fit and proper person assessment and may 
be verified by HRSA.  Failure to demonstrate adequate financial capacity to meet horse welfare 
obligations may result in: 

• refusal of application; or  
• imposition of conditions (including limits on horse numbers).  

10. Propriety 

Applicants and licensed persons must demonstrate that they are persons of good character, 
honesty, integrity and reliability. 

In assessing propriety, HRSA may have regard to any matter relevant to whether the person poses 
a risk to: 

• animal welfare;  
• participant or workplace safety (including work health and safety obligations);  
• the integrity of racing; or  
• public confidence in the industry. 

This includes (without limitation): 

• willingness to follow the AHRR and Regulations and HRSA policies and Stewards’ 
Notices; 

• disciplinary history in any racing or sporting jurisdiction;  
• conduct detrimental to the integrity or reputation of racing;  
• abusive, threatening, dishonest or improper conduct;  
• social media conduct inconsistent with industry expectations;  
• any history of animal cruelty, neglect or welfare breaches;  
• any relevant debts relating to the keeping, care, training or treatment of horses; and  
• any criminal history, including charges, convictions, findings of guilt or ongoing 

proceedings.  

In considering criminal history, HRSA may in its absolute discretion have regard to: 

• the nature and seriousness of the alleged or substantiated conduct;  
• whether the conduct involved violence, sexual misconduct, unlawful drugs, dishonesty 

or exploitation;  
• whether the conduct involved children or vulnerable persons;  
• the age of the person at the time of the conduct;  
• the time elapsed since the conduct;  
• whether there is a pattern of behaviour;  
• the relevance of the conduct to racing activities;  
• evidence of rehabilitation; and  
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• the extent to which the conduct impacts upon welfare, safety, integrity or public 
confidence.  

A person must, always, be able to satisfy HRSA that they remain a fit and proper person having 
regard to these matters. HRSA may, at any time during the term of the licence require a person to 
provide such additional information as it needs to enable an ongoing assessment that a licence 
holder remains a fit and proper person.   

11. Relevant Period 

The relevant period for assessment as a fit and proper person is five (5) years immediately 
preceding the date of application. 

HRSA may in its absolute discretion consider conduct outside that period where relevant to: 

• patterns of behaviour; 
• seriousness; 
• risk to safety; 
• risk to welfare; 
• risk to integrity; or 
• risk to public confidence. 

12. Presumptive Not Fit and Proper 

A person will ordinarily be presumed not to be a fit and proper person where, within the relevant 
period, they have been convicted of, or found guilty of, an offence involving: 

• violence or threatened violence against a person;  
• sexual misconduct or sexual offences;  
• offences involving children or vulnerable persons;  
• the supply, trafficking or production of unlawful drugs;  
• serious dishonesty, fraud or corruption; or  
• any indictable offence punishable by imprisonment (whether ordered or not), where the 

circumstances of the offence are such that it may reasonably be considered to 
undermine:  

o animal welfare;  
o the integrity of racing; or  
o public confidence in the industry.  

HRSA may also have regard to: 

• pending criminal charges;  
• findings of guilt without conviction; and  
• ongoing criminal or regulatory proceedings,  

where relevant to the assessment of risk and ongoing fitness and propriety. 

This presumption may in the absolute discretion of HRSA be displaced where the person 
demonstrates, to the satisfaction of HRSA, that: 



Page 7 of 19 
 

• the conduct was isolated or occurred in materially different circumstances;  
• a significant period has elapsed;  
• the person has rehabilitated; and 
• the person does not present an ongoing risk to welfare, safety, integrity or public 

confidence. 

In all cases, HRSA may impose such conditions, restrictions or other measures as it considers 
appropriate. 

13. Ongoing Fitness and Propriety – Show Cause 

13.1. Trigger for Show Cause 

HRSA may, at any time, initiate a process (Show Cause) where information, intelligence or 
circumstances arise which, in the opinion of HRSA, reasonably call into question whether a 
licensed person: 

• is no longer a fit and proper person to hold a licence; or  
• poses a risk to:  

o animal welfare;  
o racing integrity;  
o safety (including WHS obligations); or  
o the reputation of the industry, 

This may arise from: 

• a single serious incident;  
• cumulative conduct or intelligence over time;  
• welfare concerns;  
• criminal, regulatory or disciplinary matters; or  
• any other relevant matter identified by Stewards or HRSA.  

13.2 Continuing Fitness Obligation 

A licensed person must satisfy HRSA that they remain a fit and proper person for the term of the 
licence. 

Where a person is unable, for any reason and at the request of HRSA, to satisfy HRSA that they 
remain a fit and proper person, HRSA may act under this Policy irrespective of whether any 
breach of the AHRR is established. 

13.3. Authority to Initiate 

Stewards may commence a Show Cause: 

• of their own motion; 
• at the direction of the Board of HRSA; or  
• upon referral from the Chief Executive Officer, or other relevant regulatory or integrity 

personnel. 
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13.4. Show Cause Notice 

The Show Cause Notice must: 

• outline the relevant matters or concerns;  
• identify the potential regulatory outcome (including suspension or cancellation);  
• specify a reasonable timeframe for response; and  
• may include interim protective measures if required.  

13.5. Interim Protective Measures 

Stewards may, pending determination of the Show Cause, impose interim protective measures, 
including conditions, restrictions or temporary limitations on participation, independent of any 
disciplinary action under the AHRR. 

13.6. Risk Assessment 

In determining whether interim protective measures are required, Stewards may have regard to: 

• the seriousness and nature of the matter;  
• any alleged conduct or circumstances;  
• risk to animal welfare;  
• risk to safety (including WHS risks);  
• risk to the integrity of racing;  
• risk to public confidence;  
• whether the matter is before a court, tribunal or regulatory authority; and  
• any other matter relevant to the assessment of ongoing fitness and propriety. 

13.7. Nature of Interim Protective Measures 

Any interim protective measures imposed under this Policy: 

• are administrative and protective in nature;  
• are not a disciplinary penalty;  
• do not constitute a suspension under AHRR Rule 183; and  
• are imposed solely for the purpose of assessing ongoing fitness and propriety and 

managing risk. 

13.8. Indicative Grounds for Interim Protective Measures 

Without limiting discretion, interim protective measures may be imposed by Stewards where: 

• there is a risk to animal welfare;  
• there is a risk to participant or workplace safety;  
• the person is subject to criminal charges or investigations;  
• there is evidence of serious misconduct or integrity concerns;  
• the person has failed to comply with a regulatory requirement;  
• there are significant unpaid debts related to the racing industry; or  
• any other circumstance giving rise to an unacceptable level of risk 
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13.9. Consideration and Determination of Show Cause 

Following issue of a Show Cause Notice (and receipt of any response), Stewards may: 

• take no further action;  
• issue guidance or warning;  
• impose conditions; 
• restrict the licence (wholly or in part); 
• suspend the licence (wholly or in part); or 
• cancel the licence. 

The determination is to be made having regard to: 

• the fit and proper person test;  
• risk to welfare, safety and integrity;  
• pattern of conduct (if any); and  
• other matters that the Stewards deem relevant or appropriate. 

13.10. Review of Interim Protective Measures 

Any interim protective measures imposed under this Policy must be reviewed: 

• at reasonable intervals; and 
• at least every 30 days,  

to ensure it remains necessary and proportionate having regard to the matters in 13.6. 

13.11. Application at Renewal 

The Show Cause may also be applied: 

• at the time of licence renewal; or  
• where new information arises during the renewal assessment. 

13.12. Natural Justice 

The Show Cause process must be conducted in accordance with  

• procedural fairness; and  
• applicable Rules and policies 

13.13. Administrative Nature of Process 

The Show Cause process under this Policy is a licensing and regulatory process directed to the 
assessment of fitness and propriety. 

It is distinct from any disciplinary process under the AHRR and does not: 

• constitute an Inquiry into a breach of the Rules;  
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• give rise to a charge; or  
• rely upon or invoke powers under AHRR Rule 183 unless separately exercised. 

14. Audit and Compliance Monitoring 

1. HRSA may conduct audits of licence holders on a risk-based or random basis.  
2. Audits may assess:  

o ongoing fitness and propriety;  
o compliance with licence conditions;  
o welfare standards;  
o financial capacity;  
o training facilities and practices; and  
o any other matter relevant to licensing.  

3. An audit may be triggered by:  
o intelligence or complaints;  
o welfare concerns;  
o financial issues;  
o regulatory or law enforcement information; or  
o routine compliance programs.  

4. Licence holders must:  
o cooperate with audits;  
o provide requested information; and  
o permit access to relevant premises, records and horses.  

5. Following an audit, HRSA may:  
o take no action;  
o issue guidance or directions;  
o impose conditions;  
o initiate a Show Cause process; or  
o take any other action available under this Policy or the AHRR. 

15. Breaking-In and Preparatory Training 

Breaking-in, pre-training, educating or preparing a Standardbred horse for racing constitutes 
“training” under the AHRR. 

Under AHRR 90A(2.7)(a), a C Grade Trainer is licensed to prepare, educate and exercise a horse 
but cannot trial or nominate it to race. 

Breaking-in activities may only be undertaken by: 

• a licensed Trainer (C, B or A Grade); or 
• a licensed Stablehand or Driver acting under the supervision of a licensed Trainer. 

The licensed Trainer remains responsible for all training conducted under their supervision. 

16. Licensing Requirement at HRSA Events 

This requirement applies to all persons, including owners. 
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Any person who handles, leads, prepares, exercises, trains, drives or otherwise has care, 
custody or control of a Standardbred horse at: 

• a HRSA race meeting; 
• an official trial; or 
• any HRSA-sanctioned event, 

must hold a current HRSA licence of at least Stablehand level. 

Where the activity constitutes preparation or education of a horse, a C Grade Trainer or higher 
licence is required unless the person is a licensed Stablehand or Driver acting under the 
supervision of a licensed Trainer. 

Trainers must ensure that all persons performing Stablehand activities are licensed in 
accordance with AHRR 90A(2.9). 

17. Owners and Non-Licensed Persons 

• Ownership of a horse does not constitute a licence category under this Policy or the 
AHRR. 

• Where a person under 18 years of age is recorded as an owner or part-owner of a horse, 
Harness Racing SA may require a parent or legal guardian to execute a Deed of 
Guarantee and Indemnity in a form prescribed by HRSA. HRSA may refuse, suspend or 
remove ownership registrations where it is not satisfied that appropriate legal 
responsibility and accountability are in place. 

• A person who is an owner of a horse:  
o must not perform any function that requires a licence unless they hold the 

appropriate HRSA licence; and  
o is subject to the same licensing requirements as any other participant when 

engaging in:  
▪ handling;  
▪ training;  
▪ preparation;  
▪ driving; or  
▪ any activity involving care, custody or control of a horse at a HRSA-

sanctioned event. 
• For the avoidance of doubt:  

o an owner must hold at least a Stablehand licence to handle or be in control of a 
horse at any HRSA race meeting, trial, or sanctioned event.  

• Nothing in this Policy limits the application of the AHRR to any person, including an 
owner, and owners remain subject to the Rules, including in respect of:  

o misconduct;  
o conduct detrimental to racing;  
o animal welfare obligations; and  
o directions of Stewards. 

18. Track Safety Induction 

New licence applicants may be required to satisfactorily complete a HRSA-approved Track 
Safety Induction prior to activation of their licence. 
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The induction may addresses: 

• WHS obligations under the Work Health and Safety Act 2012 (SA); 
• horse safety; 
• race-day and trial policy and procedures. 
• emergency procedures; 
• hazard and incident reporting processes. 

Failure to complete the induction may result in refusal or deferral of a licence. 

19. Licence-Specific Provisions 

19.1. Stablehand 

A Stablehand licence authorises the holder to: 

• assist in the care, management and training of horses; 
• carry out track work; 
• assist with race-day preparation and post-race procedures. 

Stablehands must: 

• be at least 14 years of age; and, 
• operate under the supervision of a licensed Trainer and 

For the purposes of this Policy, supervision means: 

• the Trainer retains overall responsibility; 
• duties are performed within demonstrated competence; 
• instruction and oversight are provided; and 
• the Trainer remains reasonably available to intervene. 

Supervision does not require constant physical or visual presence. 

19.2 Driver Grades 
19.2.1. C-Grade Driver 

C-Grade Drivers are authorised to: 

• drive at trials; 
• carry out track-work; and 
• drive at any meeting to prepare a horse to race at that meeting other than during the 

horse’s immediate pre-race preliminary. 

Eligibility: 

• minimum age 15 years; 
• minimum six (6) months holding a Stablehand licence or equivalent experience; 
• successful interview by Stewards. 
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Progression to B-Grade Driver: 

• minimum age 16 years; 
• minimum twenty (20) satisfactory authorised trial drives, which must be completed 

across a minimum of five (5) separate trial meetings and on not less than five (5) 
separate days, and across a range of racing conditions where practicable, to the 
satisfaction of Stewards; 

• for the avoidance of doubt, multiple drives conducted at the same trial meeting may be 
counted, however such drives alone will not satisfy the minimum distribution 
requirements; 

• minimum six (6) months holding C-Grade. 
• successful interview by Stewards. 

19.2.2. B-Grade Driver 

B-Grade Drivers are authorised to: 

• drive as a C-Grade Driver; 
• drive at graduation meetings; and 
• drive at country or provincial meetings (including country or provincial class meetings at 

metropolitan sites) other than in races of a metropolitan class. 

Progression to A-Grade Driver: 

• minimum age 16 years; 
• minimum six (6) months holding B-Grade; 
• minimum fifty (50) race drives; and 
• successful interview by Stewards 

19.2.3 A-Grade Driver 

A-Grade Drivers are authorised to drive at any meeting. 

19.3. Trainer Grades 
19.3.1. C-Grade Trainer 

C-Grade Trainers are authorised to: 

• prepare; 
• educate; 
• exercise, 

but are not authorised to: 

• trial a horse; or 
• nominate a horse to race. 

Applicants must: 

• be at least 18 years of age; 
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• provide two references from licensed Trainers; 
• demonstrate lawful access to suitable training facilities; 
• demonstrate competence in horse handling; 
• satisfy fit and proper person requirements; 
• demonstrate financial capacity if required. 

19.3.2. B-Grade Trainer 

A B-Grade Trainer may train: 

• a horse which the person owns or partly owns, or which is owned by the person’s 
spouse, other domestic partner, parent, sibling or child; or 

• any horse approved by the Stewards or HRSA, upon written application of the person. 

Applicants must: 

• be at least 18 years of age; 
• provide two references from licensed Trainers; 
• demonstrate lawful access to suitable training facilities; 
• demonstrate competence in training; 
• satisfy fit and proper person requirements; 
• demonstrate financial capacity if required. 

19.3.3. A Grade Trainer 

An A-Grade Trainer may train any horse. 

Applicants must: 

• have held B-Grade licence for not less than twelve (12) months (or not less than six (6) 
months when combined with a C-Grade licence held not less than six (6) months); 

• be at least 18 years of age; 
• provide two references from licensed Trainers; 
• demonstrate lawful access to suitable training facilities; 
• demonstrate competence in training; 
• satisfy fit and proper person requirements; 
• demonstrate financial capacity if required. 

20. Conditions, Refusal, Suspension and Cancellation 

HRSA may in its absolute discretion impose conditions, refuse, suspend or cancel a licence in 
accordance with the AHRR. 

HRSA may refuse, suspend, condition or decline to renew a licence where a person has 
outstanding debts arising from racing activities, including debts to HRSA, clubs, or recognised 
industry participants, where such debts are relevant to the assessment of fitness and propriety. 

Reasons will be recorded on HRSA or Harness Racing Australia (HRA) databases. 
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21. Licensing Decision-Making Framework 

21.1. Delegation of Licensing Powers – Part 4 Australian Harness Racing 
Rules 
Pursuant to the Constitution of Harness Racing SA Ltd and all other enabling powers, The Board 
may delegate the powers and functions of Harness Racing SA Ltd under Part 4 of the Australian 
Harness Racing Rules (AHRR) relating to licensing matters.  This delegation does not limit the 
authority of the Board. 

Without limitation, this delegation includes the power to: 

• grant licences;  
• renew licences;  
• refuse licences;  
• impose licence conditions;  
• vary licence conditions;  
• suspend licences;  
• cancel licences; and  
• otherwise administer and enforce licensing requirements under Part 4 of the AHRR.  

This delegation includes the authority to make administrative and regulatory decisions under the 
HRSA Licensing Policy as adopted and amended from time to time. 

A delegate may consult with Stewards, integrity personnel, veterinarians, welfare officers, or 
other relevant persons as considered appropriate. 

This delegation does not prevent the Board from: 

• exercising any delegated power itself; or  
• reviewing, varying or overturning any decision made under this delegation.  

This delegation remains in force until amended or revoked by resolution of the Board. 

21.2. Decision Framework 

In making decisions, HRSA will have regard to: 

• animal welfare;  
• participant and workplace safety (including WHS obligations);  
• integrity of racing; and  
• public confidence in the industry.  

21.3. Evidentiary Standard 

Decisions are made consistent with the Briginshaw principle (Briginshaw v Briginshaw (1938) 60 
CLR 336), such that: 

• findings are made on the balance of probabilities;  
• the seriousness of the matter informs the strength of evidence required; and  
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• appropriate care is exercised where decisions may adversely affect a person’s 
livelihood, reputation or participation.  

HRSA is not bound by rules of evidence but must act: 

• fairly;  
• sensibly; and  
• on probative material.  

21.4. Procedure 

In giving effect to the Policy, HRSA may: 

• require additional information;  
• conduct interviews;  
• obtain reports (including integrity, welfare and financial information);  
• rely on material from other Controlling Bodies; and 
• consider disciplinary history and relevant conduct.  

Applicants should be given a reasonable opportunity to respond to adverse material where it is 
material to the decision. 

21.5. Referral and Escalation 

The Delegate may refer any matter to the HRSA Board where: 

• the matter involves significant risk (welfare, integrity or safety);  
• the matter is novel or exceptional; or  
• Board oversight is considered appropriate in all the circumstances.  

21.6. Board Review 

A decision under this Policy by the Delegate may be audited or reviewed by the HRSA Board.  Such 
audit or review is administrative in nature and the Board may affirm or amend the Delegate’s 
decision. 

21.7. Review and External Rights 

Nothing in this Policy: 

• limits a right of appeal available under the AHRR; or 
• prevents a person from exercising rights available at law. 

Licensing decisions are administrative in nature unless expressly made under the AHRR. 

21.8. Recording of Decisions 

HRSA will: 
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• record reasons for decisions;  
• document any conditions imposed; and  
• retain records within HRSA systems for a reasonable time. 

21.9. Service of Notices 

1. Any notice under this Policy may be served by:  
o email to the last known email address;  
o post to the last known residential or business address; or  
o any other method reasonably likely to bring the notice to the person’s attention.  

2. A notice is taken to be served:  
o if by email, five (5) hours from the time of transmission;  
o if by post, in the ordinary course of post. 

21.10. Information and Records 

1. HRSA may collect, store and use personal information for the purposes of:  
o administering licensing;  
o integrity and compliance functions;  
o welfare monitoring; and  
o regulatory enforcement.  

2. HRSA may:  
o share information with other Controlling Bodies, regulators or law enforcement 

agencies where appropriate; and  
o maintain a register of licence holders and relevant records.  

3. Licence holders must notify HRSA of:  
o changes in address or contact details;  
o changes in circumstances relevant to licensing; and  
o any matter that may affect their fitness and propriety 

22. Licensing Administration and Processing Procedure 

To ensure accurate record-keeping, financial control, and timely processing of licences, the 
following administrative procedure applies to all licensing matters: 

22.1. Application Intake 

All licence applications received by the General Manager – Integrity & Corporate Services (or 
delegate), including those received via email, to transmitted to the: 

• appropriate HRSA record; 
• Executive Assistant – HRSA (or delegate); and 
• Registrations Officer (or delegate). 

This ensures administrative visibility and continuity of service where enquiries are received 
through HRSA Administration. 
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22.2 Decision Notification 

Upon determination by the Board or Delegate, the General Manager – Integrity & Corporate 
Services (or delegate) will issue a written confirmation of the decision. 

A copy of the approval (or determination) to be transmitted to the: 

• appropriate HRSA record; 
• Executive Assistant – HRSA (or delegate); and 
• Registrations Officer (or delegate). 

The notification may state: 

• applicant name; 
• licence type; 
• effective date of approval; and, 
• any conditions imposed. 

22.3 Processing and Finalisation 

Following receipt of the decision notification: 

• the Executive Assistant – HRSA and/or Registrations Officer (or delegates) will: 
o process the licence within the HRSA licensing system (including Harvey or any 

successor system); 
o raise and issue any applicable invoice; 
o arrange for payment processing; and 
o finalise and file the licence record. 

A licence is not considered operationally complete until: 

• it is recorded in the HRSA system; and 
• all applicable fees have been invoiced and/or paid. 

22.4. Control Objective 

This procedure is implemented to: 

• ensure all licence holders are properly recorded in HRSA systems; 
• prevent omissions in invoicing and revenue capture; 
• maintain audit integrity of licensing decisions; and 
• ensure administrative continuity and responsiveness to participant enquiries. 

23. Review 

This Policy may be amended by the HRSA Board. 
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24. Version Control 
Version Date Author Summary of 

Changes 
Approved 

By 
v1.0 24.6.26 GM – Integrity & Corporate 

Services 
Public Release HRSA Board 
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