


Welcome to the new Landcare NSW 
Membership and Insurance portal. This training 
guide will assist you with navigating around the 
portal to identify and purchase the right 
membership and insurance products for your 
group. 
  
Logging in 
We will be launching  a new, secure Members 
Area for Landcare groups in the coming months.  
 
In the meantime, you can find the portal 
through our Landcarensw.org.au home page by 
clicking on the green box. 
  
You can also find FAQ documents in this section 
explaining Insurance (general information), 
specifics of Landcare NSW Membership and 
Insurance program and a Portal User guide.  
 
We will continue to upload documents as we 
receive feedback or questions from our 
members. 
  
This will take you to a registration page for the 
portal. Enter your details to create your account.  
 
Once you are registered, a log in page will then 
appear. 
 
Once you have registered, logged in for first time 
and want to re enter the portal, just click on  
Login to the portal > under the heading 
 
 



When you have registered, your log in will take you to this 
screen, your “Dashboard”.  
Here you will find a list of Useful Documents and an overview 
of Your Details.   
 
We have included for your convenience a template to cancel 
your existing insurance arrangements should you wish to 
notify your incumbent broker. 
 
Your Details will populate as you fill out the forms contained 
within the portal.  
 
To commence the process click “Arrange your Membership 
&/or Insurance now!” 
 

Input all your Contact and Address details.  
 
We have also included a field for you to list any ‘Interested 
Parties’ that your group has that need to be listed on your policy. 
If you are entering just the one group,   
 
click SAVE & CONTINUE>> 
 

You will then see this screen  



Step 2: Group Details 
 
Entering your Group’s details 
 
If you are the Coordinator for more than one 
group and would like to combine the payment 
for all your group’s membership and insurance 
products, click on Add Another Group  
 
You have the ability to add up to 25 Groups. 
 



Step 3: Select Policies 
 
 
A list of policies that is available will be shown 
here. 
 
The first check box is Membership Policy only? 
Check this option if your group has decided to 
purchase Landcare NSW Membership only and 
utilise another Insurance provider. 
 
If your Group has decided to take advantage of 
the Landcare NSW Insurance program,  you will 
first need to purchase your Landcare NSW 
membership. 
 
Voluntary Workers Personal Accident & General 
Liability Insurances are compulsory. 
  
 
Association Liability Insurance is optional for 
SMALL incorporated groups. The definition of 
SMALL Group is as follows: 

• Does not employ staff AND 
• Has turnover less than $25,000 p.a 

(average of preceding 3 years) 

 
We have endeavoured to make Associations 
Liability insurance cost effective for our groups 
(of all sizes), so that it is not financially 
burdensome to be adequately cover the 
decisions made by our Group’s Committees. 
Please discuss with your Committee the merits 
of including this cover.  



As part of the process to sustain and support Landcare in NSW 
into the future, a paid membership model for Landcare NSW has 
been developed. 

 

Membership fees have been set to provide a differential for 
smaller type groups. 

 

Tier 1 members are those groups  

• that DO NOT employ staff and  

• Have income of less than $25,000 p.a (average over 
preceding 3 years) 

• $100 membership fee payable 

 

Tier 2 members are those groups  

• that DO employ staff and/or 

• Have income of greater than $25,000 p.a (average over 
preceding 3 years) 

• $250 membership fee payable 

 

Which groups can become members? 

Any Landcare or community based group with similar objectives 
to Landcare NSW, that is an incorporated entity is able to take 
out a membership of Landcare NSW. When the group registers 
to be a member, the group agrees to be bound by the 
constitution and rules of the Landcare NSW.  

 

The Landcare NSW policy does not offer “add on cover” for any 
subgroups under an umbrella arrangement (as this was widely 
deemed to be ineffective in managing activities and the 
associated risk). 

If you have organisations under an umbrella arrangement the 
following applies:  
 
Any incorporated sub-group under an “umbrella” group or District 
Network needs to take out its own membership and policy (as they 
are responsible for their own decision making and management). 
 
For an unincorporated group under an umbrella organisation: 

• For Section 355 Committees of Council, or school groups, 
or “branches” of other organisations (e.g. Rotary club) - 
these will be covered by their own parent body’s 
insurance. 

• For other unincorporated groups – if they act 
independently (i.e. have own bank accounts, 
management etc.) they are not really subgroups of your 
organisation. Your group cannot extend cover to them as 
your group does not have a “line of sight” over their 
operations.  Groups operating independently should be 
incorporated with their own cover. 

 
Any unincorporated group that operates as a working group / sub-
committee / sub-group set up under the constitution of your 
umbrella organisation can be covered as part of your policy (at no 
extra cost) if: 

• the individual members of this sub-group take out an 
individual membership of your main body, 

• the sub-group operates under a terms of reference from 
the main body so that a “line of sight of activities” exists, 

• the ultimate decision making authority for the sub-group 
is the management committee of the umbrella 
organisation. 

 
 
For more information on Membership and Structure please read 
Landcare NSW Fact Sheet 31 Membership Status  

Important information about the new Membership Program for Landcare NSW  



Step 4: Insurance Coverage 
 
1) Landcare NSW Membership Section 
Commencement date is simply the date you are 
entering the information in to the system. 

If your Group is a Tier 1 Member Group: 
• that DOES NOT employ staff and  
• Have income of less than $25,000 p.a (average over 

preceding 3 years) 
 

Choose this option  
 
 

and you will see on the right hand side  
$100 membership fee + $10 GST = $110 payable 

 
 
 
 
 
 
 
 
 
 
 

If your Group is a Tier 2 Member Group: 
• that DOES employ staff and/or 
• Have income of greater than $25,000 p.a (average over 

preceding 3 years) 
 
Choose this option  
 
 
 
and you will see on the right hand side  
$250 membership fee + $25 GST   = $275 payable 



Important points to note about Stamp Duty 

Insurance premiums attract Stamp Duty. The system will 
automatically calculate the 10% applicable stamp duty on the 
cover you choose and add it to the total payable.  
 
If you have not done so already, please register ASAP with 
Office of State Revenue to be Stamp Duty Exempt!  
 
The registration process takes approximately 10 working days.  
 
You need to be registered BEFORE you pay for your insurance 
to either receive a Stamp Duty refund from the Underwriter or 
pay for your premium net of Stamp Duty costs (preferred).  
 
If your group already holds an exemption, please mark YES 
 
You will then get a system notification telling you a Ceneta staff 
member will contact you. You will need to send your exemption 
form to Ceneta who will then mark your application in the 
system SD exempt and reduce the premiums accordingly.  
 

 
 

More information on how to apply to be stamp duty exempt is 
provided in Landcare NSW Fact Sheet 28 Charity Status Tax  
 
Exemptions http://landcarensw.org.au/member-
resources/factsheets-for-landcare-groups/  
 
Or Contact Landcare NSW.  
 
Groups who are GST registered will be able to claim back the GST 
component of their premium when submitting their next BAS.  
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Step 4: Insurance Coverage 
 
 
i) Landcare NSW Membership Section 

 
For Non Incorporated Groups there are a couple 
of free text questions for you to populate. 
 
Landcare NSW will be advised via email of your 
responses and contact you to discuss your 
membership and insurance options.  
 
The Landcare NSW team are available to assist 
on 0400 405898 or email 
insurance@landcarensw.org.au  
 
ii) Selecting your Insurance policies 
 
 
 
 
 
 
 

Association Liability for small groups is optional in the 
system given recent legislation changes (Directors operating 
in Good Faith). Please discuss at your Committee before 
electing NOT to take Association Liability.  
 
Groups have $1m, $2m & $5m cover options. The portal 
calculates the incremental premium instantly for you to 
assess whether it is financially worthwhile for your group . 
 
$5million of PI is required by some grant bodies eg Large  
Grants program administered by OEH.  
 
Please also indicate whether you group has up to 20 Staff & 
Volunteers, between 21 and 50 Staff/Volunteers or 51+ 
Staff/volunteers.  

mailto:insurance@landcarensw.org.au


Step 4: Insurance Coverage 
 
Selecting your insurance policies continued… 
 
General Liability Insurance  
 
This is your Public Liability. For all groups this is 
set at a compulsory level of $20million.  
 
 
 
 
 
 
 
 
 
 
Voluntary Workers Personal Accident  
Insurance 
 
We have set the minimum cover at $1000 per 
week.  Groups have the ability to increase 
weekly benefits to $1,500 or $2,000 using the 
slider bar should they feel necessary. The portal 
calculates the incremental premium instantly for 
you to assess whether it is worthwhile. 
 
 
 
 



Step 4: Insurance Coverage 
 
When you are satisfied that you have completed 
each section and chosen the best cover for your 
group, click Purchase Now  
If you would like to review the information in full 
or discuss it with another group member, click 
Send Quote to receive the quote information by 
email.  
 
 
 
 Step 5: Quotation 
 
Displayed in this step is a summary of the 
coverage you have chosen per policy and your 
membership fee. 
 
 
 



Step 4: Insurance Policies 
 
 
If you are satisfied that you have chosen your 
desired level of cover per policy, click on  
Finalise now! To take you to the payment 
gateway. 

Duty of Disclosure 
 
A pop up box appears with important 
information relating to your Duty of Disclosure. 
You must read all the information carefully 
before proceeding. 
 
 
Click on Finalise to proceed to payment gateway 
 
Your payment will be the total amount of your 
Membership & Insurance policies. Landcare 
Membership fees will be split in the payment 
gateway and remitted to Landcare NSW. 
Insurance premiums will be remitted directly to 
our broker Ceneta.  



For BPAY, when you choose this option a Remittance Slip 
will be emailed to you containing the required information 
to allow you to utilise BPAY, Australia Post Billpay or credit 
card over the phone.  
 
You will have 7 days of cover which allows sufficient time 
for the BPAY or other payment method to be processed. 
Cover will lapse and you will have to start the payment 
process again if payment is not received within 7 days.  
 
For Cheque payment – you will have 21 days hold cover to 
allow enough time to gather required signatures and post 
the cheque to the broker. Details of which are on the 
remittance slip 

Three options are shown Credit Card, BPAY & 
Cheque.  
Credit Card is straight forward, enter your card 
details and it is processed instantaneously. The 
payment gateway is a secure site.  
 
 
 
 
 
 

A receipt is 
then generated.  



After your payment is complete 
 
Your Dashboard is updated with all your 
invoices and certificates. 
 

By way of example, Association Liability 
Insurance  
 Placement of Cover Policy & Invoice 



Lodging a claim 
 
 
To lodge a claim just select the type of claim 
and click Proceed. 
 
You have the option to upload up to 5 files to 
support/evidence/document your claim. 
 
 
 
 
 
 
 
 
 
For Association Liability Claims or potential 
claims, please speak directly to our Account 
Manager or use the Contact Us form. 
 
 
Sarah Brennan 
Senior Account Executive 
Ceneta Insurance Services 
d:      08 6380 0808 
a:      Unit 9, 281 Hay Street, Subiaco, WA 
6008 
e:      sarah@ceneta.com.au 


