Proposed Executive Structure for New Skating Club

	# of Positions
	Name of Position
	Brief Description

	2
	Co-Chairs  
	One focused on Administrative functions and one focused on Management functions, supervise administrative staff if hired.

	1
	Past Chair
	Ex – Officio function – wouldn’t have to attend all meetings, would get minutes and be brought in where required

	1
	Vice President
	Focuses on ice scheduling 

	1
	Secretary
	Agendas, minutes, room bookings, notice of meetings etc.

	1
	Treasurer
	Writes cheques, maintains books, provides financial statements   

	1
	Test Chair
	Plans, organizes and runs test days ( 3 times / year)

	1
	Registrar
	Takes registrations, inputs them into Skate Canada website

	5
	Directors
	Publicity – prepares newsletters, promotional items and newspaper features

Competitions – organizes registrations, travel and accommodations for competitions

Fund Raising / Bingo – organizes all fundraising activities the primary one of which is ensuring that the bingos are operating effectively.

Ice Show  - Plans and organizes the ice show

Programs – Organizes and works with representatives from each program within the club to provide information to the executive and information to skaters and families.  Plans and orders all program supplies.

	1
	Paid Administrative Staff ( If affordable)
	Primarily supports work of Registrar, Treasurer, Program Planning & Publicity


SKATING CLUB

RESPONSIBLITIES OF A BOARD/EXECUTIVE MEMBER

March 30, 2005

The Board is the administrative body of the Club.  As an Executive Member your responsibilities are as follows:

1. Attend all Executive Meetings.

2. Recognize the privilege of serving as a member of this Board.  Realize that by virtue of this service you can enjoy certain privileges, prestige and status.

3. Be registered members in good standing with the Club and with Skate Canada and be of legal age as defined in the constitution.

4. Remember the primary purpose of the Club is to encourage the instruction, practice, enjoyment and advancement of our members in all aspects of skating in accordance with rules and policies of Skate Canada.

5. Protect the eligibility status of our members and not take or omit any action that would knowingly jeopardize the eligible status of our members.

6. Accept the obligation of the office to which you are elected.  Be prepared to devote the necessary time to the position.  Endeavour to contribute to all of the Club’s activities.

7. Become familiar with the Club By-laws.  Know and adhere to the Club’s purpose, principles, policies and procedures.  

8. Become familiar with the BC/YT Section Manual.

9. Work as a member of a group, coordinate your work with other members of the Executive and other committees.  Provide leadership.

10. Provide reports to the Executive as if no one has heard this information before.

11. Review and update your job description by April 1 of each year.

Co-Chair 

In conjunction with their fellow Co-Chair the incumbents of this position work together to lead and coordinate the efforts of the executive.  It is recommended that one incumbent perform board and coach management functions and the other perform the administrative functions.

1.  Chairs Meetings

- Calls and presides over all Executive Meetings (monthly) and General Meetings, including the Annual General Meeting.  

- Chairs all Executive Meetings, allowing suitable time for discussion and calls for a vote on all motions.  Any time money is spent, it must be passed by a majority of the members present.  The Chair does not have a vote, except to break a tie and must vote in favour of the motion.

2.  Represents the Club in all its affairs. 

- Formulates policies and procedures.

- Is responsible for all decisions and conduct of the Club.

- Acts as liaison with the BC Coast Region and BC/YT Section

- Is responsible for submitting all reports and forms required by Skate Canada or BC/YT Section.

- Ensures all information regarding rules, regulations and policy changes by Skate Canada is communicated to the appropriate people.

- Liaises with Region Chair and Section in skating administration matters

- Attends Sections and National AGM’s as required

3.  Ensures the Club has Appropriate Documentation and Provisions in Place
- Secures Club sanction for special events (competitions, hockey game performances, guest skater etc.) throughout the year by completing the form and receiving approval through Region Chair

- Ensure Societies filings are current

- Ensure Labour Services Exemptions are in place

- Ensure Club insurance is in place

- Arrange for submission of Lotteries /City Recreation Grant Applications

- Ensures current job descriptions for executive members are on file 

3.  Supervises and liaises with all members of the club executive and membership.

I.  Vice-Chair:

· Advises on ice requirements for program delivery.

· Advises on ice requirements for special events, clinics, dance partnering, etc.

· Provides information for the newsletter.


II. Secretary:

- Reviews agenda and drafts of minutes and provides corrections.  Returns minutes to the secretary in a timely manner for distribution to all Executive members.



- Approves all outgoing correspondence and newsletters.



- Coordinates retention of club files.


III.  Treasurer:



- Shares signing authority with the Treasurer and Vice-Chair.



- Sits on finance committee.



- Ensure bills are paid in timely manner.

- Ensure insurance is paid annually and updated at least once per year.


IV.  Registrar


- Ensure registration times are set up at the beginning of each program.

- Ensures all club members are registered including coaches children, Canskate instructors and officials.



- Approve all refunds and skater transfers.

V.  Test Director
- Provides advice.


VI.  Program Director:


- Provides advice and assistance with program incentives and parties.


- Sits on programs committee.


VII.  Fundraising Director:

· Ensures sufficient volunteers are trained to maintain Bingo fundraiser.

· Provides advice and assistance with other fundraising initiatives.


VIII.  Competition Director


- Provides advice and direction for attending competitions outside the Yukon.


IX.  Publicity Director

· Provide advice and direction for advertising and Club promotion.


X. Ice Show Director



- Provide advice and direction for ice show.

4.
Employer - Coach Management Role:



- Is a full participating member of the Coaching Committee



- Ensures executive is aware of the Skate Canada “Professional Coaches Code of Ethics,” As well as any other Club policies (e.g., Harassment Policy, Discipline Policy, etc.) 

5.  Supervises and Ensures Effective Functioning of All Club Committees:

A.  Ice Scheduling Committee: 

- Ex – officio member



- Has authority to book and cancel ice. 


B.  Sport Governing Body:

- Full - member

- Attends all Meetings.  

- The Sport Governing Body funds Test Days, Yukon Championships, Summer School, Arctic Winter Games and Canada Winter Games.


C.  Ice Show Committee:



- Ex-officio member

- Ensures chair is appointed.



- Attends all Ice Show meetings.


D.  Nominating Committee:

- Ensures nominating committee is appointed each year in sufficient time to provide full slate of candidates for annual elections.


E. Coaches Committee:


- Full member of the coaching committee

- Hires, manages and leads coaches for skating club



- Negotiates and signs all coaching contracts.

- Ensures appropriate coaching is being provided in programs offered by the Club.


F.  Finance Committee:
- Full member of the finance committee with Treasurer and Vice-Chair


- Review previous year’s budget and actual costs.  Prepare budget for upcoming year including all cost increases (ice, coaches, advertising, etc.). Provide costing and recommendations for registration fees for all programs.

Vice – Chair

1. In the absence of the Chair, the Vice-Chair carries out the duties of the Chair. 
 

2. Assist Chair(s) with planning and overseeing the general operations of the Club.


3. Responsible for Ice-Scheduling and has authority to book and cancel ice, and sign the arena user contract.  Attends all Arena User Meetings and receives the agenda and minutes for those meetings, and reports back to the Executive and the Chair. 

4. In consultation with the Chair and Coaches, provides and distributes schedules for all club programs.  Provides updates as required for cancellations and changes. 

5. Prepare all early and extended ice schedules and notify members of changes by posting notices on bulletin boards, e-mail and newlsetter

6. In consultation with the Coaching Committee and the Competition Director, plans and directs seminars and training programs for the Starskate skaters.

7. Chairs the Awards Committee.  Reviews how and what awards are given each year.  Reviews and revises process as necessary.  Submits the awards recommendations to the Executive for final approval.

8. Sits on the Sport Governing Body.

9. Sits on the Hiring Committee for staff.

10. Prepares brochures promoting club for the start of the season

Secretary

The Secretary is responsible for recording the minutes of all meetings of the Club and of keeping a record of all correspondence received by the club as follows:

1. In consultation with the Chair, prepares and distributes agendas for all meetings.

2. Arrange for meeting rooms for meetings.

3. Sends out reminders of meetings one week before.

4. Prepares the minutes, sends out for comments and distributes to all Executive members.

5. Picks up the mail, records all correspondence and invoices received.  Distributes to the appropriate person.

4. Prepares correspondence as required.


5. Update voice-mail message on Club phone on ice-cancelled days.  
 

6. Prepare and distribute notice of Annual General Meeting six weeks in advance and ensure it is advertised.


7. Collect Chair Reports and make up packages for AGM


8. In conjunction with Programs Director help prepare newsletters. Copy newsletters for distribution in print and via e-mail
Treasurer

The Treasurer is the custodian of the funds of the club.  All funds must be deposited in the appropriate account.  All monies paid out by the Club must be paid for by either a cheque with two signatures, one of which should be the treasurer; or by the club VISA.

1. Chair the Finance committee.

2. Prepare a budget for the coming year to present at the first Executive meeting of the year.

3. Keep a set of books which includes two bank accounts, the Lotteries or Bingo account and the General Account.

4. Work closely with the Fundraising Chair to ensure that all Bingo money and information is tracked, managed and reported in a timely and accurate manner.


5. All Bingo proceeds must be deposited in the Lotteries/Bingo Account.  Nothing else can be deposited in this account.  All cheques written from the Lotteries/Bingo account must be for expenses allowed under the Bingo license.

6. Provide quarterly reports to Societies as outlined in the Bingo License.

7. All monies paid to the Club (except Bingo proceeds) must be deposited in the General Account as soon as possible.  All deposits must be identified on a Club Deposit sheet so as to assist in the accounting of all funds.

8. Prepare cheques monthly to pay all invoices.

9. Prepare cheques for the coaches within one week of receiving their monthly invoice.

10. Financial statements must be presented at each monthly meeting.  

11. Yearly financial statements must be presented at the club’s annual general meeting.

Competition Chair Role 

The Competition Chair participates as a fully functioning member of the Executive of the Skating Club.  In so doing, the incumbent agrees to work cooperatively to create and implement the vision, values, principles and goals of the Club, live up to the code of conduct, and make fiscally responsible decisions that are in the best interest of all skaters.

Competition Chair Function:

The Competition Chair ensures that StarSkate; Competitive and Adult skaters registered with the club have regular opportunities to participate in competitions.  They do this by completing and submitting in an accurate and timely manner: 

· competition registrations; 

· lotteries applications and reports; 

· airfare, accommodation and vehicle rental arrangements

· information for skaters parents chaperones and coaches

· making arrangements for team photographs

· promote club sponsored competitions on club bulletin boards

· provide results of competitions to the Publicity Director with 24 hours of the close of the competition.

They also coordinate the Yukon Championships and may sit on the Sport Governing Body. 

They do this to ensure that:

· participation in competitions by skaters, coaches and chaperones is enjoyable and focused on skating and learning;

· skaters do not miss opportunities to further their development through competition;

· Costs to skaters, parents and the Skating Club are minimized.

Job Duties:

1. Competition Registrations:

· Assist Skating Club Executive to identify competitions that they will support on an annual basis.

· Obtain competition information for each of the competitions a minimum of two months in advance of the competition date.

· Prepare and distribute information package for parents that includes the dates of the competition, competition information package, maps and registration forms (usually obtained from http://www.skatinginbc.com/comp.htm#qual) conduct policy form, participant medical and parent/guardian consent form, cost information and deadline for submission of fees and registration forms.  Note: Set deadlines a minimum of two weeks prior to competition registration deadline.

· After deadline, ensure all forms are accurately and completely filled out.

· Obtain signatures from Coach and Test Chair on each form.

· Contact Treasurer to obtain a club cheque payable to the hosting club for the total amount of all skater registrations.

· Prepare Club Summary Form and Protocol Order form.  Priority post or courier these with cheque to cover registrations to the Registrar for the competition.

· Complete club deposit form identifying travel and competition fees paid for each skater.  Send with attached cheques, cash and money orders to the Club Treasurer.

2. Lotteries Applications and Reports:

· Complete Lotteries Yukon, Out of Yukon Travel/Touring Assistance Program form and Yukon Office of the Registrar of Lotteries Travel Itinerary form.

· You will need to include estimates or actual costs for airfare, hotels, vehicle rentals and courier charges. The travel assistance form requires a list of those who will be attending as the club is only eligible to receive to receive the $200 per individual travel grant once per year/per skater, coach, chaperone.

· The Yukon Office of the Registrar of Lotteries Travel Itinerary form is submitted to Consumer Services, 3rd Floor, 2130 Second Avenue, Andrew A. Philipsen Law Centre, Y1A 5H6.  Yukon Government Mail code C-5.

· The Lotteries Yukon, Out of Yukon Travel/Touring Assistance Program form is submitted with a list of expenses and those travelling to Lotteries Yukon, 312 Wood Street, Whitehorse, Yukon Y1A 5R2.

· After the event, all receipts need to be gathered and a final statement of expenses sent as verification for Lotteries Yukon to pay the club for travel grants and for authorization to spend Bingo proceeds of travel costs for skaters, chaperones and coaches.

3. Arrange Airfare, Accommodation and Vehicle Rentals for Competitions:

· As soon as the final list of skaters, chaperones and coaches have been determined, arrangements for air travel, accommodations and vehicle rental should be booked.

· Groups of 10 or more are generally eligible for group rates on Air Canada and should be booked through the groups reservations desk at 1-888-567-4160.  Air North offers youth fares for those under 12 and group rates for groups of 10 of more youth travelling together.

· Skating Club now has a credit card that can be used for booking air fare, accommodations and travel. Consult with the Treasurer to ensure that adequate room is available on the card prior to travel.

· Accommodations are generally booked at the sponsoring hotel or a neighbouring one to the facilities.  Skaters and chaperones are appreciative of pool facilities in their hotels.  Negotiating group rates for sports clubs is a regular practice of most hotels and the discounts they offer are usually substantial.  Depending upon distance from the airport when in Vancouver it may be useful to book the last night at the Travelodge near the airport.  

· Vehicle rentals need to be booked as well.  Remember to accommodate cargo space for large skate bags.  We have found Grand Caravans to work well.

4. Information for Skaters, Parents, Chaperones and Coaches:

· As noted in number 1, prepare and distribute information package for parents that includes: the dates of the competition; competition information package and registration forms (usually obtained from http://www.skatinginbc.com/comp.htm#qual);  conduct policy form; participant medical and parent/guardian consent form; cost information and deadline for submission of fees and registration forms.  Note: Set deadline a minimum of two weeks prior to competition registration deadline.

· Once all arrangements have been made and at least one week prior to the competition, prepare an information package to parents, skaters, coaches and chaperones that provides all information that they will need for the trip.  It should include the following information:

· Airfare itinerary

· Rental car information and reference numbers

· Hotel information and reference numbers

· Room and vehicle groupings for skaters, chaperones and coaches

· Schedule of events and practices with arenas, locations, events and skaters identified.

Additional information that needs to be provided to the chaperones is:

· A copy of the completed medical and conduct forms for each skater

5. Coordinating the Yukon Championships:

This position organizes the Yukon Figure Skating Championships and is usually done with a committee to help distribute the work listed below.  Task involved in the championships include:

· Work with Test Chairs and Club Chairs to identify and secure judges and accountants for the event

· Book travel and accommodation for the judges and accountants

· Arrange all supplies required by the judges and accountants

· Arrange meals and snacks for the judges while they are at the event

· Prepare and distribute information for the competition and registration forms to all skaters and coaches.

· Create schedule once registration date has closed.

· Create a program for the event.

· Arrange for a podium

· Secure volunteers for the event including timers, ice captain, dressing room attendants, flower sales, judges support, music players, announcers,  registration table, set up, take down, local transportation for judges, runners 

· Order ribbons and medals

· Order, pick up and price flowers for flower sales. (70 carnations in 2003)

· Purchase contents for and put together “goodie bags” for participants

· Arrange for a photographer to do skater portraits and podium photographs

· Arrange decoration for lobby and mezzanine tables

· Arrange results board.

6. Sport Governing Body:

· The Competition Chair and the Test Chair may sit as members of the Sport Governing Body.  The function of the Sport Governing Body is to organize Test Days, the Yukon Championships, Arctic Winter Games Trials and team selection, and the Yukon Summer Skating School.

7. Time Requirements:

	Task
	Frequency
	Time Estimate per Frequency

	Executive Meetings
	Monthly
	3 hours

	Competitions Registrations
	For each competition – Minimum 3 – Maximum 6 times per year
	6 hours

	Lotteries Applications and Reports
	For each competition – Minimum 3 – Maximum 6 times per year
	1 hour

	Airfare, Accommodation and Vehicle Rental Bookings
	For each competition – Minimum 3 – Maximum 6 times per year
	3 hours

	Information for Skaters, Parents and Chaperones
	For each competition – Minimum 3 – Maximum 6 times per year
	1.5 hours

	Coordinating Yukon Championships
	Annually
	15 – 20 hours

	Sport Governing Body (may be assigned to this role)
	Monthly
	2.5 hours


8. Equipment Required:

Access to:

· Computer with internet, e-mail package, word processing package and printer

· Photocopier

· Telephone

· Fax (occasionally)

Fundraising / Bingo Chair – Job Description

The responsibility of the Fundraising / Bingo Chair is to manage the Skating Club Bingos which are held at the Elks Lodge on Friday evenings from 4:00 to 9:30 p.m.

Basic Duties of Fundraising / Bingo Chair are:

1.
Ensure Bingo supplies are stocked.

2.
Province weekly Bingo supplies to the Banker.

3.
Ensure workers are scheduled for Bingos 

4.
Provide weekly financial information to the Treasurer for reporting.

5.
Maintain filing system of weekly Bingos

6.
Obtain and keep current Bingo licenses.

7.
Prepare and file reports to Lotteries Yukon

8.
Initiate, organize and implement a fundraising plan for the Arctic Edge Skating Club.  Work with a fundraising committee for fundraising plan.

9.
Attend regular Executive meetings and provide regular reports.

How-To Guide for Bingos

        Ensure supplies are available at Bingo (chocolates, dabbers, cards, tickets etc.).  Extra supplies are stored in locker under stands at Takhini Arena.
        When supplies are low, they are ordered from Canuck Amusements 
        Arrange for two people to bring supplies up from basement at Elks, start computer and set up for Bingo pre-sales – selling start time should be 4:30 pm. 
        Track the number of bingos people work in conjunction with bingo control sheets.
        Track and hold onto Bingo Agreements.
        Ensure bingo schedule is completed and sent out to people and posted on the website.  It should be e-mailed and handed out on paper. 
        Collect Bingo Accounting sheets completed at each bingo, verify them for accuracy and keep to prepare bingo report within 30 days of the end of each quarter in accordance with Lottery Licensing Dept.  It is easiest to work on this weekly so you don’t have a lot of work to do at the end of the quarter.

        Make sure that green supply box has enough supplies and enough bingo accounting sheets (i.e., coin rollers, tape, staples, etc.).

        Apply for and obtain Lottery license and arrange for any amendments as needed – Xmas bingo is different. 

        Ensure there are enough workers for busy Fridays. 

        Ensure that Elks rent is paid in a timely fashion.

        Verify that outside of club workers bingos are recorded and paid out accurately.

The bingo organizer essentially sets up the Club’s Friday night bingo at the Elks Hall.

For the Elks Bingo:

 There is normally someone at the Elks right after work so that you can get in to restock everything from the previous week.  It is better to do this between Monday and Thursday as it takes between 45 min to an hour and you don’t often have time on Friday unless you come extra early.

This person must fill up the ticket bins, record the start and end numbers and double check all the numbers on the bingo control sheets.  THIS IS VERY IMPORTANT!!!  It is very easy to transpose numbers or miss some numbers in a series.  There are information sheets for bankers, floor workers and set up in the file folder in the green Rubbermaid supplies tub.

Lucy Jackson helps with the clean-up and set-up.  She also sets up in the hall by putting the garbage bags out.  She will produce a receipt for garbage bags from time to time – this should be paid out of bingo money and stapled to control sheets.  As compensation, we give Lucy 3 sheets for each Earlybird game for a total of 9.  

All supplies are taken upstairs and set up for selling.  The first 50 numbers are pulled for Bonanzas at this time.  Setup needs to be started at approximately 4 pm and selling must start at 4:30 pm.  Two people are needed to adequately cover the sales.  On a night where there are 200 plus people, it is very difficult to get them through the door in order to start on time and they don’t like starting late.

The bingo organizer is in charge of ordering supplies, dabbers and prizes (see sheet on ordering supplies).

How to Pull First 50 Numbers

Computer Start-up

· Turn on microphone (light switch behind sliding door on stage) 
· Turn on Flashboard (switch behind wall blind) 
· Open left hand door on bingo machine 
· Turn two switches above door on the machine off or up (camera and blower switches) 
· Turn on main power (right hand unit inside door) 
· Turn on the computer (left hand unit button at arrow)

For random bonanza numbers click dice

Click new game (numbers will be brought up in 5 second intervals)

The first two numbers pulled by the computer are for your Earlybird games.  The first number determines whether EB #1 is odd or even and the first number of EB 2 (disregard zero) and the second number pulled is the second number of EB #2.  EB #3 is the opposite of EB #1 odd or even.  eg. Use the second number of a two-digit number.

Ordering Supplies

Supplies are ordered from Canuck Amusements.  The contact person is Jeff at 1-780-686-2224 – Canuck number is 1-800-269-2549.  All dabbers/glue sticks have to be invoiced together as they are a club fundraiser (separate from the bingo) and are paid from the general account and all other supplies (tickets, prizes, etc.) related directly to the running of the bingo must be invoiced together as they are paid from the bingo account.

Note: the gift door prizes are ordered from 4-Play Bingo Supplies 1-604-878-0744 except bingo bags which we get from Canuck.  

There is generally enough room at the Elks Hall for storage of supplies.   During the summer months, arrangements must be made with City staff 668-8380 to get into the arena.  

Canuck looks after the shipping and it is usually Pacific Northwest.  You will have to decide where the delivery is to be made (arena, home, etc.).  It usually takes a week to ten days to get supplies here, so make sure you stay aware of what is needed.  You don’t have to order everything each time – only those things you need.

Club Fundraiser – Dabbers - We usually order a case of the following colours:

Lime


Violet


Blue

Red

Green


Hot pink

Orange
Teal

Purple

We also order one case of large glue sticks containing 12 boxes.

Earlybird cards are called 3 up loose sheets.  We order one box each of blue, purple and orange.  We also use 3 ups also for the radio bingo extra game and for that we order navy blue.

Regular Game sheets are blue-green series #108, 9 cuts, ordered as 6, 9 and 12 packs.

Bonanza tickets are sold 1 to 9 and 9 to 18 and we buy only blue series.  You need an equal number of each when you order.

Master Tickets – these are the sheets attached to the door tickets.

Program Director 

The Program Director is responsible for ensuring all programs are running smoothly, badges and incentives maintained.

1.
Prepare an inventory of Badges and incentives on hand.

2.
Order badges from Skate Canada, with assistance from coaches..

3.
Prepare a budget for program supplies, incentives and party treats needed for coming year, with assistance from coaches.

4.
Prepare outline of parties and fun days for the coming year ensuring all programs are covered.  Prepare budget.

5.
When budget is approved, ensure supply of badges and incentives is ready for September.

6.
Schedule training day for Program Assistants prior to October 1.

7.
Maintain the bulletin boards at all arenas, with the Publicity Chair.

9.
Draft newsletters with help from the Executive to members from Canskate, Superskaters, Canpower, Starskate, Synchro, Adult Skate and Special Olympics at the beginning of fall and winter sessions.  Ensure newsletters are handed out or emailed to every skater in conjunction with the Secretary.  Newsletters include cold weather policy, schedules, ice cancellations, carnival information, and special events.

10.
Arrange for skate swap at registration event in August and as needed. 

11.
Arrange Canskater, Jr. Skater & Sr. Skater of the Week 

12.
Attend regular executive meetings and provide regular reports.

The following are ideas for parties:

Canskate parties:

· Handouts of information of parties (colourful flyers)

· Halloween

· Arrange for goody bags

· Book Mezzanine (through the Vice-Chair)

· Encourage skaters to come in costume

· Christmas

· Arrange for Cancer Society rent-a-Santa

· Book Mezzanine (through the Vice-Chair)

· Order pizza or hotdogs, buy pop, juice, coffee

· Arrange for goody bags

· Valentine’s Day – Skate-a-thon

· Invite special guest skaters – send out thank you notes

· Make colouring sheet.

· Make and hand out skate-a-thon sheets.

· Buy prizes for coloring contest

· Buy prizes for most money raised

· Have winner’s name engraved on plaque

· Year End – Family Skate and Potluck (juice and coffee and chips provided)

· Arrange for goody bags

· Book Mezzanine (through the Vice-Chair)

· Arrange for photos to be taken at each event and a collage made for the bulletin boards

Starskater events:

· Lead organization of Summer School party as required

· Arrange for movie passes or similar prize for September Program Assistant Clinic

· Arrange for goody bags for competition travel & events (Yukon Championships & other major events)

· Arrange for Starskate Christmas party, if desired (i.e., bowling or swimming and pizza)

· Arrange for movie passes or similar prize for January Program Assistant Clinic

· 
Arrange for year end awards in conjunction with Competition and Test Chairs and Starskater party

· Order awards following decision of awards committee.

Publicity Chair Role Description and “How To Guide”

Skating Club

June 5, 2008

The Publicity Chair participates as a fully functioning member of the Executive of the Skating Club.  In so doing, the incumbent agrees to work cooperatively to create and implement the vision, values, principles and goals of the Club, live up to the code of conduct, and make fiscally responsible decisions that are in the best interest of all skaters.

Publicity Chair Function:

The purpose of the Publicity Chair is to ensure that the Arctic Edge Skating Club is well known in the community.  When people think skating, we want them to think, Arctic Edge Skating Club.

The Publicity Chair ensures that all Arctic Edge skating programs, events and achievements are publicized to our members and within the community.   They do this by: 

1. Planning and implementing existing and new ideas to promote Arctic Edge Skating Club.


2. Preparing a publicity plan and budget for the year ( a sample is included at the end of this document)
3. Preparing all advertising for club events including, registration, carnival, AGM, etc. including:

· Contacting newspapers, radio, etc in a timely matter to advertise and promote programming & special events. i.e. 

· Arrange for newspaper ads for registration in September and December; 

· Arrange for newspaper and radio ads for ice show 
· Arrange for press interviews of guest skaters

· Arrange for press to attend dress rehearsal before ice show

· Arrange for signs to be put out for registration at end of August and end of December or whenever programs need to be advertised
· Refurbish and repair sandwich boards as required
· Arrange for posters to be made and put up before ice show

· Prepare ads for City of Whitehorse Leisure Guide (Current Contact is Dinah Laing, dinah.laing@city.whitehorse.yk.ca   Key dates are early July and early October 1 for submission for the fall and winter guides.

· Providing radio with “promo” material, such as free tickets to events (i.e. carnival)

4. Ensure the Arctic Edge Skating Club website is current and updated on an as needed basis in order to support members using this as their first and most valuable source of up-to-date and complete information about our club and figure skating in general. Key functions to focus on include:

· Post test and competition results as they finish

· Post upcoming program, competition & test information as it is available

· Post schedules and schedule changes as they become available

· Post newsletters, photos, and features as they are created

5. Write regular newsletters to inform registered skating families about club activities, policies, events, deadlines etc.

6. Send e-mail notices to registered skating families about information that needs to be communicated between newsletters.

7. Ensuring articles about Arctic Edge Skater achievements and Arctic Edge Skating Club events appear in appropriate media on an ongoing basis.

· Submitting articles in the paper of skaters accomplishments, eg. providing results of Test Days and Competitions to local media. Current newspaper contacts are:  Thomas Patrick at the Yukon News:  tomp@yukon-news.com and  Jon Molson at the Whitehorse Star, sports@whitehorsestar.com
· Submitting articles, pictures and milestones to the BC Thin Ice Magazine on a quarterly basis.  (Current contact is Danielle Williams, 604-205-6960, or danielle@skatinginbc.com)
· Contacting reporters to notify them of upcoming events that they may do a feature story on

8. Co-ordinate with the Program Director to keep the bulletin boards at the rink up-to-date and neat.

9. Preparing brochures or promotional materials for Yukon Championships, Klondike Summer School, Power Skating, etc 

10. Attend regular Executive meetings and provide regular reports

Time Requirements for Primary Tasks:

	Task
	Frequency
	Time Estimate per Frequency

	Executive Meetings
	Monthly
	3 hours

	Website Maintenance
	Several times weekly in regular season
	3 hours

	Website Redesign
	Every couple of years
	30+ hours

	Write Newsletters
	6- 8 times per year
	2 hours

	Preparing Publicity Plan
	Annually
	2 hours

	Preparing Ads for Papers
	5 – 6 times per year
	30 minutes

	Preparing Leisure Guide Ads
	For early July and early October
	4 hours 

	Write Articles for Newspapers and Thin Ice
	8 - 10 times per year
	1 – 1.5 hours

	Update Bulletin Boards
	Biweekly
	15 minutes

	Regular electronic updates to members
	As required, 2 – 3 times weekly 
	10 minutes


9. Equipment Required:

Access to:

· Computer with internet, e-mail package, word processing package, DreamWeaver and printer

· Photocopier

· Telephone

· Fax (occasionally)

Registrar 

The registrar is responsible for completing registration for each program and ensuring all members are registered and insured with Skate Canada.

1.
In consultation with the Chair, prepare registration packages for each program.  At the meeting following the approval of the “budget” and “program fees”, present the packages for approval.

2.
Mail and email out approved packages to all previous members.

3.
In consultation with the Publicity Chair, ensure newspaper, Leisure Guide and radio ads are ready and advertise where and when registration will be.  Ensure the “sandwich boards or signs” are out and simultaneously the registration packages are available at Sport Yukon with Visa slips.

4.
Collect registrations from skaters, money and forms in an organized fashion.  Liaise with Sport Yukon and collect registrations they have received.  Ensure forms are filled out correctly and in full.  Ensure funds are correct.  Province receipt for all money and fill out the club deposit form.  Forward a copy with money to the Treasurer. Keep one copy for your records.  (Collect carnival registrations if applicable and pass on to the Ice Show Chair or Ice Show Committee).

5.
Input each registration form to the Skate Canada member services website.  Print off the invoice and forward a copy to the Treasurer.  Register members of the                  executive and Canskate program assitants.

6.
Insure all coaches register themselves with Skate Canada

7.
Download the registration list and provide lists of all programs and what days members are skating.  This list should be provided one week prior to the start of programs, then updated weekly until the end of October and monthly after that.  Dated lists should be provided to the coaches and executive members. List needs to be available to bingo coordinator.  Lists must include skater’s name, address, postal code, phone number, email address and Skate Canada number

8.
Coordinate refunds to members upon request where applicable

9.
Attend regular executive meetings and provide regular reports.

Collection of Registration Forms

· Ensure forms for all programs are placed at all arenas on the Club bulletin boards.  Also, make sure Sport Yukon always has copies of our forms available to the public. It helps if your home phone number is available at these places.  Also, Sport Yukon must have our Visa slips.

· It is important to be at Canskate, Adult Skate, Starskate, Superskaters, Synchronized Skating, Canpower and Special Olympics sessions at the beginning of the fall and spring sessions.  If you can’t be there, coordinate with other parents who will be.  There will be a registration box at the Takhini arena office which contains a float, visa machine, registration forms, pens, receipt books and carnival forms.

·  Check regularly at Sport Yukon for registrations, especially at the beginning of fall and spring sessions.

· The coaches or other members of the executive may collect forms from skaters and pass them on to you.

Registration Forms

Debbie Thompson recommends the following.

· That we have a three part form so that one copy goes to coaches, one to the treasurer, and one for the registrar.  I found that I needed to retain the forms to do my job, but the coaches could have used them as well as they contain information such as days the child wants to skate, addresses and phone numbers and emergency contacts.  Having one form for the treasurer may eliminate the need to complete a deposit form.

· It would have helped if the date of birth line specified year, month and day, as this is confusing when people write numbers.

· Make sure carnival cut outs are on all forms and we should have a date indicating a deadline for carnival registration.

· We need to know when someone is transferring from another club, because not all people know their Skate Canada numbers.  If someone is with another club, we must transfer them, or they will loose their previous badges or tests.

· Our Adult Skate form needs more work.  We need a space for work number.

· If people come back for a second session, you do not need to have them fill out another registration form.  Just make a notation on the original registration form when the second half is paid.  

Funding from other sources

You will receive a number of registrations which are funded by the Child’s Recreation Fund.  First the parent applies at Sport Yukon.  Once they have received approval, we can process the registration.  Do not put the registration through until you have had confirmation from Moira Lassen at Sport Yukon, or you receive a cheque from them.  Also, Health and Social Services may give us a LPO #, after which we can go ahead and process the registration.  You may also receive payment from the skater’s band.  They may require a copy of the registration form.  If the cheque is made out in the wrong amount, the balance should be returned to the band, not the parent.

The funding for our Special Olympic Skaters is coordinated by Serge Merchand at Sport Yukon.  This year they did not cover carnival costs, but ask them again next year.

Some members may have bingo credits, and can use these to pay for their skating fees.  Just note that payment is by bursary credit when you send the deposit form to the treasurer.

Payment Plans

You can accept payment plans from people provided they are in good standing with our Club.  Payment must be completed by Dec, and post-dated cheques made out for Sept 1, Oct 1, Nov 1 and Dec 1.  

Registration of Coaches and Executive Members

Coaches register themselves with Skate Canada, but you should ask for proof for your books.  All members of the executive are registered with Skate Canada, but not the webmaster, as they are not Executive.  P.A. helpers also must be registered with Skate Canada.

Registration of Competitive Skaters

Your first and only big deadline is to register all competitive skaters by Sept 1st.  If they are not registered, they may not compete.  You can get the names from the coaches. These are the skaters who will compete in the Sub Sectionals).  

Special Olympic Skaters

We had 4 Special O skaters 2004-2005.  Although they have their own insurance, we still have to register them with Skate Canada.  Register them as Canskate for their primary activity, and Special Needs as their secondary activity.  The fee we charged them this year was $50.00 plus the $20.00 Skate Canada fee.  The funding for our Special Olympic Skaters is coordinated by Serge Merchand at Sport Yukon.  This year they did not cover carnival costs, but ask them again next year.

Associate Member

Michael Dougherty registers Liam Dougherty as an associate member of our Club every year for a fee of $10.00.  He does this because Liam likes to promote himself as an associate member of the Whitehorse Skating Club as he began his skating here.  There is no Skate Canada fee as he pays that through his Home Club.  Michael will pay you the $10.00, and you just give him a receipt.
Refunds and late sign ups

Policy on refunds must be discussed as new club. 

WSC had provided refunds to those parents who have requested them.  If they wrote a cheque, the refund should go through the treasurer in case it was NSF.  Visa refunds can be done by the registrar.  If the original payment was cash, have the Treasurer write a cheque so we don’t lose our float.  Refunds can’t be given for the Skate Canada fee, as we can’t get this money back from them.  Prorate the session fee according to how far into the session it is when the request is made.  For example, if a parent requests a refund half way through the session, divide the fee in half.

If people sign up late, you may pro-rate their fees in the same fashion as refunds.  Divide the total fee by the number of weeks so that you know how many weeks, then multiply by how many weeks are left in the session.  There should be a minimum fee.

Transferring Members

If a person is moving over from another Club, you have to click on “Transfer Member” on the membership update menu, type in their Skate Canada number and then click on “Locate Member”.  It’s important not to register them as a new member, especially if they have passed any tests.  A new registration number will not recognize tests passed under the old number, and the old number will not recognize tests under the new number.  For example, if a person passed their Level 4 skills test on a different number, then took a test for Level 5, Skate Canada’s computer system won’t give credit for the Level 5 test because that Registration number won’t have record of the prerequisite tests.  If it’s just a beginning can skater, it’s not so crucial.  Ask the person for their Skate Canada Number, and if they don’t have it, get the name of their old Club.  Phone Skate Canada at 1-888-747-2372 and they can get the number for you.  

Registering Skaters with Skate Canada

Registering skaters with Skate Canada insures that they are covered by insurance in the event of an injury.  Before completing any registration, insure the skater is committed to skating and has made payment, or payment from another source is confirmed.  Basically, people can not skate if they are not registered with Skate Canada. A day or two may lapse when people hand it their forms and money on the day they commence skating, this cannot be helped.  It is imperative that the registrar keeps up with Skate Canada Registrations in a timely manner.

Enclosed are two forms from Skate Canada which outline how to register members.  The following are some rough notes to help you.

Log in to Skate Canada a www.skatecanada.ca .  When you log on as registrar, you enter your Skate Canada ID number and your surname as your password.  There will be a period of time when you start the job when you do not have a Skate Canada number, or you are not registered as the “registrar”.  

Our new Skate Canada club number is ____________.  The best time to use the S.C. web page is late in the evening when it is the middle of the night back east.  This is a very busy site, and it is hard to log in at certain times.

After logging in, 

Enter member registration

Enter   clubs

Enter membership update and registration

To see if the person you are registering is already a member, press search and enter the person’s name.  If they are already a member, you just have to update their info by entering edit.  Otherwise, if they are new, enter new and fill in the information from their registration forms.  

Once you have finished, enter update then register.

When you have a number of registrations, you must submit them to Skate Canada for payment.  

-Log in to Skate Canada

-go to Member Registration menu click on List

-enter registration summary

-enter view members

You will find a list of the members waiting to be submitted.  Print two copies.  This is the only chance you have to view this list as it can’t be recalled, so don’t forget to print.  

One copy of this list needs to be sent to Sport B.C. for insurance purposes.  I think this is done by the treasurer.  They need to be paid for insurance coverage on members in that submission.  This needs to be done each time you submit a new batch to Skate Canada.

-enter on your registration summary and click on submit to Skate Canada once.

-print two copies of the invoice and give one to the treasurer one for your records.

Printing current registration list

To print a current registration complete list to date, get to the Membership registration & update option, then click on search.  Under membership year type in the year (for example 04/05).  Then submit, and it will give you the list to print.
Photocopying 

WSC has an account at Sport Yukon (#6334306).  You can also do some work at Copy such as laminating.  We also have an account at Yukon Office Supplies. If you pay for anything make sure you keep your receipts and submit to the treasurer for reimbursement. 

LIST OF CONTACTS

Sport Yukon

668-4236

4061 – 4th Ave

Y1A 1H1

office@sportyukon.com 

FAX 667-4237

Front desk - Mike

Child’s Rec Fund – Moira Lassen

Special Olympic skaters - Serge Merchand

Skate Canada

1-888-747-2372

865 Shefford Rd.

Gloucester, Ont.

K1J 1H9

Carol Nakamura

Work:

668-2959 (Gonderosa) or

667-8496 (Jack Hulland School)

Home:

633-3354

gonderosa.inc@yt.sympatico.ca 

Debbie Thompson

Home: 633-3871

thompson@klondiker.com 

Fireweed Skating Club (S.C. # 1001344)

Christine Neufeld (test chair)

667-2472 (evenings)

Patti Sederberg (registrar)

668-5207

Test Chair 

The Test Chairperson is responsible for knowing the Skate Canada rules concerning Test Days, and for organizing and running Test Days throughout the year (3 to 4 times per year) and for maintaining updated records of the test taken and passed by club skaters. The Test Chair is also responsible for disseminating this information appropriately, for example to Skate Canada or on competition entry forms.  

Test days are booked at the beginning of each skating season.  

Test Day organization includes obtaining judges (by contacting BC/YT Section Judges Chairman to arrange for evaluator to come up) and dance partners and making arrangements for their travel and accommodation. It also involves obtaining a list of tests to be taken from the coaches and scheduling of these tests. Ensure coaches know cut-off date for tests to be taken.  There is a letter that gets sent to coaches with the date, and states reasons for scratches, etc. (attached below). Facility bookings and acquisition of necessary volunteers and preparation of all the necessary paperwork must occur prior to Test Days.

Ensure that all skaters knows what their fees will be for test day, and what times the skaters need to be at the arena, in costume, and ready.  Below is a sample of form to be given out with the schedule to each skater.

The Test Chair is present on Test Days and collects fees from skaters and ensures schedule is adhered to. The Test Chair is responsible for making sure that all the necessary paperwork is complete and that the judges have signed all necessary sheets. 

Post Test Day, a Test Day Expenses Sheet is completed and appropriate billing and payment ensues. Results are forwarded to Skate Canada along with payment for tests taken. An updated Test Log is distributed to coaches.

At the end of the skating year, a Year End Test Report is written.

The Test Chairperson is a member of the Executive of the Club and is expected to attend monthly Executive meetings and provide regular reports.

Contacts:

Betty Martin

BC/YT Section Judges Chairman

7495 Aubrey Street

Burnaby, BC V5V 2T5

Phone:  (604) 298-3726

Fax:  (604) 298-1210

Email:  bettymart8@hotmail.com

Dance Partners:

Matt Willis (can do diamond dances)

Comox, BC

(250) 338-2519

Email:  mattttt@hotmail.com

Graham Casey (can do diamond dances)

Vancouver, BC

Phone:  (604) 946-1717

Parents:  (604) 277-4824

Cell:  (604) 880-1364

Email:  mccasey@telus.net

Sample Letter to coaches:

To All Coaches,

Thank-you for your timely responses to the Test Chairperson’s requests for lists of candidates up for testing in December. This allows us to ensure that enough ice has been scheduled and allows us to organize judges and partnering needs.

We, as Test Chairs, are requesting that all changes to these initial lists be finalized and brought to the attention of the Test Chair one week prior to the actual Test Day. 

A final test schedule will be posted at each arena at this time and there will be no more changes (neither scratches nor additions) accepted. The only exception to this would be in case of skater illness. 

For our ____________________ Test Day, we are requesting that the coach’s final test list be forwarded to the Test Chair by the evening of __________________. 

Sincerely,

Phaedra Beatty                                                          Christine Neufeld

Test Chair                                                                  Test Chair

Whitehorse Skating Club                                           Fireweed Skating Club

Test Day

____________________, 2005

Notice to Skater: ______________________________

The tests you are scheduled for are:

____________________________________________

____________________________________________

You are testing at _____________ on _______________, 2005 at Takhini Arena.

You should be at the arena no later than ______________ in full skating apparel.

The cost of the tests are:

____________________________________

____________________________________

____________________________________

Please ensure payment is given to _______________ prior to getting on the ice to take your test.

If you have any questions please call _____________________ at ___________.

Thanks,

Good luck!!

Ice Show Chair
To work with an Ice Show Committee to organize, manage and put on the annual Ice Show for the Skating Club.  

1.
Book dates for the Ice Show and ensure ice and mezzanine are booked.  Need to ensure there is dress rehearsal time booked for the Tuesday prior to the Ice Show.

2.
Meet with coaches to decide upon the theme for the Ice Show.

3.
Apply to BC/YT Section for sanction.

4.
Form  the Ice Show Committee and oversee the different aspects of the Ice Show.

5 Complete the SOCAN documentation regarding music used for ice show.  Need information from coaches including artist, song title, and album title. Submit completed form with payment to SOCAN.
Below is the proposed timeline for an Ice Show to be held in March:

1. September:

· Meet with all coaches initially to establish theme, total of program numbers (25 – 26), level of solos (with no exceptions)

· Recommend:  group number for all Sr. skaters and group number for all Jr. skaters.  Prefer no guest skater

· Silent Auction in lieu of 50/50

· Encourage strong communication by emails and phone calls between coaches and all Ice Show Committee

· Book ice and mezzanine for:

Dress rehearsal (Tuesday before Ice Show)

Ice Show – Friday and Saturday (if 2 shows) from 4:00 p.m. to 10:00 p.m.

2. October

· Apply for Skate Canada sanction

3. November

· Reserve lighting through Unitech – ensure we enter into a contract with them

Start planning music, groups and costumes:

· Based on theme – have coaches select music

· Based on selections of music, choose costumes

· Need to discuss design and plans for decorations, props and backboards

· Discuss plans for backboards with Kerry Pettitt and get the backboards to him

4. December

· Send letter to M.C. (Ron McFadyen) to book his services for the Ice Show

· Send letter to a soloist to book served for “O Canada”

5.
      January

Approximately 7 Weeks Before

· Carnival registrations along with Winter Session Registration ($20.00) and email those not contacted through registration

· Distribute Silent Auction donation request letters to businesses

· Follow up with those request letters

· Record business and donation

· Divide donations into 2 Silent Auction groups (1 for each night)

      6 Weeks Before

Set up advertising plan

· Dress Rehearsal – Book Yukon News & CKRW

· Yukon News – advertise Monday, Wednesday and Friday prior to show

· CKRW – buy air advertisement for the week prior

· CHON-FM – air advertisements?

· Provide tickets (for 2 families or five groups of 2) for give-away on CKRW/CHON-FM the Wednesday, Thursday and Friday prior to Ice Show

· Yukon News – thanks you’s to Silent Auction contributors and all volunteers the week following the show

Organize volunteer list – contact those needed initially

· Break down according to interest; include phone numbers;

· Arrange for:

· Music players for Ice Show nights, as well as Dress Rehearsal

· Photographers (dress rehearsal) and re-order volunteers (1 per night)

· Headset Team (coach, music player, ice captain, mezzanine, floor)

· Costume Team

5 Weeks Before

· Draw up carnival group lists (level of Canskate numbers with costumes)

· Use Registration Master sheets with Ice Show Registrations and break down into skating days

· Coordinate volunteers with sewing needed

      6.
February 

       Approximately 4 Weeks Before

· Photocopy and distribute tickets (10 per page x 30)

· Each skater gets 8 in an envelope to pre-sell (have skater’s name on envelope)

· Follow up with number sold and money collected (phone/email)

         3 Weeks Before

Draft program

- print rough copy for proofing

Draft script

- 
have coaches and several parents proof and embellish it

- 
focus on tight Finale

· Start fitting costumes

· Arrange for group parents to be in Mezzanine for dress rehearsal and both nights of Ice Show, also need group parents for Superskaters, and Jr. Starskate

· Arrange for ticket sales (1 person per night) and program distribution people (2 people per night)

· Arrange for float

· Arrange for Clean-up crew (post Ice Show)

        2 Weeks Before

Hand out schedule of times for Dress Rehearsal

-
For all Canskate, Superskaters, Jr. & Sr. Starskaters, Canpower, Synchro, Special Olympics and Adult Skate

- 
Include with schedule dress rehearsal information and any costumes required (ie. Tights, gloves)

· Email/distribute copy of program to each skater with cover letter explaining that for dress rehearsal, the first half of the program comes from 4:00 – 5:30, and the second half comes from 5:30 – 7:15.  They can leave after having their group pictures taken.

· Purchase gifts for coaches, M.C. ($50 Cellar Gift Certificate) and “O Canada” soloist ($20 gift certificate)

         1 Week before

Dress Rehearsal – Tuesday before Ice Show from 4:00 – 7:15 p.m.

· All costumes kept for distribution at dress rehearsal, and collected following group photos

· Group photos taken following each program number

· Curtain hung over plexiglass

· Approximately 4 rolls of film – take 2-3 pictures of each group and soloist

· Take films in for developing immediately and have 5 copies made of each film

· The pictures are organized into a photo album, coordinating with roll and negative number for re-ordering purposes

· Each skater gets 1 free copy of only one photo; reorders are $0.50 per reprints and $5.00 for 5x7

Prepare Final Script-

· Type in size 16, Arial font, Bold type, triple spaced, with each program number on its own page

· Make a copy for M.C., Coaches, for Mezzanine and Ice Captain

· Deliver to M.C. on Thursday before Ice Show

Prepare Program

· Include Skate Canada Sanction information

· Make 300 copies of Program

      Book Pizza Hut for final night party

SHOW TIME

· Start on time!!!  Plan for 15 minute intermission

· Have thank you cards for M.C., Soloist and head volunteers ready for skaters to sign on clip-board (circulate through dressing rooms so that skaters can sign)

· Collect costumes at the end of each night’s performance

· Collect unsold tickets from skaters

· Traditional Pizza Hut gathering for Starskaters after the final show!

POST ICE SHOW

· Process photo reorders

· Do up bank deposit

· Complete expense sheet (ie. Props, costumes, etc)

· Distribute thank you cards

· Send thank you letters to all Silent Auction distributors

· Put ad in Yukon News thanking Silent Auction contributors and volunteers

· Follow up on ticket sales (collect those that haven’t turn in)

· De-brief with Ice Show Committee

�not sure two of these needed - we only did one at the beginning of the season





