Competition Chair Role Description and “How To Guide”
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March 30, 2005
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)

