Ice Show Chair – Job Description

April 1, 2005

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.

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

