Program Director – Job Description
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.

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





