Registrar – Job Description
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




