Test Chair – Job Description
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!!

