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1. INTRODUCTION 

 
This document is written for the purpose of offering guidelines and assistance for clubs and skating 
schools accessing the Region Coaching Development Program in the Skate Canada: Alberta - 
NWT / Nunavut Section.  With the assistance of the Manager, Member Services, and the Coordina-
tor / Coaching and Events, the Section will provide organizational support and limited financial sup-
port. 
 
All requests must follow the guidelines and procedures outlined in this document.  Please feel free 
to remove pages and copy for your use. 
 
Purpose of Region Coaching Development Program: 
 
To provide assistance in the Skate Canada: Alberta - NWT / Nunavut Section for local Region 
Committees, clubs and skating schools to develop Level 1 (Professional CanSkate and Primary 
STARSkate) coaches within their Regions, in partnership with the Section Coaching Committee 
and the Coordinator / Coaching and Events. 
 
The financial support provided by this Program is intended to fund course costs that are not funded 
by registration fees.  While host clubs are not expected to contribute to the cost of conducting 
courses funded by this Program, they may contribute to course costs, as determined appropriate 
by the club. 
 
 

2. COURSE REQUESTS 
 
All requests for courses should be sent to: 
 
 Manager, Member Services 
 Skate Canada: Alberta - NWT / Nunavut Section 
 11759 Groat Road 
 Edmonton, Alberta 
 T5M 3K6 
  
 Phone:  780) 415-0598 
 Fax:  (780) 427-1734 
 Email:   skateab2@telus.net 
 
The Section Coordinator / Coaching and Events, Regions Committee Chair and local Region Rep-
resentative will act as a committee to determine the funding contribution from this Program and, if 
required, cancellation of course. 
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3. FACILITIES 

 
Course facilities shall be booked and scheduled by the Host Club / Site Organizer in partnership 
with the Section Coaching Committee and the Coordinator / Coaching and Events.  The NCCP 
Level 1 Coaches courses consist of on and off ice modules.  A classroom must be provided for 25 
participants.  The classroom must be set up in a classroom style, with tables and chairs.  It is pre-
ferred that the classroom be located in the same facility as the ice surface.  If not, the room must 
be within walking distance.  The classroom is required for three days from 8:00 a.m. to 6:00 p.m.  It 
is preferred to securely store equipment in the classroom overnight.  
 
The following ice is required: 
 
Level 1 Phase 1 CanSkate Course 
 
Friday  1:00 – 2:00 p.m. 
Saturday  11:00 – 12:00 p.m. 
Sunday  10:30 – 12:00 p.m. 
 
Level 1 Phase 3 Primary STARSkate Course 
 
Friday  1:30 – 3:30 p.m. 
Saturday  1:00 – 2:30 p.m. 
Sunday  1:00 – 3:00 p.m. 
 
Days and ice times may vary slightly but the amount of ice time is mandatory. 
 
 

4. DURATION OF COURSE 
 
The NCCP Level 1 Phase 1 and Phase 3 Courses will be run in accordance with the NCCP Poli-
cies and Procedures manual from Skate Canada. 
 
 

5. LEARNING FACILITATOR FEES AND HONORARIUMS 
 
The Learning Facilitator fee and contract will be in accordance with the policy provided by Skate 
Canada in the NCCP Policy and Procedures manual. The Honorarium offered will be in accordance 
with the policy set out by Skate Canada: Alberta-NWT/Nunavut. Learning Facilitator fee’s, travel, 
honorarium and accommodations will be provided in the contract offered to the Learning Facilitator. 
 
 

6. COURSE ANNOUNCEMENT AND REGISTRATION 
 
The Course will be added to the list of NCCP Courses being offered and advertised on the Skate 
Canada: Alberta-NWT/Nunavut Website under Coaches Courses and Calendar of Events. The 
date and location of the Courses will be added to the NCCP Level 1 Coach Registration Form. See 
attached Appendix D. The addition of the course will be sent to the Region Representative Chair to 
distribute to all the Region Reps. to send to clubs. 
 
 Course Registration  (See Sample Appendix C) 
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APPENDIX A 

 
 

COURSE HOST CLUB CHECK LIST  
 
 
 CHECK 
 
1. ______ Complete the Booking Request (Appendix B) from the Region Coaching Development 

Program and email to the Skate Canada: Alberta - NWT/Nunavut Section Manager, Member Ser-
vices for review.  Provide a copy to the Coordinator/ Coaching and Events, Skate Canada: Alberta - 
NWT/Nunavut Section (Fax:  866 746-4981). 
 

2. ______ After approval, book ice and classroom. 
 

3. ______ After facilities are booked, contact Skate Canada: NWT / Nunavut Coordinator, Coaching 
and Events to schedule a Learning Facilitator.  
 

4. ______ Confirm with Coordinator/ Coaching and Events that course Learning Facilitator has been 
secured. 
 

5. ______ Assist with distribution of notice and registration form, as may be required. 
 

6. ______ Assist Coordinator/ Coaching and Events in securing LCD projector, TV with DVD player, 
projector screen, flip chart and paper and on ice music equipment. 
 

7. ______ Assist the Coordinator/ Coaching and Events with confirmation of travel, meal and ac-
commodation arrangements for Learning Facilitators. 
 

8. ______ Secure a host hotel for participants. 
 

9. ______ Contact facility to confirm a concession is available on site.  If not, confirm that a food 
facility is available within an easy walking distance. 
 

10. ______ Accept Course material from National office and store until Course date. 
 

11. ______ During Course, assist with organization and provide support in partnership with the Coor-
dinator / Coaching and Events and / or the Learning Facilitator. 
 

12. ______ Provide completed "Course Evaluation Form" within 7 days of completion of Course (Ap-
pendix D) to the Skate Canada: Alberta - Northwest Territories / Nunavut Section Office, attention 
Coordinator/ Coaching and Events. 
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APPENDIX B 
COURSE BOOKING REQUEST – Coaching Development Program 

 
Course Requested: Phase 1 CanSkate:  ______ Phase 3 Primary STARSkate:  ______ 

 
 

Course Location:  ____________________________________________________________________________ 
 
Date Requested for Course:  ___________________________________________________________________ 
 
Host Contact Name: __________________________________ Telephone #: (_____) _______________ 
 
Address: _________________________________________ Postal Code:  ______________ 
 
Email:  ______________________________________________ Number of Coaching Candidates expected:  ____ 
 
 
 
 
Forecast Expenses 
 
Facilities: 
 Ice rental fee:  3.5 hours X ______ / hour = $________ 
 Room rental:  ______ hours X ______ / hour = $________ 
 Equipment Rental $________ 
 Other Costs $________ 
 
Total Expenses: $________ 
 
 
 
 
_____________________________________ __________________________ 
Host Contact Signature Date 
 
 
 
 
_____________________________________ __________________________ 
Manager, Member Services Signature Date 
 
 
 
 
_____________________________________ __________________________ 
Region Representative’s Signature Date 
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APPENDIX D  

 
COURSE EVALUATION FORM 

 
Dates of Course:  _________________________________  

Host Contact:  __________________________________  

Phone:  (_____) __________________________________ 

Address:  ____________________________________________________________________________________ 

Total number of participants that attended:   ______ 

Number of participants that attended from the host club: ______ 

Number of participants that attended from the Region:  ______ 

Evaluation: 

 

1.  Were you satisfied with the support provided by the Coordinator / Coaching and Events? Yes No 

2.  Was there adequate communication between the Host and Coordinator / Coaching Events to make this Course 

successful? Yes No 

 

Recommendations for future courses:           

 

             

 

             

 

             

 

             

 

 

 
Host Contact signature:  ___________________________ Date:  _________________________________ 
 
 
EVALUATION TO BE COMPLETED BY HOST CONTACT AND SENT TO SKATE CANADA: ALBERTA - 
NORTHWEST TERRITORIES / NUNAVUT UPON COMPLETION OF THE COURSE. 
 


