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1) 
Nominating skaters in a League Competition
a) You will be advised by the League Director (LD)/Artistic VP that the ‘Call for Nominations’ and nominations forms are available on the Artistic Victoria website.
b) Go to http://artsk8vic.angelfire.com/ and then click on the appropriate league heading to find the ‘Call for Nominations’ document and the nomination forms

c) The ‘Call for nominations’ document will tell you
· The date and venue of the league

· Which events are being offered in the League

· The figure draw
· Dances to be skated in each elementary dance event
· The costs associated with entering a League

· The nomination closure date

· Where to send the nomination form once completed
d) The nomination forms are club specific
· Download your club’s nomination form

· See below for information on filling in the League nomination form.
e) Send completed nomination form to LD/VP prior to nomination closure date

f) A money summary will be sent to each Art Rep once the program has been completed.

· Compare this money summary to your skaters to ensure correct money has been collected

g) League money needs to be deposited into the Artistic Victoria bank account within three days of receiving the money summary
· The bank account details can be found on the Angelfire website listed above

2) Filling in League Nomination form

a) Download your club’s nomination form and save to your computer
b) Ensure ‘macros’ are enabled by clicking on ‘enable macros’ when the message pops up (Excel 2003) or clicking on ‘options’ and then ‘enable macros’ (Excel 2007)

c) Once macros are enabled choose the appropriate discipline by selecting the appropraite tab at the bottom of the spreadsheet
d) Indicate whether the skater is nominating for the League by placing a ‘Yes’ or ‘No’ in column B

e) The event can be chosen by clicking on the appropriate cell and then using the small arrow that appears on the right hand side of the cell.  Click on the arrow and the events which can be selected will appear.  Select the correct event for the skater.

f) The age should automatically populate.  If the information isn’t available ‘Year of Birth required” will be displayed.  
· When this happens put the YOB in the yellow cell
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Ensure that the skater’s coach details are correct.  The coach name is the is the first two initials of the coaches Christian and then Surname
h) Complete the same process for each of the disciplines
i) Save the document and email to leaguedirector@hotmail.com
3) Filling in Medal Test nomination form

a) Download the most recent medal test nomination form from the Artistic Victoria website http://artsk8vic.angelfire.com/ under ‘Coaches, Judges and Proficiency information’ and save to your computer 
b) Ensure ‘macros’ are enabled by clicking on ‘enable macros’ when the message pops up (Excel 2003) or clicking on ‘options’ and then ‘enable macros’ (Excel 2007)

c) Instructions are on the spreadsheet on the ‘Instructions’ tab
d) Place a ‘No’ in column A of the skaters who are not from your club; then
e) Follow the instructions on the Instructions tab
4) Nominating skaters into Victorian State Championships
a) The process is very similar to nominating for League competitions

b) The electronic nomination form will look slightly different in that you will need to indicate whether the skater is expressing an interest in going to Nationals.

NB: Nominating into Elementary Championships is no different from nominating for an Elementary League

5) Nomination Hints and other information

a) Late nominations generally will not be accepted.  

· You will need to contact the League Director ASAP to see if the nomination can be accepted.
· There may be a late fee as per the Handbook of Rules section 4.4
b) League Director needs to be notified of withdrawals prior to the League as early as possible.  If the skater is withdrawing on the day of the League the Calculators need to be informed
· There will be no return of skating fees as per Handbook of Rules section 6.4

c) Payments for all competitions and medal tests needs to be deposited into the Artistic Victoria bank account prior to the event.  Bank details are available on the Angelfire website http://artsk8vic.angelfire.com
d) A representative of the club is required at all Art Rep meetings.  The Art Rep will provide a report on what is happening at their club and will also be given the opportunity to raise any issues of concern.  The Art Rep will then filter any information back to their club.
e) The draft program:

· Once the draft program is sent out by the League Director the Art Rep is required to check that:
· All their skaters are in the correct events

· All their skaters have sufficient (we aim for at least an hour) between each of their events

· Inform the League Director of any concerns with the program
· This needs to be done within a few days of the draft being released

· The draft is not for public viewing.  A final program will be released which can be sent out to skaters and published on angelfire.
6) General Hints
a) Generally the role and responsibilities of the Art Rep lies with the individual clubs however the following are some hints from other (long standing) Art Reps!
· Once you have downloaded the ‘Call for Nominations’ make sure it is available to all club members and coaches

· Make your closing date a few days before you have to get the nominations back to League Director
· Make sure people pay for the nomination at the time they nominate so that you don’t have to chase for money
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