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Ice Scheduler- Helpful Tips 

Weekly During Season 
 Manage changes in schedule – weather related rescheduling, game change requests, exhibition games, arena issues causing ice cancellation 
 Compare the following weeks game schedule to the referee schedule to ensure all games have officials assigned to them. 

April/May 
 Procure ice for and schedule spring tryouts 
 Publish September tryout schedule 
 Input exhibition games and request officials for the games 
 Contribute to budgeting process with expected ice costs, base usage reports from the previous season, anticipated teams for the new season and any planned tournaments 
 Start negotiations with municipality/township for additional ice if available. 

June - August 
 Prepare an ice requirements document for the season, including all blackout periods to be included in the ice contract 
 Procure ice for the season (September – April) 
 Work with municipality/township to ensure contract is accurate and complete 
 Determine planned practice schedule for anticipated teams. 

September-early October 
 Add exhibition games to schedule and request officials 
 Determine practice schedule based on actual teams
 Add tournament information to each teams schedule 
 Allocate ice times for local league and rep team scheduling 
 Attend both the local league and rep scheduling meetings, update schedules, and allocate practices 

November
 Coaches will attend scheduling meetings and send ice times to ice scheduler 
 Update schedule on website
 Generate home game spreadsheet in the format required and request officials for the games. 

December 
 Allocate ice times for local league scheduling 
 Update schedule for January to March local league games 
 Generate local league home game spreadsheet in the format required and request officials for the games. 

January - April 
 Update ice allocation spreadsheet to determine available ice for playoffs and playdowns 
 Define practice schedule and game times for playdowns and playoffs 
 Update the playoff/playdown documents and communicate rep scheduling process to the teams. Hold a scheduling planning meeting with the teams 
 Allocate ice times for regional playdown scheduling 
 Allocate ice times for playoffs; one round at a time, however time needs to be blocked for anticipated future rounds 
 Add playdown and playoff games to the website as they are scheduled 
 Request officials for the games 
 Adjust schedules as teams finish for the season.
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