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Purpose:
To establish the Richardson Pioneer Recreation Centre’s skating arena booking and cancellation process.

Definitions:
Regular User Groups
Groups or organizations that operate within the Town of Shellbrook, or the RM of Shellbrook that use the facilities regularly. These include; Shellbrook Minor Hockey, Shellbrook Skating Club, Shellbrook Silvertips, Parkland U18 AA Elks, Shellbrook Elementary School, WP Sandin High School, and Shellbrook Adult Rec Teams.

Casual Groups
Any group that rents ice at the arena, on a casual or sporadic basis and not on a seasonal basis.

Spot Ice User
A user group or individual with an individual booking which is not recurring throughout the year.

Day Time Ice
Those hours between 6:00am and 3:00pm, Monday to Friday, excluding Statutory Holidays.

Late Afternoon Ice
Those hours between 3:00pm and 5:00pm, Monday to Friday, excluding Statutory Holidays.

Sunday Morning Ice
Those hours between 6:00am and 12:00pm on Sundays.

Prime Time Ice
Those hours between 5:00pm and 9:00pm, Monday to Friday and those hours between 6:00am and 9:00pm on Saturdays, 12:00pm to 9:00pm on Sundays, and 6:00am and 9:00pm on Statutory holidays.

Late Night Ice
Those hours between 9:00pm to Midnight, every day of the week.

Scheduling Timeframe:

January		-Annual Ice Policy Review
		
February		-Deadline for groups to request changes to the Ice Policy
		
March 	-Town of Shellbrook Recreation Committee to review group’s requests for ice policy change submissions 

June 30		-Recreation Committee to submit updated any changes to ice policy to 
                                         Council for approval
			-Requests for September Ice Due

September 1		-Groups to submit ice requests for the regular 
  Season (October 1-February 15)

September 15	               -Tournament booking deadline

February 1                       -Deadline for groups to submit ice request for late season  
  (February 15-March 25)

Policy:
Application Deadline
All groups wishing to book September ice for the upcoming season shall forward a request to the Manager of Recreation & Community Development by June 30. 
All groups wishing to book Regular season ice time for the upcoming season shall forward a request to the Manager of Recreation & Community Development by September 1.

Notification Deadline
The Manager of Recreation & Community Development shall ensure all groups and individuals who had ice time the previous year will be notified via email of the September 1 deadline.

Casual User Groups
Weekly bookings will be sold by the Town of Shellbrook as they become available. All non-local users booking multiple ice times must sign a rental agreement and are required to pay at the time of booking or make arrangement to be invoiced monthly at the discretion of the Manager of Recreation & Community Development.

Spot Ice
Individuals or a group can rent ice as it comes available. Spot ice users must pay at the time of booking. 
Regular User Groups- Tournament Bookings
Local tournaments are to be booked by no later than September 15 of each year. If tournaments are cancelled with less than a month’s notice, and not rescheduled to an available date, the local group will be charged for 6 hours at the tournament/special event rate. A damage deposit will be collected at the discretion of the Manager of Recreation & Community Development.

Casual User Groups – Tournament Bookings
Tournament bookings require a 50% non-refundable deposit. This amount must be received by the Manager of Recreation & Community Development by a date agreed upon by both parties. A damage deposit may also be collected at the discretion of the Manager of Recreation & Community Development. Non-local users booking tournament ice times are required to sign a rental agreement contract, which must be handed in at the same time as the 50% deposit. The remaining 50% of the rental fee will be due prior to use of the facility for the event.

Dressing Rooms
There will be one dressing room per user group that is scheduled for ice times. There will also be access to the referee room if required. Additional room for co-ed teams can be requested. These rooms are available to the user groups one-half hour prior to each ice booking and one-half hour following the booking after their ice time is finished. The groups assigned to the change room will be responsible to ensure it is left tidy after use. If this policy is not adhered to, there could be a charge which the user group will be responsible for. 

The use of the west end change room will be permitted for special events, tournaments, provincial games, and playoff games. The room must be requested by the user group a minimum of 7 days in advance to the Manager of Recreation & Community Development and receive approval prior to use of the room.

Public Skating and Shinny
Public Skating and Shinny will be scheduling a minimum of 3 hours a week. This will include 1 hour of adult public skating, 1 hour public skating, and 1 hour shinny. Additional public programming will be scheduled at the discretionary of the Manager or Recreation & Community Development.

Unused Ice
If an individual or organization does not show up for their ice time and the ice sits idle, the individual or organization will be billed at the timeframe’s ice rate. 

Trading or Exchanging
Groups will be allowed to change or trade ice time with other groups provided their ice coordinator contacts the Manager of Recreation & Community Development of their intentions. Trades or exchanges will not be considered final until groups receive written confirmation. If the Manager or Recreation & Community Development is not notified, the group originally scheduled will be invoiced for the ice. 

Cancelation
Cancelation for regular ice times is required a minimum of 7 days of notice to avoid ice rental fees for that time. Cancelations due to weather will not be charged for the ice time. User groups should try to notify the Manager of Recreation & Community Development by noon.
 
Non-Seasonal Bookings
Non-seasonal facility rentals (April to September) will be coordinated in a similar fashion to ice rentals. 

Key Usage
Local organization will be assigned a key to the skating arena front door. These organizations include Shellbrook Skate Club and Shellbrook Minor Hockey. It is the organization’s responsibility to communicate to the Manager of Recreation & Community Development if the keyholder is gaining access to the facility at irregular time. Irregular time include off season, or prior to 6am and after 11pm.

All other user groups can sign out a front door key from the Town of Shellbrook Office 1 day prior to their booking/special event for off ice activities. Off ice activities include setting up ticket sales, organizing prize tables, or similar activities. Keys are to be dropped off at the Town of Shellbrook Office promptly after the event is wrapped up. Keys can be left in the secure drop box beside the Office front door at any hour. 

Payments
Rent will be charged in accordance with the Rental Rates adopted by the Town of Shellbrook Council. Regular user groups will be invoiced monthly. Invoices must be paid within 30 days. Any discrepancies in this invoice must be acknowledge within 30 days. After 30 days no changes will be made to the invoice. If the invoice is unpaid after 30 days interest charges of 2% will be applied to the invoice. Spot ice users will be expected to make payment at the time of booking. All payments are to be made in cash, by cheque, debit, or credit.

Outside Food Policy
No outdoor food will be permitted within the Richardson Pioneer Recreation Centre, including the curling arena and skating arena, without special request.  Requests must be submitted a minimum of 7 days prior to the event date to the canteen operator. Special event meal request orders can be made through the canteen operator. 
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