
Winter Classic Manual 2017-2018 

FVHA regularly hosts teams for Winter Classic Weekends.  Winter Classics are typically 8  team 
tournaments held over three days.  Tournaments over 8 teams need to be carefully 
coordinated with the Association Scheduler and the Ref coordinator as recruiting enough refs 
on weekdays or busy hockey weekends consistently requires extensive planning and 
communication.    

The events are important fundraising opportunities for FVHA which allow the association to 
keep registration fees low.  They provide the team opportunities to fundraise as well and 
allow each team to play four FREE games. 

Winter Classic Coordinator Responsibilities:  

• Get a copy of registrations from the Tournament section of the website 

• Outreach to last year’s attendees  

• Field phone calls and emails from potential attendees 

• Insure that the attending teams are level appropriate-consult former managers for 
guidance. 

• Collect team photos and designate someone to create the Winter Classic program 

• Confirms rules with coaches 

• Get sanction number from registrar and distribute to teams 

• Coordinate with scheduler to determine game times and secure refs 

• Coordinate parents to manage Winter Classic duties 

• Act as Tournament Director 

• Order trophies and other awards and submit receipts to FVHA 

• Delegate tasks for tournament management and fundraising as needed 

Launch:  

The Winter Classic Manager will act as the coordinator of the Winter Classic starting with 
promotion of the event in August.  The Board will set the cost of Winter Classic and the 
Scheduler will assign a weekend for each Winter Classic based on input from Team Managers 
and WC Managers.  The WC Manager will consult with coaches and the board to determine the 
level of the teams in the WC.   

Registration forms will be completed online, we do not accept deposits, payments will be 
made online at the end of the registration session.   Tournament registrations can be checked 
online under the Tournaments administration section, you can check with a FVHA board 
member for access to this information  
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A major part of this job is to insure that the WC is full with teams that have submitted all 
required paperwork, and that the teams on the waiting list understand the process of being 
notified if any registered teams drop out of the event.  

The WC Manager will coordinate with FVHA coaches to approve the WC rules and submit them 
to the Registrar who will then apply to USA Hockey for an event sanction number in early 
October.  The WC Manager will provide the sanction number to the registered teams. 

Preparation:  

The WC Manager will act as the coordinator of the volunteers required to run the event.  
Required volunteers include: 

• Welcome Basket assembler 
• Locker Room Assigner 
• Raffle Basket coordinator 
• Split-the-Pot Coordinator (Chuck-a-Duck) 
• Sweatshirt/ t-shirt organizer 
• Trophies and prizes 
• Concession stand  sales 
• Program Designer and Printer 
• Penalty box, scorekeeper and clock people for all games 
• Water and Fire tenders – insure ample supply of firewood is available or notify board of 

need 
• Facility Maintenance team including glass scrapers, heater management and insuring 

ice quality 
• Coordination of music  
• Coordination of presenting awards 
• Standings board 
• Host 

Trophies and awards can be ordered from catalogs or from Silvertip Engraving in Evergreen. 
Coordination of trophy and sweatshirt orders with other teams is strongly encouraged. 

Funds: 

FVHA will collect all registration fees and keep them.  These fees will cover the cost of the 
ice ($120/hour) and the cost of the refs.  FVHA will also stock all food required for the WC 
in the concession stand.  FVHA will keep all funds from the concession stand.   

FVHA has budgeted for and will cover the costs of the following items: 
• Referees 
• Food in the Concession Stand 
• Trophies and awards 
• Pucks, scoresheets, propane, firewood, etc. 
• Printing of the program 
• Cost of Welcome Baskets 
• Raffle Tickets, Ducks for Chuck-a-Duck 

All receipts related to purchases  of the above items must be submitted to FVHA for 
reimbursement with a completed expense form which can be found at the rink.  Invoices 
from vendors may be sent directly to the FVHA PO Box for payment, but must state the WC 
date and age level. 

Edited 11/15/17 CFE



The hosting team will keep all funds collected from Raffle Baskets, Split-the-Pot and 
sweatshirt sales.  FVHA will invoice the team for any costs from Universal Athletic for the 
purchase of sweatshirts and t-shirts.  The Universal Athletic bill will be included in the 
team’s final bill from FVHA and given to the team manager in February. 

It is important to have systems in place for collecting money, making change and 
recording sales  throughout the weekend.  Because some funds are FVHA funds (concession 
stands and registration fees) and some fees are to remain with the hosting team (raffle 
basket, chuck-a-duck, sweatshirt sales) systems should be put in place to keep these funds 
separate and clearly recorded.  WC managers should work with FVHA board members to 
insure that Square accounts and multiple money bags for making change are prepared 
well in advance of the WC weekend. 

Raffle Basket Fundraising:  Teams are responsible for purchasing or collecting any items in 
the raffle basket event and managing the raffling of the baskets.  It is recommended that the 
baskets be awarded late Saturday in order for all teams to be still at the rink to pick them up.  
Posting the winning tickets on Saturday night is helpful.  The team is responsible for preparing 
cash to enable them to make change for ticket sales.  Many teams have sold the programs 
and one special ticket for a liquor basket raffle in order to be able to charge a little more 
for programs.   

Chuck-a-Duck:  This is a split-the-pot item that can be done approximately 4x throughout the 
weekend.  It is recommended that you time chuck-a-duck to have one at a time in the day so 
that every team has at least one opportunity to participate.  Ducks are usually sold for $1 
each and 6 for $5.  At the end of games the ducks are thrown into the rink.  The one closest 
to the cone in the middle of the rink wins and splits the pot.  The team is responsible for 
providing the cash needed to make change.  Ducks and #Sheets can be found in the office. 

Sweatshirt Sales:  WC Managers can work together to design artwork for WC sweatshirts for 
all or the teams, or design one specifically for their team’s WC.  The screens must be 
purchased in bulk ahead of time and the teams are responsible for that cost.  Universal 
Athletic will lend the hot press to the team for the WC weekend and provide boxes of 
sweatshirts and t-shirts in a variety of sizes.  Teams take orders and make only the sweatshirts 
in the sizes that are ordered, paying only for shirts actually used and returning the rest. They 
are to be returned to UA on the Monday following  the WC.  The invoice will be sent to FVHA 
and passed along to the team, so please specify which team the order is for when you 
work with UA.  Order forms and cash for making change should be prepared ahead of time.  
Any samples made for display must be paid for by the team that makes them. 

The Weekend: 

The WC manager is the final decision maker in all cases of dispute and therefore must be 
at the jamboree at all times or assign an assistant manager in their absence.   

It is important to have a plan to record game results and standings on a whiteboard in the 
locker room area so that teams can anticipate what time they might play on Sunday for the 
final games.   

Volunteers will be required up to one hour before the first game starts each day to remove 
snow, start heaters and the fire and scrape frost off the glass.  All games will require 
volunteers to manage scorekeeping, time keeper and volunteers in the penalty box.   
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The City of Kalispell provides paper products for the rink, but the team volunteers should 
make sure that the rink is well stocked early in the week and check the bathrooms regularly 
throughout the weekend.  Garbage will need to be hauled out on an as needed basis and the 
rink will need tidying up after the last teams leave Sunday. 

Special Food-  TBD 
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