FORT WAYNE SPORTS CLUB
TRAVEL TEAM REGISTRATION PROCEDURE
(Note:  Bolded/Underlined items refer to forms available through the FWSC Website)
1. Form Team and Obtain Player Commitments:

a. Verify Player’s “Soccer” Age

b. Verify Player is not committed to any other club or team

c. Ensure Player and Parents understand what is involved:

i. Time Commitment

ii. Financial Commitment

iii. Travel involved

iv. Conduct Expected
2. Confirm Player Commitment:

a. Have Players and their Parents complete the Registration Form
i. Review and ensure the form is legible and complete

b. Have Players and their Parents complete the Medical Release form
i. Not necessarily needed now, but it is easier to get at this time

c. Obtain a copy of the player’s Birth Certificate

i. Verify DOB matches the DOB on the Registration Form

d. Obtain a deposit check made out to the FWSC

i. The amount is prescribed on the Registration Form

ii. NOTE: Without a payment, you DO NOT HAVE A COMMITMENT

3. Obtain Registration Forms on all Coaches, Asst. Coaches, and Managers:

a. The registrar needs the “Player” portion (e.g. Top) of the form completed and they should sign the Code of Conduct just like the players and their parents.
b. This applies to anyone directly involved in coaching (games or practices) or standing on the sidelines during games.  In other words, this applies to anyone needing a card and/or a background check.

4. Complete the Team Contact Sheet:
a. This provides team, players’, coaches’, and managers’ information.  An equivalent spreadsheet can be used, as long as it contains the information called out on the Team Contact Sheet
b. Note:  This is critical if you want your players registered correctly, as our Registrar cannot be expected to interpret the handwriting on the Registration Form
5. Build Your Team Binder:
a. Make copies of your Registration Forms and Team Contact Sheet.
i. Please do not ask the Registrar to make copies for you!
b. Organize the Medical Release Forms and Birth Certificates in a binder or other device so that they are handy to take to games and tournaments.

c. Retain the registrations form copies and team contact sheet copy for your reference.

6. Forward Your Registration Packet to the FWSC Registrar.

a. As of this writing, Missy Collins is the FWSC Registrar.

b. Forward to her the original Registration Forms and Team Contact Sheet or equivalent

c. Forward your deposit checks, with the appropriate deposit slip/document, to the FWSC Treasurer.  Keep a record of your deposits (who paid, when, how much, check #s).

From the information you submitted, the Registrar will:

· Set up your team, your coaches and managers, and your players in the GOTSOCCER system.

·  You will be given a logon ID and Password to access the system.

· Forward your registrations to Indiana Youth Soccer for the processing of your player cards.

·  You will receive the card blanks and your official team “Roster.”  You will need the player cards and roster for tournaments, and the cards may be needed at league games should a ref or opposing coach challenge a player’s legitimacy.
7. Process your Risk Management background checks:
a. Google Gotsoccer, then login using the provided logon ID and Password

b. Once in, there should be an option to select to process your background check

c. You will be able to view your team, coaches’, manager’s and player’s information in Gotsoccer.  Once you are accepted to a league, you will also be able to view your schedules and standings.  And, in Gotsoccer, you can print your Game Cards.

Note:  At this point, you are ready to make application to your league and desired tournaments.  All the needed information should be in Gotsoccer.  Log onto the league’s and tournament’s websites and follow their instructions.  

8. Complete your Player Cards:
a. Take pictures of your players, coaches, and managers.  Print the pictures on the standard 1” by 1” format

b. Affix/Glue the pictures to the cards, in the area indicated on the card
c. Have the players, coaches, and managers sign their cards

d. Present the cards and the players Birth Certificates to the Card Registrar for signing.  Note:   A-C above must be done and he must be able to compare the Card DOB to the player’s birth certificates before he signs/approves the card.
e. As of this writing, Kevin Warren is the FWSC Card Registrar.

f. Once signed by the registrar, laminate and ring the cards

9. Have the Medical Release forms notarized, if not already done.

10. Complete your League’s Code of Conduct

a. Depending on your league, you will likely need each coach, manager, player, and player parent to sign the league’s Code of Conduct form.  

11. Process any players who quit or transfer to other teams.

a. See the Drop Transfer form on the FWSC website and follow the instructions provided on the form.  Contact the FWSC Registrar with any questions.
b. When dropping or transferring a player, the Registrar will need the player’s card.

End.
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