EXPRESS CHECK OUT STATION – VOLUNTEER PROCEDURES

· Only pre-printed forms will be processed at this station.  The participant’s age group will be indicated in the top right hand corner of the pre-printed form.
· If anyone has questions about the league, season or have special requests, e.g. Request to Play Up, exceptions, etc., they cannot use the Express Check Out.  Direct them to the regular Payment line.  

· If a parent is signing up returning players with pre-printed forms but would like to sign up a sibling (or a friend) who doesn’t have a pre-printed form, they must go through the regular payment line.

· New volunteers (i.e. with Volunteer Application forms completed as opposed to the pre-printed Volunteer Application forms) may use the Express Check out Station providing they are:
--just dropping off the applications
--registering children with pre-printed forms only (i.e. they cannot be registering children without pre-printed forms)
--no questions, no special requests

· If someone comes through your line with pre-printed forms where Skills Assessment is “Required”, you may process them but direct them to the Skills Assessment station to sign up before they leave.
--this is not publicized, but use your discretion when processing forms for individuals who need to sign up for Skills Assessment.  The idea is to have this line moving as quickly as possible.  

· Parents should already have the check made out, if they don’t, after you tell them the amount due, ask them to step aside while you take the next person in line.

--you should just be collecting and verifying the payment so this line will move as quickly as possible.

· Requests to have children play together will only be honored for all MiniWee players, and for the U5 – U12 players only for siblings and for the children of the Coach and one Assistant on the team.  The request must be written on the forms of all the children involved in the request.  

Instructions for WSA USE ONLY section at bottom of form:

· Volunteer Application box in bottom section applies to coaches and referees only (do not complete for regular volunteers).  Check the Volunteer Application for completeness (SSN, DOB).  Make sure the appropriate box on the form beside the parent’s name who is volunteering (oftentimes the coaching boxes are checked off beside the wife’s name).

· Initial the processor box and indicate total amount paid by cash or check (e.g. don’t put $70 on siblings form, put $150 on both children’s form). *Make sure they are signing up siblings in order to get the discount.
· Check payable to Westchase Soccer Association or WSA (stamp available).
PAYMENT CALCULATIONS

	
	
	
	Number of Children Enrolling in U5 through U12

	
	
	
	1
	2
	3
	4
	5

	
	
	
	$80
	$150
	$220
	$290
	$360

	Number of Children Enrolling in MiniWee
	1
	$65
	$135
	$205
	$275
	$345
	$415

	
	2
	$120
	$190
	$260
	$330
	$400
	$470

	
	3
	$175
	$245
	$315
	$385
	$455
	$525

	
	4
	$230
	$300
	$370
	$440
	$510
	$580

	
	5
	$285
	$355
	$425
	$495
	$565
	$635


