FORMS STATION - VOLUNTEER PROCEDURES


Pre-printed Forms: (available for returning players from past two seasons only)
· Instruct parents to review and make corrections directly on the form and sign the form.  

· If they only have pre-printed forms and Skills Assessment is “Not Required”, refer to the payment chart and advise them of the amount owing.  If they are paying for multiple players, they must be siblings in order to get the discount.  
· If Skills Assessment is “Required” or they have questions, special requests (e.g. want child to play up an age group) or they have additional signups using the blank forms, they should proceed to the Uniform station once they’ve reviewed and signed the form and they must go to the Skills Assessment table if the participant’s form indicates Skills Assessment Required (U7 – U12).
Blank Forms:  (New players and returning participants from prior to past two seasons)
· Instruct parents to print clearly on the form and sign the bottom.

· New players (and returning players prior to 2006) must provide us with a photocopy of a LEGAL birth certificate, which we will keep for our records.  Ask them to see the photocopy and make sure it is legible.  They were instructed to bring the original with them (in case we need to make a copy because their copy is unclear).  If parents did not bring a copy of the birth certificate, their registration form will not be accepted—they will not be allowed to mail or fax it.  Medical forms and hospital records/notices are not acceptable.  Passports will be accepted as long as they bring the original with them AND they must agree to email or mail a copy of the birth certificate.
· If returning players do not have a pre-printed form, check the B.C. list.  Write RET in the DOB Verified box.  This lets the processors know you verified the DOB.
· Inform parents that they should proceed to the Uniform station once they’ve completed and signed the form and they must go to the Skills Assessment table if their child falls into the U7, U8, U10 or 12 age groups.

· Checks should be made payable to WSA or Westchase Soccer Association.
*For Spring season, children will remain in the same age group as the Fall.  Parents who want their child to play up must complete a Request to Play Up form.  MiniWee can only Request to Play Up to U5 if a parent agrees to be the Head Coach.  Requests are not guaranteed pending approval by the WSA Board.
Handouts:

Give parents a white handout and the colored Non-Coaching Volunteer Opportunity form.

Coaches:

· There will pre-printed forms for returning coaches/assistants from the previous season; the highlighted sticker at the top of the child’s registration form will indicate a returning coach.
· New coaches (and those who did not submit a completed form in previous seasons), must complete all sections of the Volunteer Application Form and attach a copy of their driver’s license.  When you give out blank volunteer forms ask them if they need you to make a copy of their driver’s license.  

· Blank Volunteer Application forms will also be available at the Recruiting station.
· Requests to coach together must be reciprocal.
