US CLUB SOCCER Registration Instructions:
NOTE:  There is a delay between the time you turn in the forms and when a player is eligible to play – this may take up to 3 days not including weekends.
Spring Season – updating your roster after Tryouts but before Aug 1st.

· Only required if you are competing in a US Club Soccer event in April-June.
· If you are a US Club team only, provide the hard copy of the players CYSA membership forms you have from their sportability registration.  Sometimes the info on their hand written R002 forms are illegible!
· Please provide:
· Names of players /adults who should be removed from the roster
· Names of players/adults who need to be added to the roster
· CRITICAL – indicate when your are playing your first US club tournament

· For returning adults/players:
· Nothing needed.  You continue to use the same forms and passes until 8/1
· For new adults:
· They must complete a staff background check on-line.  Once completed, they need to send me the confirmation information from registering including exactly how they entered their name and their confirmation number.  I can’t proceed to register them until I have this verification of their background check.
· I need:  Name, team role, full address, phone number, birth date and email
· 1 x1 picture for their pass
· For new players:
· R002 US Club Soccer Membership form

· Copy of their Birth Certificate

· 1 x 1 picture for their player pass

· If they are currently registered in another club, they will need to be released from that club before I can add them to your team.  This may take some time so don’t delay starting the add process if you have players coming from other clubs.

· A US Club email is sent out notifying the other club of a duel registered player when I request a player pass for a Heritage team.  Most clubs will not release a player until they receive this email from US Club Soccer as it is also sent to the District office.

· If they are currently registered on another Heritage team, I can transfer them from that team.  You will need a R002, birth certificate and player pass for your US Club binder but you can get that from the other team.  A new R002 form is only needed if the information must be updated.  I can also request a new pass if you are unable to get from the prior team.
How to Register Adults with US Club Soccer – Adults must register first before I can request a passcard for them.  If you register late, I have to send US Club an email with your registration confirmation code to process the passcard.
· All adults involved with the team must register online every 2 years.  If you have a current US Club pass, you are already registered.
· Go to www.usclubsoccer.org.  Select the “Registration” tab and select “Staff Background Check”.  

· Read the information/instructions on the background check.  At the very top of the page, select the link for a “Staff Background Check Application”.  
· This will take you to another page with some information about the Staff Background Check.  At the top is the link to the actual application.   
· For Registration type, hit the drop down and select your position on the team.  You will then be at the “Volunteer Application/Disclosure Statement/Consent for Background Check” page.  
· Scroll down to “Choose Type of Membership”.  Click on the League Team button.  In the drop down box, choose Nor Cal Premier League (CA).  
· Another drop down will appear.  Choose Heritage Soccer Club.  
· You can then complete the application.  
· Be sure to click “Submit” at the bottom when done.  
· Send me a copy of the registration confirmation page.  This needs to include the adults name exactly as entered in the background check and the confirmation number.
How to Register Players with US Club Soccer Aug 1 current year to Aug 1 next year:
Available Mid June

· Contact the league registrar.  If there are no changes to your current roster, we can roll over your current team to the new season.  R002 forms are only needed for players who must update information.  All players/adults will need new 1x1 pictures for their passes.
R002 Membership form:

· If you have a R002 membership form for a player, you do not need a new one unless the information must be updated.  All new players must complete an R002.  They may  go on-line to the US Club website and complete it there and print it off from the web site.
· If you are a US club team only, you do not need a CYSA membership form printed out from Sportability. 
Picture:
· For each player and adult, you will need a picture for their player/adult pass.  If you are going to scan them in to crop/resize them, ask for 1 from each player/adult.  The easiest may be to take pictures yourself with a digital camera.  The picture is of their face.. not a distance shot.  They cannot be wearing sun glasses or hats.  The picture should also be clear, not washed out or too dark.  Basically you must be able to tell that the picture matches the kid when comparing the kids face to their playing pass.  The size of the final picture should be about 1” wide x 1” tall and in COLOR.  No Poloroids.  Be sure their name is on the back of the picture.
Birth Certificate:
· For each new player, you will need a copy of their birth certificate.  These may already be in a team binder.  
What you need to give the registrar:
· A list of the adults and their role plus a list of the players in alphabetical order 
· Clip a 1 x 1 picture of each adult w/ their name on the back to your list of adults.

· Each player info is paper clipped together and the whole team is assembled in alphabetical order: 
· Their picture 
· Their R002 registration form – if needed 
· Their CYSA membership form – if needed

· Their birth certificates  - if needed
How to put together a US Club Team Binder

You will need to make a "binder" for the team.  Keep the paperwork in alpha order, roster in the very front, R002 form on the left hand side and the birth certificate on the right hand side.  You will be given about 4 copies of the roster. 
To Print More US Club Rosters

Go to www.usclubsoccer.com.  On the left side of the screen, go to the log in area.  Your ID is your email address and your password is Heritage.  Select the PLAYER MANAGEMENT tab.  Find your team name and select the VIEW button for your team.  Near the top left side, you will see PRINT and DOWNLOAD.  Print will format an official copy of your roster for you to print out.  Download will create an excel file of your players.  You can use this to create US club  game cards.
How to Update Your Team Roster
Contact the Club Registrar
