2009-2010 Coach / Parent Rep Instructions for Team Registration

10/06/2009
The registration forms for all racers, coaches and volunteer workers for OISRA/Metro ski racing are posted on www.metroskileague.org/documents/registrationforms.html.  It is recommended that you download these to a “Metro Registration 09-10” directory on your PC for future use.  The forms can be downloaded individually or en masse via a zip file located on the same web page.  For convenience, zip file downloads are also available containing file bundles appropriate for racers, coaches and volunteers.  Use only these posted forms for the current 2009-2010 race season.  Do not reuse any files or forms that you may still have from last year.
In addition to the forms, each school will need to enter their team racer roster into a preformatted excel file.  Due to personal information within it, this file is not posted and will be individually emailed to each school.  
If you have any questions about how to fill out these files and forms, please contact Fred Payne (Metro League president) at Fred.Payne@NWCapital.com (503-329-9129) or Nancy Chapman (league secretary) at nm.chapman2@verizon.net (503-638-4444).
The following numbered items represent the forms and files involved in the registration process, along with pertinent instructions for each.  Instructions are also included on some of the forms themselves.  The turn-in deadline for all registration items is Tuesday, Nov 17th, 2009, unless otherwise noted.  Instructions for turning everything in are found later in this document.
Almost all of the registration is done by paper, but there is one Excel file to be filled out electronically and emailed back in.  This is sometimes referred to as the B1 form, or file.  It is described directly below:

1) Metro-"yourschoolname" 09-10.xls: This Excel file is to be filled out electronically and emailed back in when complete.  It contains 5 separate worksheets.  (If you are unfamiliar with the use of worksheets, you select them by single-clicking on the named tabs at the bottom of the window.)  Three of the five worksheets contain instructions or background information.  Two of the five worksheets, listed below, need to be edited by you:

>> "Racers":  This worksheet lists the racers on your team.  It is pre-populated with racers from last season, minus the graduated seniors.  These racers have been promoted in grade level from last year (the GRD column), but you should confirm that this and all other information in each row is correct.  Delete non-returning racers and add new ones as needed.  Additional instructions associated with the racer list can be found in the "General" and "Instructions" tabs.

>> "Coaches & Parents B1 Form":  This worksheet lists the coaches (head and assistants), parent rep and school athletic director, along with all contact information.  All coaches, and adults who are helping coach, must be registered as OISRA coaches and have current criminal background checks (less than 3 yrs past).  Enter the date of the last criminal background check in the "Criminal Check" column.

When filling out the charts, be sure to watch for any columns extending off of your display screen (use scroll bar at bottom of page).  Please do not add or delete any worksheets to this file.  Also, do not change the formatting of any of the charts.  The completed racer rosters are imported into a program that generates race orders during the season, so accurate entry of data and adherence to formatting are very important. 
When edits are complete, by 11/17/2009, email the entire excel file to each of these addresses:

  registration@oisra.org
  Fred.Payne@NWCapital.com
Please include the name of the excel file in the subject line of your email.
Note- if anything needs to be changed or corrected in your file after the initial emailing, it is your responsibility to resend an updated file to the two email addresses above.

Registration items 2-9 below are forms that need to be printed out by you and duplicated as necessary for your racers and volunteers to fill out.  All forms should be printable on single 8 x 11 pages.  Please adjust your formatting as needed if this does not happen automatically.  It is not required to use colored paper for any of them.  Since forms are accessible to all via the league website, you might opt to instruct team members to download and print files themselves and bring the completed forms to you, rather than providing the blank forms to them yourself.  Regardless, all forms must be legibly filled out in ink, including applicable signatures.

2) 09-10 A1-Applicationformembership.pdf:  Filled out for each racer.
Note that the parent or guardian of record must be registered on the form of each racer, and must also sign for any applicant under 18 years of age.  NOTE: If a student has a special education program (e.g., taking college level classes etc,) that may be in variance with the OISRA/OSAA rule 8 requirements, he/she may request consideration from the board of directors by making a hardship application before December 1.
3) 09-10 C1-Coaches membership application.pdf:  Filled out by each coach & assistant.  
All must have current criminal background checks (less than 3 years past).  
Team indemnity insurance is recorded against the designated head coach of the team.  Head coach C1 applications must be with the OISRA, via fax, before any team activity (on or off mountain) can commence, thus confirming coverage.  (The original paper copy of the head coach C1 form, and those for assistant coaches would be turned in later with the rest of the team registration forms.)  
Additional notes: 
In the box requiring identification of primary insurance carrier, if the coach does not have a primary carrier, or is not covered by the team either on a school policy or Boy Scouts Venture Crew, he/she should insert OISRA.  
A completed A1 form should have been collected from each racer prior to participating in any training.

Should a team replace its head coach after December 15 there will be a late registration fee charged.
4) 09-10 C2-CoachesCodeofEthics.pdf:  This must be pre-printed on backside of the signed C1 form.  In addition, please ensure that all coaches and coaching assistants keep a separate copy of form C2 for review and reference.
5) 09-10 V1-Volunteers_agreement.pdf:  Filled out by each volunteer worker for your team, for insurance purposes.  Except for coaches who have submitted a C1 form, all workers (both parents and non-parents) who assist with your teams at OISRA mandated activities, and work at the league and state events need to complete and submit this form to the league representative.  OISRA is providing excess participant and volunteer accident insurance in the amount of $50,000 maximum per claim, with an aggregate (multiple claims) of $100,000 per any one accident.  Coverage of $5,000 is also afforded for accidental death or dismemberment.  This policy has a $2,500 deductible per claim.  Excess coverage means that if the participant or volunteer has any other medical or accident insurance in force, this policy pays in excess of that, or can fill in the gaps of primary deductibles if they exceed $2,500.  
The following ski area liability release forms should be filled out and signed by each racer, coach and volunteer worker and are also due by 11/17/09.  Please have everyone complete all three forms even if they expect to not race or work at a particular ski area.
6) Timberline Release Form.pdf 
7) Willamette Pass Release Form.doc
8) Ski Bowl Release Form.pdf
Again, all forms are due by 11/17/2009, even if a different date is given on the form.  After they are filled out, double check each for completeness.  (There are some hints for filling out and checking the forms at the end of this document.)  In preparation for turning them in, gather together all of the forms for each person on your team (coaches, racers and volunteers, in that order) using the order shown in this document.  You may staple together the forms for each person if you like.  Lastly, please alphabetize the sets of forms in each group (coach, racer, volunteer) by last names.  This extra bit of work on your part will greatly help out the person who audits all forms for the league.  

The next group of forms (items 9-12) is turned in one per team, by 11/17/09 unless indicated otherwise.
9) 09-10 M1 TeamApplication.pdf:  The head coach should obtain the signature of an authorized school representative as indicated.  The completed form must be faxed to OISRA by 11/09/09, earlier if team training is desired before then.  The responsible adult/representative for the team would typically be the coach, but could also be the team parent rep.
10) Safety Video Signoff Form.pdf:  This form (one per team) must be signed by all coaches and racers after watching the league safety video.
11) 09-10 invoice.pdf:  This invoice pertains to OISRA dues, which total $45 per racer.  In addition, Metro League assesses $25 per racer to cover operating costs.  You should fill out the invoice indicating the amount owed to OISRA, but write a check to cover the amount owed to OISRA and Metro together.  The single check should be made out to Metro Ski League (note, this differs from the instructions on the invoice form), and should accompany the invoice.  

Example: If your team has 6 boys & 4 girls, the Total Payment indicated on the OISRA Season Invoice would be 10 x 45 = $450.  The check made out to Metro Ski League, which includes the Metro assessment, would be 10 x 75 = $750.

12) Sample-printedteamcriteria.doc:  OISRA bylaws (#19, Registration) require that the coach maintain a printed document of team policies regarding the following topics, at minimum:

· Requirements for team membership

· Attendance requirements for training and races and consequences for not complying

· Racer seeding policy

· Requirements for earning a varsity letter

This document should be available to all racers (and ideally their parents) so that everyone is in sync regarding how the team will be managed.  The “sample” file referenced here could be used as a template and revised as desired or used as a source of ideas and replaced with an original document.  Your team’s printed criteria must be submitted to the league along with your other forms.

At this point, you have filled out all of the regular pre-season registration forms and files.  
If you have foreign students or transfer students applying for your team, the following special forms may apply to them in addition to the standard A1.  Each of these forms requires signature of certain authorized school representatives.  Please notify Fred Payne if you think you have a racer that needs to use one of these forms.
13) 09-10 ForeignExchangeRequest:  

14) 09-10 Transfer Certificate:

15) 09-10 Eligibility Request:  (this is a two page form)
Now, gather all of the paper forms, and your check for dues into a large envelope or box and….
Mail or deliver your packet of forms to:

OES

6300 SW Nicol Rd

Portland, OR  97223

If you deliver your package, you should go to what is known as the OES upper school office.  The receptionist is usually Arlene (503-246-7771).  Office hours are 7:30am to 6pm.  Whether mailing or delivering, please be sure to write “ATTN: Nancy Chapman” on your envelope or box.

Turning in your registration package by Nov 17th will allow Metro League time to check everything for correctness and completeness and get it all forwarded to OISRA offices as required.  Earlier turn-in is encouraged!  Don’t let the following end up applying to you:

OISRA POLICY: Racers registering after December 1 must submit a written explanation for their late registration to the league representative, who will forward it to the division executive for their final approval.  
Do Not delay registering your team because of possible late racer signings.  It is easier to add racers and upgrade team/club status than for a team’s registration to be delayed because of possible late signers.

Towards the end of the season, one more team-level form must be turned in directly to OISRA, due date 2/15/2010 (item 16):
16) 09-10 Academic Elig Form.pdf:  This form must be submitted to your school for them to confirm by Feb 15th, 2010 to the OISRA the eligibility of all of your team members.  It is important for the head coach to ascertain that the team members are academically eligible or are not under any disciplinary restriction e.g., temporary suspension, which would make them ineligible to participate and score team or individual points in any state qualifying race.
Hints for filling out and checking forms:
· On the A1 and C1 forms, in the box regarding insurance carrier information, print “OISRA” if your team is NOT covered by school insurance or if you are not a Boy Scout Venture crew.  Otherwise, provide the requested insurance carrier information.
· On the A1 form, if the racer is 18 or over, the parent/guardian is not required to sign but must still provide their printed name and relationship.

· At the very bottom of the A1 form, note that absence of a signature will allow a racers name and address to be released to associated organizations.  A past example would be providing names and addresses to a race photographer to facilitate the mailing of proofs.  FYI: In your school excel file, a Y or N in the “REL” column on the Racers worksheet indicates the selection that a racer made last season.  (Y means ok to release info, N means not ok.)  Different choices can be made for the current season.
· Please encourage all potential volunteer workers for your team to fill out the V1 form and all ski area release forms, even for venues where they think they will not attend.  It is time consuming to get workers to fill out these forms on hectic race mornings.

· Make sure your signed C1 forms have the C2 info printed on the back.

· Note that the head coach C1 form must be on file with OISRA before any team training can commence.  The paper forms would normally make their way to OISRA by Dec 1st.  If training is to be before then, the head coach C1 form needs to be faxed in beforehand.  The team M1 form is also a requirement for team training.
