Monitor Registration Duties

1)  APPLICANT SIGNATURE:  Verify the applicant is present.  Witness the applicant’s signature on the application and the worksheet.  Verify the applicant’s signature matches the name on the application.  If the applicant is not present then they cannot be registered!!!!!

2)  DATE OF BIRTH:  Ask the applicant (not parent) for their birth date OR ask them how old are they today.  Verify the applicant’s date of birth is either on the reserve list or you see an ORIGINAL birth certificate, hospital certificate, baptismal certificate, or U.S. passport.  If the applicant on the reserve list is listed as “SIBLING” then you need to witness an ORIGINAL certificate.  Verify date of birth on the application is the same as your worksheet.  Verify application form correctly indicates method of date of birth CERTIFICATION:  a) on reserve list, or b) saw original birth certificate, or c) date of birth not certified at this time.

3)  GRADE:  Ask the applicant what grade they will be in NEXT year (this fall).  Verify grade on application.

4)  WEIGHT:  Football – verify weight on the application is the same as your worksheet.  Periodically check the zero on the official scale and adjust as necessary.  Do not allow the applicant’s to kick or stomp on the scale.  If they do, then recheck the zero.

5)  SIGN:  your name on the registration form.  Make sure your name is printed in the registration form “official box” as the person certifying this applicant’s information.  If your name does not appear on this form then ask the club to enter your name on the TIFI computer program home page, then reprint the form.

6)  INITIAL and TIME:  Record time (from your clock) on the monitor worksheet then initial your work.

7)  HAND CORRECTIONS:  Mistakes on computer registration forms are to be HAND CORRECTED and the correction is to be SIGNED/INITIALED by  the registration monitor.

8)  CONTINGENCY PLAN:  If the club has a facility power outage or other significant event that prevents them from continued use of computer registration, then manual backup will be initiated.  Contact TIFI immediately and then begin manual registration.  Each club is provided blank registration forms.  Monitor these forms the same as computer generated forms.  You DO NOT need to determine football team assignment.  This contingency activity will be completed by the club and verified by the conference athletic director.  You must use your monitor worksheet to assign a number to each manual registration form and to place the date and time entries on the manual registration form.

9)  NOTE:  The registration monitor DOES NOT need to verify correct team assignment.  The computer will automatically perform team assignment with the result indicated on the computer screen and on the printed form.  Each club is responsible to ensure players are correctly assigned to their own teams.

I have read and understand the registration monitor duties described above.  I further understand that when I am performing registration monitor duties I am representing my own club as a TIFI Official.  I will conduct the registration monitor duties to the best of my ability and as accurately as I can.

Signed:  ________________


Date:  __________________

Club:  __________________

This form is to be completed by each monitor and turned in to the conference athletic director.

