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About Us

SER COMPLIANCE 2

 ROLE OF A COMPLIANCE OFFICER

Ensure that the organization is 

conducting business under 

National Pop Warner & Southeast 

Region Pop Warner Rules and 

Regulations. 

A. CERTIFY PARTICIPANTS & 

COACHES ELIGIBILITY

B. PROBLEM SOLVE

C. ULTIMATE GOAL IS NO CHILD 

LEFT BEHIND



Our Promise

SER COMPLIANCE 3

Compliance

 No Child Left Behind

We never want a child to be held 
accountable for the actions of 
an adult. 

ACOs need to obtain paperwork prior 
to the first practice, verify the books 
are in order, and present them to 
the LCOs for certification. 

LCOs need to certify paperwork prior 
to the first game.  LCOs need to re-
verify the paperwork prior to the 
League Championships. LCOs need to 
re-verify qualifying team at the 
paperwork prior to the Regional 
events

We MUST be problem solvers. 



SER COMPLIANCE 4

 THE ASSOCIATION COMPLIANCE OFFICER

 Create a timeline reminder with important deadlines 

for board members, coaches and parents. 

 Obtain paperwork prior to the first practice

 Build a reminder spreadsheet to assist with follow ups 

on missing information

(i.e. Scholastics Progress Reports, coaching 

certificates). 

 Email blasts to parents & coaches with missing 

information as a reminder. 

 Begin entering participants in roster software 

immediately.

 Highlighting (YELLOW) important info on forms as you 

check the books to insure you haven’t missed content. 

 Keep copies of Coaching Certificates on a “Cloud 

based” drive. 

Good Practices



Job description of Association

Compliance Officer ( ACO)

Mandatory 2019

1. Collect all paperwork for the participants 

at the Association level and create 3 ring 

binders for each team. The ACO would 

be the go to person from the League 

Level. 

2. Transfer the players information from 

Blue Sombrero to Affinity Software. 

3. Responsible for all Books,  Cross County 

Waivers, Rosters and hand out badges.

4. Train all ACO Assistants/ Team Parents 

on the Paperwork, Books, Waivers and 

Rosters.

5. The ACO will be the representative to 

volunteer for the TCFC Certification 

Process in August. Would be asked to 

volunteer all days and certify other 

association books. 



Treasure Coast Conference 

Practice Schedule

No participant shall take the field for 

practice unless all of their completed 

official paperwork is in the Team Book    

as of August 1st, 2019.

No Coach shall take the field for 

Practice unless they are background 

checked, have all valid coach’s 

certificates in their books and are 

Approved by the TCFC to coach.

THERE WILL BE NO EXCEPTIONS!

No practices shall begin before the 

official start date mandated by Pop 

Warner. This season is Aug 1st of the 

current year



Key points for books

➢ NO WHITEOUT ON PLAYER CARDS OR ANY 

DOCUMATION.

➢ Hard Cards- 2019 Can not be shared between

Football and Cheer 

➢ Pictures- Color only!  NO black and white pictures

Current Picture!!! size should be 2x2 

➢ Birth Certificate-Highlight the child's name and  

date of birth. Original Birth certificate needs to be 

seen and then a copy can be made. Associations will 

stamp the copy with their association stamp. 

➢ Physicals- If a participant does not have insurance 

than N/A needs to be written in and the legal 

guardian needs to initial next to the N/A.

▪ If the player has insurance the PW insurance is

secondary.

▪ Questions on the first page (if yes to any) must write

and explain why on the front page. Get a copy of

the Insurance card for the book.

▪ If the doctor need to follow the backup needs to be

attached.

➢ A copy or faxed physical is acceptable. SO LONG AS 

ALL INFORMATION IS legible. 



Key points for books

➢ Consent Form- Sleeve 7 should open to the bottom 

with the form with signatures at bottom of the page.

➢ Guardian who signs the Parent Consent form. 

▪ EX. Mom signs the form please highlight moms name 

on the consent form and also highlight the Moms 

name on the birth certificate.

▪ Discourage having mom sign one form and dad signing 

the other form. 

➢ Guardianship documents- Court issued paperwork 

requires a court case #

➢ Proof of residence- Must match the guardian who 

signed all documents. Ex: Dad is listed on birth 

certificate he can then provide a utility bill if mom 

has no bills in her name. If this is the case dad should 

sign all documents.  ASSOCIATIONS ONLY



Team Book Order for Book Check
Numbers below are clear plastic sheet protector sleeves.

Administration Section:
1a. Regional Book Certification (post season)

2. Certified National Roster
3a. Emergency Action Plan 
3b. Music License / Receipt (Spirit only)

4a. First Aid – CPR  recommend for 2 on roster

Participant Section - Football & Spirit participants should
be listed in alphabetical order
5a. ID Card   ( pictures ( Current)  no hats or sunglasses)
5b. Proof of age (Birth Certificate) (do not tape)

5a & b  Between  Waivers, legal paperwork, Guardianship, 
Name changes,  Adoption papers

6a. Physical Practitioner side Page 2  (approved Licensed State 

Examiner’s Signature)

6b. Physical Guardian side   (Parents Signature)

7a. Participant Contract  Page 2 (Sleeve open at bottom)
7b. Parental Consent       Page 1
8a.   Scholastic Data Sheets

8a & 8b Between- Drivers License, Insurance Cards
8b    Report Card face up  (All  4  quarters)
9. Absentee Forms (old game forms)

Certification Section:

10. All Certificates in order of the roster
11. Final Skill Progression Sheet/Head Coach Declaration 

(Spirit Only)



Sleeve #2 League One Roster
This is printed out from Affinity 

Certified National Roster



Roster Information 
SLEEVE 2

➢ 10 Football Staff members only on the rosters.

➢ The rule book lists:

➢ 1 Head coach, 5 Assist Coaches, 1 Equip Manager

➢ 1 Trainer, 1 coach Trainee. 1 Team Parent per roster

only

➢ Names are to be spelled correctly, Date of birth and

address need to be correct. Correct GPA on roster

taken from the Scholastic form .

➢ If you would like to list any of your Association

board members i.e. President, Football

Commissioner please allow room to have them

added to roster as they would be considered part of

the 10 staff.

➢ All rostered staff members MUST pass Background

and have SE Region, USA or YCADA current

Certifications. This includes Head coaches, Assist

coaches, Team Parents, Coach Trainee, Equipment

manager, Weigh masters, Trainers, President and

football/cheer commissioners and or anyone listed

under staff.



ROSTERS

 All players for each division of play shall be placed on an approved 

TCFC/Pop Warner Roster, MPR sheet. As per Southeast Region Rules, 

the following has been mandated for all rosters. 

 Players shall be listed in the following manner: 

 Football/ Cheer  shall be in alphabetical order. 

 All players and spirit participants must show on the roster: legal name, 

address, city, state, zip code, birth date, phone number, scholastic 

eligibility indicated by an “R” or “O”.  Football players must also list 

jersey number.

 Adding and dropping participants will be done through Blue 

Sombrero/Affinity, the official Pop Warner roster software. After the 

initial participant is added, you will need to submit that participant for 

approval by the TCFC roster software coordinator before he or she will 

appear on the approved roster. If a participant has been dropped in the 

roster software he or she will no longer appear on the roster or MPR 

sheet and this must be reported By September 20th to the TCFC LCO ( 

League Compliance Officer).

 The certified roster (the roster that is signed and dated by a TCFC 

Board Member) and any updated rosters should always be kept at the 

front of the certification book.

 Any player/cheerleader/dancer listed on the roster that does not have 

all required and proper paperwork signed by all authorized TCFC 

representatives shall be considered an illegal player.



CHEER ROSTERS
Max Staff = 8

• 1 Head Coach

• 3 Asst Coaches

• 1 ACDC

• 1 Team Parent

• 2 Student Demonstrators /or/Coach Trainee

 Pop Warner rosters were designed for football. Cheer does 

not need a Trainer, Equipment Manger, etc..  And those 

slots will no longer be utilized. 

 Pop Warner requires 1 Adult coach for every 12 participants 

on a team ; a max team of 35 would require a max 3 

coaches. The above breakdown still provides for more than 

required. You do not need to utilize all 8 slots but there are 

8 available. 

 Student demos are 14 to 16 years old and must also be 2 

years older than the oldest participant on the roster. Coach 

Trainee is 17years old. Student demos and Coach Trainees 

require the same certifications as an adult coach, YCADA 

and SE Region certifications, as well as all the same 

paperwork as a player placed in the book with a player 

card. A team parent only needs YCADA certification. The 

ACDC , Asst Coach and Head coach need both YCADA and SE 

Region.



CHEER ROSTERS 

 Make sure your rostered staff is staff that can be hands on 

and at practices and games, not just names on the roster. If 

your rostered staff can not commit to the schedules they do 

not need to be on your roster.

 Make sure there is more than 1 coach with the entire team 

for practices and games regardless of what the coach to child 

ratio is. Leaving 1 coach accountable for the team is a 

liability. This gives room for children or parents to report 

things said or done by the sole coach present without 

opportunity for the sole coach to defend them selves as they 

had no back up or witness. If I show up at a practice and see 

only 1 coach present your practice will be shut down and the 

kids sent home. No exceptions.

 Team parent :  A team parent is not a coach and can not 

assist with the team in any type of coaching manner. They 

are not considered back up staff should you only have 1 

coach on hand for a practice or game. They are not to 

instruct the children in any way. A team parent is there for 

you to assist with fundraising, parent meetings, paperwork, 

books, etc.. Not to help you coach or train the team. If I 

attend a practice and observe a team parent coaching 

physically or verbally critique, I will remove them from your 

roster. 



Player Assignment for Cheer 

 Pop Warner has now added Mitey Mite to the 

competitive bracket. The reason for this is because 

the JPW category is the largest in all skill divisions. 

They feel coaches are too eager to compete and are 

taking 8 year old's and pushing them up to JPW in 

order to do so. They want to level it out. Perfection 

before progression.

 It was noted at Nationals many Eastern and New 

England teams were of the older/lighter percentage. 

They truly hold teams down until the majority ages 

out. This is why they dominate those categories, the 

girls are older, bigger and stronger. I would like us to 

do our best to do the same. It will not work for 

everyone but lets do our best to do it or get real 

close to it.

 Mitey Mite is 7,8, and 9

 JPW 8,9,10,11 ( lets try 10,11)

 PW 9,10,11,12 ( lets try 11,12)

 JV 10,11,12,13 (lets try 12,13)

 VARSITY 12,13,14,15,16 ( lets try 14,15,16)



Sleeve #3a 
This is required to be filled out for every team book

Emergency Action Plan



Sleeve #4
There must be a minimum of one adult on each 

team roster that is CPR certified. Copies of the 

CPR certification cards from the certifying 

company are placed here.

CPR Certified Identification Cards



HARD CARD COLORS

 Tiny Mites- Gray

 Mite Might's- White

 Jr Pee Wee- Light Blue

 Pee Wee- Red

 Jr Varsity- Light Green

 Varsity- Yellow

 Unlimited- Purple

 At Certification- Hard 

cards are to be 3 hole 

punched and placed in 

the 3 ring binder in 

front empty sleeve.

 After the player has 

been completely 

certified then the card 

can be placed in the 

bottom cut out sleeve. 



Certification 
Section

DO NOT USE “WHITEOUT” ON THIS FORM!
The front of this sleeve must be cut out on the bottom section 

to allow the card to be stamped without removing the sheet 

each week.

The Association/parent fills out the top section with the 

participant’s information. The league will complete the 

second section at book certification. 

The League adds the ‘certified weight & date’ for football, for 

Spirit the League adds the ‘certified date’. Once the 

participant passes certification, the League Official signs or 

stamps the ID card. 

Sleeve #5a Front -Official ID card  
Age Based Football Participants 

Complete by 
Association

League Stamp 

across photo 

and card

New 

Scholastics 

section



Sleeve # 5 between 5a & 5b

Waivers/Special information.

All Legal paperwork including:

Examples:

Cross County Waivers-(1st)

Name Changes

Guardianship

Adoption papers



Foreign Language Birth Certificate
Sample Translation Form  

If applicable should be in Sleeve 5b



Sleeve #5b Back - Birth Certificate
(an original certificate or a certified copy)

The League Official should stamp in a clear area on the copy 

which verifies  they have compared the original certified 

document to the copy. 

If the birth certificate is in a foreign language, a notarized 

document translating the vital information into English should 

be attached. (Sample translation form on next slide).

Tip: When comparing the birth certificate to the ID card and 

the roster, make sure to check the spelling of the child's 

name and verify the date of birth was used instead of the 

date filed as this is a common mistake.

League 

Stamp in clear area

Highlight

Name and 

Date of Birth



Sleeve #6a Approved License Medical Examiner’s Signature 

Page 

No Whiteout

The League Official should verify the following: the participants name, the physical section is 

filled out, the Dr. has signed or stamped the form, the Date of Signature is in the current 

year, the medical profession is on the list of approved degrees (see attached list) and if the 

Dr. has indicated that follow up is required that there is documentation this has been done. 

**NOTE: the following professions are not permitted to perform physicals - RN, Medical 

Assistants (MA), LPN, CAN, Athletic Trainers, Certified or Registered Chiropractor Assistants, 

Acupuncturists.

All this 

area 

needs 

to be 

filled 

out also

League 

Stamp Here

League Only 

Highlight 

Year of Form

Added 2019 

“Today’s Date” 



List of licensed Examiners to perform a physical in Florida



Sleeve #6a Front- Pop Warner Physical Form- 2nd

page Doctors Signature Page 

League 

Stamp Here

League Only 

Highlight Year 

of Form

Answer

ALL 
Questions

No Whiteout

Highlight the date at the top of the form to verify the correct form is being used. 

The League Official should verify the following: the participants name, insurance 

information is completed at the top, all information is completed in the medical 

history.  If Allergies are listed such as  FOOD Allergies, please notify the coach, 

and team parent.  List all important medical information on the roster under 

Medical. 



Sleeve #7 A   SLEEVE OPENS FROM THE BOTTOM
The League Official is verifying the following on this form: 

• The person signing the form is the parent or legal 

guardian and the form is dated 

• The participants name is on the form 

• The participant has signed the form (regardless of how 

young)

Participant/Parental Consent Form



Participant/Parental Contract Form

Guardianship

Emergency 

contact

For 

Association 

Accounting 

Complete 
All 

Questions

SLEEVE 7B   

SLEEVE OPENS FROM THE BOTTOM



Sleeve #8  Front- GPA Spreadsheet with 

full report card behind the spreadsheet

The names on the GPA Spreadsheet and the report card 
must match. The report card must include all 4 – 9 week 
periods or semesters from the previous year.

This sheet can ONLY BE STAMPED by the League Scholastic 
Coordinator.  See above for correct  format of stamp.



Sleeve #9 if a person is absent from an official Association, 

League, Regional or National Event they are required to 

have one of these forms on file in the book. The form 

should be filled out in advance for the event that they are 

planning to miss, and placed in front of the ID card, then 

after signed and stamped, moved to sleeve 9 for safe 

keeping.

Absentee Form



Starting with Sleeve #10 

(Order of the coaches follows the national 

roster order)

(One sleeve per coach, 

10 A. Regional CLINIC FB or Cheer

10 B. USA/YCADA   TM will be the 2nd sleeve

All Certificates



Coaches Certificates

➢ Check dates on certificates make sure 

certificate is valid. 

➢ Football 2 certificates SE Region/USA

➢ Football TM 3 Certs SE Region/ USA

and TM Certificate

➢ Football team parent USA/SE region 

team parent certificate

➢ Cheer 2 certificates SE Region/ YCADA

➢ Cheer team parent YCADA only 

***NEW 2019 CERTIFICATES ARE DUE 

WITH BACKGROUND PAPERWORK*** 



Coach Certification Expirations

USA-1 year 
PSC – 1 Year
YCADA – 2 years
SER Cheer Online Temporary Basic – 1 Year 
SER Cheer Advance – 3 years, 2 years starting 
2019
SER Football Advance – 3 years 
SER Football Online Temporary Basic – 1 year 
SER Team Parent Live or Online – 3 years
(subject to change)
SER Tiny Mite Football – Forever (subject to 
change) Everyone on Football roster needs 
this certification.



Final Sleeve 

Skill Progression Sheet/Head Coach Declaration 
(Cheer Only)


