1. Register for a USA Hockey number as an Off Ice Volunteer (no fee). You will need this ID # later 
a. Go to https://www.usahockeyregistration.com
b. Register as Ice Managers/Volunteers by clicking on Register Now, acknowledge you are 18 or older, then Registration Type “Ice Managers/Volunteers.” 
c. It will say to register “when your program has confirmed your participation.” If you are registering as a Volunteer, you should do this when: 
i. Your athlete is registered for the season and you know you will be participating this year
ii. You know you will not be coaching (in which case you would want to register as a coach)
iii. You are ready to go ahead with your background screen. 
d. If you are registering for a spouse, they should be present to acknowledge the waivers of liability. 
e. You will NOT HAVE A FEE to register as Ice Managers/Volunteers. If you do, you didn’t do it right. 


2. Complete background screening. 
a. Go to https://screening.minnesotahockey.org
b. Background checks are good for two years! You do not need to complete one if you completed one for the 2017-2018 season. (Not sure when you completed one? See #3)
c. Screens will be submitted to 3rd party screening provider. Data is highly secure and encrypted. 
d. ****PLEASE be sure to complete the background check that is relevant to your position!!! Coaches MUST complete the COACHES ONLY check. All other positions MUST complete the screening ALL OTHER PERSONNEL. These are different levels of screening. Volunteers who serve in multiple roles must complete the COACH screening option, if one of those roles will be a coach. 
e. We are District 5- it will ask you for this when completing the screen! 
f. Know what position you anticipate holding in the next 12 months…Common choices include: Manager, Locker Room Monitor, Anyone with routine access to youth participants (most common for parents of traveling teams as this includes team volunteering positions). It will ask you for this as well. 
g. MN Hockey personnel will receive screening results and participants will be notified of ‘pass’ or ‘flag’ only. 


3. Not sure when you last completed a background screen????
a. Go to www.minnesotahockey.org  Select the log in button in the upper right hand corner. Enter your Sport Ngin username/email address and password. 
b. If you don’t see the log in button, you may be automatically logged in. Look for your sports Ngin username at the top of the website. 
c. Select the drop down arrow next to your username, or click on your username. 
d. Click “Registration” in the drop down menu (if there is a drop down arrow) or on the menu on the right hand side of the screen (if you clicked on the username and opened a new window). 
e. You will now be directed to a list of all Sport NGIN registrations that have been completed using your current Sport NGIN account. Utilize the scroll bar and filter functions to find your most recent screening registration.  For volunteers, the Minnesota Hockey background screening registration will be title "MNH Volunteers Electronic Screening Form."  The screening registration for coaches will be titled "Coach Application and Background Screening Registration." 
f. Applicants are encouraged to use the date listed to verify if they need to complete the screening process for the upcoming season. Screens are required every two years. 
g. [bookmark: _GoBack]You can also check from the BYHA website by looking for your Sports Ngin username at the top of the website and following Steps d and e above. 

