
 

CLUB ADMINISTRATOR RESOURCES 

How to Track Staff and their Progress Toward Eligibility 

 

There are several ways to monitor staff eligibility status, but the most useful is outlined in the 

overview below: 

How to track US Club Soccer risk management requirements for coaches & managers 

 

Helpful Hints: 

●​ You may filter only those staff members who have incomplete requirements from either 

the Coaches or Managers pages under Club Management, then use the system to 

message coaches and managers. 

 

 

 

 

https://support.gotsport.com/as-a-club-admin-how-to-track-risk-management-requirements-for-coaches-and-managers-us-club
https://support.gotsport.com/communicating-to-coaches
https://support.gotsport.com/communicating-to-managers


 

●​ You can get more detail on the status of individual requirements by clicking on the red “incomplete” 

box shown above. That pulls up an overview of the 3 key requirements, in this example none of the 

requirements have been submitted yet.

 

●​ This example shows all requirements complete for the previous soccer year as well as the 

coming one, but a club membership has not yet been purchased. 

 

●​ This example shows that while 2 of the 3 requirements are completed, SafeSport is 

incomplete. We can get more detail on that by clicking on the blue SafeSport at the left. 

 

 

 



 

●​ For SafeSport, both the admin or the staff member can click the “check records” button to have 

the system search for completed coursework. (this is a step that staff should be completing after 

they complete SafeSport to sync the systems) NOTE: the system tries to find a match based on 

first name, last name and email address, if those are different in the 2 systems, a match will not 

be made. 

 

●​ In this example, the background check is pending and clicking on that will also bring up 

additional information. 

 

 

 



 

●​ The background check detail page has a Date Submitted but not a Date Completed, as well as an 

active link to the Quick App. This may mean that while the first part of the background check 

was submitted in GotSport, the actual application through JDP which is the second step in the 

process, may not be and the staff member should log in to their personal profile to complete the 

application.

 

●​ In this example, the background check is tagged as “no quick app response”, this indicates that 

there was no response to the email sent to initiate the second portion of the background check 

with JDP.  

●​ The individual should submit a ticket to US Club Soccer’s member administration support team 

to have their link reactivated. 

 

●​ If the background check is tagged with a yellow “review” warning, this indicates that the staff 

member has received a request from US Club Soccer for additional information needed to 

complete the background check process.  

 

●​ Staff members will be the first to receive email notification about the background check 

determination. If a background check has been pending for more than 7 business days, they can 

submit a ticket to US Club Soccer’s member administration support team to check on it. 

 

https://usclubsoccer.zendesk.com/hc/en-us/requests/new
https://usclubsoccer.zendesk.com/hc/en-us/requests/new


 

●​ In this example, the responses given to the first step in the background check process have 

triggered an International Background check. (there is a question asking if the individual has 

lived abroad for 6 months during the past 7 years) 

 

●​ The individual will receive direct communication from US Club Soccer and/or JDP with additional 

details on how to proceed, including the fees specific to the country in question. 

●​ PLEASE NOTE: an International background check can take weeks to months to complete, it is 

advised to get these individuals started on this process well ahead of time. 

●​ Requirements for club staff that are neither a coach or manager may be checked in a similar way 

through their profiles set up in the Users tab in the club’s GotSport account. 

 


