WIAC ELIGIBILITY-CERTIFICATION PROCEDURES, FORMS 

AND OTHER HELPFUL HINTS

Key Elements of a System for Certifying Eligibility

The actual system (e.g., policies and procedures) employed by any particular institution to certify the eligibility of student-athletes will vary due to factors specific and/our unique to each institution (e.g., personnel).  It is essential that each institution establish a system for certifying eligibility that is characterized by communication, organization, documentation and evaluation.

Some key elements that are applicable to any system implemented to certify eligibility regardless of the characteristics and personnel of the institution include:

· Ensuring that individuals outside the athletics department (e.g., registrar, faculty athletics representative) are extensively involving in the certification process.

· Establishing written procedures that clearly delineate the responsibilities of all individuals involved in the certification process.  These procedures should be widely distributed and incorporated into departmental handbooks and/or procedural manuals.  Where possible, the procedures should include a timeline for the completion of each task.

· Identifying and assigning key tasks and responsibilities to individuals involved in the certification process (e.g., registrar, coaches, faculty athletics representative, director of athletics).  Individuals assigned these responsibilities must be provided adequate support (e.g., financial resources, release time) to perform their tasks.   Job descriptions and performance evaluations should reflect the assignment of these responsibilities. 

· Developing a comprehensive, on-going rules-education program to ensure that individuals assigned eligibility-certification responsibilities are knowledgeable of NCAA, WIAC and institutional eligibility rules.  Minimally, these individuals should receive copies of all pertinent printed information (e.g., NCAA Manual, WIAC Handbook, The NCAA News, rules interpretations) related to eligibility.

· Establishing formal lines of communication that protect the integrity and accuracy of the certification decisions (e.g., designating liaisons between athletics and various institutional offices).  This may include precluding coaches from directly contacting individuals outside of athletics who are involved in the certification process.  

· Utilizing and (if necessary) developing documentation that contains all relevant information used to determine student-athletes’ eligibility (e.g., WIAC Eligibility Certificate, transfer forms).

· Ensuring that prospective and returning student-athletes are identified (e.g., coded on the institution’s student information database) in the admissions and registration offices, respectively.

· Ensuring that the certification process is subject to continuing administrative oversight from individuals both within and outside the athletics department.   

· Evaluating the effectiveness of the eligibility-certification process through the annual review and modification (where necessary) of adopted policies and procedures and the periodic spot-checking of eligibility documentation/records.

Required Eligibility Documentation and/or Reports

Both the NCAA and the WIAC have adopted various reports and/or documents pertaining to the eligibility-certification of student-athletes.  Institutions also may have additional reports and/or documents that they require (e.g., insurance form, equipment check-out form, sports information form) for practice and/or competition.  Most, if not all, of these reports are to be completed prior to a student-athlete being permitted to compete for a member institution.    

These reports/documents include the following:

All Student-Athletes
· NCAA/WIAC Student-Athlete Statement.

· NCAA Drug-Testing Consent Form

· NCAA Student-Athletes’ Affirmation of Eligibility Form

· WIAC Eligibility Certificate

Transfer Student-Athletes

· WIAC Transfer Player Eligibility Statement
· WIAC Athletics Tracer Report
International Student-Athletes

· NCAA General-Eligibility Form for International Student-Athletes
Medical Hardships

· WIAC Medical Hardship Request Form

Mid-Year Certification
At mid-year (i.e., prior to the first day of the second term) institutions are required to submit to the conference office only changes (i.e., additions or deletions) in eligibility certificates submitted previously for those winter season sports that transcend the fall and spring terms.  However, there are a number of eligibility standards/criteria that require checking for all continuing student-athletes including:

· Full-time enrollment

· Good academic standing

· Minimum 2.0 for junior standing and above

· Terms of attendance

· Freshman credit rule

· 24/48/72 credit hours for first-time, mid-year enrollees

Other Helpful Hints

· Establish a mechanism that will “flag” student-athletes who drop below full-time enrollment.  This procedure should identify those student-athletes who are about to drop below full-time enrollment prior to the processing of the drop request.  Detecting this after the fact may result in an ineligible student-athlete participating in a contest(s) and thereby require a forfeiture of those contests.       

· Begin the process of certifying returning student-athletes for the following academic year prior to the conclusion of the spring term.  The majority of returning student-athletes can be certified (with the exception of verifying their full-time enrollment status in the fall) for the following academic year following the posting of 2nd semester grades.  This will significantly ease the burden of certifying all student-athletes in August at a time when activities in the admissions and registrars’ offices are at their peak.  The result should be that the only student-athletes left to be certified in August are transfers, student-athletes requiring summer school, walk-ons, and some incoming freshmen.  To accomplish this it will be necessary to require that the head coaches submit a list of returning student-athletes by a specified deadline (e.g., May 1).    

· Develop a checklist that will serve as a tracking mechanism for each standard/criteria/form required for eligibility (see attached sample).

· When certifying transfer student-athletes be sure to require official copies of all pertinent academic records before making a final eligibility determination.  Be particularly wary of any gaps in attendance reported by the student or reflected on academic records.  The vast majority of eligibility errors involve transfer student-athletes.
· At least once each year, conduct a meeting of all the individuals (both inside and outside the athletics department) that are involved in the certification process for the purpose of identifying problem areas and making modifications to existing policies and procedures.  These changes may be necessitated by the need to address problems or vulnerabilities, or to comply with NCAA, WIAC or institutional eligibility rule changes and/or interpretations.
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