AISA SPORTS ELIGIBILITY FORM INSTRUCTIONS      
Forms: 
AISA Sports Eligibility Master List and AISA New Students Eligibility List

· Complete the New Student Eligibility List and mail this list with students’ transcripts to the AISA office. You will be notified of the students’ eligibility.



· Open the AISA Sports Eligibility Master List, update/complete information:  school, headmaster, athletic director, and school year.  TIP:  Go ahead and begin doing this form now!  Don’t wait on the info regarding your new students; you can add this after your receive it.
· List ALL (WHETHER PLAYING SPORTS OR NOT) 7th-12th grade students (grade order, STARTING WITH YOUR 12TH GRADERS, 11TH, 10TH, ETC., and alphabetical order by last name), date enrolled in your school (new students only), gender, grade, date of birth, and social security number , date first entered 9th grade, previous year’s required units passed, yes or no to eligibility. 

· As you list your students, if a student is new to your school, place an “x” in the “New” column and list name of school transferring from.

· After completing this list, SAVE it.  IF YOU PRINT YOUR LIST, BE SURE BEFORE YOU PRINT, GO TO FILE, PRINT PREVIEW, AND CLICK “NEXT” TO SEE HOW MANY PAGES ARE WITHIN YOUR ELIGIBILITY LIST.  When you are ready to print, be sure to print pages 1 - ?? (Fill in number of last page); otherwise, you will print several blank pages.  
· Remember to complete your master list by marking yes or no to all students’ eligibility.  Also be sure to list only the previous year’s required units passed—NOT TOTAL UNITS!  Now your master list should be complete.  Email as an attachment to AISA.   DO NOT HOLD YOUR MASTER LIST BECAUSE YOU ARE WAITING ON A TRANSCRIPT(s)!

· If you have an elementary student eligible and playing a high school sport, you will include (or add) this student to your master list, by inserting a row and adding his/her information.

· At the end of the school year, your master form will be completed with your students’ information, ready to be updated for the new school year.

· If you have a new student enroll after you have submitted your master list, submit a new student eligibility list with transcript to the AISA office via mail.  Add the new student to your master list by inserting a row and add the student’s information.  Each time you make an addition or change to your master list, highlight the student’s information and change the font to red.  The red font will notify us that this is an addition to your master list. 

· As soon as you are notified from the AISA office, update your master list of the student’s eligibility, and submit your UPDATED master list to the AISA office, and we will update our file with your new list.   

· The following school year, you will remove your 12th graders, remove NEW from the previous year’s students (because they are no longer new), add your 7th graders and your new students, update school year and any changes (i.e. headmaster, A.D., etc.), change grade levels of students (copy and paste!), and any other pertinent changes.
· THIS WILL COMPLETE YOUR ELIGIBILITY FORM FOR THE NEW SCHOOL YEAR!

· TIP:  to add or delete a row, right click your mouse and you will see the command for each![image: image1.wmf]
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