
Guide to Completing The Sheffield & District Junior Sunday League  

Online Player Registration Form 

Player Registration 

 

This season part of the player registration process will be done online.  

1. Clubs get the players to complete the Player registration form. Clubs also take a digital photo 
of each player. 

2. Clubs complete player detail online using the League Online Administration website. This is 
the website club Secretaries use this already to register clubs and teams with the League.  
When the clubs come to login in now, they will see all the players from this season on the 
system (transferred over from Full Time). The information on the site currently has the 
players name and date of birth. 

3. Clubs print off a batch of player ID card forms and send to appropriate registrar along with 
the completed paper forms.  REMEMBER TO INCLUDE A SELF ADDRESSED ENVELOPE. Prior 
to clubs sending the forms in the post to registrars, the information must be on the system. 
Please note, in following years provided the player stays with the club the bulk of the work is 
already done.  

4. Registrar receives the paper work and checks, authorises the player. Clubs can see this is 
authorised on the system. 

5. Registrar signs and dates the player ID card, (with a League hologram or stamp) 

6. Registrar laminates the cards. 

7. Registrar sends back  ID cards to the club. 

  

Benefits: 

 For future years, the work is done for clubs.  

 If cards are lost, they can be easily replaced. 

 Parents save money on having passport photos printed. 

 Benefits for the League is added data capture of contacts details etc and also monitor and 
track players who don't find a club the following season.  

 You will notice some extra questions, this is to make sure any players with a disability are 
recorded and can be signposted to the appropriate player pathway (they still stay with your 
club) and likewise with female players. Club Secretaries will also have the benefit of been 
able to have a full list of contact details of players, to comply with FA regulations 

 This system allows for clubs to be invoiced for players in say October, December and 
February rather than sending in £1 cheques etc  

Notes 2015/16 

The League has over 12,000 cards to process, in order to speed up the process and to 

make sure cards are not returned to clubs please note the following:  

 As part of the partnership agreement with The Children's Hospital Charity each 
player registration costs £1. This fee will go to the Charity as a donation by the 
League. Clubs will be invoiced the amount owed for players registrations fees, as 
various points during the season. 
 



 All sections must be completed. 
 

 Clubs remain responsible for the accuracy of the registration details notwithstanding 
the requirements of the parent/guardian's signature. 
 

 Clubs must put all the information onto the League online player registration. Club 
Secretaries have access to the system to input the data. The players photo is 
uploaded on to the system. So clubs need to take digital photos and upload them and 
put them onto the system. 
 

 The Player ID card is generated from the system and this must be cut out. Any ID 
card which is not cut out will be returned – this may sound petty but please see the 
bigger picture. Registrars cannot be expected to cut out around 12,000 ID cards.  
 

 You must note down at least one emergency contact telephone number for each 
player. 
 

 Players/Parents must give the team manager as much notice as possible regarding 
holidays that take place during the season. Managers need to plan ahead in order to 
put in postponement requests, which have very strict deadlines. If you do not, you 
could cost your team League Points 
 

 Please return your registrations as soon as possible to the appropriate age-group 
registrar. Remember to include a SAE with the correct postage!  
 

 In order to play in the first game on the season the cards need to be fully completed 
and given to the age-group registrar by 15th August. After that date, no guarantees 
will be made that your card will be returned in time, though every attempt will be 
made. 
 

 A player cannot play in the competition until they have an approved League ID card, 
and the ID card must be inspected before every fixture by the opposing team.   
 

 Each team needs to have the following minimum numbers of players with completed 
registration forms with the appropriate League age-group registrar by August 15th or 
they will receive a £25 fine. 

Under 7 & Under 8 single teams = 4 players 

Under 7 & Under 8 double teams = 8 players 

Under 9 & Under 10 single teams = 5 players 

Under 9 & Under 10 double teams = 10 players 

Under 11 upwards = 8 players 

 The player’s photo must be from the shoulders upwards. 
o No  photo will be accepted without some sort of shirt on 
o No baseball caps etc to be worn 
o Individual photos will not be accepted if from a team photo 

 

 If a player played in this League last season, then they do not need to send proof of 
age in this season, but they must write down on the form which team they played for. 
If a player DID NOT play in this League last season, then they need to send in proof 
of age 
 



 All players must have signed a RESPECT code of conduct, which the club keeps and 
spot checks will take place during the season to see if that, has occurred. 

 

Putting the form on the online system 

Club Secretaries log on to the League admin website.  

 

 

 

Click on the form to download the hard copy of the player registration form 

 

 

Club Secretaries enter the club code details and they are then logged in they will see the 

team details for the 2015/16 season.  

 

(Note, clubs must have registered for the 2015/16 season – see League guidance notes on 

how to do that) 

 



 

 

To register players, this is done by clicking on the players link against the appropriate team. 



If a team have players already registed then they will be on the system 

 

If the player is already listed, then click on edit to update the players record.  

 

If a player is not listed click on add new player. 

 



 

 

Insert all the data and press update. 

This information will be on the hard copy of the player registration form that the players have 

completed. 



Then go to the player on the Player list screen and click on Add/Update Image to add the 

players photo 

 

After click on Add/update image the following screen will appear: 

 

 

Click on “Click here to select and upload an image” 

 



Then the following appears: 

 

 

Find the photo to upload on your computer and click ok. 

 

 

Once all information is on, click print ID card and send the printed card for each player to 

your age-group registrar in the post. NOTE: The card must be cut out around the card.  

Important: 
Send the players completed hard copy of the player registration form(s) and the printed ID 
card in a Self-address envelope to your age-group registrar. 

NO Passport photos stuck on to the ID cards are allowed. All photos must be 
uploaded to the League admin website 

 

Remember these steps: 
 

1. Clubs get the players to complete the Player registration form. Clubs also take a digital photo 
of each player. 

2. Clubs complete player detail online using the League Online Administration website. This is 
the website club Secretaries use this already to register clubs and teams with the League.  
When the clubs come to login in now, they will see all the players from this season on the 
system (transferred over from Full Time). The information on the site currently has the 
players name and date of birth. 

3. Clubs print off a batch of player ID card forms and send to appropriate registrar along with 
the completed paper forms.  REMEMBER TO INCLUDE A SELF ADDRESSED ENVELOPE. Prior 
to clubs sending the forms in the post to registrars, the information must be on the system. 
Please note, in following years provided the player stays with the club the bulk of the work is 
already done.  

4. Registrar receives the paper work and checks, authorises the player. Clubs can see this is 
authorised on the system. 

5. Registrar signs and dates the player ID card, (with a League hologram put on to the ID card) 

6. Registrar laminates the cards. 

7. Registrar sends back  ID cards to the club. 

NO Passport photos stuck on to the ID cards are allowed. All photos must be 
uploaded to the League admin website 


