Protecting Youth in Sports Act Checklist for Clubs/Schools
To help our Skating Clubs & Schools prepare for the fall when many programs resume, we have created a checklist to help you stay organized.  Feel free to add information that is specific to your club/school.

	
	Description

	
	Create compliance tracking form and compile data
· Coach/PA name
· Start date (if known)
· Date of birth (minors)
· Contact information (email)
· Reference check date completed
· Reference check – Name of person who provided reference
· Respect in Sport (RIS) date completed
· RIS number (optional)
· RIS expiry date (3 years)
· Screening declaration received (18+)
· Backcheck expiry date (or completion date)
· Coaches – In good standing expiry date

	
	Send information email to coaches regarding compliance requirements (template provided)

	
	Send information email to Adult PA’s regarding compliance requirements (template provided)

	
	Send information email to Minor PA’s (age 14+) regarding compliance requirements (template provided)

	
	Submit to Skate Manitoba minor reference checks at start of season, or when a new minor begins at club/school.  

	
	Update website or bulletin board, or send out in parent welcome email/discuss at parent information session, where to find Safe Sport resources and where to report maltreatment
· Sport Manitoba website
· Skate Manitoba website
· Club/School links to resources

	
	Complaints; How will your members report a non-maltreatment complaint at your club/school?
· Who will be responsible for triaging complaints that come in?
· Do you have a case manager ready to accept a complaint?
· Do you have a google form (or other form) ready for people to submit a complaint according to the PYISA, or do you have a separate email to accept complaints?
· Complaints must receive a response that they have been received within five (5) days of being submitted, this can be by an autoresponder on a form or email
· If creating a form, what information are your going to ask for (name, email to contact, organizational policy that is being breached, is the complaint being filed with 14 days (if longer they must have a space to provide description/details of why complaint should be received outside of the 14 days), etc…  Review the Discipline & Complaints Policy for details.
· If you receive a Code of Conduct & Ethics policy complaint regarding a participant (see definition of a participant), Safe Sport at Skate Canada (safesport@skatecanada.ca) will act as a case manager according to the PYISA.  Submitted complaints can be redirected.

	
	Set reminders for:
· Coaches In Good Standing Expiry
· PA’s turning fourteen (14) to send RIS email
· PA’s sixty (60) day deadline for RIS

	
	Helpful Links:
· Skate Manitoba Safe Sport webpage: https://mbskates.ca/safe-sport/ 
· Sport Manitoba Safe Sport webpage: https://www.sportmanitoba.ca/safesport 
· Safe Sport Policy Manual: https://www.sportmanitoba.ca/resources/safe-sport-policy-manual 
· Respect in Sport for Coaches (PA’s): https://www.sportmanitoba.ca/resources/respect-in-sport 
· Screening Declaration Form (Adults): https://skatecanada.wufoo.com/forms/w1qp2zyu1o5x1sg/ 
· Reference Check Form (Minors): https://skatecanada.wufoo.com/forms/w11zbjvb12di9o5/ 


Email templates (feel free to modify)
Coaches Compliance Email
Dear Coach(es), 
Thank you for being part of our club/school this season!  As per the Protecting Youth in Sports Act and policies, all coaches must have completed Respect in Sport for Activity Leaders and have either had a reference check completed (minors) or submitted a Screening Declaration (Adults) and have been provided a clear status, before being able to coach.  
As per Skate Canada policies, all coaches must be in good standing to be able to coach.  


PA Compliance Email (minors 14-17)
Dear Program Assistant,
Thank you for volunteering with our Club/School this skating season, we are grateful to have you!  As per the Protecting Youth in Sports Act and policies, there are new requirements for youth program assistants (PAs) to comply with in Manitoba.  Our club/school, must perform a reference check on all minors age 14 to 17 and provide confirmation of a reference check to Skate Manitoba.
Also new this year is the requirement of PAs to complete Respect in Sport for Coaches.  Here is the link to access the course: https://www.sportmanitoba.ca/resources/respect-in-sport 
Please provide us with a copy of your certificate of completion before (INSERT DATE) or you begin your first session as a PA.  Please submit the certificate to (INSERT EMAIL ADDRESS).


PA Compliance Email (Adults 18+)
Dear Program Assistant,
Thank you for volunteering with our Club/School this skating season, we are grateful to have you!  As per the Protecting Youth in Sports Act and policies, there are new requirements for adult program assistants (PAs) to comply with in Manitoba.  Adults (age 18 and up) must submit a Screening Declaration to Skate Manitoba for review.  Once cleared, you will receive an email that can be shared with the club/school.  You can access the Screening Declaration here https://skatecanada.wufoo.com/forms/w1qp2zyu1o5x1sg/ Please complete this at least two weeks before your first PA session on the ice.
Also new this year is the requirement of PAs to complete Respect in Sport for Coaches.  Here is the link to access the course: https://www.sportmanitoba.ca/resources/respect-in-sport 
Please provide us with a copy of your certificate of completion before (INSERT DATE) or you begin your first session as a PA.  Please submit the certificate to (INSERT EMAIL ADDRESS).
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