Certification and Qualification Coordinator Position
Role Description

This position requires a high volume of email communication and follow-up. The ability to take initiative,
communicate effectively and keep accurate records are essential skills for this position.

Child Abuse Registry and Criminal Record Checks:
e Coordinate and administer all Child Abuse Registry Check (CARC) and Vulnerable Sector Check
(VCF) requirements for rostered team officials, volunteers, and applicable association personnel

in accordance with Hockey Manitoba and provincial requirements.

e Organize the collection of completed CARC and VCF application forms during evaluations,
registration events, or other designated association activities, and ensure forms are submitted
within required timelines.

e Maintain accurate records tracking CARC and VCF submission status, completion dates, and
outstanding requirements for all rostered volunteers and team staff.

e Work collaboratively with the Registrar to verify that all rostered team officials have completed
required screening documentation prior to participation whenever reasonably possible.

e Maintain confidential handling and secure storage of all CARC documentation and personal
information in accordance with applicable privacy requirements and association policies.

Respect In Sport (Parent and Leader) and Coaching Certification Requirements:
e Communicate certification requirements, deadlines, clinics, RIS requirements, and outstanding

qualifications to coaches, managers, team officials, and families throughout the season.

e Monitor and track coach certification requirements for all rostered coaches and team officials in
accordance with Hockey Canada and Hockey Manitoba regulations.

e Provide reminders to rostered coaches and team officials to ensure coaching certification
requirements are completed by the Hockey Manitoba deadline.

e Monitor and track Respect in Sport (RIS) certification requirements for parents, guardians,
coaches, team officials, and volunteers as required by Hockey Manitoba or the Association.

e Provide regular status updates and compliance reports to the Board of Directors, Registrar, and
applicable coordinators regarding outstanding CARC/VCF submissions, RIS compliance, and
coach certification deficiencies.

e Follow up with non-compliant team officials, volunteers, or families and escalate unresolved
compliance concerns to the appropriate Board members as required.

e Collaborate with Head Coaches and Convenors to determine whether to remove non-compliant
rostered officials ahead of the Hockey Manitoba deadline.

Estimated Time Commitment:

e August and September average of 2-4 hours a week

e October and November are busier sometimes requiring up to 8-10 hours a week
e December 3-5 hours a week

e Approx 3 hours a month for the remainder of the year



