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ROAD MODULE 10 – REGISTRAR

Purpose

The purpose of this module is to provide the Registrar with the necessary information and experience needed for supervising registration.  This module serves as part of the training necessary for Level C Officials for advancement to Level B Official.

Required Reading

1. 2010 USA Cycling Rulebook

a. 1A. Definitions
i. 1A3. Category
ii. 1A4. Class
iii. 1A7. Elite Rider
iv. 1A26. Race Entry
v. 1A28. Race Registration
vi. 1A30. Racing Age
vii. 1A41. Under 23 Rider
viii. 1A42. Youth Rider
b. 1C. Licensing
c. 1D. Upgrades
d. 1G4. Organizing Races
e. 1J. Entry in Races
f. 1K. Mixing of Classes and Categories
2. USA Cycling Race Officials Manual Part One: General Officiating Principles

a. Chapter 6.  Basic Duties of Officials – Registrar
b. Chapter 8. Study Questions/Case Studies – Registrar
c. Chapter 9.  Answers to Case Studies and Questions - Registrar
Prerequisites

· Level C Official
· Serve as Registrar for at least one race day
· Module Pre-Test (see next section)
Goals
After successful completion of this module, the Level C Official will be able to demonstrate the following:
1. Correctly apply the eligibility rules regarding class, category, and gender.
2. Manage a registration site to provide optimal service to the entrants.
3. Manage documents needed for post-event report.
Tasks to be Completed
1. Serve as Registrar at a race event composed of at least five different class or category races.
Criteria for Successful Completion

Registration is usually the rider’s first contact with the race. If the registration is well-organized and the staff are helpful, riders will tend to think well of the event.
1. Physical set-up:  Shelter from the weather is essential.  An indoor registration area is ideal.  Typically there are several stations: (1) A forms table, where the riders may prepare their paperwork; (2) license & waiver check; (3) number distribution; (4) cashier.  These stations should be arranged so that traffic will flow easily through the necessary stops.  Are there enough registration clerks to handle the expected workload? 
2. Forms:  
a. Standard Release:  Every rider must fill out and sign one of these.  This cannot be done electronically in the case of online preregistration.
b.  Standard Release and One-Day License: Any rider who does not hold an annual license must fill out and sign one of these.  The yellow copy is given to the rider as a receipt.  One such receipt may be applied towards an adult annual license.  A rider who purchases a one-day license does not need to fill out an additional Standard Release.
c. Annual License:  Registration staff should be sure to sign the lower left-hand corner, and note the form of payment.  MasterCard® and Visa® may be used.  The yellow copy of this form serves as a license for 30 days while the permanent license is in process.
d. All forms must be the current year’s version. 
e.  All spaces should be filled in and signatures checked.  Legibility is important.  These are legal documents, which may be important in the case of a serious injury.  Be sure the organizer has a system for filing these so that they will be readily available if needed.
3. Licenses: Each rider will be asked to show his/her license.  Other documentation that can be accepted is an “Authorization to Ride” form printed from the rider’s account page at www.usacycling.org, a copy of the current USAC promoters’ database, or, if Internet access is available, viewing the rider’s account page.  The rider’s account page contains the most recent data, in case there are discrepancies between the various sources.  
4. Eligibility: Verify that each rider is eligible for the event(s) he/she wishes to enter (gender, class, and category).  It is helpful to make a “cheat sheet” showing who may enter each race.
a. Age class:  Riders of all ages are eligible for elite races, as long as they are of the correct category.  Juniors may ride with older juniors and masters may ride with younger masters.  Racing age is determined (for most races) by the age the rider will be on December 31st of the current year.  This is so that the rider will not have to change class during a season.  For cyclocross races, riders are one year older than their licenses state.  This is because the cyclocross season, internationally, takes place in two calendar years.  It would not be fair to make a rider change age classes between nationals and worlds.
b. Gender:  Races may be reserved for women only, but women may ride in what are conventionally thought of as “men’s” races.
c. Category:  Male riders may not ride outside their own categories. This is absolute.  An unskilled rider in a higher-category race may cause crashes, or at the very least, disrupt the flow of the race, impacting fairness.  It might also be expected that a rider who is quickly dropped, or who receives unpleasant comments from the other riders regarding his skill level will not enjoy the race as much as if he were in the correct category.  
d. Category – Women:  Women may only race their exact category in women’s races.  In races for all riders, they may ride their own category or one category lower. Category 1 women may ride two categories lower.  Category 3 and 4 women who have a racing age of at least 35 may ride masters races for riders up to 20 years older.
e. Category changes:  In road, track, and cyclocross racing, changes to a rider’s category must be approved by the appropriate administrator.  Documentary proof of a category change includes a sticker placed on the license, an Authorization to Ride form, or viewing the change in the USAC database.  Mountain bike upgrades through Category 2 may be approved by any USA Cycling official.  Downgrades for any type of racing must be approved by the appropriate administrator.
5. Number Distribution: It is best to have the numbers sorted into discrete blocks by class/category.  If all the Category 3 riders, for instance, have 300-series numbers, it is easy to recognize a rider who is in the wrong race.  This also allows the judges to reduce the number of digits they must write down while scoring.  This does mean that a rider who participates in two different races will need two different numbers.  Assign each class as many numbers as you expect to need.
6. Be prepared to answer questions.  Have a race flyer handy.  
7. Race Rosters:  It is essential that judges, referees, and announcers have legible, complete start sheets. These may be prepared by hand or on a computer.  Copies should be available for at least the Chief Judge, Chief Referee, and announcer.   At a minimum, these should include:
a. Rider bib number (in numeric order!)
b. Rider name
c. Team or club
8. Time Trial Start Sheets:  It is ideal if rider numbers are assigned in the order the riders will start.  A time trial start sheet should include the rider’s start time, bib number, name, team, and, ideally, room for the timers to record and calculate times.
9. Assist with preparing forms needed for post-event report.
a. One day license forms:  The white copy goes to the Chief Referee, the yellow to the rider, and the pink to the organizer.  
b. Annual license forms:  Again, the white copy to the Chief Referee, the yellow to the rider, and the pink to the organizer.
c. Original release forms: Releases of any riders for whom an occurrence report will be filed must accompany the post-event report.  
Prior to beginning the practical portion of this module, please complete the following pre-test and submit it to 


.

1. A rider with a racing age of nine may participate in which of the following events?
(a) The 8-9 year old National Criterium Championships.
(b) Any local junior road race.
(c) A youth race on a closed course.
(d) Any junior time trial event.
(e) A youth race or in a junior race if no youth race exists.
2. A rider presents his license, issued by a foreign federation, at registration for a one-day race held on April 4, 2010. The license indicates the rider’s birthday is 12 August 1991.  This rider is eligible to enter into which of the following junior events?
(a) Junior 1-2, but not Junior 3-4.
(b) Junior 3-4, but not Junior 1-2.
(c) Junior 3-4 or Junior 1-2 (or both). 
(d) Any youth event.
(e) None.
3. At a race that is NEITHER a Championship event NOR a World Championship Qualifying event, a male Junior Category 3 rider may enter into all of the following events EXCEPT which one of the following:
(a) An Elite Category 3 race.
(b) An open (any category) Junior race.
(c) An open (any category) Under-23 race.
(d) A Master 30-34 Category 3 race.
(e) An Elite Category 1-4 race.
4. A rider’s license indicates Category 4, and he is trying to register for a Category 3 race.  He states that he was granted an upgrade, but neglected to bring an authorization to ride showing the new category.  A check of the USAC database indicates Category 3.
(a) Recommend him for suspension. 
(b) Allow him to enter the Category 3 race.
(c) Refuse him entry in the Category 3 race until he can produce written evidence of the upgrade. 
(d) Make a note of his name for the Chief Referee.
(e) (b) and (d). 
5. A rider’s license indicates Category 4, and he is trying to register for a Category 4 race.  A check of the USAC database, however, indicates that he is a Category 3.
(a) Query the rider about the discrepancy.
(b) Refuse him entry in the Category 4 race until he can produce evidence of a downgrade.
(c) Tell the rider he could be suspended for trying to race out of category.
(d) All of the above.
(e) Allow entry in the Category 4 race, since that is what the license says. 
6. A rider appears at registration without a license in hand.  He says he lost it, but that he can access his account page on the USA Cycling website on his phone.
(a) Accept this as proof of a valid license. 
(b) Require the rider to fill out an annual license form, check the “duplicate” box, and pay $15 for a replacement license.
(c) Require the rider to purchase a one-day license.
(d) Require the rider to fill out an annual license form, check the “duplicate” box and pay $60 by credit card. 
(e) (a) and (b). 
7. A rider shows up just after registration has closed for his event.  He asks if he can race now and register later.
(a) Allow him to do so.
(b) Delay making a decision until the race has started.
(c) Ascertain whether he is eligible for another race later in the day.
(d) Allow him to race provided he has signed the waiver and pinned on his number.
(e) Explain that once registration has closed, it is just too late to take anyone else.
8. A rider who you recognize as a Category 3 comes to an early-season road race.  He does not have an annual license, does not intend to purchase an annual this year, and wants to purchase a one-day license and ride in the Category 3 race.
(a) Explain that a one-day license only allows him to enter a Category 5 race.
(b) Allow him to buy a one-day and enter the Category 3 race. 
(c) Recommend him for suspension.
(d) Allow him to buy a one-day and enter the Category 4 race. 
(e) Have him fill out an annual license form, but do not require payment.
9. A rider with a Category 4 Road License wishes to enter a Category 3 Road Race.  He may do so if:
(a) He produces a resume showing enough results to upgrade.
(b) Three Category 3 riders are willing to recommend him for upgrade.
(c) The local upgrade coordinator is present and agrees to the upgrade.
(d) He can show that he has applied online for the upgrade.
(e) None of the above. 
10. A rider asks for a refund of his entry fee because he missed the start of his race.  The race started on time.
(a) Tell the organizer to give the rider his money back.
(b) Tell the rider that he does not deserve a refund. 
(c) Tell the rider that the organizer is not required to give a refund.
(d) Tell the rider to talk to the Chief Referee.
(e) (c) and check whether the rider might be eligible for another race later in the day. 
The purpose of this document is to show proof that the Level C Road Official has successfully completed each task required for mastery of the position as required for partial fulfillment for upgrade to Level B Road Official.

TASK TO BE COMPLETED


CHIEF REFEREE
   
  DATE
Supervise registration of riders in regard to:


Valid License




_________________        ____________


Correct Category



_________________        ____________


Correct Age Class



_________________        ____________








Correct Gender



_________________        ____________

Identify riders eligible to use a one-day license
_________________        ____________

Identify riders eligible to file a “Duplicate”

annual license form




_________________        ____________



Instruct registration personnel as to filing

and storing release forms



_________________        ____________


Segregate license forms for post-event 

processing





_________________        ____________

Ensure that accurate, legible rosters

are prepared





_________________        ____________


When complete, please return to _____________________
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