
Fusion FC Volunteer 
Registration & Clearance 
Handbook 

 
Thank you for dedicating your time to Fusion FC!!! There are SIX requirements that are 
mandatory for you to complete to be permitted to work with our children. Please read through 
this entire document first, before contacting the Registrar with questions! 
 

The Process Overview Summary: 
 

✓ Register as a coach/manager or board member/administrative using the GotSport 
System.  

✓ Obtain your mugshot photo (No sunglasses or other people, pets, etc) 

✓ Obtain your clearances that are required: 

o (If you already have these, ensure they are not expired) 
o PA State Police Clearance (Good for 5 years from issue) 
o PA Child Abuse Clearance (Good for 5 years from issue) 
o FBI Clearance (Good for 5 years from issue)  

▪ If you have not lived in PA for 10 consecutive years or if you are a paid 
employee or trainer, you must submit the FBI Clearance.  If neither situation 
applies, only submit the witnessed & signed affidavit.  

OR 

o Witnessed & Signed Child Safety Affidavit of Compliance (Good for 5 years from 
signatures) 

✓ Obtain your certifications that are required: 
o Sign in to GotSport and complete the certification courses: 

▪ Safe Sport Sexual Abuse Certificate (Good for one calendar year) 
▪ Heads Up Concussion Certificate (Good for one calendar year) 

✓ Upload the photo and certifications/clearances 
✓ Sign the Risk Management Form within your GotSport account 
✓ Most submitted items will be in “pending” state after submission. Wait for verification from 

the Registrar/Risk Manager (Some clearances do not “auto-approve” and must be manually 
verified by the Registrar/Risk Manager) 

 

How to Register 
 

• Register as a coach/manager or board member/administrative.  

• URL is: https://www.fusionfcpa.org/volunteerregistration 
o Click on the appropriate role to register for (Recreation Coach, Travel 

Coach/Manger or Board/Administrative) 

https://www.fusionfcpa.org/volunteerregistration


• Registration will be handled through the Got Sport system. It is recommended to use 
the same account that you used when you registered your children for soccer.  

 

Photo & Clearance Details 

Once the GotSport registration is complete, and you have received your confirmation e-mail, 
acquire outside of GotSport and prepare to upload the following: 

1.Your Photo - (as a mugshot, no sunglasses or other people) A valid image file such as a .jpg, 
.png is acceptable.  – Gets uploaded to coach profile.  

2. PA Child Abuse Clearance – Obtain outside of GotSport, upload certificate when you receive 
the certification certificate. The certificate should download as a PDF, however other image 
formats, including a clear legible picture of the physical printed document are acceptable, but 
the native PDF is preferred.  

Ensure that you choose all volunteer/nonprofit options when registering with CWIS. YOU SHOULD 
NOT PAY FOR THIS CLEARANCE. CWIS only allows this clearance to be submitted every 57 months.  If you 
have previously applied for a Child Abuse Clearance, you should be able to log back into the CWIS website 
and re-download the certificate. 
** If you have a current, valid PA Child Abuse clearance for “employment”, this document is acceptable, 
and you do not need to re-apply. 

3. PA State Police Clearance - Obtain outside of GotSport, upload certificate when you receive 
the certification certificate. The certificate should download as a PDF, however other image 
formats, including a clear legible picture of the physical printed document are acceptable, but 
the native PDF is preferred. 

 The PA PSP Patch system allows you to submit and retrieve this report as often as needed. You 
must submit a certificate, not the web page confirmation or just the “request number” (see below in 
example documents). 
** If you have a current, valid PA State Police clearance for “employment”, this document is acceptable 
and you do not need to re-apply. 

 4. FBI Background Check - Obtain outside of GotSport, upload certificate when you receive the 
certification certificate. The certificate should download as a PDF, however other image formats, 
including a clear legible picture of the physical printed document are acceptable, but the native 
PDF is preferred. 

If you have not lived in PA for 10 consecutive years or if you are a paid employee or trainer, 
you must submit the FBI Clearance IN PLACE of the Affidavit.  If neither situation applies, only 
submit the witnessed & signed affidavit. 

 The FBI clearance must have a control number and report attached and be from a valid source 
such as the FBI itself, authorized agency or through Identigo. Current, valid employment FBI Clearance 
documents are acceptable. If you do not have employment based FBI Clearance documents, you will need 
to obtain and pay for these documents. The document fees are not refundable or covered by Fusion FC.  

 



5. Child Safety Affidavit of Compliance – Download & eSign or print & ink sign with a witness. 
Scan or take a picture and ensure it is legible. Save as a PDF or image file type to upload.   

  Where can I find/access all these items and their URLs?  https://fusionfcpa.org/clearances 

 

Upload Your Documents & Acquire Certifications 

Ok - I got all the PA clearances, affidavit or FBI clearances and my photo, now what? 

You will now need to upload all these items, and then complete the following: 

• EPYSA Risk Management 

• SafeSport Sexual Abuse Course 

• CDC HeadsUP Concussion Course  

Log back into the GotSport account where you signed up.  

 https://system.gotsport.com 

Once you log in, you should be at the “Dashboard”.  If you do not, click the “Profile” icon at the 
top right.   

  

• PA State Police Clearance 

• PA Child Abuse Clearance 

• FBI Clearance or Affidavit 

Upload 
Clearances 

Here 
 

https://fusionfcpa.org/clearances
https://system.gotsport.com/


To upload each document, click on “Details”, and then click on “Submit New Report” or 
“Show Upload Form”. This needs to be completed for each item. Be sure to upload the 
correct corresponding document.  

• CDC HeadsUP Concussion Certification 

This course is accessed through GotSport. Click on “Details” and then click 
“Launch Heads UP” and then “Start Training”. Once complete, you 
must click on “Concussion Training” From the dashboard to launch 
the quiz to complete the course. The concussion completion auto-
approves once you have completed the QUIZ. If you want a copy of 
your certificate, click the “Concussion Training” Link from the Dashboard 

 

 

• SafeSport Sexual Abuse Certification 

This course is accessed through GotSport. Click on “Details” and then click 
the “Start Course” button.  

If you have never taken a SafeSport certification: 

You will need to register and supply the access code shown to you in GotSport.  

 
If you have taken SafeSport training and are already registered: 

Click the “Start Course” button.  

• At the register/access code window, click CANCEL, DO NOT RE-REGISTER.  

• CLICK THE “SIGN IN” BUTTON AT THE UPPER RIGHT. (Use the e-mail address and 

password you have taken these courses with previously to log in) 



Take the next available refresher course available to you.  Depending on how long you have 
taken the courses, the course requirement will cycle. You will retake the original course 
after you have taken the “refreshers”.  

Upon Completion: 

The SafeSport requirement will “auto approve” (Fulfilled) as long as all requirements are 
met. If it is not, go back to the course and review what is missing. If you obtain a certificate 
from the course, save the certificate and click the “Show SafeSport Upload Form” link to 
upload/re-submit.  It is a good idea to save both of these certificates in a place you can 
remember.  
 

• EPYSA Risk Management Sign-Off 

RISK Management – Click the “Submit New Report” button.  

a. Verify the information, agree to the bylaws and policies, and use your finger 

or mouse to sign the agreement for another year.  

 
 
Please remember that the registrar must view and APPROVE the 
items, they will show as “Pending” until they have been approved.  

 

To Upload a Photo 
 
Click on “View Full Profile”  - Upload a mugshot photo of you not wearing a hat or sunglasses 
(such as the example), and without any other person.  The File should be 3MB or less in size.  
 
 

The Clearance Checklist/Review 
 

Item Expiration 

SafeSport Sexual Abuse 1 Year 

CDC HeadsUP Concussion 1 Year 

EPYSA Risk Management 1 Seasonal Year 

PA PSP Clearance 5 Years from Issuance 

PA Child Abuse Clearance 5 Years from Issuance 

FBI Clearance (If Required) 5 Years from Issuance 

Child Safety Affidavit 5 Years from Signatures 

Mugshot Photo 2 Years from Date Taken 

  



Example Documents: 
 
*Certificates subject to change per issuing authority or year.  
 

Safe Sport Sexual Abuse Training 
 

 
 

 

CDC HeadsUP Concussion Certification: 
 

 
 

 
 

 
 
 
 
 

  



PA State Police Clearance: 
 

 
 

 

PA Child Abuse Clearance: 
 

 
 

 
Affidavit (If you have lived in PA for at least 10 consecutive years) 

 

 
 

 



FBI Clearance (If you have NOT lived in PA for 10 consecutive years, or 
you are a paid coach/trainer) 

  

 

 

 

EPYSA Risk Management 

 
 
 
 



FAQs: 

Question – I am employed where I’m required to have clearances, and “I already have my 
clearances”. I should be just good to go, right? 

Answer – No.  You must be fully registered, and Fusion FC must be in possession of valid 
copies of all required documents.  

 Question - It doesn’t work, or it won't let me do it - why does it have to be this way???? 

Answer -  Rest assured, it works. The Registrar/Risk Manager can help you along the way 
if needed. I'd suggest using a non-mobile device to complete this work.  These are 
mandatory, and we have a new system to enforce.  

 Question -I did all this stuff, and I have a red "Not Verified or Pending" and it still says not 
cleared-  
 

Answer -  I have to clear you manually – to expedite, please let me know when you've 
uploaded everything 

 
Question -  Can’t I just e-mail all of these to the Registrar? 

Answer – Some – I would prefer if you can upload everything, but I can accept via e-mail 
every needed item EXCEPT the EPYSA Risk Management.   

Question – I have military or federal clearances that supersede Fusion’s clearances, do I still 
have to obtain these?  

Answer – Yes. The only one that can be substituted is the PA PSP Clearance with the 
Paid PA State Police Clearance (typically educators in PA have this clearance).  

Question – One of my player’s parents started to help out with assisting the team. They said 
they’re cleared and good to go, is that accurate?  

Answer – Probably not.  All cleared coaches and personnel will appear electronically in 
your GotSport online roster. If this person isn’t there, they’re not cleared to help! Often, 
a parent will start to help out and Fusion is not aware of this, and they are most likely 
not cleared to help. Please notify the registrar of the parent’s name, contact information 
and e-mail.  
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