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There are 2 situations where we need to fill out consent forms
for our players:

1.When a new player joins our team.
2.Before the start of a new season.

This ensures we have important, up-to-date information on all of
the players in our squad (e.g. next of kin, medical information,
social media consent etc).

Before every season, and for every new player that joins the
team, obtain an email address for each player’s parent/guardian
and send out:

1. Intake/Consent form
2.Child Protection Policy
3.Player Code of Conduct
4.Parent Code of Conduct

These documents are available on the club website here:

Once you receive completed forms, input the information from
the form on the Excel spreadsheet (Kirkfield Consent Data
Template - available from club documents). Make sure all team
officials have access to this information for quick reference.
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player intake and consent forms

kirkfield united club documents

https://kirkfieldunited.com/club-policies-%26-documents
https://kirkfieldunited.com/club-policies-%26-documents
https://kirkfieldunited.com/club-policies-%26-documents


Before we begin with MyComet team admin tasks, we must
make sure we have the correct level of access. Everyone with
a MyCOMET ‘member’ account has access to their own
personal information and courses. If we are taking on team
admin tasks (e.g. setting lineups, new player registrations),
there are different levels of access available:

1.Club Lineup Manager (Team Level) - this allows us to add
already registered players and officials to teamlines for
the team(s) they are linked to. It also allows us to apply for
competitions on behalf of the specific team(s) to which
their user role is linked.

2.Club Lineup Manager (Club Level) - as 1. above, but can
perform these tasks for all teams at a club.

3.Club Registration Manager - can create, submit and
delete registrations for players and coaches/officials
across the entire club. They can also view the club’s
existing players, coaches and officials and add them to
competition catalogues.

4.Club Manager - Club Managers have oversight of the
entire club and can grant Lineup and Registration access
to club officials. They can also add new teams to the
club.  

Once you know what tasks you will be looking to carry out, ask
the club to grant you the appropriate level of access.

SFA COMET guide - getting the correct level of access
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SFA COMET guide - page layout and sites
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There are 2 COMET sites. There is the MyCOMET site and the
COMET admin site.

The MyCOMET site can be accessed at:

www.scottishfacomet.co.uk/mycomet

This can be used either as an individual or using a club role. 

To use as an individual, select Scottish FA as shown by the
red arrow below. Use this to manage your personal profiles,
complete registration tasks and apply for training courses.

To use MyCOMET with club role (if you have one), select
Kirkfield United as shown by the green arrow below. Use this
to register new players and coaches on MyCOMET. 

https://www.scottishfacomet.co.uk/mycomet/


Calendar to show upcoming training courses, matches etc.

match information

shows courses and modules available, applied for and passed

view and edit personal profile

Using your individual profile, MyCOMET will look like this:

Using your club role profile, there will be extra options on the
sidebar, shown below:
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CLUB SECTION - PLAYERS, COACHES ETC 

competitions section

info on all organisations
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Depending what tasks you wish to do, make sure you select the
correct account in the top right corner.

In the image at the bottom of page 5, you can also see the option
for ‘account settings’: 

Here we can select security level, change email address, link
parent or child accounts and select notification preferences. You
can also see ‘mobile applications’:

Here we find links to the Mobile app version of COMET and the My
Scottish Football mobile app.
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The COMET admin site is found at:

www.scottishfacomet.co.uk

The COMET admin site is where we apply to competitions,
submit team sheets and catalogue (add) players and officials
to our team. The COMET admin site looks like this:

You will not be able to access the COMET admin site without
an appropriate club role.

user guides

club information
competition information

https://www.scottishfacomet.co.uk/
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SFA COMET guide - applying for training courses

On your Scottish FA MyCOMET account, select Events on the left
sidebar. This will bring up a list of all available courses, which will
appear as above. Note the dates the courses are listed for - sometimes
courses from previous weeks and months will still show, ignore these!
Also note the number of seats available - if it says ‘0 seats available’,
this means there are no spaces left on that particular course. 

If you find a course with seats available on suitable dates, click the
‘Start’ button, and check the exact session dates are suitable, and that
you meet all the course requirements to apply. 



Issues with the above course would be:

1.There are no seats available.
2.The applicant does not have all the prerequisite qualifications to

apply.

When you find a suitable course with available seats and you meet the
prerequisite qualifications, pay for a Participation Confirmation using
the payment cart at the bottom:

Once this is paid, you will be able to apply and confirm your place on
the course:

Remember to present proof of any course fees to your head coach or
a senior offical at the club so they can reimburse you.
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If you are starting a new age group, you will need to ask a Club
Manager to register your team on MyCOMET. So for example,
if you are starting a new 2021 squad, they would be registered
as Kirkfield United 2021s. 

Once this has been done, to view your new team profile:

1.  Login to MyCOMET. Make sure you select your Club
Manager profile (green arrow) rather than your Scottish FA
profile (red arrow):

 

11

Sfa comet guide - adding a new team



2.On the left hand menu bar, click on My Club (red outline),
then Teams (green outline):

You can either search for your team name or scroll through
the list. Click on your team when you find it, and this will let
you see general details, team calendar and kit information:
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To register players to the club, we need the following
information (details in red we will have from intake and
consent forms):

1.Player name
2.Player date of birth
3.Parent’s email address
4.Nationality
5.Country of birth

Once you have this information, follow the steps in this video
to register players:

Read these notes before starting to register players:

1. If you are registering a player that has been registered to a
different club previously, ask the players parents to
contact their previous club to deregister the player. Once
this has been done, you will be able to find the player on
the system and register them. MyCOMET will not allow
you to register the player if they are still registered
elsewhere.
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SFA COMET guide - player registration

player registration instruction video

https://www.scottishamateurfa.co.uk/registrations/
https://www.scottishamateurfa.co.uk/registrations/
https://www.scottishamateurfa.co.uk/registrations/


2.There is the option to upload a player photo. Instead of
this, we are allowed to upload an image of the club badge.
You can download the club badge here:

3.When you generate a consent form, email it directly to the
player’s parent. Make sure they know not to type in a
signature - it has to be either a normal ink signature or an
electronic signature. Examples below:

\

4.Double check the information at each step. Once you have
confirmed name, D.O.B, nationality and country of birth,
you cannot easily change these details if you have made a
mistake. 
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kirkfield united club badge image

https://share.google/Yxvw8TuFPj8G9JqwZ
https://share.google/Yxvw8TuFPj8G9JqwZ
https://share.google/Yxvw8TuFPj8G9JqwZ
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SFA COMET guide - adding teams to a competition 

To add a team to a competition and catalogue players and officials,
follow the steps in this video:

Notes - please read before beginning to register teams:

1.Remember minimum team requirements for officials:
1 x 1.2 qualified coach
1 x first aider
1 x team manager
Must have 2 PVG registered officials per squad.

Remember these requirements are per team entered in a
competition. If you have entered 2 teams in a competition from your
squad, you will need to meet the above requirements for both teams
(i.e. 2 x 1.2 qualified coach, 2 x first aiders and 4 x PVG registered
officials total).

2.Make sure you have extra players to cover holidays, injuries and
illness. For example, if you have a squad of 15 players, don’t enter
3 5-a-side teams in a competition. Enter 2 teams, giving you have
5 extra players to allow for subs and absence.

3.Register for competitions and start cataloging players and
officials as soon as registration opens. There is always a big
backlog towards the start of the season and registration
processes take longer, so if you start the process late, you may
miss the start of the season.

adding teams, players and officals to a competition

https://youtu.be/lfQnoT7GQGY?si=Pzynyzu0WDLMTG99
https://youtu.be/lfQnoT7GQGY?si=Pzynyzu0WDLMTG99
https://youtu.be/lfQnoT7GQGY?si=Pzynyzu0WDLMTG99
https://youtu.be/lfQnoT7GQGY?si=Pzynyzu0WDLMTG99
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SFA COMET guide - submitting a teamline 

To submit a teamline (team sheet of players and officials), follow the
steps in this video:

Notes - please read before beginning to submit teamlines:

1.Make sure you have the required number of officials and first
aiders for your squad, and that anyone listed will be there on
match day.

2.Avoid common mistakes - missing players, wrong shirt numbers
and not fully submitting the teamline (i.e. just saving it rather
than submitting).

3.Ensure suspended players are not selected.
4.Submit teamsheets early - this means if there are any errors or

correction you have time to correct them.

submitting a teamline

https://www.youtube.com/watch?v=B1HS8mLc5kQ
https://www.youtube.com/watch?v=B1HS8mLc5kQ
https://www.youtube.com/watch?v=B1HS8mLc5kQ
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