
   
 

 



   
 

NAIA Coaches Checklist 
 

  Get Your Athletes to Register  
Encourage your athletes to kick-start their eligibility journey by visiting playnaia.org.   

  Collect ECID Numbers & Add Athletes to Your Short List  
Once your students are registered, ask them for their ECID numbers. This will let you add them 
to your shortlist, giving you access to track their eligibility progress.   

  Have Athletes Approve Your Short List Access  
Remind students to log in to their PlayNAIA profile and approve your Short List access request. 
They’ll find it under their "Current Tasks" list when they are logged in.   

  Help Athletes Complete All “Current Tasks”  
Encourage your students to complete all the tasks in their "Current Tasks" list. Completing these 
is essential to keep moving forward in the review process.   

► Remember, with your Short List access, you can click on the "Student Dashboard" and see 
what’s left on their Current Tasks list!  

  Monitor the Review Stage  
Once your students reach the review stage, it's essential that they stay up to date with their 
profiles. If the review team has any follow-up questions, they'll post a ‘Reply to Questions’ task 
on their PlayNAIA profile. Staying on top of this will help expedite the review process!  

  Receive Final Eligibility Decision  
Once the eligibility review is complete, students will receive their eligibility center decision. They 
can check the official determination under the "Decision Details" tab of their student dashboard.   
 

 

 

 

 

 
  

https://playnaia.org/


   
 

Best Practices Guide for Coaches 

1. Start the PlayNAIA Registration Process EARLY  

o The sooner a student-athlete creates their PlayNAIA.org account, the less likely they are 
to miss games. Summer delays (counselor availability, transcript timing) are common—
encourage registration no later than the spring of senior year. 

2. Immediately Retrieve the Student’s Eligibility Center ID (ECID#) After Registration  

o As soon as the student completes initial registration, have them send you their 7-digit 
ECID#. Students can locate this number in the top left-hand corner of their profile.   

o Log in to your institution's portal at PlayNAIA.org → “Institutional Dashboard” → “Add to 
Short List” and enter the ECID#. Once added, you’ll receive real-time eligibility updates 
and can click “Student Dashboard” to monitor progress on transcripts, test scores, etc. 

3. Proactively Review Academic Credentials During the Recruiting Process  

For Incoming Freshmen: 

o Confirm the student is on track to meet the entering freshman requirements. 

o Mid-year eligibility is an option available for students who did not meet eligibility 
requirements during their initial PlayNAIA registration! A freshman who meets just ONE 
requirement would need to pass 12 credit hours with a “C” or better during their first 
term with your institution.  

For Transfer Student-Athletes: 

o Identify early if the student will need non-term (winter/interim/summer) coursework to 
gain eligibility. Click here to see how credit hours earned during non-terms may affect a 
student’s eligibility.  

o Ensure that students request their transcripts from all institutions they have been enrolled 
at. If their previous institution does not use the NAIA Registrar’s Portal, students can 
check whether their school uses one of our approved third-party transcript vendors. 

o Option 1: National Student Clearinghouse Visit: studentclearinghouse.org 

• Select “Employer/Other” as the recipient type. 

• Enter “NAIA Eligibility Center” as the recipient name. 

• Choose “Other” as the reason. 

• Recipient Email: documents@naia.org 

Option 2: Parchment Visit: parchment.com 

• Select: NAIA Eligibility Center – Accepting College/GED Transcripts Only 

Option 3: Physical Mail (only if your school doesn’t offer electronic delivery) Mail 
official transcript(s) in a sealed school envelope to: 

• NAIA Eligibility Center – Mailroom  
120 W 12th Street – Level S1 (Suite 700 if Level S1 does not appear)  
Kansas City, MO 64105 

https://play.mynaia.org/media/1138/early_decision_freshman_requirements.pdf
https://interpretations.naia.org/mid-year-eligibility-for-freshmen/
https://play.mynaia.org/media/1079/24-36_hour_rule.pdf
https://play.mynaia.org/media/0eqptwyt/registrars-portal-guide.pdf
https://www.studentclearinghouse.org/
mailto:documents@naia.org
https://www.parchment.com/


   
 

 

For International Student-Athletes: 

o Encourage your prospective international student-athletes to register and start their 
InCred evaluation as soon as possible, by visiting incredevals.org.  

o Students who graduate from an international secondary/high school, or have enrollment 
at an international university, are required to receive an InCred evaluation. Student-
athletes must complete the InCred and PlayNAIA processes to receive an eligibility 
determination. 

4. Help Home-Schooled and GED Students Plan Ahead  

o Eligibility requirements are a bit different for home school/GED graduates, as GPA and 
class rank are not factored in. Direct them to free/low-cost test-preparation resources 
(free practice tests available at CollegeBoard and ACT.org) and encourage early 
attempts at the SAT or ACT. Verify dual-enrollment transcripts are sent directly from the 
college to the NAIA Eligibility Center if they are enrolled in college-level coursework.  

5. Leverage Your Campus Compliance Team  

o Do not guess complicated cases (international credits, transferable hours, 24/36-Hour 
Rule, seasons of competition issues, etc.). Loop in your compliance officer, faculty 
athletics representative (FAR), and registrar as early as possible. They can help interpret 
NAIA Bylaws and assist when complicated eligibility situations arise. 

6. Understand the Difference Between PlayNAIA and NAIA Connect Logins  

o PlayNAIA.org (NAIA Eligibility Center) and NAIAConnect.org (new membership training & 
roster platform) are separate systems with separate logins.  

o Tip: When logging into NAIA Connect, you must type the “.naia” extension after your 
institutional email (e.g., coach@school.edu.naia).  

 

 

By treating eligibility registration as part of your normal recruiting and onboarding 
process — you dramatically reduce the risk of student-athletes missing competition 
dates and administrative stress when certifying your students. 

 

PlayNAIA.org – Where Eligibility Starts.                                 

Tip: Search online for “[Your College/University Name] + transcript” to locate how a school can 
send official transcripts. 

https://www.incredevals.org/
https://play.mynaia.org/media/3hjex0g5/non-traditional-high-school-requirements.pdf
https://satsuite.collegeboard.org/practice/practice-tests
https://www.act.org/content/act/en/products-and-services/the-act/test-preparation/free-act-test-prep.html
mailto:coach@school.edu.naia
https://play.mynaia.org/


   
 

 

For more information about NAIA recruiting practices, click here. 
 

Reapplication of Student PlayNAIA Profile 
Reapplication is the process that institutions and students use to have the NAIA Eligibility Center provide 
an eligibility determination for a new term. If a student registered with the eligibility center in a previous 
term and the following describes that student's situation, then the NAIA school and the student-athlete 
will need to take steps to reapply. 

1. Currently not eligible: A currently enrolled student previously received an eligibility center decision of 
‘Not Eligible’ and has made up the academic work necessary to become eligible for a subsequent term. 

2. Never received a decision: A student never received an eligibility center decision for a variety of 
reasons, including not having provided all required information. 

3. Eligible but never enrolled: A student received an eligible determination, never enrolled at an NAIA 
institution (OR has not maintained continuous identification at the same NAIA institution), never 
competed and now plans to compete. 

 
Please refer to the Situation Analysis for additional descriptions of when students need to reapply. 
 

https://interpretations.naia.org/coach-resource-hub-understanding-recruiting-tryouts-and-prospective-student-athletes/
https://play.mynaia.org/media/c2sionsy/naia-ec-reapplication-process.pdf
https://play.mynaia.org/media/u3ypjbw2/naia_eligibilitycenter_situationanalysis.pdf


   
 

Let’s Get You Registered with PlayNAIA 
Sample Email Templates  
 

General Registration Email 

  

Let’s Get You Registered with PlayNAIA! 

  

Hello [Student Name], 

We’re excited for you to take the first step towards becoming an NAIA student-athlete!  

To compete in the NAIA, you must register with the NAIA Eligibility Center and receive your eligibility 
decision. Follow these steps to get started: 

To complete the registration process, you will need the following things: 

• Computer or phone 
• Personal email address 
• Payment methods available for registration fee (credit/debit card, Google Pay, fee waiver) 
• High school/secondary and post-secondary enrollment history (if applicable) 

Steps to Register: 

1. Go to  www.playnaia.org and click "Register Student" using your email address. 
2. Fill out your profile and submit the "Register to Play" task. 

For additional questions, please let us know or contact the NAIA Eligibility Center at ecinfo@naia.org. 

 
Best, 

 

 

https://play.mynaia.org/media/pyejlqat/fee-waiver-policy-guide.pdf
http://www.playnaia.org/
mailto:ecinfo@naia.org


   
 
Incoming Freshman 

 

Let’s Get You Registered with PlayNAIA! 

Hello [Student Name], 

We're excited to welcome you to the #Insert Team and Sport# program! Your journey as a student-
athlete is about to begin, and we look forward to seeing all that you will accomplish.  

Before you can compete in the NAIA, you need to register with the NAIA Eligibility Center and receive 
your eligibility decision. Here’s how to get started: 
 

Steps to Register: 

1. Visit www.playnaia.org, enter an email address for your profile, and click “Register Student”. 

2. Complete your profile and the “Register to Play” task. 

3. Ask your high school to upload your official transcript via their school’s PlayNAIA High School 
Portal. NAIA High School Portal Guide 

4. If you’ve taken the ACT or SAT, send your scores directly to the NAIA using code 9876. 

5. Monitor your PlayNAIA account for updates and tasks. 

Freshman Eligibility Reminder: The eligibility center can only accept your high school transcript 
through your high school's PlayNAIA portal. Click on the transcript task to see who at your high 
school has access to upload your official transcript. 

 
For more details, refer to the Guide for the College-Bound Student-Athlete 
 
Best, 

 

http://www.playnaia.org/
https://play.mynaia.org/media/vg3g5ok0/high_school_portal_guide.pdf
https://play.mynaia.org/media/pzaf3rnz/naia_guide_college_bound_student.pdf


   
 
Transfer Student 

 

Let’s Get You Registered with PlayNAIA 

Hello [Student Name], 

We're excited to welcome you to the #Insert Team and Sport# program!  We can’t wait to see the impact 
you will have on the team. 
 
To compete in the NAIA, you must register with the NAIA Eligibility Center and receive your eligibility 
decision. Follow these steps to get started: 
 
Steps to Register: 
1. Go to  www.playnaia.org and click "Register Student" using your email address. 
2. Fill out your profile and submit the "Register to Play" task. 
3. Request Transcripts: Order official transcripts from all colleges/universities you’ve attended. You can find 

how to send transcripts by searching online for your institution (e.g., "university name + transcript service"). 
 
   - Using Parchment: 
     Select recipient: NAIA Eligibility Center – Accepting College/GED Transcripts Only. 
 
   - Using National Student Clearinghouse: 
     1. Choose "Employer/Other" as the recipient type. 
     2. Enter "NAIA Eligibility Center" as the recipient. 
     3. Select "Other" as the reason for sending your transcript. 
     4. Use documents@naia.org as the recipient email address. 
 
   - Mail Transcripts Directly: 
     NAIA Eligibility Center – Mailroom   
     120 W 12th Street – Level S1   
     Kansas City, MO 64105 
 
Once the eligibility center receives all transcripts, your application will be reviewed.  
 
Monitor Your Profile: 
Keep track of your PlayNAIA profile for updates and tasks. Remember to save your login credentials to avoid 
creating multiple profiles. 
 
For more details, refer to the Guide for the College-Bound Student-Athlete 
 
Best, 

 

http://www.playnaia.org/
https://play.mynaia.org/media/pzaf3rnz/naia_guide_college_bound_student.pdf


   
 

Home School Graduate 

 

  

 

Let’s Get You Registered with PlayNAIA 

Hello [Student Name], 

We’re excited to welcome you to the #Insert Team and Sport# program! We can’t wait to see the 
impact you will have on the team. 
 
Before you can compete in the NAIA, you’ll need to register with the NAIA Eligibility Center and 
receive your eligibility decision. Here’s how to get started: 

Steps to Register for Home School Students: 

1. Visit  www.playnaia.org, enter an email address for your profile, and click “Register Student.” 

2. Complete your profile and the Register to Play task. 

3. Upload your official home school transcript through the “Provide Home School Transcript” 
task in your PlayNAIA account.  

o Your transcript must include:  

 Student name and date of birth 

 Course titles and final grades 

 Academic years enrolled in home school program 

 Graduation date listed on transcript (mm/dd/yyyy or mm/yyyy) 

 Signature of home school administrator or parent/guardian 

4. Monitor your PlayNAIA account for updates and tasks. 

Home School Student Eligibility Guide 

 
Best, 

 

http://www.playnaia.org/
https://play.mynaia.org/media/cainf441/home-school-guide.pdf


 

International Student 

 

  

 

Let’s Get You Registered with PlayNAIA 

Hello [Student Name], 

We’re excited to welcome you to the #Insert Team and Sport# program! Your journey as a student-
athlete is about to begin, and we’re looking forward to seeing all that you’ll accomplish. 

To be eligible to compete in the NAIA, you’ll need to register with the NAIA Eligibility Center and 
complete an InCred evaluation for your international academic records. 

Steps to Register: 

1. Visit  www.playnaia.org, enter the email address for your profile, and click “Register Student” 

2. Complete your profile and submit the Register to Play task. 

3. Begin your InCred evaluation at https://www.incredevals.org/students. 

o Submit all required international academic records 

4. Monitor your PlayNAIA and InCred profiles for updates and tasks. 

InCred Evaluation Types: 

High School Comparability Evaluation: 

• Only for students who have attended two or more full-time semesters of U.S. university/post-
secondary and no post-secondary enrollment outside of the U.S. 

Basic High School Evaluation: 

• For students who haven't attended university or post-secondary school and who don't plan on 
receiving credit abroad. 

Course by Course Evaluation: 

• For students who have attended university or post-secondary school outside of the United States 
 
Submitting Records to InCred 
 
Best, 

 

http://www.playnaia.org/
https://www.incredevals.org/students
https://www.incredevals.org/documentsbycountry.pdf


 

Helpful Links 
1. Eligibility Requirements 
2. The Attic/Interp Library 
3. 24/36 Hour Rule vs. Progress Rule 
4. Guide for the College-Bound Student-Athlete 
5. Guide for the International Student-Athlete 
6. Home School Student Guide 
7. NAIA Handbook 
8. Fee Waiver Information  
9. Practice Start Dates 

 

NAIA Connect Resources  
1. What is the NAIA Eligibility Center?  
2. Get Access to PlayNAIA  
3. ECP Basics  
4. How to navigate PlayNAIA  
5. Manage Shortlist  
6. Documents Required for Eligibility   
7. Home School Student Eligibility  
8. Understanding an EC Determination  
9. Updated Decisions  
10. Appellate Requests  
11. Reapplication and How it Works  

 
PlayNAIA Onboarding Courses Now Live in the Learning Hub 

Essential eligibility training is now available for athletics directors, coaches, registrars, FARs, compliance administrators, 
and all eligibility staff — perfect for new members, new hires, or anyone wanting a refresher. To access the courses, 
please follow these steps: 

1. Log in to NAIA Connect. 
2. Navigate to the “The Learning Hub” (found on the main page or under the “Training & Support” tab). 
3. Click the tile labeled “PlayNAIA.” 
4. Select the applicable role (athletics directors, coaches, registrars, or faculty athletics representatives/athletics 

compliance administrators/other eligibility personnel). 
  

Start training today → NAIA Connect → The Learning Hub → PlayNAIA! 

 

Contact Information: 
Department Email Phone 
Eligibility Center Ecinfo@naia.org 816.595.8300 
InCred Incred@naia.org 816.595.8390 
Legislative Services Legislative@naia.org 816.595.8180 

 

Tip: Bookmark or add these resources to 
your browser's Favorites for quick access 
to information! 

https://naia.prestosports.com/legislative/handbook/article-5-section-c
https://interpretations.naia.org/
https://interpretations.naia.org/progress-rule-vs-24-36-hour-rule/
https://play.mynaia.org/media/pzaf3rnz/naia_guide_college_bound_student.pdf
https://play.mynaia.org/media/1311/naia_ec_guide_international_students.pdf
https://play.mynaia.org/media/cainf441/home-school-guide.pdf
https://www.naia.org/legislative/official-policy-handbook
https://play.mynaia.org/media/pyejlqat/fee-waiver-policy-guide.pdf
https://interpretations.naia.org/naia-2025-2026-season-start-dates-practices-scrimmages-exhibitions-and-competitions-by-sport/
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&courseId=a5HUq00000BAWDBMA5&simplemedia=true&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media
https://myemail.constantcontact.com/NAIA-Connect--Updating-Staff---Institutional-Information.html?soid=1101658699681&aid=ztnmU5pvYbE
https://www.naiaconnect.org/s/content-hub?vtui__catalogId=a5AUq0000001DBJMA2,a5AUq0000005U2HMAU&vtui__mediaId=a5HUq000005gS0IMAU
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&courseId=a5HUq00000HjkphMAB&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000HQVEWMA5
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000Hjm8LMAR
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000HjhezMAB
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000BAVQnMAP
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000HjV7cMAF
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000HjdcvMAB
https://www.naiaconnect.org/apex/scormanywhere__SCORM_Player?inline=1&simplemedia=true&autoplay=1&isplaylist=1&parenturl=https%3A%2F%2Fwww.naiaconnect.org%2Fs%2Fcontent-hub%3Fvtui__catalogId%3Da5AUq000000BuDNMA0%2Ca5AUq000000BudBMAS%26vtui__mediaId%3Da5HUq00000HjkphMAB&enablePlayerControl=true&isCreateTranscriptStats=true&launchedFrom=Media&courseId=a5HUq00000BAbrFMAT
https://b6nt44bab.cc.rs6.net/tn.jsp?f=001cn3z9KUhT3vKK2bRqFHop6eAemPp-uEWvThxfcE7Un-uWQ8GrBT8nsFpZfEEzMXTDSxHbHwgPPQM32WdwEV14fVy2_Z7pjG6eISvl7jBXktUdtFtnGxqxDHeU-4td6JpRmQ-2Ho8sWBOu9RJvZ4uiEV6WGbYnJBWZcmImBdmJXGx07R9jja08Eypc5i18QvpMYKVpLpERGUoo6fWBz5hCFGuk0AHioeC&c=SB09_rKrHbpB-_-FCb-WS3cCT1x7DXnU1xNVjfa2jYQ-NI0T3d1Ntg==&ch=XhYjwRNnV3IZgBwxhFDpEdzPf0qXyQBuXc2oqhMG0SQtdosB3mDEYA==
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