
How to Complete Recertification 
Step 1 

Complete the Background Check 

 

Directions can be found on the recertification page: 

http://www.usatriathlon.org/audience/coaching/recertification.aspx 

 

You MUST complete a new background check - NO EXCEPTIONS  
 
If you get a message saying: 
άThe SSN entered has an active background investigation available 
for the account you are registering for.  Another one cannot be 
ŎǊŜŀǘŜŘ ŀǘ ǘƘƛǎ ǘƛƳŜΦά 
you must contact NCSI directly to have the hold lifted on your 
account 
 
Toll Free: (866) 833-7100 
info@ncsisafe.com 

  

 

 

http://www.usatriathlon.org/audience/coaching/recertification.aspx
mailto:info@ncsisafe.com?subject=Website Contact Us General Info Inquiry


How to Complete Recertification 
Step 2 

Complete the Respect in Sport Program 

 

Directions can be found on the recertification page: 

https://usatriathlon.respectgroupinc.com/secure/  

 

Please contact ellis.schieman@usatriathlon.org with any questions 
on this program. 
 
Please note that this program is required and grants 2.5 USAT CEUs. 

  

 

 

https://usatriathlon.respectgroupinc.com/secure/
mailto:ellis.schieman@usatriathlon.org


How to Complete Recertification 
Step 3 

Complete In Person CPR 

 

Å Adult or Youth CPR 

Å Must be In Person (can be online/in person combination, but 
must have in person component) 

Å A CPR card or signed letter from instructor is sufficient as proof. 
A copy is uploaded per Step 13. 

Å CPR must be current at time of recertification submission. 
 

Å Recommended CPR: 

Å American Heart Association 

Å American Red Cross 

Å YMCA 

Other organizations are accepted, but these are  

the most common. Any legitimate organization  

is accepted. 
 

 

  

 

 



How to Complete Recertification 
Step 4 

http://www.usatriathlonuniversity.com/login 

 

/ƭƛŎƪ ƻƴ άbƻǘ wŜƎƛǎǘŜǊŜŘ ¸Ŝǘέ  

 

If you already have an account, you can log in with 
your existing email and password and skip to 

Step 6. 

 

DO NOT CREATE 

MULTIPLE ACCOUNTS 
 

Contact coaching@usatriathlon.org if you 
have any issues.  

http://www.usatriathlonuniversity.com/login
mailto:coaching@usatriathlon.org


Step 5 

Create a login (your email address)  

ŀƴŘ ǇŀǎǎǿƻǊŘ ŀƴŘ ŎƭƛŎƪ ά/ƻƴǘƛƴǳŜέ 

 

**Pick an email you will keep 
indefinitely (yahoo, gmail, etc). 
There is no way to change your 
email without losing all of your old 
information.  

 

How to Complete Recertification 



Step 6 

[ƻƻƪ ǳƴŘŜǊ ǘƘŜ άwŜŎŜǊǘƛŦƛŎŀǘƛƻƴέ ƘŜŀŘƛƴƎ 

toward the bottom of the page. 
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Step 7 

/ƭƛŎƪ ƻƴ ά[ŜǾŜƭ Lέ 

Å If you submit on or before 11:59 PM 
Mountain Time on December 31st, the 
appropriate form has a $95 charge. 

Å Level I Recertification  

 

Å If you submit on or after 12:00 AM Mountain 
Time on January 1st, the appropriate form has 
a $145 charge (includes $50 late fee). 

Å Level I Recertification Late Submission 
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Step 8 

Click to Make Payment 
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Step 9 

Enter your credit card and billing information. 
(Visa, MasterCard, Discover, Diners Club, JCB ) 

/ƭƛŎƪ ά/ƻƴǘƛƴǳŜέ 

/ƭƛŎƪ ά!ǳǘƘƻǊƛȊŜέ 
to return to 
recertification site 
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Print your receipt.  



Step 10 

Return to 
http://www.usatriathlonuniversity.com/login 

to access the recertification form. 

 

You simply click on the same form again as you did 
to pay. You will now have access to it.  
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http://www.usatriathlonuniversity.com/login


Step 11 

Enter Contact Information 
 

Legal First/Last Name: ²Ƙŀǘ ŀǇǇŜŀǊǎ ƻƴ ȅƻǳǊ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜΣ birth certificate, 
passport, etc. NOT A NICKNAME, MIDDLE NAME, ETC.  

Preferred Name on Certificate: Any abbreviation or nickname you prefer on 
the new certificate. 

 Example: Legal Name: Joseph Smith 

     Preferred Name on Certificate: Joe Smith 

Mailing Address: Where the certificate should be mailed. 

State:  Please use two-letter abbreviation (CO, NJ, TX, etc.) 

Email: Preferred email for coaching education to contact you if necessary. 

Phone: Preferred phone for CE to contact you if necessary (no dashes). 

USAT Member Number and Expiration: Required of all coaches to be current. 

Background Check Applicant ID Number: All recertification applicants must 
complete a new background check.  

 **If you receive a message when you try to complete a new check that 
you have an active background investigation, you must contact NCSI 
directly to have the hold lifted on your account. 
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Step 12 

Enter CEU Information 
 

Any and all CEUs not earned through usatriathlonuniversity.com that 
are being claimed for credit must be documented in this section. 
This includes USAT and non-USAT CEUs.  

Any exams completed through usatriathlonuniversity.com do not have 
to be reported (USAT webinar, newsletter, DVD and book 
exams) 

/ƭƛŎƪ ƻƴ ά!ŘŘ !ƴƻǘƘŜǊέ ǘƻ ǊŜǇƻǊǘ ŀŘŘƛǘƛƻƴŀƭ /9¦ǎΦ 
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CEU Completion Date: Date(s) of CEU Course 

USAT CEUs: ά¸Ŝǎέ ŦƻǊ ¦{!¢ /9¦ǎ ŀƴŘ άbƻέ ŦƻǊ bƻƴ-USAT CEUs 

CEU Title: Title of Course, Conference, Clinic, Program, etc. 

Hours of Course: Total Number of Hours for Educational Components (no CEU credit given for breaks, meals, etc. if applicable) 

Number of CEUs Earned:  USAT CEU values can be found on the USAT CEU page: http://www.usatriathlon.org/audience/coaching/education/ceus.aspx  
or http://www.usatriathlon.org/audience/coaching/recertification/usat-ceu-opportunities.aspx  

Credit for non-USAT courses are awarded 1 non-USAT CEU per contact hour with a maximum of 5 non-USAT CEUs per course (unless otherwise specified 
on the recertification  page http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx). For example: 
1 Hour Non-USAT Course = 1 Non-USAT CEU 
2 Hour Non-USAT Course = 2 Non-USAT CEUs 
3 Hour Non-USAT Course = 3 Non-USAT CEUs 
4 Hour Non-USAT Course = 4 Non-USAT CEUs 
5 Hour (or longer) Non-USAT Course = 5 Non-USAT CEUs 
 

 

 

http://www.usatriathlon.org/audience/coaching/education/ceus.aspx
http://www.usatriathlon.org/audience/coaching/recertification/usat-ceu-opportunities.aspx
http://www.usatriathlon.org/audience/coaching/recertification/usat-ceu-opportunities.aspx
http://www.usatriathlon.org/audience/coaching/recertification/usat-ceu-opportunities.aspx
http://www.usatriathlon.org/audience/coaching/recertification/usat-ceu-opportunities.aspx
http://www.usatriathlon.org/audience/coaching/recertification/usat-ceu-opportunities.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx
http://www.usatriathlon.org/audience/coaching/recertification/non-usat-ceu-opportunites.aspx


Step 13 

Upload Documentation 
 

Documentation for any and all CEUs not earned through 
usatriathlonuniversity.com that are being claimed for 
credit must be uploaded in this section. This includes USAT 
and non-USAT CEUs.  

Any exams completed through usatriathlonuniversity.com do not 
require supporting documentation to be uploaded. 

 

Please Note: 

Å You must provide a copy of a certificate of 
completion, registration confirmation, or 
certification/license. Handouts, slides, notes 
taken from a class, etc. will NOT be accepted as 
supporting documentation and CEU credit will 
NOT be awarded. 

Å The ethics code agreement must have an actual 
signature on it. It CANNOT be typed. 
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5 USAT CEUs: Documentation needed for any course not taken through 
online testing site. Five (5) USAT CEUs are required for all coaches.  

Remaining CEUs: Level I coaches have 10 remaining CEUs. These can be 
USAT or non-USAT CEUs. Documentation must be provided for ALL 
courses submitted (unless taken through usatriathlonuniversity.com)  
in order to receive credit. 

Service to the Sport: Please write a brief summary of your activities.  

Signed Ethics Code Agreement: This can be found on the recertification 
page and signed. 

CPR: Must be current 

Respect in Sport: Upload copy of completion certificate 

 
 

 

 



Where to Find the Ethics Code Agreement 
http://www.usatriathlon.org/audience/coaching/recertification.aspx  

The ethics code agreement is located at the top of the recertification webpage. 

 

The ethics code agreement must have an actual 
signature on it. It CANNOT be typed. 
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http://www.usatriathlon.org/audience/coaching/recertification.aspx


Please Note: 

ÅFiles are not 
uploaded until you 
see the files listed 
ǳƴŘŜǊ ǘƘŜ ά.ǊƻǿǎŜέ 
button.  
 

Some people find it easier to take 

pictures of their documentation and 

upload that instead of scanning. That is 

perfectly fine. 
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Step 14 

Submit Recertification 

 

It is recommended that you print  

a copy of your completed  

recertification form and keep a  

copy of your materials until you  

receive your revised coaching  

certificate. 
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Please note: 
ÅIf you save the form, you can access it in the same location at the bottom of the usatriathlonuniversity.com 
homepage. 
ÅOnce you submit, you CANNOT edit your recertification information.    



Step 15 

You receive a message stating that your 
recertification has been submitted to USAT 

and is pending approval. 

 

Please note: 

Å YOU HAVE NOT SUBMITTED YOUR 
RECERTIFICATION UNLESS YOU RECEIVE 
THIS MESSAGE. 

Å You are only contacted by USAT if there is 
an issue with your recertification. 

Å It is recommended that you keep a copy of 
your materials until you receive your 
revised coaching certificate. 
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Step 16 

You receive an email stating that your 
recertification has been submitted and is 

pending approval. 

 

Please note: 

Å YOU HAVE NOT SUBMITTED YOUR 
RECERTIFICATION UNLESS YOU RECEIVE 
THIS EMAIL. 

Å You are only contacted by USAT if there is 
an issue with your recertification. 

Å It is recommended that you keep a copy of 
your materials until you receive your 
revised coaching certificate. 
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