LISFA is excited to be using an online nomination system once again this year. Below you will find directions which should serve to help “demystify” this process.
Step 1. Type www.lisfareg.com into your web browser’s address bar. 

For teachers who registered on this system in the 2009-10 school year, skip to Step 3.
Step 2. For all New Teachers and New Members ONLY, click on “Register” and follow the instructions for creating a username, password, and LISFA member profile.  BE SURE TO INCLUDE YOUR COUNTY AND YOUR DISTRICT, as you will be directed to indicate what buildings you teach at on the next page.  For those teachers in multiple buildings, DO NOT MAKE MULTIPLE ACCOUNTS FOR EACH BUILDING—ONLY ONE USERNAME IS NECESSARY PER TEACHER.
Step 3.  Click on “Member Login.”  Use the LISFA username and password you created.
Step 4.  You should now see your LISFA profile.  Take a moment to update your profile, then click on “Update Profile.”

Step 5.  Click on “Buildings.”  Please make sure to double check and update which buildings you currently teach at, especially if your assignment has changed for the 2010-11 school year.

Step 6.  Click on the “Nominate” tab on the top of the page.  This will take you to the “Nominate Students” page.

Step 7.  Begin entering student nomination information!  Using drop down menus, provide information about each student by entering the appropriate festival and building.  Add name, NYSSMA score, student rank FOR ALL STUDENTS IN THAT FESTIVAL CATEGORY, instrument and comments.  Click “Nominate Student” when done.  Repeat this process for each student!
**Many members experienced difficulty properly nominating students within the proper building or festival on this system last year.  Please make sure you carefully monitor these two items during the “Nominate Students” step—especially when nominating students in different grade levels/different festivals—it will save you and the Festival Vice Presidents much time later on in the process!  Refer to the “Criteria for Selection” to better understand which festival your students belong in. **

**Please be sure to double check spelling of students names. Students names will be printed in the program exactly as they are entered into the database!**

Step 8.   Click printer icon next to “Nominated Students” to display all of your final recommendation lists in “print ready” format.  You also must “Click for Student Nomination Forms” next to the printer icon in order to print out nomination agreements for each student recommended.
Step 9.  Send the following to the appropriate LISFA Vice President (printed at the bottom of the final recommendation list):
*Student Nomination Forms (to be signed by student and parent)
*Student NYSSMA sheets if applicable
*Final List (printed from website) of nominated students 
APPLICATIONS WILL BE CONSIDERED INCOMPLETE IF ANY OF THE ABOVE ITEMS ARE MISSING!

OTHER IMPORTANT INFORMATION

Representation

Students will be accepted from LISFA members ONLY.  (You can find a LISFA membership form in this Newsletter) Every teacher who is a member of LISFA will have representation in a LISFA organization, but not necessarily his/her first choice student.  Teachers are advised to recommend more than one student and represent a variety of instruments.
You may submit ONE application per LISFA orchestra within the grade levels you teach.  Members in multiple buildings may submit one application per LISFA orchestra for each building, but they may not necessarily be represented in each building.  As well, members who do not have a performing organization and teach in various buildings will have representation, but not necessarily in each building.
Be sure to correctly nominate students for the orchestra they belong.  This applies to both Nassau and Suffolk Counties:
Elementary Orchestra:  5TH GRADE ONLY

Middle School Orchestra:  6TH AND 7TH GRADE ONLY

Junior High Orchestra:  8TH AND 9TH GRADE ONLY

Senior High Orchestra:  10TH, 11TH, AND 12TH GRADE ONLY
There are NO substitutions and NO refunds, so please be sure BEFORE you nominate students that they will be able to participate should they be selected!
Deadlines

Nassau Secondary Festival ONLY (Junior High and Senior High Orchestras):  September 17, 2010

Nassau Elementary Festival (Elementary and Middle School Orchestras):  October 15, 2010

ALL Suffolk Festivals (Elementary AND Secondary):  October 15, 2010
The online system will not allow you to nominate students after the deadline; if they are not registered by that date they will not be considered for selection.  NO EXCEPTIONS!

All supporting NYSSMA forms, Student Nomination Forms and final recommendation sheets must be postmarked by the registration deadline.
Nassau Secondary 


Kathy Cahalan  23 Dawes Avenue, Amityville, NY  11701

Nassau Elementary


Jackie Martin   18 Baylis Pl, Syosset, NY  11791
Suffolk Secondary and Elementary 


Lynnette O’Hanlon  85 Groveland Park Blvd, Sound Beach, NY  11789
