                               






 

(Semenoff)
[image: image2.jpg]


 

 
This handbook is to be used as a guide only. The information in the handbook is not to be used, by BCSS member schools, as a job description.  The duties and responsibilities listed are an accumulation of ideas submitted by BCSS Athletic Directors.
Not all the information included in the handbook must be implemented. The final choice is yours!

This handbook is dedicated to all those who promote participation, excellence, fair- play and provide programs to high school students. Thank-you to those who have provided information for the handbook.
If you have any comments or items you wish to have included in the handbook, please email to Rjsemenoff@shaw.ca

Table of Contents:
 Topic:                                                                             



Page:

Athletic Director Duties  

   3-5
A.D Timeline

      6
Coaches Information Package

   6-9
Volunteer Coach Form

     10 
Tournament Package

     11
Trophy Order Form 

     12
School Athletic Policy 

     12
Athletic Probation Form

     13
Tournament Organization

     14
Practice Schedules (Weekly & Monthly)

     15
Volunteer Hrs

     15
Student-Athlete Academic Evaluation 

     16
Year End Team Results Form

     16
Season End Evaluation Form

     16
Athletic Academic Travel Report Form

     17
Tournament Draws and Confirmations 

17-22
Travel Itinerary

     23
Inventory

     24
Thank-you Letter

     24
Basketball and Volleyball Work Schedules

24-25
Team Goals Questionnaire

     26
Pep Rallies

     27
Team List

     28
Athletic Quote

     28
Athlete of The Month Award

     29
Volunteer Of The Month

     29
Athletic Awards

30-31

Player Coach Award Request

     32
Concession Instructions

     33
Athletic Banquet Agenda

34-35
Department Growth Plans

     36
Fund Raisers

     37
ATHLETIC DIRECTOR DUTIES
This guide is designed to help Athletic Directors with their responsibilities and duties.
1. Register your school with BCSS. You should receive a BCSS registration package early September. You are not eligible to compete in BCSS championships unless you are a member school.
2. Register all players and teams with BCSS. Players and teams are not eligible to compete until they are registered. Refer to EXNET On-line registration. Refer to BCSS constitution for deadline dates. There are fines associated with these procedures.
3. Appeal any new Grade 10 students who arrive after September 1st. Follow BCSS procedure. Grade 8 and 9 students may transfer without appeal. If you believe that a player at your school may be ineligible, call BCSS before he/she plays any games.
4.   Report any coach/player misconduct or coach/player game ejections to Zone President.
· zone league play = zone president
· valley league or playoffs = OVSAA president
5.
Adhere to Zone and BCSS member approved by-laws/competitive rules and regulations. If you have any questions, please contact the Zone president or BCSS Executive Director before you act. 
6.
Attend or send a designate to the BCSS AGM. If you cannot attend, you can complete a proxy. The proxy can be brought to the AGM by someone from your zone.
7.
Register teams for zone play. Each zone may have different registration procedures. Contact your zone president for more information.
8.
Make sure you have a copy of your Zone and BCSS constitutions.
9.
Create a calendar of notable dates and important BCSS dates.
General checklist:
· Keys to PE office for officials if needed to change / Officials change room with shower.
· Volunteer coach keys if permitted
· Book buses or vans as required (Field Trip forms – See District Policy)
· Athletic budget account
· Team lists with player phone numbers (submit to A.D)
· Uniform record sheet
· Coaches Code of Conduct form
· Review Athletic policy and Fees (Post on website- Photocopy Consent and Medical Forms only)
· Label athletic equipment separate from P.E equipment
· Whistles
· Scholarships and Bursaries
· Ensure driver have proper insurance
· Coordinate gym practice schedules, games and tournaments
· Attend all important meetings
· Organize team sponsors for volunteer coaches
· Ensure gym is set-up for games and tournaments
· Pay scorekeepers and officials
· Athletic video recorder
· Create a timeline of duties for year (Sept-June) 
· Sell tickets for games or provincial tournaments
· Provide teachers with teams rosters
· Provide teachers and administration with game schedules
· Coaches clinics and camps
· Line the fields
· Uniform deposit
· Athletic dress code
· Player district insurance
· Locker room
· Trophy display case
· Wall of fame (University Players)
· Coordinate travel and overnight accommodations for teams
· Keep track of athletic points for year end block awards
· Have coaches submit team awards after season
· Leadership classes involved in training of officials and scorekeepers
· Order trophies, awards, MVP shirts for tournaments (June for next year)
· Contact school sponsors for tournament awards, etc…
· Order score sheets
· Have coaches create “Letter to Parents” (Review before publishing)
· Attend coach/student athlete/parent/guardian preseason meetings or provide outline
· Inventory Forms (Equipment, Uniforms and First Aid Supplies)
· Notify staff of teams leaving during school time
· Create a homework form for missed work during school absence. Students cannot leave unless form is signed by all teachers.
· Coaches meeting before the season and social at end of year
· Attend a practice or game (Monitor volunteer coaches)
· Develop a school philosophy
· Coaches Handbook
· Create an athletic bulletin board
· Quote of the month on athletic bulletin board
· Player of the month on athletic bulletin board
· Team of the month on athletic bulletin board
· Coaches Gifts (jackets, etc)
· Receipt Book
· Individual team lunches or tail gate party before/after games
· Staff breakfast or snacks during the year.
· Sport theme for the year
· Tournaments canteens
· Organize officials for year. Find contact person
· Create a contact list for important people associated with athletics
· Deal with school athletic situations (find out school protocol)
· Fund Raising
· School sport camps during the weekend or summer
· Collect and post newspaper articles
· Keep team results on file
· Intramurals coordinated with seasons
· Criminal record checks
· Year end athletic awards, special awards, etc…
· Year end banquet
· Gym use policy after schools and weekends
· Post Player Athlete and Spectator Code of conduct on Gym door
· Create tournament draw boards for tournaments. Laminate (see graphics teacher)
· Athletic photographer (Year end slide show at banquet)
· Athletic player profiles with picture. Post on athletic bulletin board
· Order first aid supplies. Have enough medical kits for each team. Stock medical kits.
· Mascot (school spirit)
· Contact your PAC with funding request
· Create a fax form for the Athletic Dept.
· Tournament package: Fees, draw, hotels, restaurants, freebies, etc.
· Phone list with email addresses (players, coaches, physicians, hotels, pizza, etc..)
· Flowers for secretary
· School officials training
· Athlete promotion
· Practice schedule over holidays
· Teacher/Student games
· Growth plans for department
· Reference letters
· Attend PAC meetings for funding
· Keep thank-you cards handy. Send to coaches with small gift. Have a coach’s social. Gifts to administration
· Order school athletic clothing
· Order game balls
· Create a school coaching package for coach responsibilities and duties
· Coaches room with snacks (tournaments)
· Collect athletic fees (Do not let coaches hold money)
· Create homework form for players who miss school
· Press release forms with phone, fax numbers and email addresses
· City Council for Provincial travel funding
· BCSS for rural Provincial travel  funding
· Athletic team evaluation forms
· Athletic newsletter/Press person
· Volunteer record sheet/award
· Alumni games/Booster Club
· Pep rallies
· Volunteer of the month
· Accident forms
· Collect cans from tournament (fundraising)
· Always follow up with a phone call!! Never trust email or fax!!!
Athletic Director Timeline

You could create a calendar of the items you need to accomplish from September to June. After the first year you will have a record of all the items you need to accomplish on a monthly basis.
	Month:
	Duty:
	Checklist:

	September
	OVSAA and BC School Sport Fees and Registration
Practice Schedule one month plus games.  
	 


COACHES INFORMATION PACKAGE
Welcome coaches! 
If you are reading this you, have decided to become part of __________________________coaching history. 









(school)

Your Pursuit of Excellence in Coaching is greatly appreciated.
· I cannot thank-you more for your time and commitment to the ______________________ Program.
· All coaches are required to have a criminal record check. See the Athletic Director for details. You will not have to pay for the record check. Keep the bill and submit to the Athletic Director. If you have already had one, please tell the Athletic Director.
· All coaches are required to read and sign the Coaches Code of Conduct Form. The Athletic Director will provide this form.
· A Copy of the Policies for Van or Bus drivers will be attached to this form. Please make sure you review this document.
· The Athletic Director will distribute all uniforms. Please wash in cold water. Air dry if possible.
· If required teams will be asked to provide a team photo. You do not have to worry about this. The Athletic Director will take care of this.
· The practice schedule is posted outside the P.E office. If you have requests for practice times see or call the Volleyball coordinator. The Basketball season will be coordinated by ________________. There will also be a copy of the league schedule posted. ______________ is also the Athletic Director. If you have any questions about the Athletic program please call _______________.
· If you need to take Athletic equipment out of the school please make sure you return the equipment to the school the next day. Remember there are teams practicing every day. 
· If we are hosting most teams will bring their own balls. If they require balls make sure the balls are returned at the end of the tournament or game.
· If any athletic equipment is damaged or in need of repair make sure you tell the Sponsor or Athletic Director as soon as possible.
· Do not give out any equipment to a visiting team if the Coach or Sponsor is not present.
· If possible, collect all uniforms at the end of the season. I will wash them and record.
· If a student athlete loses a uniform or part of a uniform please tell the Athletic Director as soon as possible.
· If a student athlete has an accident during, before, or after a game or practice, please notify the Athletic Director at the most convenient time. If serious or suspicious the parent(s) or guardian should be contacted immediately.
· If a student athlete, coach, or a member of the coaching staff is ejected from a game, you must notify the Athletic Director immediately. A report will have to be filed and put on record, within 48 hours of the incident. Usually players or coaching staff will be suspended for one game for game ejections. Improper behavior after a game ejection could result in more than one game suspension.
· A student athlete can be put on probation if Academic Performance is not satisfactory. Please make sure your student athletes keep up with their studies. This means the student athlete will not be able to practice or play until Academic performance improves.
· If you have any concerns about a particular player and their behavior or attitude, during trips, tournaments, meetings, games or practices, please talk to the Athletic Director immediately. The Athletic Director and Administration will review this situation. 
· If you would like to practice on the weekends, mornings, holidays or practice any other time not on the schedule please see the Sport Coordinator for you season. Look at # 6 for coordinators name.
· Players are asked to dress-up on game days. They can wear their uniforms. Students who do not dress up or wear their uniform can be suspended from play by the coach or Athletic Director.
· If you would like to play any exhibition games, home or away, please contact the Athletic Director before you arrange games.
· If you hear about a tournament please do not commit until the Athletic Director has been notified.
· It is a good idea, if you know in advance, if you need a van or bus to book ahead of time. If you are a volunteer coach the Sponsor will take care of the bookings. The keys for the buses and vans are kept at the office, under the counter. Please make sure to return keys immediately to the office after the trip.
· Coaches are not permitted to use the photocopy machines. If you need something printed see the sponsor or Athletic Director.
· As a coach you must supervise your players at all times. If you are not present a sponsor must be present. This person must have administrative approval.
· The Athletic Director will take care of field bookings, tournament bookings, league schedules, and game officials.
· It is a good idea that each student athlete has his or her own water bottle. Please encourage student athletes not to share bottles for health reasons.
· If a student athlete needs to be taped before a game medical the Athletic Director will provide kits. All coaches must carry a medical kit for away games. Please do not leave these behind. If you do, please tell the Athletic Director as soon as possible. This goes the same for any athletic equipment left at another school by mistake.
· It is a good idea to send a letter home to the parent(s) or guardian explaining your coaching philosophy, team rules, league schedule, and plans for the year, etc… If you need help with this feel free to call the Athletic Director. You could also have a meeting at the school. See the Athletic director for a room. 
· If out of town coaches’ call you about rooms tell them we endorse the ___________________ The Athletic Director will usually send out this information in advance.
· Coaches are not allowed to hold monies, unless they have the approval of the Athletic Director and Administration.
· Coaches will be asked to set up game equipment before practices and games. The team (home) who practices or plays last will be asked to put equipment away after a practice or game. The Sponsor or Athletic Coordinator will assist with this duty.
· At the end of the season the coach can organize a team get together. If you need suggestions call the Athletic Director.
· During the course of the year it is a good idea to have players bond. If you need any ideas call the Athletic Director.
· At the end of the year you will be asked to choose or have your players choose team awards. These will be presented at the end of the season at the Athletic Awards Banquet. You are invited to attend. Because of the duration of the banquet please keep speeches or presentations to a minimum. If you have any questions call the Athletic Director. You will not have to provide the award.
· If at any time you need information about goal setting, practice planning, conditioning, weight training, nutrition, motivation, team bonding, mental skill (visualization/cues/positive thinking, etc…), skill training, stretching, and feel free to contact the Athletic Director for ideas.
· Coaches should carry the medical number (CARE CARD) for all student athletes for all out of school games, tournaments or exhibition games. 
Volunteer Coaches Duties:
· Coordinate practices.
· Collect uniforms at the end of the year.
· Supervise student athletes.
· Supervise equipment during practices or games.
· Suggest tournaments or exhibition games to athletic Director.
· Medical kit for away games.
· Balls for away games.
· Maintain control of team during practices, games, exhibition games and tournaments.
· Be at practices and games on time.
· Sign the Coach’s Code of Conduct.
· Complete the Criminal Record Check.
· Choose team players based skill, attitude, leadership, effort and commitment. Coaches may want to extend this list. The Gr. 8 Policy is no cut. Teams can be limited to 15. Gr. 8 players can only be removed from a team for discipline or attendance reasons. Before this decision is made please consult the Athletic Director. Cuts can be made in JR. and SR.
· Be aware of the DRUG and Alcohol Policy as it pertains to Volunteer Coaches.
School Appointed Coach:
· Coordinate practices.
· Collect uniforms at the end of the season.
· Collect monies and uniform deposit cheque.
· Copy game schedules for student athletes.
· Medical kit for away games.
· Report all accidents and game ejections of student athletes, coaches or assistant coaches to the Athletic Director.
· Supervise the use of school equipment at home and away.
· Notify players of practices, games and tournaments.
· Maintain control of team during practices, games, exhibition games and tournaments.
· Choose players based on skill, effort, attitude, leadership and commitment. The coach may wish to extend this list. Gr.8 teams have a no-cut policy. Teams may be limited to 15. The only way a Gr. 8 can be cut is for discipline or attendance reasons. Cuts can be made in JR. and SR.
· Set-up equipment before practices and games and put equipment away after practices and games.
· Supervise the use of school equipment.
· Be aware of the Drug and Alcohol Policy as it pertains to Teachers.
Sponsor Teacher:
· Collect team monies.
· Book tournament accommodations.
· Arrange transport for tournaments or away games. See van and bus chart in the staff room. Make sure to return keys to office after use of bus or van. Make sure to fill in the travel book at the office.
· Report all accidents or game ejections of players, coach or coaching staff to the Athletic Director immediately.
· Check the practice schedule and coordinate with Volunteer Coach.
· Be present at all home games, away games, exhibition games, and tournaments. The sponsor teacher must be in the building during practices. They must be in the gym during home games.
· Help the coach collect Athletic Fee and Uniform Deposit.
· Help the coach collect uniforms at the end of the season.
· Report game results to the media. See the Athletic Director for details.
· Help the coach set up for home games. 
· Help the coach put equipment away.
· Open the equipment room for the coach and the referee’s room.
· Photocopy materials for coach.
· Check to make sure all doors are locked after the game and lights are out. 
· Collect and report all games results (only home games) to the Athletic Coordinator.
· Be aware of the Drug and Alcohol Policy as it pertains to Sponsors (Teachers)
Athletic Coordinator or Director:
· Schedule practices.
· Distribute league schedules and tournament schedules.
· Create tournament schedules.
· Coordinate scorekeepers, timekeepers and linesmen for all games, exhibition games and tournaments.
· Help coordinate transport of teams to out of town games and tournaments.
· Report results to media.
· Distribute equipment and collect equipment for away games.
· Collect Athletic fees and uniform deposits.
· Collect student athlete contracts.
· Coordinate coaches for season.
· Collect and report all game (only home games) results to the Zone Commissioners.
· Book all home and away tournaments.
· Check medical kits.
· Take care of player registration.
· Appeal new players.
· Supply uniform sign-out sheet to coaches.
· Collect Athletic fees and uniform deposit from Athletic Coordinator.
· Collect student athlete contracts from Athletic Coordinator.
· Coordinate in school camps.
· Approve of all volunteer coaches, school coaches, assistant coaches and managers.
· Take care of awards banquet.
· Make sure coaches have completed a Criminal Record Check and signed the Coach’s Code of Conduct.

VOLUNTEER COACH FORM

Volunteer Coach Information

 You can create a form to keep track of all your coaching staff
	Coach:
	Sponsor:
	Sport:
	Address/Email
	Phone:
	Coach Code Signed
	Player Code & Medical signed and collected
	Fees Pd
	Uniform Deposit
	Criminal Check

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Tournament Package
Dear Coach or Athletic Director:
This is an email/fax of confirmation into the _________________________________    Tournament.
Date: ____________________


Time of first game: ____________________
Teams in Tournament:
_______________________
_____________________
_______________________

_______________________
_____________________
_______________________

_______________________
_____________________
_______________________

_______________________
_____________________
_______________________

1. 
Entry Fee requested _________. To be paid on arrival. Please make cheques payable to ______________. Athletic Department. Unfortunately, we do not reciprocate tournament fees. Please give cheque to the Tournament Director.

2. 
Accommodations list is attached.
3. 
A concession will be made available. See attachment. If possible, a coaches/officials room will be available.
4. 
Classrooms will be made available upon request for storage.
5. 
Tournament Awards: ____________________________________
6. 
The tournament draw is attached. Tournament rules may be listed on this form.  If not, league rules will usually apply. 
7. 
There will be a Tournament Director to meet you upon arrival. If you have any questions feel free to ask.
8. 
There is a pay phone near the gym. In the case of an emergency see the Tournament Director or use the pay phone.
ACCOMMODATIONS LIST:

1.________________________



2.__________________________

3.________________________



4.__________________________

Thank-you for participating in our tournament. We are looking forward to hosting. If you have any questions contact __________________ at _____________________. 
Trophy Order Form 
Order all trophies and awards in June. Ask for them to be ready for September. 
	Sport:
	Trophies:
	Plaques:
	MVP Awards:
	Medals: Team All-Star:
	 Other(s)

	
	 
	 
	 
	
	

	
	 
	 
	 
	
	

	
	 
	 
	 
	
	

	
	 
	 
	 
	
	

	
	 
	 
	 
	
	

	
	 
	 
	 
	
	

	
	 
	 
	 
	
	


School Athletic Policy
There are a variety of school policies that can be found online. Check school websites. For Example:  South Kamloops Secondary.
Some schools will post the Athletic Policy on the school website and not give copies to student athletes. This is a waste of paper! They will tell student athletes and parents to review the website if they have any questions. What they will do is have students sign a consent form and a medical form. This can be accomplished on one sheets of paper. Check with your school or district for clarification.
ATHLETIC PROBATION FORM

	Medical and Confirmation Section


Medical Section:
Family Doctor: _________________________________
Doctor’s Phone Number: _________________________
Care Card #: ___________________________________
Medical Information (allergies, previous injuries, etc.): Please be specific.
____________________________________________________________________________________

____________________________________________________________________________________


Confirmation Section:

Please return this sheet, completed, to your coach. He/she will pass it on to the Athletic Director.

  
By signing below, I, as a student-athlete at __________________________ (school), agree to abide by the policies and standards set forth by   _____________________.
 
By signing below, I as a parent/guardian of a student/athlete at ___________________, (school) acknowledge the policies and standards set forth by ________________.

I understand that the information contained within this document will be used only for purposes of the _______________________ (school) Athletic Department.

Print name of student: _______________________ Signature of student: _______________________
Print name of parent/guardian: ________________________ Signature of Parent: ________________

Date: _______________________
TOURNAMENT ORGANIZATION

Tournament Checklist:  This is a to-do- list for tournaments. Pick and choose what you want.

	1. SET UP BENCHES, NETS, POSTS, FLAGS, SCORE TABLE, CHAIRS, REFEREE STANDS
	2. PUT THE DRAW ON THE BOARD/WALL             

	3. SCORESHEETS AND SUB SHEETS                          
	4. CASHIER BOX                                                             

	5. TROPHIES OR PRIZES                                               
	6. POSTERS                                                                       

	7. RUBBER BANDS FOR WRISTS                                  
	8. GAME BALLS/WARM-UP BALLS                            

	9. GARBAGE BUCKETS                                                   
	10. COFFEE ROOM: SUGAR, COFFEE, DONUTS, CREAM, STICKS, SPOONS, and COFFEE MAKER, FILTER

	11. MARK THE CHANGING ROOMS                            
	12. PENS AND PENCILS                                                  

	13. DIRECTIONAL SIGNS                                               
	14. COURT NUMBERS ON THE WALLS                      

	15. ORANGES IF AVAILABLE                                       
	16. REFEREES ROOM (JUICE, FRUIT)                          

	17. REFEREE/SCOREKEEPER SCHEDULE                  
	18. NAMES ON THE DRESSING ROOMS                     

	19. LUNCH                                                                         
	20. PROGRAM                                                                   

	21. THANKS TO VOLUNTEERS / TEAMS                    
	22. PRE TOURNAMENT FORM/INVITATIONS          

	23. PRESS RELEASE                                                        
	24. CONCESSION                                                             

	25. ICE                                                                                
	26. BALL RACK (BRING OWN BALLS)                       

	27. TOWELS AND BROOMS
	18. WATER BOTTLES FOR REFS/JUICE

	29. MAT WHERE CHAIRS ARE SITUATED
	30. NAMES ON THE SCORE CLOCK

	5.1 SCORE TABLE:  SCORESHEETS
- PENS (EXTRA)
- PADDLES
- 30 SECOND CLOCK
- SCORE CLOCK
- PUT PAPER AROUND TABLE-INDICATE DUTIES GAME DIRECTOR
	32. PASSES (PLAYER AWARD TOURNAMENT)


	33. POST SCORESHEETS ON WALL IN HALL
	34. MAKE SURE ADMISSION TABLE HAS FLOAT/STAMP/POSTER.

	35. CHECK ALL EQUIPMENT
	36. CONTESTS- FREE THROW (skill competitions)

	37. MUSIC
	38. FIRST AID

	39. WALL MATS
	40. HAVE STUDENTS MAKE GOODIES FOR COACHES ROOM

	41. MAP OF CITY
	42. ADMISSION PLUS PROGRAM ($1.50/$2/$5) PUT POSTERS ON ALL ENTRANCES

	43. CLEAN WALLS, BACKBOARDS
	44. ORANGES

	45. WATER JUGS AT THE END OF BENCHES
	46. ANTHEM

	47. INTRODUCE STARTING LINE-UP
	48. DUTIES LIST

	49. TOURNAMENT DRAWS IN TEACHERS BOX. GIVE TO LEE IF TEAM IS LEAVING.
	50. PREP RALLIES

	51. HOME/AWAY POSTERS
	52. Out of Order on pop machine

	53. Keys for Canteen ladies
	54. MAKE SURE PAY PHONE WORKS

	55. BALL RACK (BRING OWN BALLS)                       
	56. CERTIFIED FOR AWARDS

	57. WELCOME PACKAGE (COUPONS)
	58. STAMP FOR ADMISSION

	59. PUT PROGRAM ON SCORE TABLE
	60. HOSTESSES

	61. VIDEO MACHINE
	62. INVITE/REPLY                                                                 

	63. SEND OUT THANK-YOU           
	64. COACHES SOCIAL

	65. AWARDS CEREMONY
	66. CONTESTS

	67. MICROPHONE IF NEEDED
	68. SWEEP FLOOR

	69. MEDICAL BOX
	70. WATER BOTTLES

	71. HOME / AWAY UNIFORMS
	72. SPARE PINNIES

	73. BALL PUMP
	74. LINESMEN

	75. VOLUNTEER SCHEDULE-POST ALL
	76. MUSIC

	77. GAME DIRECTORS
	78. ALL-STAR COMMITTEE


Practise Schedules (Weekly & Monthly)
Some Athletic directors will make a separate practise schedule and game schedule. Some will put all the information on one sheet, if you have the room. Some student- athletes have jobs or other activities and need to know their practise schedules months ahead. You may want to consider making monthly instead of weekly schedules.
Weekly:
	Times:
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


 Monthly:

	Monday         
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	
	
	
	
	
	
	


Volunteer Hours

If you are giving any type of volunteer awards it may be a good idea to keep track of volunteer hours. You can use a spread sheet to keep track.

	Name:
	Soccer
	Volley
	Basket
	Track
	Rugby
	Golf
	Others



	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Student-Athlete Academic Evaluation   
If you would like to keep tabs on student-athlete academics, here is a form for you.                  
THIS FORM IS POSTED IN THE STAFF ROOM 

AND PUT IN THE 
TEACHERS HANDBOOOK

Name of Student: _____________________________________________
Date: ___________________________
Teacher: _____________________________________________________
The purpose of this document is to inform an athlete of their academic performance during a sport season. Student Athletes are expected to keep up/pass class assignments and tests. Student athletes who do not keep up/pass class assignments will have their sport season participation reviewed by the Athletic Director and Administration.
Description of Academic Performance: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________

____________________________________________________________________________________

Please submit this form to ____________________________. (Athletic Director)
Year End Team Results form
It may be a good idea to keep track of team results to mention at the year end banquet

	Team:
	 Zone:
	Provincials:
	Tournaments:
	Other:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Season end Evaluation Form
This is just one example of a student athlete evaluation form.

1.
Did you attend a volleyball camp last summer?   


Yes   ⁪

 No   ⁭
2.
Did you play intramural volleyball this year? 


Yes   ⁪

 No   ⁭
3.
Did you play club volleyball last year?  



Yes   ⁪

 No   ⁭

4.
Did you do anything over the summer or during the season, outside of games and practises to be a better player, other than what is mentioned above?   

If you answer yes, please explain what you did?


Yes   ⁪

 No   ⁭


_________________________________________________________________________________


_________________________________________________________________________________

5. What did you like about the ______________________________________ season?

6. What did you dislike about the ____________________________________ season?

7. What did you like about the ______________________________________ practises?

8. What did you dislike about the ____________________________________ practises?

9. How would I rate my skill level at the beginning of the season?  (Circle one)

Needs work      Average      Good        Excellent
10. How would you rate your skill level at the end of the season? (Circle one)

Not so good     Average       Good        Excellent
11. What could the coach have done to make me a better player? Explain.

12. Any other comments. _____________________________________________________________________
Athletic Academic Travel Report Form

All Athletes are expected to fill in this form for extended trips or at the request of a teacher or administration. Students will not be permitted to travel unless this form is completed and signed by each subject teacher. Forms will be collected by the coach or Athletic Director.

Student Name: ____________________________________
	Date of Departure:
	Date of Return:

	Team Sport:
	
	

	Teacher Signature:
	Block:
	Course:
	Homework:
	Comments:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


TOURNAMENT & DRAWS CONFIRMATIONS

Tournament Commitment Form:
This is an example of a form you can send out to verify teams in your tournaments. 

During the ______ (year) ____ high school sport season _____________________ (school) participated in these tournaments:
· Gr. 8 Boys Volleyball

· Gr. 8 Girls Volleyball

· Jr. Girls Volleyball

· Sr. Girls Volleyball

· Sr. Boys Volleyball

· Gr. 8 Boys Basketball

· Gr. 8 Girls Basketball

· Jr. Boys Basketball

· Jr. Girls Basketball

· Sr. Boys basketball

· Sr. Girls Basketball

Below are the _________ (year) _________ dates of our Volleyball and Basketball Tournaments. Please check the tournaments your team(s) is/are interested in attending and email/ fax response to __________________. If you would like to be put on a waiting list for a tournament, feel free to check the appropriate box.  If an opening occurs you will be contacted. Please have all emails/faxes sent by (date) ____________________.
· September 23-24         Sr. Girls Volleyball

· Oct 30/September 1    Sr. Boys Volleyball

· Oct 7-8                        Jr. Girls Volleyball

· Oct 14-15                    Gr. 8 Girls Volleyball

· Oct 21-22                    Gr. 8 Boys Volleyball

· Dec 2-3                        Sr. Boys Basketball

· Jan 6-7                         Sr. Girls Basketball

· Jan 13-14                     Jr. Girls Basketball

· Jan 27-28                     Jr. Boys Basketball

· Feb 10-11                    Gr. 8 Girls and Boys Basketball

Tournament Confirmation Form:
Not a bad idea to keep track of all the teams who are in your tournaments to-date, as well as a waiting list.

	Confirmations of Tournaments
	Date(s)
	Teams:
	Waiting List:

	Volleyball
	
	
	

	Gr.8 Boys
	
	
	

	Gr. 8 Girls
	
	
	

	Jr. Girls
	
	
	

	Sr. Girls
	
	
	

	Basketball
	
	
	


Examples of Tournament Draws                                           

Gr.8 Boys and Girls Basketball Tournament 

 Feb 10-11    2006 
Friday: Feb 11

Game 1     3:30       Girls    SAA                              
VS     BARRIERE

Game 2     5:00       Boys    SAA                              
VS    BARRIERE

Game 3     6:30       Girls   BARRIERE                  
VS   WESTSYDE

Game 4     8:00       Boys   VALLEYVIEW           
VS    BARRIERE

Saturday: Feb 12

Game 5    8:30       Girls   WESTSYDE                  
VS    VALLEYVIEW

Game 6    10:00     Boys    KCS                               
VS    VALLEYVIEW

Game 7    11:30     Girls    SAA                               
VS   WESTSYDE

Game 8    1:00       Boys    SAA                               
VS    KCS

Game 9    2:30       Girls    VALLEYVIEW           
VS     BARRIERE

Game 10  4:00       Boys     BARRIERE                 
VS     KCS

Game 11  5:30       Girls     SAA                              
VS   VALLEYVIEW

Game 12  7:00       Boys     SAA                              
VS   VALLEYVIEW 

Senior Girl’s Volleyball Tournament

Pool A


Pool B

A1  St. Ann’s

B1  KCS

A2  Barriere

B2  Chase

A3  PSO
 
B3  Clearwater

A4  Princeton

B4 Ashcroft 

Friday, October 10

Court 1


Court 2


Lines Duties
2:00  A1 vs A2

2:00
B1 vs B2

SAA

3:00  A3 vs A4

3:00
B3 vs B4

SAA

4:00  A1 vs A3

4:00
B1 vs B3

Barriere/Chase


5:00  A2 vs A4

5:00
B2 vs B4

PSO/KCS

6:00  A1 vs A4

6:00
B1 vs B4

Princeton/Clearwater

7:00  A2 vs A3

7:00
B2 vs B3

SAA/Ashcroft

Saturday, October 11

Court 1



Court 2


9:00  
(a) 3rd A vs 2nd B

9:00 
(b) 3rd B vs 2nd A



10:15   (c) 4th A vs 4th B

10:15
(d) loser of (a) vs loser of (b)



7th and 8th place


5th and 6th place

11:30   (e) 1st A vs Winner (a)
11:30
(f) 1st B vs Winner (b)


12:45   Winner (e) vs Winner (f)
12:45
Loser (e) vs Loser (f)


1st and 2nd place


3rd and 4th place
- All games rally point.  First two games capped at 27.  Third game to 15, no cap.
-Entry fee is ________.  Please make cheques payable to ______________. Cheques may be submitted to ___________________.
- Please ensure you provide your lines keepers.  On Friday, only two players are needed to line one court.  On Saturday, we ask that each team provide one linesperson for their game.
- Warm-up will be 4-4-2

Gr. 8 and Jr. Basketball Games are spaced 1hr and 30 min apart

Sr. Basketball Games are spaced 1hr and 45 min apart  


[image: image1]

Travel Itinerary 
Boys Contact: ______________________________________
Girls Contact: ______________________________________
Both coaches will be staying at the ___________________________________________
Phone: __________________________
Each player will contribute $_____________________ towards the trip. 

Costs:

Accommodations  
$ _____________
Gas for 2 Vans      
$ _____________
Toll for 2 Vans     
$ _____________
Misc.                     
$ _____________ 
                   _______ divided by $ ____ Athletes = $ __________
Any monies left over, if any, after the trip will be returned to the players.

The cost above does not include spending money!

	Date:
	Description of student activity
	Location:
	Time:
	Contact person
	Contact #

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


INVENTORY

Athletic Equipment, First Aid and Uniform Inventory  
(You will need more rows)
	Item:
	# (Include individual # with uniforms)

	
	

	
	


Thank-You Letter
Always thank your coaches and sponsors.
Dear: _________________________
Thank you for coaching the _____________________ this year.  You did a great job as was evident by your team’s performance.  It was obvious the girls enjoyed themselves and responded positively.  You have set a solid foundation for ___________________ and I look forward to the future of our program.  

Yours in Sport,
______________________________
Basketball and Volleyball Work Schedules
Basketball Work Schedule:

You will need to create more sections based on the number of games.
	Game Time:
	Score keep
	Time keep
	30 Second
	Spare(s)

	1


	
	
	
	

	2


	
	
	
	

	3


	
	
	
	


 Volleyball Work Schedule:
You will need to create more sections based on the number of games.
	Games
	Court 1
	Court 2
	Times
	Teams

	1
	Referee:
Umpire:

Score keep:

Spare:
	Referee:

Umpire:

Score keep:

Spare:
	
	

	2
	Referee:

Umpire:

Score keep:

Spare:
	Referee:

Umpire:

Score keep:

Spare:
	
	

	3
	Referee:

Umpire:

Score keep:

Spare:
	Referee:

Umpire:

Score keep:

Spare:
	
	


TEAM GOALS QUESTIONAIRE
This can be accomplished prior to the season.
Name: _____________________

1. Mission statement for this season: State our dream goal for this season. What are we capable of this year- if we stretch ourselves to the limit? Ex. Win a tournament.
______________________________________________________________________________

2. Performance Goals: State our performance goals related to this season. Ex. Standings, Rebound 
Average, Points against or Points for

______________________________________________________________________________

3. Skill Goals: State two skill goals- technical aspects of skills we need to focus on in order to reach our performance goals. Ex. Shooting percentage.
______________________________________________________________________________

4. Attitudinal Goal: State your mental goal(s)- ways we can improve how and what we think about before, during and after competition. Ex. Confidence, Visualization, Focus, Constructive Criticism, etc… ______________________________________________________________________________

5. Behaviour Goals: State the way we act before, during and after a competition-ways that may safeguard our intended performance. Ex. Respect Officials, Good Sportsmanship, No Trash talking, Respect Opponents, or Comments made before game, during and after.
______________________________________________________________________________

6. Strategy Goal: State a brief and precisely the tactical aspects of our system that we need to focus on in the game. Use cue words. Ex. Screen, Cut, or Fake.
______________________________________________________________________________

7. What can we do to help us work together as a team? Ex. Communicate or demonstrate respect for each other. ______________________________________________________________________________

8. What can we do to help ourselves be the best player we can be? Ex. Shoot baskets in the morning.
______________________________________________________________________________
OUR MOTTO:

HEART, HUSTLE, AGGRESSIVENESS

AND PRIDE
Pep RallIES
One way to generate school spirit is with a Pep Rally.

(Make sure to notify staff, students and Admin of Pep Rally in advance)
 Event Date: ____________________ 

1. World of Music Rental
2. Notify last block teacher of Pep Rally. P.E Teacher

3. Power Point Presentation( Video)

 Duties:

a. Set-up Music and PA

b. Podium

c. Organize Special Effects

Event Schedule:

Have student come to gym- Bubble machine and music with coloured lights.

Have Student Council do a brief introduction.
1. Motivation Activity (1 clap 2clap Oh! Ah!)

2. We are here to recognize the Swim Team/Cross Country/Soccer Team(s)

3. Spirit Activity: Teacher Provincial Challenge: Free Tidbits(Mrs. Elliciot/Mrs. Babcock, Free Breakfast (Mr. Chisolm, Mrs. Hazenminkle), Dye Hair (Mr. Semenoff)

4. Strobe, and Smoke will start at the door and Athletes will enter. 1st Cross Country 2nd Swim 
Introduce each team. 
Have the Sr. Girls Volleyball teams as cheerleaders. Blue and Yellow Balloons or Pom Poms.

Bring in each team:

1st   Cross Country      
2nd Swim Team          
Have each of the teams enter and stand in front of the school. Have each coach come up and give a brief talk. 

                       Cross Country                   Swim                         Soccer
Team Spirit Fun Challenge Activity: Sr. Girls vs. Sr. Boys Pie Eating Contest

Draws for Sport Mart Coupons or Free Lunch.
Team List

Your coaches should submit this copy to you. You need to know this information for tournaments and uniform record return.

	Player
	No.
	Position
	Gr.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Co-Coaches:
_______________________________________________
Managers:
_______________________________________________

Nickname: 
_______________________________________________
Team Colors:
_______________________________________________

Logo:

_______________________________________________
ATHLETIC QUOTE

ATHLETIC QUOTE
OF

THE MONTH
Real Leaders are ordinary people with extraordinary determination.

 IF YOU HAVE A FAVORITE QUOTE SEE ____________________. 
 These are just some examples of how you reward student athletes
ATHLETE OF THE MONTH AWARD

	MONTH:
	NAMES:

	September
	

	October
	

	November
	


Criteria for “Athlete of Month”
1. Volunteer as scorekeeper, referee, timekeeper, etc…

2. Commitment and Dedication to Team.

3. Excellence in skill, effort and attitude.

4. Determined to be best player he or she can be.

5. Includes additional practice outside of regular hours.

6. Displays Respect and Sportsmanship towards team, opponents and officials.

7. Be Responsible to team and self.

8. Receives game or tournament award.

9. Team player, Manager or Trainer.

VOLUNTEER OF THE MONTH AWARD

	MONTH:
	NAMES:

	September
	

	October
	

	November
	


Criteria for “Volunteer of the Month”


1. 
Must have completed volunteer duties.

Athletic Awards
There are numerous ways to choose awards. Check a few school websites for ideas.

	Type:
	Male:
	Female:
	

	Athletic Scholar:
	
	
	

	Sr. Athlete of Year
	
	
	

	Jr. Athlete of Year
	
	
	

	Gr.8 Athlete of Year
	
	
	

	Volunteer of Year
	
	
	

	Academic/ Athlete of the Year
	
	
	


Team Awards:
Some schools like to give awards to individual teams. Some do not. Giving awards to all teams can be very time consuming, but also very rewarding. 

	Team:
	
	
	
	
	
	
	Coach(es)

Sponsor(s)

	Gr.8 Volleyball Girls
	Leadership Chrisitina 

	Most Dedicated Lauren 
	Best Setter

Best Blocker Madison 
	Most Spirit

Catherine 
Most Improved Keosha 
	MVP Chenel  and Nickey 
Best Digger Samantha P
	Best Server

Sara 
	Mr. McCluskey Lindsey 

	Gr.8 Volleyball Boys
	Best Passer Eric 
	Best Setter Ryan 
	Best Server

Brennan 
	Most Improved Spencer 
	Unsung Hero Shane 
	Most Sportsmanship Tim 
MVP Tyler 
	Mr. Beaton

	Swimming
	 Excellence 

Mikayla    
	Most Improved

Julienne 
	
	
	
	
	Mrs. McKinnon

	Cross Country
	Running Excellence –Ian 
	
	
	
	
	
	Mr. Beaton

	Sr. Boys Soccer
	MVP Travis 
	Unsung Hero Josh 
	Top Defender Josh 
	Most Inspirational Sean 
	
	
	Mr. C

Frank Spada

	Jr. Girls Volleyball
	Most Improved Kaleen
	Best Passer Jesse 
	Best Hitter Courtney 
	Best Server Amy 
	Most Versitile Kate 
	Background Worker Cara 
	Laurn and Kirsten Tollovsen and Marina Moore

Sandy

	Sr. Boys Volleyball
	MVP Sheldon 
	Most Dedicated Steen 
	
	
	
	
	Andy Cyr and Fionna Tollovsen Sandy and Janice

	Sr. Girls Volleyball
	Most Improved Amanda 
Best Centre Blocker Danielle 
	Best Defense

Natalie 
Heads up Player Sarah 
	Best Setter Jessica
Most Aggressive

Jessica 
	Most inspirational Elyse 
Best Effort

Tasha 
	Best Offense

Andrea S
Most Dedicated

Renata S
	Hardest Hitter Jailene 
All Round Player Monica
	Gail and Mike Mr. Galloway

	Skiing
	Fastest Time Victoria 
	
	
	
	
	
	Mrs.  McKinnon

	Gr.8 Boys Basketball
	MVP Matt 
	Most Improved Player Eric 
	Best Rebounder Tyler 
	Best Defensive Player Ryan
	Best Hustle Liam 
	
	Andy and Simon Mr. Quigley

	Gr.8 Girls Basketball
	MVP Chenel 
	Most Intense Claire 
	Best Shooter Lauren 
	Best Defense Christina 
	Most Inspirational

Meaghan 
	
	Jaz and Theresa Lauraine and Gail

	Jr. Boys Basketball
	MVP Steve 
	Most Improved 
	Best Defensive Player Tyler 
	Best Defensive Player Max
	
	
	Jason E.

	Jr. Girls Basketball
	
	
	
	
	
	
	Lindsey Karpluk and Kyle Beday

And Janice

	Sr. Boys Basketball
	Best Defender Sheldon 
	Best Shoot Block Eric
	MVP Travis 
	Rookie of the Year Sheldon 
	
	
	Scott Galloway and 

	Sr. Girls Basketball
	Team Dedication Monica 
	Most Improved Odessa 
	Team Spirit

Samantha 
	Best Defensive

Amanda  
	Most Inspirational

Jessica 
	MVP Monica  and Fionna 
	Jarrett Loehr and Dave Bruneau and Mr. Semenoff    


Player Coach Award Request
This form can be used to collect team awards after the season. Do not wait until the end of the year to collect awards.
Dear Coach:

Our annual Athletic Banquet will be ___________________. In preparation for this event I will need your team awards. Please list the recipient(s) and the type(s) of award(s) they will receive. Please try to limit the number of awards because of the duration of the evening. All awards must be forwarded to me by _________________.
Thank-you for supporting athletics. See you at the banquet. If you have any questions call 
______________________.
Team: _________________________    Coach(es): __________________________

Award: _________________________   Name: ______________________________

Award: _________________________   Name: ______________________________

Award: _________________________   Name: _______________________________

Concession Instructions
If you want to make some extra money for your department you can have parents or leadership students run a concession.
1. Please make sure there is always one person in the canteen. Do not leave the canteen unattended.
2. If there is only one person working and they have to leave, please lock the door.
3. The pizza’s are in the freezer. Cook in the microwave for 2 minutes. Serve on a napkin. There are also extra buns and hot dogs. I keep some buns and hot dogs in the cooler unit. Please serve the hot dogs and pizzas on a plate. Napkins are on the table.
4. There is tea by the coffee maker. Just add hot water. The hot water tap is on the coffee maker. Same for the cup of soup.
5. Two scoops of coffee in the coffee maker.
6. Only parent workers in the canteen. No other person’s allowed. Young children must be supervised.
7. Make sure all garbage goes in the garbage cans.
8. The wieners and buns are in the cooling unit. Cook them in the microwave for 1 minute or less and then put them on the rollers. No more than six at one time, unless you feel there will be a rush. Wrap the hot dog in a napkin.
9. Clean the microwave after use.
10. The school pop machines will be turned off. Do not turn them on!
11. Could the last group to work please make sure the canteen is clean before you leave. Please make sure the doors are locked.
12. Leave the cash box in the canteen. Lawrence or Randy will pick it up.
13. If you have any questions, please call _____________. You can call ____________on his cell phone: 377-1742.
14. IF YOU RUN OUT AN ITEM. JUST TELL PEOPLE YOU HAVE SOLD OUT OF THE ITEM. YOU ARE NOT RESPONSIBLE FOR RE-STOCKING OR BUYING CONCESSION ITEMS.
15. Do not turn off the coffee maker. It stays on to keep the water hot.
Athletic Banquet Agenda
Date: ____________________
6:00 - Welcome and Opening Comments

6:15 - Grace

6:20 - Dinner

7:20 – Power point presentation

7:30 - Team Awards and Special Awards

8:30 - Door Prizes and Special Thank-you!  

* Possible fund raiser activity: Silent Auction/Basket/Donation
Letter of Invitation:
Dear Student-Athlete Parent/Guardian: 

It is time to celebrate another successful year of Athletics at ________________. The Athletic Banquet will be ___________________. Any student who participated on a __________________ Athletic Team is welcome to attend. Parents of Student-Athletes are also invited to attend. The dinner is Potluck. Please prepare enough food to feed at least 10 people. There will be over 150 Student-Athletes and parents attending this banquet. Dress is semi-formal. Salads and buns will be provided. See the list below for suggestions:

The Athletic department will provide salad and dessert.

Gr. 8 – 12 Families:

Lasagne (Pasta’s)      
Spaghetti                
Pizza (Large)           
Chicken Wings(2 Dozen)

Roast beef                 
Ham                         
Meatballs                
Casserole

Cold Cuts (Variety)  
Bar-B-Q Chicken   
Shish Kabobs          
Any other food?

Please circle the type of food you wish to prepare. Feel free to circle two or more.

Please return this form by ___________________. Please put in ____________________ box or give to office. If you have any questions feel free to call __________________ at 372-5452.

Family Name: __________________________________

Athletic Banquet Timeline and Duties:
· Date, Location and Time

· Parent helpers in the kitchen. Contact parents

· Have athletes help with food serving

· Guest Speaker or Special Guest

· Set Agenda 

· Draw Tickets and Door Prizes

· Letter of Invitation in the Newsletter and in Teachers boxes

· Food Assignment Hand-out

· Date to meet student athletes before banquet

· Posters for Banquet, Newspaper pictures and photos of players and teams
· Invite press

· Table pattern (30 tables plus chairs)

· Decorations, sport table, power point and screen.

· Microphone and stand.

· Display tables

· Entrance table with student workers. Door prize tickets

· Dress code for banquet

· Place mats with agenda

· Paper for tables

· Paper plates, plastic forks, knives, spoons, cups, napkins
· Coffee and juice jugs ( McDonalds)
· Salt and pepper

· Butter for buns

· Lettuce, Cucumber, Tomato and dressing

· Desserts

· Coupons from sponsors
· Contests for entertainment

· Number on tables

· Number under chairs for prizes.

· Trophies and awards

· Notify press of awards.

· Have student athletes help with clean-up

· Garbage cans in locations

· Notify parents of award winners

· Notify all coaches and volunteers

· Mop for spills

· Suggestions for next year

· Silent auction

· Cake contest

· Distribute criteria for sport awards- explain

Department Growth Plans

Two areas of improvement:

1.

2.

Growth Plan One:

	


Growth Plan Two:

	


Fund Raisers
1. 
Bake Sales

2. 
Players Officiate

3. 
Concession

4. 
Ticket Sales

5. 
Dunk Tank

6. 
Shoot-a-Thon

7. 
Celebrity Lunch

8. 
Bottle Drive

9. 
Alumni

10. 
Tea House

11. 
Manure Sale

12. 
Seed or Plant Sale

13. 
Magazines

14. 
T-Shirts
15. 
Car Wash

16. 
Odd Jobs

17. 
Dinners

18. 
Walk-a-Thon or Sleep-a-Thon

19. 
PAC

20. 
Entertainment Books
21. 
Foam Seats

22. 
Tattoos

23. 
Player Cards

24. 
Empty cans bins to recycle
25. 
50/50 draw

26. 
Chocolates

27. 
Cushions

28. 
Newspaper Ad
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 6:30 pm





 4:45 pm





 3:00 pm





1:15 pm





11:30 am





 9:45 am





 8:00 am





 7:15





 5:30





3:45





 2:00





     Valleyview





  King’s Christian





Merritt





    Princeton
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