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The athletic department philosophy and policies are built on our school’s mission statement:

 As a ministry of the Episcopal Diocese of Louisiana, Episcopal High School of Baton Rouge nurtures and develops the whole child -- spiritually, intellectually, morally, physically and artistically -- through challenging academic and co-curricular programs which prepare our graduates for college and for purposeful lives.

Thanks for your energy, time, and devotion to the success of Episcopal Athletics.
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ATHLETIC PHILOSOPHY

General:  Episcopal’s athletic program from the lower school to the high school strives to support the School’s mission of developing the whole person.  We believe that thoughtfully designed and directed, age appropriate, athletic experiences contribute to the development of the discipline, character, respect, confidence, and favorable habits, which are part of preparation for adult life.

The goals of this department are:
1. To teach the fundamentals, techniques, and rules of each sport in a progressive and planned sequence that is appropriate to the student’s grade level.
2. To develop an understanding of the requirements for enjoying a healthy lifestyle.
3. To develop proper attitudes of pride, sportsmanship, and ethical behavior in athletes, coaches and spectators, living by the Episcopal code in all our endeavors.
4. To maintain a sense of balance between athletics and the demands of a school with a rigorous academic program and excellent additional extracurricular opportunities.
5. To develop and maintain good relationships between teams and the student body, faculty, administration, and community.  
6. To strive for excellence and fully develop individual athletic potential without condoning practices or pressures that reflect selfishness and disregard for other members of the team or which undermine comradeship, good sportsmanship and good mental health.

Lower School: All activities are participation based.  This program serves as an
introduction to the fundamentals of sport.  We strive to provide
positive learning environments whereby students have interaction with others in activities that are developmentally appropriate.  The emphasis is on fun, fellowship, and physical activity.
Middle School: The purpose of this program is to develop skills, sportsmanship, and	
behaviors that are part of being on a team.  Participation is the key emphasis at this level, however this does establish the foundation for our varsity athletic program.  The coaches are instructed to make every effort to get each child in each game or to develop a rotation of players for different games that will ensure quality playing time in as many games as possible.  Skill, effort and attendance in practice, as well as attitude and court conduct will influence playing time.
Junior Varsity: Team and individual skills are honed in preparing the student athletes
for the extremely competitive varsity schedule.  Playing time is at the discretion
of the coach with the focus on player development.
Varsity: The commitment is to put the best team on the “field”.  Varsity selection is
based on skill and maturity of the student-athlete. Each student athlete’s skill is reevaluated at the beginning of the season for team membership.  Scheduling and playing time considerations are based on what best serves the team and overall success of the program.




CODE OF ETHICS

“Sportsmanship is that quality of honor that desires always to be courteous, fair and respectful, and is interpreted in the conduct of the players, spectators, coaches, and school authorities.”

Athletics provide more than exercise and competition.  Sport, at its best, teaches the virtues of humanity: courage, grace, persistence, discipline, and greatness of spirit. Episcopal, as a Christian school, supports athletics as intrinsic to the spiritual as well as the physical well being of young people.

Sports is a vehicle in which young people can learn to work together toward a common goal, respect others, build confidence and develop sound values that will remain with them the rest of their lives.  Coaches are the pivotal forces around which student-athletes will experience the positive side of competitive athletics.  You have a most precious resource to mold, and you are hired because the administration believes you understand this immense privilege and responsibility.

Athletic competition at Episcopal is guided by the following ideals:

Participants:
· Play hard within the rules of the game  
· Win with humility, lose graciously
· Respect opponents and officials
· Respect all property and athletic facilities 
· Are positive and supportive of teammates and coaches
Coaches:
· Serve as a positive role model for their players
· Show restraint and respect when dealing with officials
· Hold players accountable for inappropriate behavior
· Reinforce good sportsmanship in practice
· Are positive and supportive of other programs and other coaches on staff.
· Refrain from publicly berating players for mistakes
· Act in a professional manner at all times
Spectators:
· Appreciate and commend good effort and skill no matter which individual or team exhibits it.
· Treat officials, opposing cheerleaders, players, coaches, and fans with respect and courtesy.
· Are good ambassadors for our school.








COACHES’RESPONSIBILITIES

GENERAL (all coaches): 

Towards the student-athlete
· Provide opportunities for young men and women to develop well-rounded athletic capabilities to the fullest extent
· Develop positive attitudes and strong character
· Be the leader and set good examples
· Be fair and unprejudiced 
· Consider individual differences in athletes
· Have up to date knowledge of what they are proposing to teach
· Place the safety and welfare of each student-athlete ahead of all other concerns
· Help the student athlete find balance in athletics, academics and other extra curricula activities and a means to be successful in all areas of endeavor.
· Supervise all activities of the athletes under your care

Towards fellow coaches
· Support, promote and cooperate with all other coaches for the well being of the total program
· Serve fellow coaches whenever possible
· Restrict remarks to those that reflect confidence in one’s fellow coaches
· Strive for strong and harmonious relationships within the athletic department

Towards the school
· Give your best effort and loyalty at all times
· Strive for excellence in all areas of the school
· Treat the school staff, parents, and students with honor and respect
· Be firm and consistent with disciplinary policies
· Demonstrate mastery of the principles of education and the continued improvement of his/her coaching
· Support all endorsed activities of the school
· Project professionalism in personal appearance, dress, and behavior. 
· Support and uphold the school’s mission statement and our athletic department philosophy

Towards the facilities
· Keep practice areas and locker rooms in order
· Use and store equipment properly
· Secure facilities after practice and games
· Report areas that need repair or have safety issues





JOB DESCRIPTIONS

 ATHLETIC DIRECTOR
· Report to:	 The Head of School and works closely with division heads on issues of personnel and specific team policies.

· Supervises:  Coaching staff, middle and lower school coordinators, athletic maintenance, and squires.

· Job Goal: To administer an adequate number and variety of sports to meet the needs of the school.  To provide support and representation for the entire athletic department.  To promote the mission of Episcopal.

· Performance responsibilities:

1. Oversee all personnel and student athletes within the athletic department.
1. Adhere to the Louisiana High School Athletic Associations’ policies, lower and middle school league rules.
1. Take responsibility for the maintenance, development and implementation of the policies and procedures outlined in the Episcopal Athletic Department handbook.
1. Assist the Head of School in the interview process and the hiring of all coaches and athletic department personnel.
1. Supervise and evaluate coaches at all levels
1. Assist in the responsibility for the safety and administration of athletic facilities.
1. Attend administrative staff meetings and faculty meetings whenever possible.
1. Direct and manage the athletic budget
1. Oversee the gate money and officials' pay at all home events.
1. Strive to be visible and attainable to coaches and athletes during practice sessions and home events.
1. Promote professionalism among coaches 
1. Ensure equity for boys, girls, and different age athletes.
1. Foster positive Episcopal community relations
1. Hold regular department meetings and keep an open line of communication with all staff members, faculty, student body, and parents 
1. Appoint committee chairs annually to the athletic council and oversee their projects.
1. Coordinate transportation needs of all sports with transportation director
1. Oversee scheduling and facility use.
1. Schedule security for home events when necessary (football, basketball, & soccer).
1. Keep an accurate calendar of events and coordinate with school calendar.
1. Oversee production of game day programs
1. Schedule, plan, and organize the upper school awards program.
1. Order awards for fall, winter, and spring programs as well as letter jackets
1. Attend meetings related to district play and LHSAA matters.
1. Supervise all matters of eligibility and LHSAA forms.
1. Assume responsibility for personal professional development.
1. Foster good parent and booster relations.

· Evaluation:  Annually by the Headmaster


ASSISTANT TO THE ATHLETIC DIRECTOR
· Report to:  Athletic Director

· Job Goal: To assist the athletic director with all projects of the department. To provide the athletic director and the athletic department with clerical assistance. 
	
· Performance responsibilities:
1. Clerical duties including but not limited to:  LHSAA compliance, summer 
sport camp, filing, (receipts, purchase orders, event forms), data spreadsheets, historical information, handbook revisions, 	
2. Record eligibility documents with the LHSAA prior to each season and assist the athletic director in adhering to LHSAA standards.
3. Update the athletic calendar and web pages; communicate dates of big events to the development office for posting on the boulevard sign.
4. Record minutes of all athletic department meetings.
5. Answer the phone in the athletic office and check email, postal mail and voice mail throughout the day.  
6. Assist the athletic director with duties and class assignments when the AD is away from school on official business.
7. Turn in signed POs and vouchers to the business manager on a daily basis.
8. Assist in the maintenance of an accurate calendar of events.
9. Record any student information received in Records Management.
10. Assist in filing forms for hardship cases.
11. Assist Middle and Lower School Athletic Coordinators with forms associated with part time coaches.
12. Reorder note pads and business cards as needed. 
13. Coach at the discretion of the Athletic Director and Headmaster.
14. Observe and promote the policies found in this manual.
15. Update plaques and signs boards on a yearly basis.
16. Schedule ambulance and security needs for the Athletic Department.
17. Oversee the ordering of letter jackets.
18. Assist in the planning and hosting of all award programs. Type all certificates for the athletic award ceremonies and reorder when 
needed. Submit necessary work orders, event forms and order all awards
19. Create and provide enough copies of the program for athletic award ceremonies.
20. Reorder emergency cards with corrected information at the beginning of 
each year and distribute them to the coaching staff.
21. Serve as Vice President of Communications for the Squires.

· Evaluation:  Annually by Athletic Director



HEAD COACHES:
· Report to:  Athletic Director

· Supervises: A staff of upper and middle school coaches in conjunction with the director of athletics and the middle school athletic coordinators.

Job goal: 
1) To instruct student in the fundamental skill, strategy and physical training necessary for them to realize a degree of team and individual success.  
2) To provide students instruction that will lead to the formation of the values of sportsmanship, pride of accomplishment, acceptable social behavior, self-discipline, and self-confidence.  
3) To observe and promote the school’s mission and the policies and procedures found in this manual.

· Performance responsibilities:

1. Serve as a coordinator for your sport including responsibilities for
Budget
Purchase of equipment and maintenance thereof
Professional development of coaching staff
Evaluation of the coaches in your sport
Schedule practices and games and provide calendar to athletes
			Participation in facility development
			Coordination of transportation needs with transportation director
			Setting goals and communicating them to staff and athletic director		
2. Have knowledge of all athletic policies and be responsible for their implementation.
3. Have knowledge of all existing school, state, league, and sport regulations, and follow them consistently.
4. Supervise all athletes while under your care. 
5. Plan, schedule, document, and run a regular organized program of practice.
6. Notify athletic director of any changes or additions in practice or game schedule in order to maintain an accurate calendar and facility use chart.
7. Provide updates on changes in events on a daily basis for the athletic calendar, (i.e. weather-related changes or delays). 
8. Secure officials for all home events for assigned sport and contracts where required.
9. Attend coaches meetings.
10. Attend faculty meetings on dead days and whenever possible.
11. Establish fundamental philosophy, skills, and techniques to be taught by staff.  Hold staff meetings to insure awareness of the overall program. Including clinics for middle school feeder programs.
12. Maintain necessary forms, records, and paperwork as required by the athletic director.
13. Oversee the safety and general conditions of the equipment and facility in the sport of responsibility.
14. Oversee the facility set up for home events, including requesting funds for start up cash in gate boxes and payment for officials.
15. Maintain team records, statistics, and requirements for lettering.
16. Provide written training rules, lettering policy, and any other regulations of the sport to those participating. Provide a copy of said guidelines to the Athletic Director.
17. Pay attention to students’ grades and conduct.
18. Keep accurate records of inventory.
19. Hold a parent meeting (ie. tip off dinner) during the preseason period to outline expectations, policies, and procedures of the program.
20. Develop and maintain positive parental support. Keep them informed of your practice, travel, game, and summer schedules.
21. Present information to the media in a timely manner.
22. Provide information for the game day program as needed.
23. Promote the sport within the school and community.
24. Analyze season effectiveness and evaluate all assistants within two weeks of the conclusion of the sports season.
25. Secure all doors, lights, windows and locks before leaving the building.
26. Select a liaison (parent to represent your sport in the squires organization) and give name to athletic director and current squires president; coordinate team needs with the liaison within the guidelines of the squires organization.  Set up two spirit days.
27. Attend awards program for your sport and present awards to recipients.
28. Perform such other duties that are consistent with the nature of the
      position and are requested by the Athletic Director.


ASSISTANT COACHES
· Report to: Head Coach
· Supervises: Student athletes and team assigned to him/her in accordance with the Head Coach.
· Job goal:  
1) To carry out aims and objectives of the athletic program as outlined by the head coach and the policies and procedures of this handbook.  
2) To instruct the student athlete in individual and team fundamentals, strategy and physical training.
· Performance Responsibilities
1. Be knowledgeable about athletic policy and responsible for their implementation.
2. Be knowledgeable about existing state, league, and sport rules and regulations.
3. Follow head coach’s directions in carrying out practice plan.
4. Attend coaches meetings and professional clinics.
5. Assist head coach in maintaining necessary forms, records, and paperwork
6. Oversee the safety conditions of the equipment and sport facilities.
7. Recommend to the head coach budgetary needs for the program.
8. Check general cleanliness and maintenance of facilities (including buses) after team use.
9. Work within the basic framework and philosophy of the head coach of that sport.
10. Assist the head coach in all aspects of the program.

· Evaluation: Annually by the head coach



MIDDLE SCHOOL BOYS’ AND GIRLS’ ATHLETIC COORDINATORS
LOWER SCHOOL ATHLETIC COORDINATOR
· Report to: Athletic Director and respective Division Heads.

· Supervise: All full and part time coaches within the middle and lower school programs.  Oversee all athletic events of their assigned division.

· Job Goal: 
1) To promote the development of a positive self-image, to increase self-confidence and self-discipline, and to enhance the overall social and physical development of the young athlete.  
2) To provide a variety of sports and opportunities for participation.

· Performance Responsibilities:
1. Schedule games for all sports under your administration; register in a timely manner with area leagues that we participate in; provide parents and student-athletes with schedules of games and practices.
2. Manage rosters for each sport you oversee.
3. Order and issue uniforms.
4. Oversee facility and set up for practice and games.
5. Maintain and update web site.
6. Hire part time personnel to coach sports.
7. Keep records in accordance with school policy of part time employees.
8. Inform part time coaches of school policies and hold them accountable.
9. Evaluate all coaches at the end of each season.
10. Manage gate and payment of officials for all home events.
11. Coach sports at your division level at the discretion of the head of school, athletic director and division head.
12. Order awards and presides over the athletic awards ceremony at your division.
13. Communicate effectively with the student-athletes, parents, and administration operations of sports under your supervision.
14. Communicate with the varsity head coaches and strive to build a foundation for varsity sports.
· Evaluation:  Annually by the Athletic Director


MIDDLE AND LOWER SCHOOL COACHES:
· Report to:	 Respective coordinator

· Supervise: student-athletes who are assigned to you

· Job Goal: 
1) To provide a positive learning environment for the fundamentals, skills and concepts of assigned sport.
2) To strive to develop positive self-image, self-confidence, and self-discipline in the student athletes.

· Performance responsibilities:
1. Coach the team during all practices and games
2. Demonstrate knowledge of the school’ mission, athletic department policies, league rules, and sport regulations. 
3. Follow the coaching philosophy and goals of the sport as outlined by the coordinators and varsity coaches of the named sport.
4. Notify the coordinator as soon as possible if you are going to be late or absent.
5. Help operate the facility during games and practices
6. Remain at the game site until parents pick up all players on your team.  Never leave a player without adult supervision.
7. Maintain accurate rosters and scorebooks where applicable.
8. Work with coordinators on the selection of end of the year awards.
9. Keep accurate attendance records to turn in with a season summary to the coordinator at end of your season.
10. Act in a professional manner at all events and project a positive image as a representative of Episcopal.

· Evaluation: End of season by respective coordinator



ATHLETIC TRAINER:
 
· Report to:  Athletic Director

· Supervise:  Student Athletic Trainer Assistants

· Job Goal: Under the direction of the team or treating physician administers immediate first aid and prevents and rehabilitates athletic injuries.
· Performance Responsibilities:

1. Plans and implements a comprehensive athletic injury and illness prevention program for student athletes: includes hydration and nutrition lectures.
2. Attends practices and games as assigned by the athletic director: Home practices and games for high school sports; home and away V, JV, 7th & 8th grade football games. 
3. Establishes and maintains effective communication with students, parents, medical personnel, and coaches regarding an athletes injury.
4. Fits and monitors injured athletes with specialized equipment or bracing.
5. Evaluates acute and chronic injuries and provides first aid triage.  Refers injuries to physicians or emergency personnel as necessary, requires medical releases for athlete’s return to play, and follows script for treatment from treating or team physician.
6. Uses tape, wraps, splints, braces, and other protective devices as needed.
7. Detects and resolves environmental risks to athletes.
8. Plans and implements rehabilitation and reconditioning program for injuries and illnesses sustained by student athletes.
9. Determines therapeutic goals for individual athletes.
10. Applies therapeutic modalities for the treatment and rehabilitation of injured athletes.
11. Instructs athletes on the proper use of exercise equipment.
12. Evaluates and records rehabilitation progress of athletes.
13. Follows appropriate criteria for progression and return to competition.
14. Follows professional, ethical and legal parameters regarding use of OTC medications for athletes.
15. Coordinates scheduling of athletic physical examinations and keeps an athletic physical on file for each athletes.
16. Selects, trains and supervises student assistants.
17. Documents all treatments and injuries in Sportsware computer documentation program.  Maintains the confidentiality of all student athletes’ medical files.
18. Maintains an inventory of athletic training supplies.  Submits orders for bid.  Keeps training room stocked within budget.  Submit budget each year.
19. Maintains required hours of continuing education for Louisiana licensure and National certification.
20. Monitors weather conditions that may place athletes in danger during competition/games/workouts.  Works with coaches on relocation or delays.
21. Stocks a training kit for all sports.
22. Provide basic instructions for all coaches on emergency procedures.

· Evaluation:  Annually by the Athletic Director




STUDENT TRAINERS:

· Report to:  Head Athletic Trainer

· Job Goal: Help with taping, water, therapeutic exercise protocol oversight.




GROUNDS MAINTENANCE
· Report to: Athletic Director

· Supervises: Assistants assigned to him

· Job goal: To maintain all athletic grounds (football field, track areas, practice field, softball field, baseball fields, grass around pool and tennis courts, flower beds adjacent to athletic fields).

· Performance responsibilities:
1. Cut grass (at least 3x’s/ week during season, off season as needed)
2. Set sprinkler system as needed ( work around practice / game schedules)
3. Weed control around all fence lines, bleacher areas, soccer goals, flower beds, creek beds, scoreboards etc.
4. Treat areas for ants, mole crickets, worms and other pests
5. Paint / line and prepare fields for games
6. Supervise removal, storage, and replacement of softball outfield fence
7. Maintain culverts around practice and game fields
8. Top dress all fields annually
9. Fertilize and over seed all areas as needed
10. Maintain and clean lawn equipment and paint machine
11. Oversee inventory of chemicals, paint, quick dry, crimson stone, sand, etc. as needed for the fields.
12. Emergency game preparations.
13. Continual upgrade of fields as specified by the school and athletic department.


CONCESSION STAND MANAGER
· Report to:	Athletic Director

· Supervises: 	Part time employees and volunteer help.

· Job Goal:	To fully manage concession stands for all sports.  Including 
purchasing and maintaining inventory, cash control, and supervision of volunteer workers.


· Performance responsibilities:	
1. Purchase, stock, and keep accurate accounts of the concession stand inventory and financial records electronically using the provided computer.
2. Operate the main gym concession stand on school days from 3:30-5:30.
3. Supervise volunteer and part time workers for major athletic events, including home football games, basketball games, and track meets.
4. Maintain cash boxes.  Regular cash deposits should be made to the business office and all money kept in the school safe.
5. This position is part-time and is based on approximately 800 hours, August to May.  


EVALUATIONS

The basic purpose behind the evaluation system is to improve the instruction a student receives in the Athletic Department.  Evaluation is also conducted:
· To identify, recognize and praise quality coaching and teaching.
· To provide information necessary to make an objective assessment of the performance of a coach.
· To identify those factors which interfere with a coach’s overall contribution to the athletic department.
· To assure that quality coaching is a responsibility shared by the athletic staff and the Director of Athletics.

The evaluation system will include a multi-step process of:
· A job description
· In season assessments 
· A self-evaluation including establishment of seasonal goals.
· Comprehensive written end of the season evaluation
· End of season conference with supervisor



The following procedures will constitute the evaluation process:
· The head coach will complete goals for their program and submit them to the athletic director before the competitive season begins.
· In season assessments will be done in the form of observations
· Completion of end of season evaluation form within two weeks of the final playing date.




ATHLETIC COUNCIL

Purpose:	To have a forum for discussion of issues related to the success of our athletic department.  To provide feedback to the athletic director which is representative of the members of the department.

The athletic council is made up of the committee chairs, the division heads, and the athletic director.   There are four committees.
	Awards				
	Facilities Use and Maintenance	
School Policy					
School Relations			
The committee chairs are appointed by the athletic director and will serve a one-year term (May to May).  The committees should be representative of the needs and concerns of the department.  The athletic department can reevaluate their needs at the end of each school year add or delete committees at that time.

As issues and concerns develop through the school year the athletic director will call upon the council for input and support.  Time will be allotted during department meetings for committee work, however some special meetings may be necessary.

Committee Goals:
· Awards
		To oversee the lettering processes and seek fair and equitable practices
		To collect and tabulate information for the athlete of the year awards
		To oversee the wish list process

· Facility Use and Maintenance
To oversee proper maintenance of all areas and report any shortcoming			to the athletic director
To recommend needs of individual sports with regard to facilities
		To oversee practice and game area assignments 

· Policy
To review the athletic department policy annually and to recommend 
 	changes or additions when needed
To serve as a resource for our department when department policy is 
questioned or unclear


· School Relations
To provide recommendations to the athletic department on ways to
improve the communication and rapport with each of the divisions
		To seek to develop respect and a sense of community within the athletic
			department
To improve communication with the squires and assist in coordinating 
	shared events




MEDICAL PROCEDURES AND SAFETY ISSUES

ACCIDENT AND INJURY PROCEDURES:
· Notify the certified athletic trainer Dean Mannina (ext 1415 / cell 985-981-1343) or the school nurse Lynda Stockinger (M-F, 8:00 am-5: 15 p.m. ext 1124, pager #377-4170), as soon as possible and permit her to take over.  It is very important that you give the following information when calling the trainer or nurse: the child’s name, grade level, the exact location of the injured, and the nature of the injury.  Lynda will automatically be paged when a message has to be left on her extension.
· If the school’s athletic trainer or nurse is not available, proceed with whatever first aid is necessary and contact the parents immediately.  Carefully state the nature of the injury and the symptoms.  Do not diagnose.
· If, in your judgement, doctor or hospital care will be required, make this recommendation to the parents.  Take any steps necessary to get the athlete transported to the hospital or doctor.  If the coach must accompany the player and there is not an assistant coach, the practice or game must be canceled.  Remain at the hospital until the player’s parents have arrived.  Follow up with a phone call or subsequent visit.
· If the injury is an emergency, immediately call 911.  Give the exact location and nature of the injury.  Send a messenger to meet the ambulance as it arrives at the school.  Notify the parents immediately.  Have data sheets available for the hospital and emergency team.
· The following day a written report must be filed with the school nurse, forms are included in this handbook
· It is your responsibility to check with the trainer before letting the player rejoin the squad. In the case where a referral to the doctor was made, the student should have written clearance from the physician.
· Remind all athletes to report all accidents and injuries.
· In the event the physical aspect of the field, building, or courts may have contributed to the accident or injury, notify in writing the athletic director and the business manager.
· Police contact number 389-2000.  
· The on campus security officer can be reached at 241-2215 from 3PM-10PM

  




Physicals and medical history
· All participants must keep a physical on file with the school nurse and a copy should be on file in the athletic training room.
· Physicals and medical histories must be updated each year.
· Medical history should be available at all practices and games.  A data sheet on each athlete should be kept with you at all times.           

Parental Permission Forms
· Consent / waiver forms provided by the LHSAA
· Collected AD office, posted in Records Management and kept on file in the athletic trainer’s office

First Aid Kits
· Must be present at all practice and games
· To be stocked by the athletic trainer and updated by coach as needed throughout season.
· Student-athlete’s emergency information data sheets which include student’s name, grade, address, parents name, home phone, work phone, mobile phone, medications, allergies, doctors name and phone number, preferred hospital, insurance company, policy number (and preferably parents signature), previous concussions, or serious injuries.
· Laminated cards with important phone numbers and steps for proper emergency care and procedures should be kept in the team’s first aid kit at all times.
· List items which should be included in first aid kit:
Documentation:  injury reports, athlete emergency information

Wound care		gloves (1 dz.)
 	sterile 4” x 4” gauze pads (1 ½ dz.)
					wound wash
					antibiotic ointment
					band aids (assorted sizes / 2 dz.)
					non adherent sterile pads 3” x 3” (½ dz.)
					biohazard bags 
					antimicrobial handwash w/ swabs (optional)
		
Tape supplies		1 ½ “ athletic tape 6-8 rolls
			prewrap – 2 rolls
			elastic tape 2” – 4 rolls
heel and lace pads (optional)
			skin lube (optional)
			tape adherent

Eye Care		contact case (2)
			saline solution  
					sterile eye wash solution

		Tooth Care		mouthpiece (all sports)
					save-a-tooth kit (optional)

		Misc. (does not apply to all sports)
Trainer’s Angel (football at all times for facemask removal)
Automatic Screwdriver (football at all times)
Noseplugs for nosebleeds
 			CPR mask
					sunblock minimum 15 SPF
					eye black (antiglare)
					tape scissors
					shark/zip cutter for tape removal
					ice bags – 1 dz.
					emergency ice bag (optional)
					ace wraps 4”, 6”, and 6” double length
					analgesic balm
					* Keep equipment (for helmets, cleats, etc) and tools (pliers, screwdrivers) in a separate kit as well as a spare uniform.  Students and athletes should not be allowed to help themselves to item in the athletic training kits.


Blood Pathogen
· WEAR GLOVES whenever dealing with body fluids
· WEAR GLOVES and use discretion in clean up
· Proper care and disposal of soiled articles
· Carry additional uniform(s) to games


LIGHTNING POLICY
· If thunder or lightning can be heard or seen STOP activity immediately and seek shelter.  These policies will only fail in the rarest of circumstances when thunderstorms form overhead and the first strike occurs at that time.
· In situations where thunder and/or lightning may or may not be present and you feel your hair stand on end and skin tingle, immediately assume the following position: drop to your knees, place your hands/arms on your legs, and lower your head.  DO NOT LIE FLAT!
· In the event either situation should occur, allow 30 MINUTES to pass after the last sound of thunder or lightning strike prior to resuming play
· Lightening detectors are available through the trainer.


GUIDELINES FOR EXERCISE IN THE HEAT
· The athlete’s ability to perform efficiently in the heat or in the cold must not be taken for granted, especially during the preseason training.  Athletes must become acclimatized.  The athlete must be monitored and closely watched during this adjustment period.  Athletes who are overweight will have a difficult time with this process.  The adjustment period should be gradual as in any conditioning program.







· General recommendations:
1. Warm up, stretching, and instructions should be done without equipment (helmets, shoulder pads, etc.)
2. Conditioning should be very limited and without gear.


3. Water breaks should be scheduled every 15-20 minutes and last several  minutes in length. In addition, water bottles should be available to football players during practice.  An 8-10 oz, cup of water or sports drink should be consumed for every pound of body weight lost during practice.  Weigh in before and after practice to compare weight.  See athletic training webpage for full guidelines.
4. Conduct water breaks or any other break in the shade, if possible.
5. If the athlete needs water, he/she should be permitted to get water.  Provide unlimited water and encourage athletes to drink throughout practice.  Encourage athletes to hydrate throughout the day.
6. Be aware of any athlete who previously had heat illness, as they are likely to have trouble again as well as athletes with a low percentage of body fat.
7. Monitor all athletes and don’t rely on thirst to begin rehydrating.  Pay attention to symptoms of nausea, dizziness, light-headed, cramping, confusion, and weakness.
8. Ice towels or sponges are very helpful.
9. Recommend powerade for salt replenishment.  
10. Temperature and humidity versus practice recommendations:
11. 
temperature		humidity		restrictions
80-90			below 70%		watch overweight athletes
80-90			above 70%		unrestricted water with
90-100			below 70%		increased rest times every hour



WHEN A HEAT EMERGENCY OCCURS:
· You must act quickly; this could be a life-threatening situation.
· Call 911, move them to a shaded, cool area, remove all equipment and as much clothing as possible and begin cooling the athlete
· Slightly elevate their legs and use cool (not cold) water towels/sponges to help cool the athlete’s body
· Encourage them to drink water, powerade or pedialyte until advanced medical care arrives.





POLICIES

We are members of the Louisiana High School Athletic Association and are governed by the policies of their handbook and National Federation in addition to the following school policies:

Academic Credits
Upper school students can receive credit for participation in an upper school sport.  Each head coach must record a grade for Freshmen and Sophomore  participants at the conclusion of the season.

Official Knight
The Athletic Department logo is featured on the front of this handbook.  This is 
the official Episcopal Knight and should be used whenever our Knight is
represented.  

Academic Eligibility
Warning – A student who falls below 2.0 for any quarter is placed on warning.   The student must attend study hall any period that a class is not scheduled and may not leave campus for a field trip unless it is a required part of an academic class or athletic competition.

Probation – Ineligible – A student who has already been on warning during the academic year and earns a GPA lower than 2.0 for any subsequent quarter  is placed on probation.  A student is relieved of probation if his or her average is 2.0 or above for the following quarter.  Falling below 2.0 for any subsequent quarter in the same academic year immediately results in probation.  In addition to the penalties that result from warning status, the student may not participate in practices or the public performances of athletic teams or other school organizations that perform or compete, and may not leave campus on athletic or activity trips.

Students with a fourth quarter GPA lower than 2.0 for the preceding school year begin the new school year on warning.  Students who were on probation during the fourth quarter of the preceding year will begin the new school year on probation.

School Absence
· A student who is absent all or part of a school day is not permitted to represent the school in any extracurricular activity on that day without clearance from the appropriate Division Head.  Permission usually will not be given if more than an hour is missed.
· Coaches are responsible for making sure their athletes are aware of this rule.  School sponsored field trips are not considered an absence.  Students must seek permission from the division head in advance if they have a need to miss school on a practice or game day.  This avoids misunderstandings.





Practices
· Practices should be organized so as to provide maximum teaching in a minimum amount of time.
· Practices should be properly supervised at all times.
· Varsity sports must follow the dates set by the LHSAA calendar regarding limits on practice dates.
· Practice sessions must adhere to the following limits:
1. All varsity sports 2 ½ hours (inclusive of conditioning and weight training). Seniors who participate in seniors skip day are eligible to practice.Lower and middle school sports are limited to 1 ½ hour practice sessions.
2. Athletes who ride the late bus must be dismissed in time to catch the bus.
3. No athletic practices are to be held during the week of semester examinations without permission of the athletic director and division head, including when teams are involved in district games.
4. Vacation/holiday practices should be avoided if possible but are at the discretion of each individual coach, so long as he/she has outlined prior to the season exactly what is expected of his/her athletes.  Since varsity players are required to attend practices and games athletes and parents should understand that a commitment must be made prior to the season that will enable the athlete to participate fully. 
5. For lower and middle school athletics holiday practice will be kept to a minimum and attendance will be optional.
6. Faculty and division meetings are held on Wednesday throughout the school year.  It is very important that the athletic department be represented at these meetings.  Please send a representative from each in season sport whenever possible and all out of season coaches should be present.  
7. In the event a practice is cancelled or rescheduled the athletic director must be notified as soon as possible.
8. Morning practices should be rare and approved by the athletic director.  They may not begin before 6:30 am and should end no later than 7:30 am.  Allowances should be made for younger athletes who do not drive.
9. Spring practice must be approved by the athletic director and division head and is limited to fall sports that will not conduct a sport specific summer program. Weight lifting is not considered a sport specific summer program and is recommended for all high school athletes.  
10. Summer practices for all sports must be cleared first with both the athletic director and the division head.


Games / Scheduling
· Scheduling is to be done by each head coach.
· Schedules must adhere to LHSAA guidelines and be approved by the athletic director and division head. Athletic events should be scheduled to support, not interfere with, the academic program.  Non-district games are not to be scheduled during semester exams.
· Game times should not cause students to miss class if possible.
· If an event is scheduled at a location that requires an absence from school or an overnight stay, the athletic director and the division head must approve the event.
· Additional consent forms, both for the school and the LHSAA are needed for any travel and competition that is out of state.
· The school requires a hold harmless form for any out of state trips.
· The head coach through the appropriate sport assignment secretary must request officials.
· Game security when necessary (football, basketball, tournaments, and playoffs) should be scheduled through the athletic director’s office.  
· Parent volunteers usually manage gates (exceptions: football and sometimes basketball).  Each sport liaison is responsible for assigning gate workers.
· Admission to home games for all Episcopal students and faculty is free with the exception of tournaments, jamborees, and playoff games.  Squires’ passes are honored with the same exceptions (jamborees, tournaments, and playoffs).  Visitor admission guidelines for upper school sports are set by the LHSAA and district/league by-laws.  Lower and middle school teams set admission prices in accordance with their league policies.
· The head coach must make arrangements through the athletic director for a cash box for the gate at home games.
· Concessions must be manned by parent volunteers.  Your sport liaison should oversee the concession stand assignments as well as the gate workers.
· Supervision and crowd control at the various athletic events is the responsibility of the administration, the athletic director and coaches.
· Report all game results to the Advocate 383-1111; fax 388-0318, immediately following the event.


Playoffs
· Playoffs expenses must be approved by the athletic director
· The division head and the athletic director must approve dismissal from school and any other special arrangements.
· Report playoff results to the LHSAA and the media.


Standard Travel Per Diems
· The school covers meals and housing in playoff situations.  Regular season lodging and meal expenses are the student athletes’ responsibility.
· Meals expensed to the school are limited to $15.00 per day for students and $35.00 per day for coaches.
· Any requests or special needs for travel (example: greyhound buses for out of town games must be approved by the athletic director and the business manager)
· Reimbursement for mileage is adjusted according to the current IRS approved amount


Middle School Athletes on Upper School teams
· Athletes should, if possible, play at their age level in grade K-8.  Academic loads, peer pressure, and social differences should not be ignored because an athlete is physically gifted.  If a team is available at a particular age group then the athlete should practice and play at their age level.  If the sport is not offered at their age level or other exceptional conditions exist, then participation at the upper level will be at the discretion of the athlete’s parents, athletic director(s), division head(s), and coaches involved.  .  



School uniform / game day shirts
	Upper School
· White uniform shirts with the Episcopal athletic logo or specific
sport logo on the left chest may be worn as part of the regulation uniform at any time during the school year. 
· Navy blue sweatshirts with the Episcopal athletic logo or specific sport logo may be worn at any time during the school year.
· Game jerseys may be worn on game days with permission of the division head, and the athletic director.


Middle School and Lower School
· Jerseys may be worn on game days with permission from the division head, middle school coordinator, and the athletic director.


Sport to sport policies
· Our department encourages participation in a variety of sports.  Coaches need to work together and support one another’s programs.   An athlete must complete one LHSAA sport season before beginning another LHSAA sport season.  Seasons are defined as fall, winter, and spring.   For example:  a student participating in football must complete the fall season, including any postseason play, before he may participate in a winter season game or practice such as basketball.
· In some situations an athlete may be able to participate in two sports that occupy the same season.  This must be worked out between the coaches and the athletic director.  It is recommended that the athlete name one sport as their priority sport prior to the start of the season.  Then if a conflict arises, the decision of where to play has already been made.
· Students are not permitted to begin a season in one sport and quit when another sport season begins.  However, consideration is given to the athlete who begins a sport and realizes early on that the experience is not beneficial to him or her.  




Therefore, athletes who leave a team prior to the first district or league game may switch to another sport of their choice.  If the athlete leaves the team after the first district or league game, he/she cannot practice or play with another sport until the completion of the regular season of the team he/she left.  The athletic director will enforce this policy.

Club Sports
· We recognize the value of club sports for the development of sport specific skills.
· Episcopal’s sports program is our first priority and the athlete should not participate in a club sport that will require him/her to miss required practices and games in a school sport.  Any practices or games missed due to club sports will be considered an unexcused absence.


Episcopal Athletic Code of Conduct

A firm and fair policy of enforcement is necessary to uphold the regulations and standards of the athletic department.  The community, school administrators and the coaching staff feel strongly that high standards of conduct and citizenship are essential to maintaining a sound program of athletics.  The welfare of the student is our major consideration and transcends any other consideration.  Parents’ positive support of our athletes, coaches, policies and events is imperative to our success.

Participation in athletics is a privilege.  Any conduct that results in dishonor to the athlete, the team or the school will not be tolerated.  Acts of unacceptable conduct, such as, but not limited to, theft, vandalism, disrespect, or violations of law, tarnish the reputation of everyone associated with the athletic program and are unacceptable.  The use or possession of any tobacco product, alcohol, illegal drug or controlled substance is prohibited.  

You have chosen to participate in athletics at EHS.  With participation come added responsibilities:
· You are committing to working toward a goal of top physical fitness and sportsmanship.  
· You are agreeing to remain free from tobacco, alcohol and other illegal drugs during the sport seasons and understand that this pledge extends to seven days per week.
· You pledge to abide by the Episcopal Code of Honor, to keep all team rules and policies and to help all of your teammates adhere to the same.
· If you have a problem or need help fulfilling this contract, the coaches, school administrators and school counselors will be available to help.

Due to the serious nature of this code the athlete charged with a violation must appear before a committee appointed by the athletic department.  This committee will be comprised of the supervising coach, the athletic director and a member of the athletic council*.  Penalties will be determined according to the seriousness of the offense using the guidelines listed below.  Additional School and Honor Council directives may occur in Honor Code violations (see student guide).

Violations are cumulative during a student’s participation in athletics at the high school level.

First Violation:
a) Loss of all leadership positions, such as, but not limited to team captain for that sport season
b) Minimum one game suspension up to 20% of the season, based on the extent of the offense (to be determined by committee).  Penalties will carry over to the next sport played including the next school year if necessary.







Second Violation:
a) Loss of all leadership positions, such as, but not limited to team captain, for the remainder of the school year
b) Minimum of a two game suspension up to 50% of the season, based on the extent of the offense 
(to be determined by committee).  Penalties will carry over to the next sport played including the next school year if necessary.
c) Athlete and parents must agree to an assessment and education program under the direction of the school counselor in order to return to athletic participation
Third Violation:
The student athlete found in a third violation shall be denied athletic participation for the remainder of their high school career.  After one calendar year from the determination of guilt an appeal can be made to the Athletic Department for reinstatement contingent on substantiated rehabilitation.

During the suspension period, the athlete will continue to participate in all team activities and attend but not dress for contests, unless a school suspension is in place that prohibits attendance to extracurricular activities.  The athlete may not travel with the team or sit on the bench.  

Self-Referral by Student-Athletes
Student-athletes may take advantage of a self-referral procedure to seek information, guidance, counseling and assessment in regard to student-athlete’s use of tobacco, alcohol, and other drugs.  Voluntary referrals do NOT carry punitive consequences.
a) Referral is allowed one (1) time in a student’s four year high school career
b) Referral must be made by the athlete or a member of his/her immediate family
c) Referrals cannot be used by athletes as a method to avoid a consequence once a student has been identified as being in violation of the code of conduct 
d) Referrals must be made to a coach, administrator, teacher, or guidance counselor and then reported to the athletic director and head coach of the respective sport.

*athletic council is made up members of the athletic department appointed annually by the athletic director.


Transportation
· The Director of transportation is Will York
School 	753-3180 ext. 1331
Fax	756-0926
Beeper	377-1109		cell 975-8776
Home	755-5709
· Prior to the start of each sport season, the head coach should turn in a schedule to the transportation director identifying their needs for travel for the entire season.
· Transportation can be confirmed on a daily basis through the director of transportation.
· Coaches must have a current CDL and an annual physical to drive the school’s buses
· In accordance with state law Episcopal requires random drug screening test several times each school year of all personnel who drive buses.
· Buses are extensions of school property and students are expected to behave as outlined in the school and athletic department policies.
· Coaches must have written or direct permission from the athlete’s parent or guardian for the athlete to ride home with anyone other than the parent or guardian

Charter Bus Rental
· Teams traveling on the same day as the contest may opt to travel by charter bus when the trip exceeds 120 miles or two hours. Teams traveling the day before the competition shall travel by school bus.
· Fees are paid by the athletic administration budgets when the event is a playoff.  The team members are assessed the fees for travel for regular season contests.
· A charter bus may be requested in extenuating circumstances (example: extreme heat) and must have approval of the athletic director and the division head.

Fan Bus / team travel
· Departure times of varsity teams must be reasonable and approved by the athletic director and division head.
· The athletic director must approve team travel arrangements.
· Junior varsity and freshmen team members may attend state level competitions with the approval of the division head.
· Fans on fan buses who will miss part or all of the school day should be limited to siblings and season long supporters with a maximum of 1-2 fans per varsity team member, depending on the sport and at the discretion of the Division Head.
· A list of athletes and fans who will miss school must be given to Divisions Heads two school days prior to the event so that grades may be checked and teacher permission granted.

Web page
· Each sport will maintain and update a web page as part of the Episcopal web site.

Concessions
· The athletic department owns and operates the concessions for all Episcopal athletic events.
· A concession manager will be hired each year to run the concession stand.
· All proceeds of athletic concessions will be used at the discretion of the athletic department.




FACILITIES


Scheduling
· All facilities are scheduled through the athletic director’s office
· Facilities are assigned according to schedules turned in to the athletic director.
· In the event a practice/game time or date is changed, added or deleted, it must go through the athletic director’s office.  This is the only way to keep an accurate calendar of events in our department and avoid conflicts.

Preparation
· Each head coach is responsible for the set up of his or her sporting events.
· Any special needs or request should be submitted to the athletic director in writing.
· The maintenance department is available for specific set ups.  You may request services by e-mailing the maintenance director, Will York.  If you have difficulties fulfilling a facility need, please let the athletic director know ASAP.

Food and drink
· Please keep all food and drink off the playing surfaces
· Notify Will York (ext 1146) of any special cleaning needs and he will contact our cleaning personnel.

Security / Supervision
· All coaches are responsible for locking and securing any facility used during their practice sessions or games.
· All facilities should be supervised during use.
· Any off campus group who uses an Episcopal facility must hire a member of the Episcopal faculty to be present during the activity.
· Deputy sheriffs are on campus during operating hours.

Equipment
· Remember that all equipment is the property of Episcopal
· Treat equipment as you would your own
· Clean and store properly after each use
· Report any misuse to the athletic director
· Service and repair needs should be reported to the athletic director immediately!  Don’t break something and then fail to report it! 

Grounds Maintenance Procedures
· Dirck Decoteau is head of grounds maintenance
· Direct you requests and needs to his office, ext. 1142.
· It is recommended that you outline your area’s needs with the AD, facilities chair, and head of ground maintenance early in the school year, prior to the start of your season.





FINANCES


Budget procedure
· Head coaches are asked to prepare a zero based budget each fall for the following year
· Coaches must identify their needs in two categories: consumables and fixed assets.
· Head coaches should keep an accurate record of expenditures throughout the school year.  See the athletic director for a recommended format for record keeping.
· Middle school athletes are charge participation fees and these fees are part of the working budget of middle school sports.  Upper school sports are funded solely by their annual budget.


Purchasing
· The athletic director and business manager through the “purchase order” process must approve all purchases.
· Purchase orders are available in the business office corridor.
· Fill out the P.O. with complete information (cost, tax, shipping), then drop in the slot at the door of the athletic director’s office marked “P.O.”
· The athletic director will review, sign, and forward the P.O. to the business manager.
· Expense vouchers will be handled in the same manner when a reimbursement is necessary; however the P.O. process is the preferred manner of purchasing and expense vouchers should be used in rare situations.

The Episcopal Athletic Department does not permit fund raising.  The Head of School must approve the sale of advertisements displayed in facilities.
















SQUIRES


The Squires is a service organization made up parents and others interested in the support of the Episcopal Athletic Department, PreK-12.

Membership is a primary source of income.  Please encourage all parents to take an active part.  Membership includes passes to home events!

The coaches of each sport select a parent to act as a liaison from their sport to the Squires organization.  Liaisons are responsible for assigning both gate and concession workers for their sport.  They are also very helpful in organizing food for athletes when travel dictates the need.

The Squires will fund a meal, drink, and a decorating budget for spirit day.  Please provide rosters for your liaisons.  Parents are not to be assessed additional funds for spirit day treats, favors, or gifts.  One day each season will be set aside as a spirit day for each sport.  An event form must be filled out for any spirit activities on campus (such as tables during the lunch periods).  

Requests for specific sport needs are done in the form of a wish list.  Coaches, please do not approach Squires members individually for your needs, this is not professional and puts the squires member in an awkward position.  It also can be a source of dissension between coaches.

Wish Lists will be handled in the following manner:
· Head Coaches will submit a list of their needs/request in writing to the Awards Committee Chairperson.
· The entire list will be published to the whole department.
· Each Head Coach will have an opportunity to represent their need to the department and members of the awards committee. 
· The awards committee will take all requests and prioritize the needs of the department.  No item will be deleted.  A coach’s order of preference on individual items will not be changed.  The athletic director will have input in the committee’s discussions.
· The original lists from each head coach as well as the committees prioritized list will be given to the Squires President on a specified date.
· The Squires President will communicate to the athletic director wish list items that will be honored, the items that will be on hold pending revenue, and the items that will be postponed until next year.
· The athletic director will keep an accurate record of requests fulfilled and those postponed.  This wish list record will be used in award committee decision making in forthcoming years.
· The athletic directors’ role is in representing the needs of the department.






AWARDS

Lettering / Letter jackets

· Lettering policies vary according sport.  The head coach should provide each athlete and their parents with written criteria for lettering prior to the start of the season.
· Each head coach should keep accurate records.
· Upper school athletes who letter have the option to purchase a letter jacket or sweater.  The athletic administration budget will cover a portion of the cost of such jacket or sweater.
· Middle school students who letter in a varsity sport will not receive a letter sweaters/jackets while in the middle school, but will receive one once they enter the upper school.

Patches
· Louisiana shaped patches (5” size) may be ordered for a team that has reached at least the semi-final level of competition.  Exceptions can be made with approval from the Athletic Director and policy committee.  
· Individual state champions, individual state runner up, and all state selections (1st, 2nd, and honorable mention) may receive a 4” Louisiana shaped patch.
· District and regional team championship patches and  first team all-district, all-metro / parish patches may be ordered and are sport specific (example: baseballs, footballs, volleyballs). 
· Letter bars and sport emblems for jackets as well as all state level patches are paid for through the specific sports budget.
· District and regional level patches for teams and individuals are paid for by the student/athlete.

Banners / Signs
Banners / Signs
· Criteria
1.	A District Champion will be recognized in its traditional fashion. 
		(i.e.: board with displayed years, banners, signs)
2. Any sport reaching the quarterfinals or above in state competition will be     eligible to receive a sign or banner which could include individual recognition of each team member. 
· Individual recognition for each team member for state competition banners or signs is at the discretion of the sports head coach, Athletic Director, and the Athletic Policy Committee. 
 
	Funding
1.	Composite banners/signs with the history of district and state finishes will be funded by athletic administration/ concession revenue and should be displayed at the facility where the team competes and/or practices.*
		*Individual sport budgets will be responsible for updating existing    banners/ signs.

2.	Any additional banners / signs purchased to carry on an established tradition will be funded by the individual sport budget or booster club and must be approved by the athletic director.


Award programs 

Upper School – 3 programs
Fall Sports - December	
Winter Sports – late February – early March	
Spring Sports - May

	Middle School
		1 program held in May		

	Lower School
		Boys recognition	2 programs, 1 in December and 1 in May 
			
		Girls recognition	2 programs, 1 in December and 1 in May 

Athletes of the Year – Upper School Awards
Awarded to one female and one male senior student-athlete who has excelled in athletics as a high school student and who demonstrates personal integrity on and off the playing field. Coaches and teammates should hold this person in high regard as a representative of Episcopal High School Athletics.


Male Athlete of the Year “Michael Babers” Award
	Female Athlete of the Year “Annslee Laura Phillips” Award

	Coaches, awards committee members, and all members of the athletic department 
are responsible for nominating potential candidates in the spring prior to the spring awards ceremony.  Forms will be distributed and collected by the athletic director and the awards committee chair.  The Chair of the Awards committee will collect the forms and set a time for review.  The candidates should have participated in at least two sports and been recognized for there contributions to the whole athletic department and our philosophy.			
	
The athletes will be presented to the athletic department for a final decision.  At this time coaches can consider character traits of the athlete in conjunction with their athletic accomplishments for a final vote. Voting will be in the form of private ballots.  Each sport will have one vote to be cast by the head coach.  The middle and lower school coordinators will also have one vote each.  Coordinators and Head Coaches votes should be cast after careful consideration and with input from their assistants.







COACHES’ CHECKLIST
(revised 8/25/06)
1. Please forward any physicals, parental permission forms, birth certificates or LHSAA substance abuse forms you may receive to the A.D. office.  DO NOT allow athletes to participate in practices or games until these forms are current.  
1. Turn in rosters to A.D. as soon as they are available.  Upon receipt of rosters you will receive an excel spreadsheet noting which student/athletes have filed required LHSAA forms and have current physicals.  The athletic director’s office must file eligibility forms with the LHSAA before your first playing date.  As roster changes occur, PLEASE email the additions/deletions ONLY.
1. Emergency information sheets will be distributed to head coaches after rosters are turned in to the AD office.  Have student-athletes and their parents revise (if necessary) and return signed forms to you.  This document lists all forms on file, emergency contact information, permission for emergency care, and acceptance of the athletic code of conduct.  It must be readily accessible for both home and away events including practices.
1. Turn in your game and practice schedule, a sample practice plan, and season goals to the athletic director’s office before your team’s first playing date.
1. Forward game schedule to Will York with transportation requests before your first playing date.  Include the date, departure time, destination and number of people traveling.  Please note specifically when a driver outside of your staff is needed.
1. Turn in early dismissal requests to A.D. at the beginning of your sport season.
1. Notify A.D. of any playing dates where security guards, ambulances, and considerations for event parking are needed.
1. Complete LHSAA special events forms for tournaments and jamborees you host.  Please remember that financial reports are required by the LHSAA after jamborees, tournaments, and playoff games.  You must also report the results of playoff games to the LHSAA by phone immediately following the event.  All LHSAA forms can be accessed at www.lhsaa.org.  If you plan to play an out of state opponent, you must request permission from the LHSAA.
1. Attend LHSAA rules clinic for your specific sport.  See the LHSAA calendar for dates, times and locations.
1. Proof master calendar for your specific sport events.  Report any errors or changes to Renee’.  
1. Update and maintain your specific sport web pages.
1. Check and replenish first aid kits with Kathy Ladner (our trainer) before first practice.  All injuries go to the trainer first, she will complete accident report, communicate with the doctor and give coaches information on when an athlete may return to action.
1. Hold a preseason meeting with your team and their parents and communicate all athletic department and sport specific policies.  In particular pay attention to the LHSAA requirements (annual physical, birth certificates, parental permission, eligibility, substance abuse policies).  Make sure your cover your guidelines for lettering, EHS academic policies, school absences, zero tolerance for hazing, and our policy for leaving one sport before the end of the season.  Have parents proof, correct if necessary, and sign emergency information sheets.  Notify AD and Squires of preseason meeting date.

1. Select and meet with your liaisons and define their responsibilities (i.e. assign gate and concession workers, spirit days, team picture buttons).  Forward the names of your liaisons to my office.  Remember do not assess parents for team gifts, etc.  Athletic fund raising is not permissible except through the Squires.
1. Complete Episcopal event forms for tip off dinners and any other special events held on campus by your sport.  You may request that your upcoming events be displayed on the “Blvd sign” through the development office.
1. Arrange a picture date for team, individual, senior, and coaches’ pictures.
1. Turn in game day program information by specified date for your sport if you wish to have a program for your sport. Be sure to include team pictures, individual senior pictures, pictures of your coaching staff, and bios from each coach.  All pictures must be labeled with names of the athletes and coaches.  PLEASE spell names correctly.  
1. Sports that charge admissions (with the exception of varsity football) must complete a voucher to request gate money at least one week prior to your first home game.  Keep blank receipts in your gate box for officials to sign after receiving cash payments.  Update the gate receipt ledger weekly and make deposits to girls/boys revenue as needed.  “Gate start up” should be kept in the school safe as the season progresses.  Do not keep more than $200 in your gate start up funds.  
1. Read the LHSAA handbook carefully, especially the sections that apply to your sport and eligibility.  If you have any questions regarding a student’s eligibility see me BEFORE you allow them to play in a game.
1. Review the Episcopal Athletic handbook and your job description.  Use P.O.’s for major purchases and vouchers for small reimbursements.  
1.  Keep accurate team records and turn those in to the athletic director at the season’s end.
1. Order individual awards through the athletic director at the season’s end.
1. The head coach is responsible for maintaining inventory and keeping records on all uniforms and equipment issued.  If you have difficulty collecting items, notify the athletic director with the student’s name, grade, and the cost of the missing articles and the school will bill the parents.
1. Complete evaluation forms and schedule a meeting with the athletic director for a personal evaluation within two weeks of your last playing date. 
1. Please make plans to attend the Squires sponsored events.  The Squires need our support to remain a viable parent organization.
1. Check your e-mail and voice mail at least twice a day. Keep web pages current and accurate.
1. Please send as much information to the AD office via e-mail (especially rosters and schedules) It helps us a great deal.






NATIONAL CODE OF ETHICS FOR HIGH SCHOOL COACHES*



As a Professional Educator, I will exemplify the highest moral character, behavior and
leadership.

Respect the integrity and personality of the individual athlete.

Abide by the rules of the game.

Respect the integrity and judgement of sports officials.

Demonstrate a mastery of and continuing interest in coaching principles and techniques
	through professional improvement.

Encourage a respect for all athletics and their value.

Display modesty in victory and graciousness in defeat.

Promote ethical relationships among coaches.

Fulfill responsibilities to provide health services and an environment free of hazards.

Encourage the highest standards of conduct and scholastic achievement among all
athletes.

Seek to establish good health habits including the establishment of sound training rules.

Strive to develop in each athlete the qualities of leadership initiative and good judgement.



*The National Council of State High School Coaches Association 















FORMS
Episcopal forms can be accessed through the Episcopal web or the AD’s office
 LHSAA forms are available a www.lhsaa.org



Beginning of Season
Event (school and LHSAA for jamborees and tournaments)
		LHSAA Physical
		Episcopal Emergency Information Card (yellow)
		Parental Consent
		Training Rules
		Pre season parent meeting
		Early Dismissal
		Hold Harmless
		LHSAA Special Event
	
In Season
		Parent Conference
Accident Report 
		Purchase Order
		Voucher
		LHSAA Financial Reports for jamborees and tournaments
		
End of Season
		LHSAA Playoff Financial Reports
		Report Playoff Results to the LHSAA
		Checklist
		Evaluations
		Award Order 
		Inventory
		Final Team Results
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