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INTRODUCTION
KATY INDEPENDENT SCHOOL DISTRICT

We hope this handbook will serve you as a reference guide, answering some of the questions that will concern you during the course of the year.  Please call us at the Athletic Office anytime you have a concern or question.

The University Interscholastic League is the governing body in the Athletic Programs in the Texas Public Schools.  The Katy Independent School District Board of Education, administrators, coaches and teachers fully support the U.I.L. and its enforcement of the rules.

Understand that athletics is designed to accommodate students who have the ability and emotional stability to handle competition, as we know it in the Katy Independent School District.  Therefore, not all students are capable of competing in this program.  One of the difficult tasks faced as a coach is making the judgment as to who should be selected to compete in this program.  Students are not obligated to take part in athletics, nor is it required for graduation.  It should be stressed that being a member of an athletic team is a privilege and not a right.  Since it is a privilege, the coach has the authority to revoke the privilege when rules are not followed.

We are all aware that being involved in athletics demands a lot of time and dedication from coaches and players alike.  As a coach, your players and/or program reflect your attitudes, beliefs and your work ethic.  This does not necessarily translate into a superb won-loss record but it does mean that your players and/or program will have discipline, responsibility and a strong work ethic if you yourself have these traits.  Never assume that each athlete is born with these traits.  Rather, these traits need to be brought out through a developmental process by you, the coach.  We all want an athletic program that will be a compliment to the Katy Independent School District and we ask that all of you involved work hard to make this a reality.   

Rusty Dowling


Rusty Dowling

Executive Director of Athletics

Katy Independent School District

Important

Upon review of the Katy ISD Athletic Handbook for 2011-2012, please complete the

information below, sign and return this page to your Campus Athletic Coordinator/Assistant Athletic Coordinator.

I have accessed the Katy ISD Athletic Handbook for 2011-2012 and will abide by the policies and procedures of the District. 

I understand that I can review a hard copy of this document on my Campus or in the Athletic Department. 

My signature certifies that I have accessed the Katy ISD On-line Athletic Handbook for 2011-2012. 

______________________________________________________________

(Print your name)

___________________________________________________________

(Your signature)

______________________________________________________________

(Date)

______________________________________________________________

(Campus or District Location)

It is the responsibility of the Athletic Coordinator to keep a current signed copy on file in their Athletic Office for each campus staff member.
UNIVERSITY INTERSCHOLASTIC LEAGUE

Every coach must read his/her specific U.I.L. Sport Manual regarding his/her sport and be in compliance of all rules and rule changes.  It is the responsibility of each Head Coach to abide by and submit all U.I.L. paperwork regarding his/her sport and to comply with ALL UIL and Katy ISD policies as they pertain to his/her program.
Do not hesitate to contact the Athletic Director on questionable matters.

Every head coach is required to attend a U.I.L. compliance meeting with Athletic Administration prior to the start of his/her season.  All new KISD coaches, head coaches, and junior high coordinators are required to attend a Katy ISD UIL summer training session.
PHILOSOPHY OF ATHLETICS IN THE KATY ISD

The philosophy of the Katy Independent School District's Athletic Department is to promote and maintain a broad-based program that will offer all students, with an interest in athletics, an opportunity for safe and healthy participation in the sport of their choice.

The Katy Independent School District's Athletic Department exists to supplement the educational process of those students who exhibit an interest in providing a forum for himself/herself to challenge his/her physical and emotional capabilities.  The purpose of this program is to provide opportunities to these students to pursue and understand the values of attitude, commitment, responsibility, accountability, work ethic and team.  The operational basis of the program is designed for each student to be challenged in these values through the day-to-day process of being in this program.

KATY ISD ATHLETIC PROGRAM OBJECTIVES
1. Involve as many students as possible in a positive athletic environment.

2. Instill in all students an exemplary work ethic and the qualities of: accountability, citizenship and a high degree of sportsmanship.

3. Play everyone on all sub-varsity levels.

4. Develop and maintain a complete and comprehensive off-season program.

5. Have all programs represented with class, character and dignity.

6. Establish successful programs so that all participants enjoy a positive learning experience.

7. Demonstrate that each of our athletic teams is well coached, highly disciplined and very well organized.

8. Establish District-wide bond of loyalty and pride that reflects the principles, integrity and attitude of the Katy ISD.

9. Ensure that the Katy ISD Athletic Department objectives support the total mission of the Katy ISD.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES

EXECUTIVE DIRECTOR OF ATHLETICS 

A. Report to the Chief Operations Officer.

B. General

1. The Executive Director of Athletics shall organize and administer a competitive athletic program  

      within the guidelines of the Katy Independent School District’s Athletic Department Philosophy 

      and Objectives.

C. Specific Duties and Responsibilities

1. Supervise the athletic program of the Junior High Schools and High Schools.

2. Prepare and maintain an Athletic Department Operations manual.

3. Recommend for employment prospective staff members that meet the high quality standards that the Katy Independent School District expects in the classroom and on the field.

4. Oversee all interscholastic contests.

5. Direct the business affairs of the athletic program including the preparation and administration of the budget.

6. Make periodic reports as requested on the operations of the athletic department.

7. Coordinate and manage all ABC activities as they pertain to the athletic program.

8. Evaluate designated staff within the KISD.  
9. Develop and maintain the Master Athletic Department Operations Calendar.
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d

ASSISTANT DIRECTOR OF ATHLETICS – Individual Sports HS
                                                                            JH Team & Individual Sports

A. Report to the Executive Director of Athletics

B. General

1. The Assistant Director of Athletics – The position will be responsible for overseeing and managing all duties specific to this assignment in addition to duties assigned by the Director of Athletics.

C. Specific Duties and Responsibilities

1. Responsible for all administrative issues relating to Individual Sports HS/JH.

2. Stadium Coordinator for all Rhodes Stadium events.

3. Coordinate KISD security procedures for all Junior High events.

4. Assist with KISD Athletic Department master athletic scheduling.

5. Assist as directed with playoff arrangements.

6. Assist with campus hiring procedures throughout the ISD
7. Coordinate summer UIL S/C.
8. Liaison to HR with the stipend list for each Junior High.
9.  Assist with all regional meets within KISD.

10. Work with the director of maintenance to ensure all athletic fields are safe for use.
11. Direct the Katy ISD Coach of the Year Program.

12. Junior High and High School relationships – communication

13. Maintain Junior High Athletic Manual

14. Conduct all compliance meetings for Junior High sports.

15. Serve as Individual Sport Support- Transportation/meals/Communications

16. Evaluate Athletic staff as assigned.
17. Facility Reservations with LMC.
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d

ASSISTANT DIRECTOR OF ATHLETICS – Team Sports HS
A.  Report to the Executive Director of Athletics

D. General

1. The Assistant Director of Athletics – The position will be responsible for overseeing and managing all duties specific to this assignment in addition to duties assigned by the Director of Athletics.

A. Specific Duties and Responsibilities

1. Responsible for all administrative issues relating to Team Sports HS.

2. Develop and oversee all aspects of athletic staff development 7-12.

3. Athletic Department Title IX coordinator.
4. Serve as Team Support – Transportation/Meals/Communications/as needed.
5. Conduct all UIL compliance meetings/end of season meetings.

6. Coordinate scheduling/procedures and facility requirements for all summer camps.

7. Work with Executive Director of Athletics on all UIL compliance and procedural requirements.

8. Assist with campus hiring procedures throughout the KISD.

9. Evaluate Athletic staff as assigned.

10. Direct all playoff arrangements.

11. Assist in budget planning for all senior high athletic programs.

12. Serve as athletic advisor for athletic construction projects.

13. Direct new coaches’ in-service and new head coaches’ in-service.

14. High School stipend list.

15. Assist in weekly campus Athletic Coordinator meetings.

16. Work with the director maintenance to ensure all athletic fields are safe for use.
17. Update stipend list for HR.
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d

ASSISTANT DIRECTOR OF ATHLETICS – Business and Operations/SMC
A. Reports to Executive Director of Athletics

B. General

1. The Assistant Athletic Director- Business and Operations will supervise and coordinate all aspects of the Sports Medicine Program and Athletic Business. 

C. Major Duties and Responsibilities
1. Coordinate and assign athletic trainer coverage for all district athletic events.

2. Secure ambulance and doctor coverage as needed for all district athletic events.

3. Develop and implement district sports medicine policies.

4. Supervise all district athletic trainers.

5. Work with the director of maintenance to ensure all athletic facilities are safe and properly cleaned and sanitized.

6. Work with the director of risk management to ensure athletic insurance procedures are followed.

7. Work with the director of nurses to help coordinate the services of the athletic trainer and the school nurses.

8. Organize and monitor all of  the UIL required physical examinations for all athletics 7-12

9.  Monitor and ensure all UIL forms are current and readily available for all district campuses. 

10. Assist in the recruitment and employment of the district athletic trainers.

11. Develop and implement health and safety education programs for all athletic trainers, district coaches, athletes, and parents.

12. Coordinate CPR and first aid training for all district coaches.

13. Advise Executive Director of Athletics on new and existing regulations as they pertain to athletic training.

14. Provide every coach with a written set of emergency procedures.

15. Maintain Athletic Trainer Emergency Contact list.

16. Act as the budget manger for the athletic department.

17. Supervise the athletic department financial secretaries.

18. Manage the athletic participation fee account.

19. Supervise the processing of athletic payroll.

20. Work with purchasing on all athletic department bids.

21. Manage the Summer Recreation Budget.

22. Any other duties as assigned by the Executive Director of Athletics.
23. Coordinate Summer Recreation program

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
AQUATICS COORDINATOR

A.  Reports to Executive Director of Athletics

B.
General

1. The Aquatics Coordinator is responsible for the management, maintenance, and operations of all KISD natatoriums. 

2. The Aquatic Coordinator will ensure the aquatic facilities are operated within the standards of the Federal, State and Local Regulations.  

C.
Specific Duties and Responsibilities

 1. Develop and implement a comprehensive training program for all school employees who use the  

     natatoriums with their students. This would include facility safety rules, the facility emergency

     response plan, and general aquatic safety information.

2. Develop and implement a procedure for the inspection and documentation facility equipment safety 

     and water sanitation as required by law.

3. Develop and implement a plan for emergency response drills for school programs which use the 

    KISD natatoriums.

4. Develop and implement a program to recruit, hire, and train lifeguards for school or non-school 

     use of KISD natatoriums.

 5. Develop and implement procedures and requirements for outside groups who use KISD 

     natatoriums.

6. Develop and implement a plan to monitor and supervise outside groups who use KISD 

     natatoriums.

 7. Oversee all scheduling of KISD natatoriums by both school and non school groups.

 8. Oversee and supervise the daily maintenance and repair of the natatoriums.

 9. Act as the district expert on natatoriums pool safety and design.

10. Develop and manage the operations budget for the natatoriums.

11. Invoice and collect fees for non school use of the natatoriums.

12. Manage and supervise the KISD summer recreation swim program.

13. Other duties as assigned.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
ADMINISTRATIVE ASSISTANT TO EXECUTIVE DIRECTOR OF ATHLETICS

A.  Reports to Executive Director of Athletics

A. General

1.  The Administrative Assistant to Executive Director of Athletics is responsible for overseeing and managing all duties specific to this position in addition to other duties assigned by the Executive Director of Athletics.

   C.   Specific Duties and Responsibilities

1. Assist the Executive Director of Athletics with all special projects.

2. Handle all Athletic Administrative duties as requested by UIL District 19-5A.

3. Process all PAP forms and Waivers for 19-5A.

4. Manage Season /Weekly Football Tickets.
5. Maintain Athletic Website.

6. Prepare and Submit to WW&L all Athletic materials needed for the next upcoming year.

7. Coordinate the sale of Season Tickets.

8. Maintain database for Season Ticket Holders.

9. Assist in preparation of Rhodes Stadium for fall Football Season.

10. Responsible for scheduling Press Box Hospitality for AD/Board during Football Season.
11. Hostess for LAMBS sponsors at games as designated by Athletic Director.

12. Coordinate and order all trophies, awards, throughout school year.
13. Assist Athletic Director with all outside evening meetings…DEC, ABC, etc.

14. Compose letters/memos and type all other department correspondence as needed.

15. Maintain and update all information throughout the school year for the KISD Athletic Handbook.

16. Assist Coach D. Decker with Staff Development training through the Eduphoria System.

17. Make meeting arrangements for AD as requested (locations, technology and catering requests).

18. Make all travel arrangements for Athletic Director concerning transportation and lodging.

19. Kronos/Aesop Manager for Athletic Department

20. Backup for submitting Work Orders

21. Other duties as assigned by the Athletic Director.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
ATHLETIC DEPARTMENT FINANCIAL SECRETARY 
A. Reports to Executive Director of Athletics

B. General

1. The Athletic Department Financial Secretary is responsible for overseeing and managing all duties specific to this position in addition to duties assigned by the Assistant Athletic Director – Business/Operations/SMC. 

C. Administrative Responsibilities
1. Preparing, inputting, maintaining, reconciling & close out annual budget for:
Summer Recreation
All Junior Highs 
Central Athletic Dept.
Rhodes Stadium
Pool Maintenance
Outside Athletic Events which Katy ISD host Playoff’s
2. Processing Purchase Orders for above groups. 
3. Closing out Purchasing Orders according to invoices.
4. Processing Employee Reimbursement/Mileage Reports for all JH coaches and Central Athletics.
5. Prepare all Financial Reports pertaining to the 2010 Football Season Games.

6. Prepare all Financial Reports for UIL pertaining to Football and Basketball playoffs.

7. Reconcile expenses for all playoff games hosted by Katy ISD from Net Gate Receipts by either invoicing or sending checks to both participating schools.
8. Processing Petty Cash reimbursements.
9. Balancing and re-establishing petty cash.
10. Working closely with Purchase Dept. to develop and manage Athletic Bid
11. Processing warehouse requisition for the above groups.
12. Deposit funds for Rhodes Stadium and Central Athletics.
13. Reimbursement for Summer Recreation & Katy ISD Campus.
14. Maintain current athletic information on file.
15. Processing & maintain capital pool, special request as well as capital purchase from special funding.
16. Provide meal money for all playoff teams.

17. Prepare & close out Purchase Orders for travel arrangement for Athletic Dept. & playoff teams.

18. Prepare monthly sales tax report.
19. Process and maintain all business procedures for 100 mile radius trips.
20. Keeping track for Game Settlement owed to Katy ISD.
21. Tagging and inputting all Fixed Asset items for Rhodes Stadium and Athletic Dept.
22. Purchase, maintain & reconcile start up funds for new campuses.

23. Prepare working cash for:
All Rhodes Stadium events
All playoff event – Katy ISD teams & events hosted by Katy ISD
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
ATHLETIC DEPARTMENT SECRETARY 
A.  Reports to Executive Director of Athletics

B. General

1.  The Athletic Department Secretary is responsible for overseeing and managing all 

     duties specific to this position in addition to duties assigned by all Assistant Directors of 

     Athletics.

C. Specific Duties and Responsibilities

1. Answer phones and greet visitors.

2. Open and distribute mail.

3. Order office supplies.
4. Compose letters/memos and type all other department correspondence as needed.

5. Maintain/update Athletic Emergency Phone list.

6. Reserve meeting locations and set up catering request when needed.

7. Submit Print Shop requests as needed.

8. Prepare each week the Athletic Event Calendar.
9. Meet weekly with Assistant Director of Grounds/Maintenance, Athletic & Assistant Athletic Directors to address junior high and high school athletic field/facility issues and concerns.
10. Monitor all KISD player/coach recognition and honor awards.
11. Input maintenance work orders for all junior high & high school athletic facilities.
12. Make all travel arrangements for all High School playoff games and 100 mile radius trips.
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
HIGH SCHOOL CAMPUS ATHLETIC COORDINATOR
A. Report to Executive Director of Athletics and Campus Principal

B. General

1. The High School Campus Athletic Coordinator is responsible for overseeing and managing all duties specific to this position in addition to duties assigned by the Executive Director of Athletics. 

C. Specific Duties and Responsibilities

1. Coordinate and administer the Campus High School Athletic Program in accordance with KISD and UIL athletic objectives and policy.

2. Managing campus athletic budget.  All High School athletic purchases must be routed to the Athletic Financial Secretary and approved by the Executive Director of Athletics. 
3. Make all High School coaching assignments with approval of the Executive Director of Athletics..

4. Coordinate all campus level athletic schedules.

5. Maintain a complete and accurate high school athletic equipment inventory.

6. Submit any and all necessary requests as per KISD Athletic Administration.

7. Monitor Junior High School implementation of philosophies, schemes, strategies, techniques, skills, offenses and defenses as stressed by the High School Head Coach.

8. Manage any and all campus-based Athletic Booster Clubs.

9. Interview candidates for campus athletic positions and make recommendations to the Principal/Executive Director of Athletics.

10. Supervise and evaluate the performance of all campus-based programs and coaches.
11. Possess and demonstrate the ability of effective communication with students, staff, faculty and community at all times.

12. Must understand and effectively communicate the process of all areas of the NCAA Student Information Center as defined by the NCAA to athletes and parents as it pertains to all types of grant-in-aid programs.

13. Possess a thorough knowledge of all UIL rules and regulations.

14. Complete annually a total sports program budget and end-of-year review of all sports programs.

15. Assist all other coaches in the planning and management of their programs as needed.
16. Assist with the management of all UIL competitive activities that occur at the home campus as well as additional tournaments/meets held within the district.

17. Develop a program to ensure that all phases of UIL compliance are adequately addressed each year with athletes, staff, parents, faculty and community.

18. Complete an annual evaluation of all coaches assigned to that campus sports programs.

19. Assist the central athletic office with annual reviews and recommendations of all interscholastic competitive programs provided by the district.
20. Coordinate and schedule all necessary event supervisors and game support staff for all campus-based athletic activities. 
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
HIGH SCHOOL CAMPUS ASSISTANT ATHLETIC COORDINATOR
A. Report to Campus Athletic Coordinator and Campus Principal

B. General

1. The High School Campus Assistant Athletic Coordinator is responsible for assisting the Campus Coordinator in overseeing and managing all duties specific to this position in addition to duties assigned by the Athletic Campus Coordinator. 

C. Specific Duties and Responsibilities
1. Assist Coordinator to coordinate and administer the Campus High School Athletic Program in accordance with KISD athletic objectives and policy.
2. Responsible for collecting CPR, AED and First Aid compliance cards and forward copies of all cards to the Athletic Office.
3. Responsible for creating gym policies at their campus.

4. Assist with Event Supervisors to ensure the preparation of all indoor athletic events.

5. Assist with Campus Athletic Coordinator to ensure the preparation of all outdoor facilities for athletic events. 

6. Assist Coordinator with all High School coaching assignments with approval of the Executive Director of Athletics.

7. Assist in coordinating all campus level athletic schedules.

8. Assist Coordinator in maintaining a complete and accurate high school athletic equipment inventory.

9. Submit any and all necessary requests as per KISD Athletic Administration.

10. Assist in monitoring Junior High School implementation of philosophies, schemes, strategies, techniques, skills, offenses and defenses as stressed by the High School Head Coach.

11. Assist in interviewing candidates for campus athletic positions.

12. Assist Coordinator in evaluating the performance of all campus-based programs and coaches.

13. Possess and demonstrate the ability of effective communication with students, staff, faculty and community at all times.

14. Possess a thorough knowledge of all UIL rules and regulations.

15. Assist all other coaches in the planning and management of their programs as needed.

16. Assist with the management of all UIL competitive activities that occur at the home campus as well as additional tournaments/meets held within the district.

17. Coordinate and schedule all necessary event supervisors and game support staff for all campus-based athletic activities. 
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
CAMPUS ATHLETIC SECRETARY

A. Report to Campus Athletic Coordinator

B. General

1. The Campus Athletic Secretary is responsible for overseeing and managing all duties specific to this position in addition to duties assigned by the Executive Director of Athletics.

C. Specific Duties and Responsibilities

1. Provide daily administrative and clerical support for campus based athletic personnel.

2. Manage district/campus athletic budgets

3. Prepare weekly ticket sales/gate reports, game worker/officials reports and deposits for HS and JH level campus events

4. Assist coaching staff with event check requests, user fees, fundraising and other various revenue producing venues

5. Generate/process PO’s and receive/distribute PO merchandise

6. Work with Vendors collecting quotes/bids and the timely receiving of merchandise

7. Liaison with campus Athletic Booster Clubs and Team Parents

8. Manage flow of athletic information through campus athletic website, parent distribution lists and district level websites

9. Generate campus athletic maintenance requests

10. Greet/direct all athletic visitors

11. Liaison with college recruiters 

12. Athletic letter jacket facilitation with staff/students

13. Assist with data management for Rank One, Activity Builder, MUNIS, Esembler, and Zangle

14. Assist coaching staff with parent meetings, hospitality, banquets and season celebrations

15. Liaison with campus athletic and district level reservation requests

16.  Maintain seasonal athletic recognitions for district reports

17. Maintain up-to-date knowledge of district office and financial systems

18. Manage/maintain campus athletic team inventories

19. Liaison with Media (print, web, radio, TV) for Awards Information

20. Maintain good rapport with staff, students, parents and district personnel

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
HEAD COACHES (HIGH SCHOOL)

A. Reports to the Campus Athletic Coordinator and Campus Principal

B. General

1. The Head Coach will coordinate his/her program for Grades 7-12 and supervise assistant coaches working in his/her sport.  

C. Specific Duties and Responsibilities

1. Communicate with the Campus Athletic Coordinator on staff assignments concerning his/her sport.

2. Design offense, defense and techniques to be used in that sport for Grades 7-12.

3. Responsible and accountable for all U.I.L. rules governing head coaches' program.

4. Responsible for all U.I.L. matters as designated by Executive Director of Athletics.

5. Manage, inventory, and purchase all equipment concerning his/her sport through the Campus Athletic Coordinator.

6. Each Head Coach is responsible for the individual public relations of his/her sport through the Campus Athletic Coordinator.

7. Secure game officials/event supervisors for all high school level games.


8. Supply visiting team needs and take care of any other requirements for the orderly performance of contests.

9. See to it that EACH participant has clearance through athletic trainer before participation in athletics, INCLUDING athletic period.

10. Advising Assistant Director of Athletics on general management and care of his/her facility.

11. Submitting travel list of players, means of travel, departure and arrival times, and any other necessary information to the Athletic Department and the campus Principal.

12. Coordinate athletic period enrollment for incoming 9th graders with Junior High School coaches.

13. Responsible for submitting to Athletic office copies of any policy, procedure, and/or correspondence for his/her specific sport for approval by Executive Director of Athletics prior to distribution.

14. Abide by KISD policy of awarding letters, plaques, and certificates to athletes.

15. Maintaining a year-to-year Letterman’s list.
16. Reporting any injury sustained by an athlete to the Athletic Trainer.
17. Each Head Coach is responsible for the dress, behavior and conduct of all his/her teams.  If team rules, as set by the Head Coach, are violated, the Head Coach will deal with each situation.

18. Report schedule changes, at any level, to Assistant Director of Athletics.



19. Attend Junior High School events, primarily as it pertains to your sport.

20. All policy and procedural matters pertaining to your sport at each Junior High School must be first routed to Junior High School Athletic Coordinator.

21. Responsible for reporting scores to the Athletic Office the first working day following game.  This includes levels 7-12.

22. Post-season equipment inventory will be turned in to Campus Athletic Coordinator.

23. Scheduling of Athletic Banquets will be processed through the Campus Athletic Office.

24. Responsible for KISD Athletic Code of Conduct.

25. Monitor Booster Club operation and secure athletic department approval for all Booster Club Passes.

26. Develop a professional development plan for specific sport. 

27. Create a procedures plan for your specific event supervisor.

28. Responsible to submit cut lists to the CAC ONE DAY before posting.

29. Monitor yearly eligibility of all student-athletes.

30. File all sport specific District/UIL reports.

31. Establish new student procedure for specific sport.

32. Organize program communication procedure.

33. Develop a vision and plan for sport specific program.

34. Create structured game day routine for staff and players.

35. Organize and/or oversee all sport specific home athletic events.

36. Responsible for character and direction of overall sport specific program.

37. Specify program objectives and how you will obtain them.  Due at Compliance meeting.

38. Head Coaches should order awards at least one month ahead of date of actual event.

39. Athletic Schedules are to be approved by the Katy ISD Athletic Department PRIOR to any release.

40. Attend all Athletic Department/Campus Athletic Department meetings.

41. Other duties as assigned by CAC.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d

ASSISTANT COACHES – HIGH SCHOOL

A. Reports to Head Coach, Campus Athletic Coordinator and Executive Director of Athletics

B. General

1. To properly execute the philosophy, objectives and techniques of the sport he/she is coaching and provides quality assistance to the Head Coach in teaching athletes.

C. Specific Duties and Responsibilities

1. Consult with Head Coach on all matters relating to the operations, philosophy and objectives of specified sport.

2. Carry out job assignments as issued by the Head Coach.

3. Make every effort to attend other sport contests at High School and Junior High School.

4. Coach in a positive manner and strive to bring out the best in each athlete.

5. Other duties as assigned by CAC.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
JUNIOR HIGH SCHOOL CAMPUS ATHLETIC COORDINATOR 
A. Report to Executive Director of Athletics and Campus Principal 

B. General

1. The Junior High School Campus Athletic Coordinator is responsible for overseeing and managing all duties specific to this position in addition to duties assigned by the Executive Director of Athletics. 

C. Specific Duties and Responsibilities

1.     Organize and administer Junior High School Athletic Program.

2. Hire campus athletic personnel and make coaching assignments with approval of Assistant Director of Athletics. 

3. Assist in developing all Junior High School athletic schedules, with approval of Assistant Athletic Director.

4. Maintain a complete and accurate Junior High School athletic equipment inventory. 

5. Submit any and all necessary requests as per Assistant Director of Athletics.

6. Implement philosophies, schemes, strategies, techniques, skills, offenses and defenses as stressed by the High School Head Coach.

7. Responsible for game report forms/user fee deposits and campus budget. 

8. Ensure all injuries are reported to the Athletic Trainer.

9. Coordinate and schedule all necessary event supervisors and game support staff for all campus-based athletic activities.

10. Confirm game officials for all Junior High School contests.
11. Responsible for submitting to both Executive Director of Athletics all sports team cut lists one day prior to posting.

12. Approve expense reimbursements in Munis.

13. Evaluate all campus staff.

14. Prepare End of Season Athletic Report. (Due from the Head Coach of that sport)
15. Send in all work requests for PE/Athletic fields and areas.

16. Make sure Rank One is maintained.

17. Physicals/Consent to treat – organize and check.

18. Maintain eligibility reports.

19. Assist HS head coaches with incoming 9th grade orientation meetings.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
JUNIOR HIGH SCHOOL CAMPUS ASSISTANT ATHLETIC COORDINATOR
A.  Reports to Campus Athletic Coordinator and Principal
B.  General

1.  The Junior High Campus Assistant Athletic Coordinator is responsible for assisting the Campus  

     Coordinator in overseeing and managing all duties specific to this position in addition to duties

     assigned by the Athletic Campus Coordinator.
C.  Specific Duties and Responsibilities
1. Assist the Campus Athletic Coordinator in coordinating & administering the Campus Junior High Athletic Program in accordance with KISD athletic objectives and policy.
2. Responsible for collecting CPR, AED and First Aid compliance cards and forward copies of all cards to the Athletic Office.

3. Responsible for assisting the Campus Athletic Coordinator in creating gymnasium policies at their campus.

4. Assist the Campus Athletic Coordinator in the preparation and management of all indoor athletic events.

5. Assist the Campus Athletic Coordinator in the preparation and management of all outdoor facilities for athletic events. 

6. Assist the Campus Athletic Coordinator with all Junior High coaching assignments with approval of the Executive Director of Athletics.

7. Assist the Assistant Director of Athletics in coordinating all campus level athletic schedules.

8. Assist the Campus Athletic Coordinator in maintaining a complete and accurate junior high athletic equipment inventory.

9. Submit any and all necessary requests as per KISD Athletic Administration.

10. Assist the Campus Principal and Campus Athletic Coordinator in interviewing candidates for campus athletic positions.

11. Assist the Campus Athletic Coordinator in evaluating the performance of all campus-based programs and coaches.

12. Maintain/Schedule the campus athletic facilities through the Katy ISD Athletic Office.
13. Responsible for demonstrating effective communication with students, staff, faculty and community at all times.

14. Responsible for having a thorough knowledge of all UIL rules and regulations.

15. Assist all other coaches in the planning and management of their programs as needed.

16. Assist with the management of all UIL competitive activities that occur at the home campus as well as additional tournaments/meets held within the district.

17. Assist the Campus Athletic Coordinator in scheduling all necessary event supervisors and game support staff for all campus-based athletic activities. 
18. Complete monthly checks of all Campus Athletic Department AED machines.
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
HEAD COACHES - JUNIOR HIGH SCHOOL 
A.  Report to Junior High School Athletic Coordinator, Campus Principal and High School 

 Head Coach.

B. General

1.  Junior High School Head Coaches are responsible for overseeing and managing all duties specific to this position in addition to duties assigned by the Assistant Director of Athletics.

C.   Specific Duties and Responsibilities

      1.  Organize and administer a program that is beneficial for the student-athlete and 

                        preparing them for high school.  Implement philosophies, schemes, strategies, 

                        techniques, skills, offenses and defenses as stressed by the High School Coaching

staff.

2. Conduct a parent meeting at the start of the season (Turn in parent sign-in sheet).

3. Develop a parent packet to be distributed during the parent meeting.  Include items such as:  game schedules, practice schedules, expectations for athletes and parents, direction to games.  Provide a copy to the Athletic Coordinator/Assistant Coordinator.

4. Manage and maintain the athletic equipment for your sport.  If you have anything you are no longer using, is broken, or old, please let the Athletic Coordinator or Assistant Coordinator know so it can be discarded.  Please be prepared to provide specifics such as how many, exact items, etc.
5. Submit all requisitions for equipment and supplies to the Athletic Coordinator/Assistant Coordinator.
6. Support the feeder high school program and meet with the high school coaches as needed.
7. Submit game scores to the appropriate district sport coordinator.
8. Assign coaching positions within sport.
9. Communicate expectations with coaches in a preseason meeting as well as written sport specific expectations.  Provide the campus Athletic Coordinator with your sport specific expectations.
10. Keep your Principal and administration notified of all important events, activities and game results via the web, newsletter, emails etc.
11. Assign game workers if needed (gate, scorebook, scoreboard, event worker, etc.)
12. Complete deposits (gate, t-shirt, etc) and submit game worker forms to the Athletic Department.
13. Responsible for checking eligibility regarding grades through the activity builder program.
14. Will maintain the Rank One Sports program by entering practice and game schedules, rosters, and results.
15. Responsible for checking eligibility regarding grades worker forms to the Athletic Department.
16. Responsible for entering bus requests (Using Travel Yellow Bus budget code).
17. Conduct Emergency Drill with each team (or grade level) at the beginning of the season.  Provide documentation to Athletic Coordinator (use attached worksheet).
18. Attend District Head Coach Sport Compliance Meeting (Pre-Season) as well as the End of Season Meeting.
19. Complete the Athletic Department End of Season Report.
KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d
ASSISTANT COACHES – JUNIOR HIGH SCHOOLS

A. Report to Junior High School Athletic Coordinator, Campus Principal and High School Head Coach.

B. General

1. Junior High School Assistant Coaches are responsible for overseeing and managing all duties specific to this position in addition to duties assigned by the Assistant Director of Athletics.

C. Specific Duties and Responsibilities

1. Assistant coaches are responsible for organizing and administering the programs set by each Head Coach of his/her sport. 

2. Managing and maintaining the athletic equipment for his/her sport. (Head Coach of sport)
3. Submitting all purchase orders to Junior High School Athletic Coordinator for approval.

4. Providing directions to game sites.

5. Supporting the High School Coaching staff.  JH football coaches will assist their feeder high school with Spring Training.
6. Assistant Coaches will not dismiss a player from the program with first meeting with Athletic Coordinator.
7. Coach will follow the school rules as set forth by the campus principal including, but not limited to dress code, duty schedules and in-services.

8. Coach will be required to attend sport specific in-services and campus functions.  (i.e.: annual bus in-service, annual bus physicals, CPR, AED, Firs Aid, District UIL meeting, student athletic physicals, etc).

9. Coach will return parent phone calls and emails within 24 hours.

10. Coach will document as well as inform the Athletic Coordinator/Assistant Coordinator and Principal in the event of an emergency or problem that may have occurred at an event or practice.  (i.e.:  injury, rule infraction, parent concern).

11. Coach is responsible for the supervision and safety of all athletes during practices, games and parent pickup.

12. Coach will maintain the highest level of professionalism while coaching and while on campus.

13. All coaches that are not in season may be assigned to perform duties for sports that they are not assigned to.  (i.e.:  track meets, golf and/or tennis matches, campus tournament).

14. Coach will dress professionally in all circumstances including, the classroom, on the practice court and during games.  Classroom dress code will be set by the Principal.
15. Coach will be on time for practices and game day responsibilities.  If you are running late and/or are caught in a school based meeting, please contact another coach to supervise your team.

16. Coach will be positive role model.

17. Coach will speak positively about the student-athletes and staff in public and with other coaching professionals.

Practice Day Expectations
18.  Coach will have a written plan for practice.

19. Coach will show the athletes he/she is interested in their progress as individuals and as a team.

20. Coach will move and circulate throughout practice.
21. Coach will coach with positive attitude.  In addition, when correcting an athlete, give positive feedback first, them make the corrections (i.e.:  “You did a great job of getting to the ball.  Next time, work on getting your shoulders and hips facing the target.”).  Coach will try to give positive feedback to every player every day.

22. Coach will be dressed appropriately for practice.  Practice attire will be defined by Head Coach.  

23. Coach will keep accurate practice attendance.

24. Coach will create a clearly defined warm-up routine for each game.  Coach will be involved in the warm-up.

Game Day Expectations
25.  All coaches will stay until the final game of the evening is complete to assist with the other games and supervise those student-athletes that remain in the stands.

26. Coach will ensure that all student-athletes are supervised at ALL times.

27. Coach will not allow student-athletes to be released to go home with anyone but their parent and then only with the appropriate paperwork on file.
28.  Coach will be dressed appropriately for game days.  Game day attire will be defined by Head Coach.

Form and Information
29.  An athlete will not be permitted to try-out for any sport without a COMPLETE KISD Athletic Participation Packet on file.

                           A.  Athletic Code of Conduct:  this is signed by every athlete.

                           B.  Doctor’s Physical:  requires coach’s signature at the bottom.  This means you have
                                 reviewed it and it is complete.  Also, confirm that physical was completed after May 1.  

                           C.  Consent to Treat:  must include parent/guardian contact information.

Request for post-activity student release:  this form MUST be signed by a parent or guardian in order for 

the athlete to ride home from an away game.  If the form is not turned in, the athlete must ride on the bus back to the campus.

TEA/UIL eligibility calendar:  this calendar specifies when an athlete can regain her eligibility after a failing six weeks grade.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d

CAMPUS HEAD ATHLETIC TRAINER

 A.     Report to Campus Athletic Coordinator.          


 B.     General

1. The Head Athletic Trainer shall coordinate coverage, treatment, rehabilitation and physician referral for all athletic and designated U.I.L. programs. 

C.      Specific Duties and Responsibilities

1. Plan & Implement a comprehensive athletic injury and illness prevention program for student athletes.
2. Attend practice sessions and athletic contests as assigned by the Athletic Coordinator.
3. Establish and maintain effective communication with students, parents, medical & paramedical personnel, coaches, and other staff.
4. Provide education physical conditioning training to student athletes.
5. Fit injured athletes with specialized equipment and oversee its use.
6. Prepare athletes for games & practices by conducting evaluations & using tape, wraps, splints, braces, & other protective devices as needed.

7. Respond to emergencies and make quick, independent judgments about how to deal with injuries with athletes.
8. Identify acute injuries and provide first-aid triage, including assessing injuries & deciding whether an athlete should seek further medical attention and should discontinue participation in the athletic event.
9. Establish specific procedures to be carried out by a coach or student trainer in the event of a medical emergency.
10. Detect and resolve environmental risks to athletes.
11. Coordinate scheduling of athletic physical examinations and screening.
12. Select, train, and supervise student trainer assistants.
13. Compile, maintain, and file all physical and computerized reports, records, and other documents including medical, accident, and treatment records as required.
14. Maintain an inventory of training supplies and equipment.  Requisition additional supplies as needed.

15. Care for all injuries that athletes of the school district sustain while participating in a designated UIL athletic program, referral to team physician or family doctor as necessary and informing parents immediately of any injury concern.
16. Will have the team doctor in attendance at varsity home football games.

17. Keep records of all injured athletes.

18. Keep file for the athletes regarding UIL medical forms.

19. Be available for all HOME events (Freshman through Varsity) in case of emergency.

20. Provide coverage for home varsity contest according to the policies of District 19-5A.
21. Will assure that a staff athletic trainer travels out-of-town with varsity football.

22. Order and inventory all medical supplies.

23. Select and supervise student trainers.

24. Provide visiting athletic teams with appropriate hospitality as per policies of each campus.

25. Manage the school Athletic Insurance program for the athletic department.

26. Organize and monitor UIL required physical examinations for all athletics 6-12.

27. Distribute to athletes and coaches all necessary UIL medical paperwork.

28. Reference Sports Medicine Policy and Procedure Manual for specific responsibilities.

29. Perform other duties assigned by the Athletic Coordinator.

D.       Supervisory Responsibilities

       Supervise the work of student assistants and assistants.

KISD ATHLETIC DEPARTMENT DESCRIPTION OF DUTIES Cont’d

CAMPUS ASSISTANT ATHLETIC TRAINER

 A.     Report to Campus Athletic Coordinator.          


 B.     General

1.  The Assistant Athletic Trainer shall assist the Head Athletic Trainer in the coordination of  coverage, treatment, rehabilitation and physician referral for all athletic and designated U.I.L. programs. 

C.    Specific Duties and Responsibilities 
2. Assist in the planning and implementation a comprehensive athletic injury and illness prevention program for student athletes.
3. Attend practice sessions and athletic contests as assigned by Athletic Coordinator and Head Athletic Trainer.

4. Establish and maintain effective communication with students, parents, medical & paramedical personnel, coaches, and other staff.

5. Provide physical conditioning training to student athletes.

6. Fit injured athletes with specialized equipment and oversee its use.

7. Prepare athletes for games and practices by conducting evaluations & using tape, wraps, splints, braces, & other protective devices as needed.

8. Respond to emergencies and make quick, independent judgments about how to deal with injuries.

9. Identify acute injuries and provide first-aid triage, including assessing injuries & deciding whether an athlete should seek further medical attention and should discontinue participation in the athletic event.

10. Assist the Head Athletic Trainer in establishing specific procedures to be carried out by a coach or student trainer in the event of a medical emergency.

11. Detect and resolve environmental risks to athletes.
12. Assist with the coordination and scheduling of athletic physical examinations and screening.
13. Assist in the selection, training, and supervision student assistants.

14. Compile, maintain, and file all physical and computerized reports, records, and other documents including medical, accident, and treatment records as required.

15. Maintain an inventory of training supplies and equipment.  Requisition additional supplies as needed.

16. Care for all injuries that athletes of the school district sustain while participating in a designated UIL athletic program, referral to team physician or family doctor as necessary and informing parents immediately of any injury concern.
17. Keep records of all injured athletes.

18. Keep file for the athletes regarding UIL medical forms.

19. Be available for all HOME events (Freshman through Varsity) in case of emergency.

20. Provide coverage for home varsity contests according to the policies of District 19-5A.

21. Travel out-of-town with varsity football in accordance with policies set forth by the Athletic Coordinator and Head Athletic Trainer.

22. Assist with the ordering and inventorying of all medical supplies.
23. Assist with the selecting and supervision of student trainers.

24. Provide visiting athletic teams with appropriate hospitality as per policies of each district.

25. Assist with the management of the school Athletic Insurance program for the athletic department.

26. Assist with the organization and monitoring of UIL required physical examinations for all athletics 7-12.

27. Distribute to athletes and coaches all necessary UIL medical paperwork.

28. Reference Sports Medicine Policy and Procedure Manual for specific responsibilities.

29. Perform other duties assigned by the Athletic Coordinator and the Head Athletic Trainer. 
D. Supervisory Responsibilities

                      Supervise the work of student assistants.
HIGH SCHOOL POLICIES

A. Eligibility

B. Participation of Students in Multiple Sports

C. Relations with the Faculty / No Pass - No Play

D. Off-Season Programs

E. Transportation

F. Maintenance, Building Modifications,  and Scheduling of Facilities

G. Athletic Award Policy
H. Equipment and Inventory

I. Officials

J. Team Rules/Ejections/Training Rules/Grading Procedures

K. Staff Loyalty/Integrity
L. U.I.L. Procedures - All Head Coaches

End of Season Information Sheet

M. Sports Medicine/Health and Safety Policies
N. Scheduling Athletic Contests

O. Business and Accounting Procedures
P. Program Public Relations

Q. Athletic Banquets/Hospitality
R. Outside Participation

S. Grooming

T. Fund-Raising

U. Parent Meeting

V. Booster Clubs

W.  Procedure Used When Enrolling New Student/Athletes
X.  Athletic Department Lines of Communication
Y.  Athletic Participation Fee

Z.  19-AAAAA Policies
A. ELIGIBILITY

1. A student in grades 9-12 may participate in extracurricular activities on or off campus at the beginning of the school year only if:

a. Beginning the 9th grade -- has been promoted from the 8th grade to the 9th.

b. Beginning the 10th grade -- has earned 5 credits towards State graduation

c. Beginning the 11th grade -- has earned 10 credits OR has earned 5 credits in the last twelve months

d. Beginning the 12th grade -- has earned 15 credits OR  has earned 5 credits in the last twelve months.

(The above eligibility criteria apply only to the following sports: Football, Volleyball, Team Tennis, Golf, Swimming, and Cross Country.) 
ELIGIBILITY Cont’d

1. In order to be eligible to participate in an extracurricular activity for a six week period following the first six weeks period of a school year, a student must not have a recorded grade average lower than 70 in any course for that preceding six weeks.

2. A student whose six-week grade average, in any course, is lower than 70 at the end of any 6 weeks period shall be suspended from participation in any interscholastic activity during the succeeding three weeks periods.  If, at the end of the three weeks period, the student is passing all classes, that student will become eligible 7 days after the grade was officially earned for the remainder of that current 6 weeks.  Validation of the 3 weeks grade is made with the Activity Builder grade report through the campus coordinator or campus principal.

3. Students may practice with their respective teams while they are on academic suspension.

4. Students may also participate in pre-season scrimmages while on academic suspension.

5. At the end of any 3-week ineligibility period in which a student has attained a course grade average of at least 70 in each course taken, any suspension from participation shall be removed after the 7-day grace period.

6. Extracurricular activities shall be limited from the beginning of the school week through the end of the school week to no more than one contest or performance per activity.  Practice outside the school day shall also be limited to a maximum of eight hours per school week per activity.

7. Students who also assist the coach, such as student managers, must meet all academic eligibility requirements even though they do not participate in the actual performance or contest.

8. A student receiving an incomplete in a course is considered ineligible until the incomplete is replaced with a passing grade for that grading period in a designated amount of time.

9. A student who fails a course becomes ineligible seven days after the last day of the six weeks period.  For a complete listing of all grace period dates, see the Athletic Website.
10. The KISD Athletic Department validates grades with a report card or an Activity Builder grade report.  An athlete will not submit his/her grades.

11. Advanced Course Waiver List for 2011-12 
	English
	Mathematics
	Science
	Social Studies
	Languages other than English

	English I PreAP
	Geometry PreAP
	Biology PreAP
	World Geography PreAP
	Spanish III PreAP

	English I PreAP/GT
	Geometry PreAP/GT
	Biology PreAP/GT
	World Geography PreAP/GT
	Spanish for Spanish Speakers III PreAP

	English II PreAP
	Algebra II PreAP
	Chemistry PreAP
	World History PreAP
	German III PreAP

	English II PreAP/GT
	Algebra II PreAP/GT
	Chemistry PreAP/GT
	
	French III PreAP

	
	PreCalculus PreAP
	Physics PreAP
	
	Japanese III PreAP

	
	PreCalculus PreAP/GT
	Physics PreAP/GT
	
	Latin III PreAP

	
	
	
	
	Chinese III PreAP


a. All previously listed courses were approved by our school Board to be included in the “no-pass/no play” exemption along with the advanced courses defined by the SBOE. There are no exempted courses at the junior high level.  As per the Board decision of July 20, 2009, Dual-Credit courses in the subject area of English Language Arts, Mathematics, Science, Social Studies, Economics, or LOTE are exempted.  There are no exempted courses at the junior high level.
b. www.uil.utexas.edu/admin/side/acad.html
B.  PARTICIPATION OF STUDENTS IN MULTIPLE SPORTS 
KISD Athletic Department policy allows and encourages a student/athlete to compete in multiple sports as long as the student/athlete can abide by all team rules and regulations and there is no seasonal conflict.  No coach shall discourage any athlete from participating in multiple sports.
A student/athlete who decides to quit one sport and enter another will be ineligible for participation in another sport until the end of the season for the sport for which he/she has quit, or unless the head coaches of both sports mutually agree to the student/athlete’s participation.  A student/athlete quitting a sport after the first contest will forfeit any award for that sport.

The KISD Athletic Department does not endorse player cuts but realizes that there are certain sports where cuts are necessary due to financial parameters or game management.

C. RELATIONS WITH THE FACULTY / NO PASS - NO PLAY 
All KISD coaches should maintain a good, positive relationship with other members of the campus faculty and staff, supporting them in matters of student discipline, grades, and any other areas of concern with athletes.  Mix and mingle with the faculty and staff, and remember that these people can and will help if they feel we are sincerely helping them and are one of them.
Each KISD head coach is responsible for understanding the UIL/TEA No Pass-No Play guidelines and is responsible for the eligibility grade checks for his/her athletes.

D. OFF-SEASON PROGRAMS
Each KISD head coach is responsible for the success of his/her program.  One of the single most important aspects of success in an athletic program is having a quality off-season program.  Each KISD head coach will operate a quality off-season program in regard to his/her sport.
Students/athletes will remain in the off-season program and attend the other sport after school.  Communication between the sending and receiving coach must take place before a student-athlete can change athletic periods.  Students/athletes remaining in the off-season program are to be excused from off-season workouts on game days of other sports.  For additional information, refer to your specific campus athletic policies and procedures manual. 
E. TRANSPORTATION 
KISD school busses are to be used to transfer all athletic groups whenever possible.  High school athletic trips are to be within a 100 mile radius of the school district except for playoff contests beyond this limit.  It is the responsibility of each KISD head coach to submit a transportation request at least three weeks prior to the trip. Transportation requests are submitted online through the TOM program. When a school bus is not practical because of distance and size of group, transportation may be in a contracted vehicle.  The use of contracted vehicles must be approved and arranged by the Executive Director of Athletics. Drivers of rental vehicles must have prior approval from KISD Transportation and KISD Athletic Department 3 weeks prior to the trip.
Travel by KISD athletic teams or individual athletes outside the 100 mile radius and/or overnight contests must be recommended by the campus athletic coordinator and principal, and must receive approval by the Executive Director of Athletics.  Entry fee will be paid by the Athletic Department but transportation, lodging, and meals will be the responsibility of each individual athlete or the athletic booster club.  The team or individual will be allowed to miss only one day of school per activity or event.

Travel by KISD athletic teams or individual athletes not directly related to a UIL sanctioned activity (i.e. ropes course or team retreat) must be recommended by the campus athletic coordinator and principal, and must receive approval by the Executive Director of Athletics.  

All KISD athletes must travel with a team.  All athletes must return with the team unless, prior to the trip, a parent or guardian has completed a STUDENT TRAVEL RELEASE form that entitles the student/athlete to be released to the custody of the parents at the completion of the activity or event.

To drive for the KISD, coaches must have a valid CDL passenger bus driving license and be approved by the KISD transportation department. KISD Coaches are not required to have a CDL but it is preferred.
During the school day no student/athlete is allowed to transport himself/herself to any off-campus practice facility unless, prior to the trip, a parent or guardian has completed a KISD PERMISSION FOR STUDENT/PARENT-PROVIDED TRANSPORTATION form.

An Early Release Form needs to be submitted for approval by the Campus Principal for any student trip which will cause athletes to miss academic classes.
F. MAINTENANCE, BUILDING MODIFICATIONS, AND SCHEDULING OF FACILITIES 
Each KISD Head Coach is responsible for the general care and maintenance of his/her facility.  All work orders must be submitted by campus coordinators to the Athletic Department Secretary.
A Building Modification form must be approved prior to any purchase or initiation of a facility modification/enhancement/addition.  A complete summary of funding sources/plans and project description must be submitted with this request.  The “Building Modification” form can be found on the Katy Net on-line forms located under Maintenance.
The scheduling of district athletic facilities will be handled by the Athletic Coordinator and/or the Assistant Athletic Coordinator with the approval of the Executive Director of Athletics.  The Facility Reservation Form must be submitted to secure the scheduling of an athletic facility.
G. ATHLETIC AWARD POLICY

Sub Varsity Certificate -- Awarded to athletes who participate in a sport but do not letter.

Varsity Certificate -- Awarded to an athlete who receives a letter after the first letter no matter what the sport.  An athlete can receive numerous certificates depending on whether he/she letters.  Certificates will be campus based.

Letter Jacket -- Awarded one time during an athlete's high school career.  A letter jacket is received for the first letter an athlete receives.  Letter jackets are campus based.  A student/athlete quitting a sport after the first contest will forfeit any award for that sport. 

It is strongly encouraged that all sport award categories be voted on by your athletes.

CRITERIA FOR LETTERING --
Refer to Business Office Section for letter jacket ordering procedure.
Each Head Coach is responsible for establishing and adhering to the criteria by which an athlete may letter.  As the demands and expectations of each sport are different, so will be the letter criteria.  Basic considerations such as attendance, eligibility, sportsmanship, citizenship, training rules, participation and general attitude will be included in each coach’s criteria.  It is up to each head coach to inform his/her athletes of the KISD Athletic Award policy criteria prior to the start of his/her specific season.  A Varsity athlete can receive only one jacket during his or her enrollment in the same high school.  
General Requirements for Lettering
1. Practice habits and attendance are criteria for lettering and are left up to the discretion of the individual Head Coach.

2. If an athlete fails a class that affects the season it could be considered grounds for not lettering based upon the judgment of the Head Coach.
3. If a player is injured in a sport, it is up to the Head Coach as to whether that athlete will letter.

4. Freshmen -- Varsity awards can be awarded to a freshman that meets his/her sport criteria.

5. Managers/Trainers -- Managers will receive appropriate awards based upon recommendation of Head Coach.  Student Trainers will receive appropriate awards based upon recommendation of Head Athletic Trainer.

H. EQUIPMENT AND INVENTORY

Each Head Coach is responsible for purchasing, issuing and managing all equipment and supplies  necessary to operate his/her specific sport.  Each Head Coach is also responsible for filing a yearly itemized inventory list that will be a part of the End of the Season meeting notebook.  A copy must also be on file with the Campus Athletic Coordinator.
I. OFFICIALS  
The High School Head Coach of each sport is responsible for securing officials for all varsity contests.  The Assistant Athletic Director – Todd McVey will handle all Junior High football contests.  The Executive Director of Athletics is responsible to sign and return all athletic officials contracts.

J. TEAM RULES / EJECTIONS/TRAINING RULES / GRADING PROCEDURES
Athletics is not a requirement for graduation and participation is strictly voluntary.  Athletics, as a discipline, stresses work ethic, team play, sportsmanship, integrity and sacrifice.  Should the actions of an athlete fail to exhibit these same characteristics, the privilege of participating in athletics may be forfeited.  All coaches must be willing to work, within the guidelines of the Athletic Department, to help any athlete should he/she lose direction.  It is our intention to help our athletes stay on course and succeed.  However, when an athlete purposely or continuously violates policy, then it is up to the Head Coach to address the situation.

It is the responsibility of each Head Coach to convey to his/her team the expectations and need for adherence to team and training rules.  The Executive Director of Athletics must be consulted when the following rules are broken:
1. The use of an illegal drug or alcoholic beverage.  The Athletic Code of Conduct will be followed when this rule is violated.   Head Coaches have the right to remove, suspend, or correct an athlete whose conduct or actions are detrimental or distracting to the team and integrity of Katy ISD Athletics or any other such violations of which the Head Coach deems necessary to inform the Executive Director of Athletics.  

2. Athlete ejection from a UIL contest. If an athlete is ejected or suspended from a contest by an official or coach, it is the Head Coach's responsibility to notify the Executive Director of Athletics as soon as possible as per UIL rules.  The athlete could possibly receive an automatic one game suspension.  A second ejection may lead to possible suspension from the team.

3. Coach ejection from a UIL contest.  If a coach is ejected or suspended from a contest by an official, it is the Coach’s responsibility to notify the Executive Director of Athletics as soon as possible per UIL rules.  It is an automatic Katy ISD one-game suspension.
4. Any violation of the Athletic Code of Conduct (Part of the Athletic Information Packet).
ISS Assignment – An athlete is suspended from interscholastic activity while serving time in ISS until the assignment is completed. The suspension begins when the student begins his day(s) in ISS.  The suspension is concluded the next day.   

Athletic grades for KISD are campus based.
  Refer to your specific campus athletic policies and procedures manual.
K.  STAFF LOYALTY/INTEGRITY
All staff members will make a 100% commitment to the philosophy, objectives and policies of the Katy Independent School District Athletic Department.  
If a coach has a question or concern regarding a UIL rule/policy/procedure – the following communication process will be followed:

1.  Coach will discuss issue with Campus Athletic Coordinator.

2.  CAC will decide whether issue is brought to the Athletic Office.

3.  Athletic Office will contact the UIL – not the coach.
L.  U.I.L. PROCEDURES - ALL HEAD COACHES
Compliance Meeting -

Prior to the first regular season contest each head coach will be required to attend a U.I.L. Compliance meeting with the Assistant Directors of Athletics.  Coaches will submit their compliance notebook as well as all UIL Eligibility forms at that time.

U.I.L. PROCEDURES - ALL HEAD COACHES 
Checklist for meeting with Department of Athletics
	TASK
	DATE COMPLETED
	SIGNED OFF BY: (1) Head Coach, (2) AAD 

	Schedule compliance/change form
	
	

	Volunteer coaches   
	
	1._____________________________

	Contests during the week   
	
	

	Grade check procedures/grading periods   
	
	2._____________________________

	Credit rule for Fall sports   
	
	

	Class load compliance   
	
	

	Extra-curricular absences   
	
	

	KISD school district compliance   
	
	

	Camps, Clinics, private lessons 
	
	

	Transportation Issues
	
	

	Athletic Period Compliance
	
	

	Athletic Code of Conduct/Packet
	
	

	Program Objectives
	
	

	Athlete Safety Education
	
	

	Emergency Procedures/Ath.Safety Drill
	
	


            Medical Information Notebook/AED check   _______________                             

            CPR/AED/First Aid


	Athletic Business
	
	

	Residency/Birth-date/Four-year Rule
	
	

	Intra-District Transfers/PAPF   
	
	

	Foreign Exchange Students   
	
	

	Varsity Team Sport Eligibility Form
	
	

	UIL Constitution & Contest Rules
	
	

	Verify coaches sport manual   
	
	

	Review KISD Athletic Handbook   
	
	

	RCP – Fundamentals of Coaching - PAF
	
	

	Pre-Season Parent Meeting
	
	

	UIL Issues/Coach & Player Ejections
	
	

	Enrollment Card
	
	

	Hold Harmless Agreement
	
	

	Fundraisers/Promotions/Building Mod.
	
	

	Amateur Athletic Rule
	
	


End of Season Information

All Head Coaches are required to turn into the Department of Athletics a season ending information package.  This report will cover all phases of your program and all your teams from 9th-Varsity.  Included in the information packet are the following items:

1. Presentation of information needs to be in a small folder.


2. Front page – High School/Sport/Head Coach and Staff/Identify teams you are reporting on.


3. Items to be included in report:


a. Copy of schedules for all levels 9-12.  Discuss next year’s athletic scheduling.

b. Results/Records of all levels.

c. Individual/Team awards for Varsity level as well as All-District info.

d. Complete player roster w/players/staff/support staff.

e. Breakdown total number of participants in your program 9th
/10th/JV/Varsity/Support staff.  Also, provide a separate sheet of breakdown by ethnicity. Projected numbers for next season grades 9-12.

f. Off-season expectations and off-season plan. What is your vision for your program for the next 2 years?

g. Complete equipment inventory for your program 9-12 (include all equipment and clothing). ***Must also turn a copy of inventory in to Campus Coordinator.

h. Project Varsity team strengths and weakness for next season.

i. Recommendations for improving program.

j. Copy of Jr. High Feeder School Expectations (if applicable).

4. Be prepared to discuss the following items:  website management and technology/staff development/ UIL issues/Fundraising/budget/athletic facility scheduling/scholarship athletes/parent meetings and general organization(Operations Manual)/athletic banquets/athletic department work-orders/UIL compliance meetings/grounds/gym issues/CPR/AED & First Aid/COPE/ Medical Issues/Athletic Safety Laws.


5. Discuss Junior High and/or High School communications as it pertains to your program.


6. Other issues as determined by Athletic Department.

  M. SPORTS MEDICINE/HEALTH AND SAFETY POLICIES

Katy Independent School District

Mandatory Trainings for Coaches
All coaches must complete all required trainings prior to the start of their season (if start date is prior to the first day of school) or the first day of school.
  1. CPR/AED Certification -. All Katy ISD Coaches must maintain a current Red Cross certification in Adult CPR/AED. Dates and times of KISD course offerings can be found on the KISD Athletics website.

  2. First Aid. All Katy ISD Coaches must maintain a current Red Cross certification. First Aid Certification is valid for three years. Documentation of a current First Aid card must be provided to your athletic coordinator. Dates and times of KISD course offerings can be found on the KISD Athletics website.

 3. UIL- Rules Compliance Program. All KISD/UIL Coaches must complete this program annually. The program consolidates all UIL required trainings into one program. You can register and complete the program online at the UIL website.  http://www.uil.utexas.edu/ 

Print the certificate and give it to your athletic coordinator as documentation of completion.
  4.  New Coaches In-service. All coaches new to KISD must attend New Coaches In-service. This includes current KISD teachers who have not coached in KISD previously. Any head coach who is new to the district will attend the New Head Coaches training rather than New Coaches In-service. Dates and times of KISD course offerings can be found on the KISD Athletics website.

 5. New Head Coaches In-service July 28, 2011.  All coaches who are New Head Coaches in KISD must attend New Head Coaches In-service.  For head coaches who are new to the district, this training will fulfill the New Coaches In-service requirement. Dates and times of KISD course offerings can be found on the KISD Athletics website.
  6. NFHS Fundamentals of Coaching Course. The UIL mandates all coaches new to the profession must complete the NFHS Fundamentals of Coaching Course. This is an online course which is available at http://www.uil.utexas.edu/. There is a $35 fee for the course.

Print the certificate and give it to your athletic coordinator as documentation of completion.
  7. All KISD coaches must attend the KISD/UIL Compliance Meeting on August 12th 2011 from 8:00am-12:00 pm at the KHS PAC. 

10. All KISD coaches are expected to get bus driver certification. Coaches must attend annual training and have an annual physical examination to maintain their bus driver certification. Information about how to obtain bus certification, annual trainings, and the annual physical schedule is posted on the KISD Athletics website.
Physical Policies

Each athlete must be cleared by the athletic trainer prior to participation at the high school level. Each athlete must be cleared by one of the coordinators prior to participation at the junior high level.

· All required forms must be completed in their entirety and returned to the athlete’s head coach or athletic trainer before a student participates in any try-out, practice, athletic class, open gym, open weight room, athletic competition, or travels with an athletic team for any purpose.

· The student is required to use the Pre-participation - Physical Examination Form enclosed. NO OTHER Physical Examination Form can be accepted as per the U.I.L. A new physical exam must be given prior to each school calendar year. Any physical administered prior to May 1, may not be valid after August 1.

The required forms are:

· KISD Athletic Guidelines and Code of Conduct Notification and Agreement/ Student Information

· Parent Authorization to Consent to Treatment of Student Athlete (Must be Notarized)
· UIL Pre-Participation Physical Evaluation- Medical History and Physical Examination

· UIL Parent and Student Notification/Agreement Form- Illegal Steroid Use and Random Steroid Testing High School Only)

· UIL Acknowledgement of Rules

· KISD Voluntary Drug Testing Agreement (High School Athletes Only)
· Football Helmet Information Sheet/Inspection Checklist (Football Only)
NOTE: Prior to participating in a UIL sanctioned competition, each athlete in grades 9-12 must also provide:

1. A copy of the athlete’s birth certificate. (The birth certificate is required the first year only.)

2. A copy of a current utility bill (water, gas, or electric bill) from the household in which the athlete is residing. (A new utility bill is required every year.)
TRAINING ROOM TREATMENT/EVALUATION POLICIES

No one, regardless of affiliation, is to be denied first aid.

1. Treatments are to be administered only to:

Student-athletes from a Katy ISD High School or Junior High that are injured during certain school sponsored activities. These activities include:

Baseball


Student Trainers
Basketball 


Student Managers
Cheerleading 


Swimming & Diving
Cross Country 

Softball
Football 


Tennis
Golf 



Track & Field
Drill Team

 
Volleyball
Middle School Athletics 
Wrestling

All of the above must have a current physical on file in order to receive treatment.

2. Only athletes who are involved in a UIL activity will be treated.

3. Any athlete who is under the care of a physician must provide written documentation of treatment protocol, restrictions, and/or release for return to play.

3. Athletes who are members of a school sponsored activity who are injured in non-UIL activities (i.e. club sports, open gyms, recreational, etc.) will only receive first aid care until they are evaluated by a physician. The physician must provide in writing a treatment protocol for the athletic trainer to follow.

4. The Sports Medicine Staff will not treat non-athletic injuries.

NON-ATHLETIC INJURIES

Non-athletic injuries will be seen in the Athletic Training Room under the following guidelines:

1. Due to liability concerns, the student-athlete must first see a medical doctor prior to being treated by the Athletic Training Staff. 

2. The student-athlete must provide a prescription for treatment/rehabilitation from the medical doctor. The information must be specific as to what type of rehabilitation is to be done.

3. No injuries that are the result of a motor vehicle accident will be seen.

Katy ISD ATHLETIC DEPARTMENT 

Heat and Hydration Policy

Practice or competition in hot and humid environmental conditions poses special problems for student-athletes. Heat stress and resulting heat illness is a primary concern in these conditions. Although deaths from heat illness are rare, constant surveillance and education are necessary to prevent heat-related problems. The following practices should be observed. 

General Considerations for Risk Reductions 

1. Encourage proper education regarding heat illnesses (for athletes, coaches, parents, medical staff, etc.) Education about risk factors should focus on hydration needs; acclimatization, work/rest ratio, signs and symptoms of exert ional heat illnesses, treatment, dietary supplements, nutritional issues, and fitness status. 

2. Assure that onsite medical staff has authority to alter work/rest ratios, practice schedules, amount of equipment, and withdrawal of individuals form participation based on environment and/or athlete’s medical condition. 

General Guidelines: 
1. An initial complete medical history and physical exam. 

2. Gradual acclimatization of the athlete to hot/humid conditions is a must. We advise that student-athletes should gradually increase exposure to hot and/or humid environmental conditions over a period of seven to 10 days to achieve acclimatization. 

3. Clothing and protective gear can increase heat stress. Dark colors absorb solar radiation, clothing and protective gear interfere with the evaporation of sweat and other avenues of heat loss. During acclimatization process, student athlete should practice in T-shirts, shorts, socks and shoes. Rubberized suits should never be worn. 

4. To identify heat stress conditions, regular measurements of environmental conditions will be taken daily. Katy ISD will use the Meteorlogix weather reporting sation at the high school level. 

5. Junior High Coordinators will get a heat index reading from an approved source at 1:30 P.M. and follow the guidelines appropriate for that heat index reading.

Specific Guidelines 
Heat index of less than 100: 

• No Restrictions 

Heat index of 100-105

• Outdoor workouts limited to 2 hours, 10 minute break every 45 minutes. 

• Junior High workouts limited to 1 1/2 hours, 10 minute break every 30 minutes. 

• Cross country must stay on campus, limit runs to 1/2 normal length 

• Conditioning for football should take place without helmets/shoulder pads. 

• Athletes allowed to remove helmets if not actively participating 

Heat index of 106-110

• High School workout limited to 1 1/2 hours, 10 minute break every 45 minutes

• Jr.  High workouts limited to 1 1/2 hours, 10 minute break every 30 minutes

• Unrestricted access to water at all times 

• A 10 minute break should proceed all conditioning for high school

• Conditioning should take place without helmets/shoulder pads and not exceed 10 minutes

• Jr. High Conditioning should be moved indoors

• Extra conditioning /running cancelled 

• Decrease repetitions and practice for overweight individuals 

• Asthmatic athletes may remove themselves from workout without penalties or repercussions 

Heat Index of 111-115

• Junior High workouts should be moved indoors 

• Shorts and T-shirts, helmets for high school workouts

• Practice shortened to 1 ½ hours for high school 

• Unrestricted access to water at all times 

• 15 minute break every hour 

• Conditioning should take place indoors

• Decrease repetitions and practice for overweight individuals 

• Asthmatic athletes may remove themselves from workout without penalties or
Heat index of greater than 115

􀂃No outdoor workout 

          Katy ISD Cold Weather Guidelines
Cold weather is defined as any temperature that can negatively affect the body’s regulatory system. These do not have to be freezing temperatures. The following temperature guidelines have been established for Katy ISD Athletic Department practices and games.

Cold Weather Caution: When temperature or wind chill (which is lower than actual temperature) is from 40° F- 30° F 
- No modification of practice, but a warning will be given to coaches and athletes 

- Coaches and Athletic Trainers emphasizing the importance of following UIL Cold Weather Illness Recommendations. 

- Watching those “high risk” athletes 

Cold Weather Warning: When temperature or wind chill is from 30° F - 20° F, there may be a modified outside participation of 45 minutes. 

- warm-up to be started indoors (stretching, etc) to not take away from 45 min. 

- a practice that keeps individuals moving, try to avoid working up a big sweat in the first 20 minutes, having them be wet, and then sit around watching. 

- Wearing a hat that covers the ears, and some sort of gloves to cover the hands are required. 

- Keeping a very close eye on those “high risk” athletes 

- If available, a cool-down indoors. 

Cold Weather Termination: When temperature or wind chill reaches 19° F and below, there may be a termination of outside practices and games. 

UIL Cold Weather Illness Information
Hypothermia: Hypothermia is a decrease in core body temperature. 

1. Mild Hypothermia - shivering, cold sensation, goose bumps, numb hands. 

2. Moderate Hypothermia - intense shivering, muscle incoordination, slow and labored movements, mild confusion, difficulty speaking, signs of depression, withdrawn. 

3. Severe Hypothermia - shivering stops, exposed skin is bluish and puffy, inability to walk, poor muscle coordination, muscle rigidity, decrease in pulse and respiration rate, unconsciousness. 

Management: 

· Remove athlete from cold environment. 

· Remove wet clothing and replace with dry clothing and/or blankets. 

· Refer all moderate cases to the emergency room once safe to transport. 

· Treat severe hypothermia as a medical emergency! Wrap the athlete in an insulated blanket and see emergency medical care immeidately. 

FROSTBITE. Thermal injury to the skin caused by cold exposure. 
1. Frostnip - skin appears white and waxy or gray and mottled; possible numbness and pain. 

2. Superficial Frostbite - skin appears white, mottled or gray; feels hard or rubbery but deeper tissue is soft, insensitive to touch. 

3. Deep Frostbite - skin is white and has a wooden feel, numbness and anesthesia. 

Management: 

· Do not rub the area.
· Gently rewarm the area by blowing warm air onto the area, placing the area against a warm body part, or placing the affected area into warm (101 - 108 degrees F) water for several minutes. 

· If not absolutely certain that the tissue will stay warm after rewarming, do not rewarm it. Refreezing newly thawed frostbitten tissue can cause extensive tissue damage! 

· If a person is also suffering from hypothermia, the first concern is core rewarming. 

Prevention: The best method of management is prevention. 

· Dress in layers. 

· Cover the head to prevent excessive heat loss from the head and neck. 

· Stay dry by wearing a wicking fabric next to the body and a breathable, water repellent outer layer. 

· Stay adequately hydrated. 

· Eat regular meals. 

· Avoid alcohol, caffeine and nicotine. 

· Educate participants, coaches, officials and administrators in recognition of cold-related illnesses. 

· Consider cancellation of athletic events if weather conditions warrant. 

· If unsure whether an athlete is hypothermic, err on the side of caution and treat accordingly. 

Figure 1. Wind Chill Index 
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RECOGNITION, MANAGEMENT AND PREVENTION OF COLD EXPOSURE 

SIGNIFICANCE: Although excessive and prolonged exposure to cold may be an infrequent problem in high school athletics, the prevention, recognition and management of cold-related conditions are still an important consideration for coaches, administrators and athletic trainers. 

The human body's mechanisms of heat retention are significantly less efficient than our ability to dissipate heat. Epidemiological research suggests that even in otherwise innocuous environmental conditions, hypothermia can occur. During the day, the temperature may be moderate and the sun shining, but as the sun sets and the temperature begins to fall, when coupled with conditions of exhaustion, dehydration and wet clothing associated with physical activity, the risk of cold-related pathology can increase. 

Understanding the mechanisms of heat retention and production are essential to the prevention and management of cold-related illnessess and injuries: 

· Vasoconstriction - Decreases blod flow to the periphery to prevent loss of body heat. 

· Shivering - While involuntary shivering generates heat through increased muscle activity, it may also hinder an athlete's sport performance and ability to perform behavioral tasks to aid in heat retention. 

· Activity increase - Increases heat production through a general increase in metabolic activity. Quick bouts of intense activity can generate incredible amounts of heat. 

· Behavioral responses - Adjusting the number and type of clothing layers will result in heat regulation by controlling the amount of heat lost by the body. 

There are two cold-related pathologies that coaches, administrators and athletes should be aware of: hypothermia and frostbite. 

· Hypothermia is defined as a decrease in the core body temperature to at least 95 degrees F. It occurs when the heat loss is greater than the metabolic and heat production. Hypothermia can be catergorized in three stages: mild, moderate and severe, based on core body temperature. 

· Frostbite is a thermal injury to the skin, which can result from prolonged exposure to moderate cold or brief exposure to extreme cold. The body areas most prone to frostbite are the hands, feet, nose, ears and cheeks. Frostbite can be classified into three basic categories: frostnip, superficial frostbite and deep frostbite. 

RECOGNITION OF COLD-RELATED ISSUES 

There are several factors influencing one's susceptibility or risk of cold related injury or illness. These factors can be additive. Thus, it is essential to appreciate each of these factors, along with the associated signs and symptoms of hypothermia and frostbite. For example, exposure to 30 degrees - 50 degrees temperature under wet and windy conditions can be equivalent to sub-zero temperatures with no wind or moisture. 

Risk factors 

· Low air temperature - When cold exposure exceeds or overwhelms the body's ability to compensate for heat loss due to the external environment. 

· Wind chill - Figure 1 provides a wind-chill index chart that identifies the risks associated with the interaction of the wind speed and air temperatures. 

· Moisture - Wet skin freezes at a higher temperature than dry skin. 

· Exposed skin - Heat loss occurs primarily through convection and radiation to the external environment, but may also include evaporation if the skin is moist. This is a concern for those exercising and sweating in cold environments. 

· Insulation - The amount of insulation from cold and moisture significantly affects thermoregulation. 

· Dehydration - Negatively influences metabolism and thermoregulation. 

· Alcohol - Increases peripheral blood flow and heat loss; can also disrupt the shivering mechanism. 

· Caffeine - Acts as a diuretic, causing water loss and dehydration 

· Tobacco - Acts as a vasoconstrictor; increasing the risk of frostbite. 
Recognition 

Coaches, athletes, officials and administrators should also be aware of the continuum of signs and symptoms associated with various classificaitons of cold-related pathologies: (Curtis, R. Outdoor Action Guide to Hypothermia and Cold Weather Injuries. Outdoor Action Program, Princeton University. www.princeton.edu/~oa/safety/hypocold.html, last updated 1995.) 

	Stage
	Core Temperature
In Degrees
	Signs and Symptoms

	Mild
Hypothermia
	99 - 97 F
	Normal, shivering may begin

	
	97 - 95 F
	Cold sensation, goose bumps, unable to perform complex tasks with hands, shiver can be mild to severe, hands numb.

	Moderate
Hypothermia
	95 - 93 F
	Intense shivering, muscle in-coordination becomes apparent, movements slow and labored, stumbling pace, mild confusion, may appear alert. 

	
	93 - 90 F
	Violent shivering persist, difficulty speaking, sluggish thinking, amnesia starts to appear, gross muscle movements sluggish, unable to use hands, stumbles frequently, signs of depression, withdrawn.

	Severe
Hypothermia
	90 - 86 F
	Shivering stops, exposed skin blue or puffy, muscle cooridnation very poor, inability to walk, confusion, incoherrent/irrational behavior, but may be able to maintain posture and appearance of awareness.

	
	86 - 82 F
	Muscle rigidity, semiconscious, stupor, loss of awareness of others, pulse and respiration rate decrease, possible heart fibrillation.

	
	82 - 78 F
	Unconscious, heart beat and respiration erratic, pulse may not be palpable.

	
	78 - 75 F
	Pulmonary edema, cardiac and respiratory failure, death. Death may occur before this temperature is reached.


Signs and Symptons of Frostbite 

	Stage
	Signs and Symptoms

	Frostnip
	Only the outer layer of skin is frozen. Skin appears white and waxy or possibly gray or mottled. It may have sensation or may be numb. May be painful. 

	Superficial
Frostbite 
	Skin sppears white, mottled or gray. It feels hard or rubbery on the surface, but deeper tissue is still soft. Skin is insensitive to touch. 

	Deep
Frostbite
	Includes all the layers of the skin. Skin is white and has a "wooden" feel all the way through. There is numbness and possible anesthesia. Can include the muscle and bone. 


Management 
Hypothermia - The basic principles of rewarming victims of hypothermia are to conserve the heat they have, and replace the heat that they have alreay lost. The best method to determine the extent of core temperature loss is measurement of rectal temperature. Unfortunately, obtaining a rectal termperature reading on a moderately or severely hypothermic patient can be difficult, and may expose the athlete to further cooling. The following describes the management regimes for hypothermia relative to severity: 

· Mild hypothermia - Seek dry shelter; replace wet clothing, insulate whole body and head, avoid sweating, use external warmth (bath, fire) only if core above 95 degrees F, give warm sweet drinks and food. 

· Moderate hypothermia - Avoid exercise and external warmth, gently rest, give warm sweet drinks and calories, internal warming via warm moist air, monitor pulse and breathing. 

· Severe hypothermia - Medical emergency, give nothing by mouth, wrap in an insulated blanket, avoid rapid rewarming, transfer to hospital immediately. 
Frostbite - It is very important to note that refreezing newly thawed frostbitten tissue can cause extensive tissue damage. If it is not absolutely certain that the tissue will stay warm after rewarming, do not rewarm it. Once the tissue is frozen, the major harm has been done. Keeping it frozen for a longer period of time will not cause significant additional damage. The following describes the management of frostbite relative to severity: 

· Frostnip - Rewarm the area gently by blowing warm air onto the area or placing it against a warm body part or place in a warm (101 degrees - 108 degrees F) water bath for several minutes. Never rub the area. This can damage the affected tissue by increasing the friction on the ice crystals in the cell, causing tearing of the tissue. 

· Superficial frostbite - If a small area is involved, it can be treated the same as indicated for frostnip; if it is a larger area, follow the management for deep frostbite. 

Deep frostbite - Rewarm by removing restrictive clothing and immersing the affected body part in a water bath of 105 degrees - 110 degrees F for 25-40 minutes. Refer deeply frostbitten athletes to the emergency room. Do not rewarm the tissue unless absolutely certain that it will stay warm after rewarming.
UIL~ PRE-SEASON REGULATIONS ~
~ General Eligibility Rules~
Practice Regulations Outside the School Year 
Any UIL practice conducted by a school outside the school year must be in accordance with the

following regulations: 
1. Student athletes shall not engage in more than three hours of practice activities on those days during

which one practice is conducted. 

2. Student athletes shall not engage in more than five hours of practice activities on those days during

which more than one practice is conducted. 

3. The maximum length of any single practice session is three hours. 

4. On days when more than one practice is conducted, there shall be, at a minimum, one hour of

rest/recovery time between the end of one practice and the beginning of the next practice. 
When determining how to count times spent as "practice activities" please consult the following chart: 
	What Counts
	What Doesn’t Count

	Actual on field/court practice
	Meetings

	Sport Specific Skill Instruction
	Weight Training

	Mandatory Conditioning
	Film Study

	
	Water Breaks

	
	Rest Breaks

	
	Injury Treatment

	
	Voluntary Conditioning


 In reference to the minimum one hour rest/recovery time between the end of one practice and the beginning of the next practice (on days when more than one practice is scheduled), there can be no practice activities at all during this time. This time is exclusively for students to rest/recover for the following practice session, whether that session is an actual on field/court practice or a mandatory weight or conditioning period.
KATY ISD

LIGHTNING POLICY
While the probability of being struck by lightning is extremely low, the odds are significantly greater when a storm is in the area and proper safety precautions are not followed. Prevention and education are the keys to lightning safety. The athletic trainer, head coach and/or administrator using one of the three following methods will monitor conditions. 

● Meteorlogix – This is an internet based weather reporting system that utilizes GPS to record active lightning strikes.
1. When a suspicious cloud/storm approaches, the athletic trainer/ head coach, assistant coach or administrator will monitor Meteorlogix.
2. Once the cloud/storm reaches the 8 mile range, the field should be evacuated

● SkyScan – This is a detection device that estimates the distance of lightning.

1. When a suspicious cloud/storm approaches, the athletic trainer/ head coach, assistant coach or administrator will activate and monitor SkyScan.

2. Monitor lightning by checking the read out periodically. Lightning detected in the 20-40 mile range moving into the 8-20 mile range indicates the cloud is moving closer to your location.

3. Once the cloud/storm reaches the 3-8 mile range, the field should be evacuated.

● "Flash to Bang" method - This method estimates the distance of lightning. Upon seeing the flash of lightning, start counting the seconds until thunder is heard. Divide the time in seconds by five to measure distance.

1. When suspicious cloud/storm approaches, the athletic trainer/ head coach, assistant coach or administrator shall monitor the approaching storm using the flash bang method.

2. Once the flash bang count reaches 30 seconds or less, the field should be evacuated.

Evacuation Procedures

The students should be evacuated to a safe shelter. Staying away from tall or individual trees, lone objects (light or flag poles), metal objects, and open fields. Examples of safe shelter are a bus, dressing room, or other building. A dug out or awning are not considered safe shelter. Administrators should evacuate spectators from the stadium. 
Resume Practice and Competition

Once a game or practice has been suspended the storm should continue to be monitored. No contest or practice should be resumed until 
1. The lightning has moved out of the ten mile radius on the Meteorlogix system.
2. No lightning strike has been detected within 3-8 mile range for 30 consecutive minutes using the SkyScan.
3. No lightning strike has been detected within 6 miles for 30 consecutive minutes using the Flash Bang method.

Although the home team is responsible for each game or match, it should be noted that the athletic trainer, head coach and/or administrator is wholly responsible for the safety and well being of adults and students in his/her charge. If no policy is in effect at the out of town site, it is recommended that the Katy I.S.D. policy be adhered to.

Guidelines for Infection Control

Distribution of Preventive Information on Staphylococcal Infections:

Send copy of Information on Staphylococcal Infections (Instructions for the Athlete) home with each student athlete the first day of practice.

Post the document on the campus web site.

Cleaning of Facilities:

Primary cleaning product: Quat 256   Available through Maintenance and Operations

Other cleaning products: Recommended product for cleaning whirlpool tubs 
                                         Cavicide (until current supplies on hand is depleted)
Cleaning schedule:

End of each class period – training room treatment tables (after each student if body fluids are left on the surface or open wounds are treated.)


Daily – Whirlpool tubs


Weekly – Padding on Weight Room equipment


4 x Annually – Emptied lockers for custodial cleaning
Laundering of Uniforms and Towels (Practice and Game)

General population of non-infected athletes: Towels, uniforms; and any other washable items are to be washed in hot water with ordinary laundry detergent, and dried on the hottest possible setting of the clothes dryer. 

Athletes with diagnosed or suspected wound infection:  Soiled items are to be sent home for laundering.  Items not sent home must be laundered separate from the items of non-infected athletes.

Training of Student Trainers

Minimum of 2 days training to include: 

Certification in Adult CPR/Standard First Aid/AED Training

Bloodborne Pathogens

Orientation to facilities, equipment, guidelines and   procedures

Documentation of completed training should be signed by the student and person conducting the training, and maintained on file until superseded.

Disposal of Soiled Bandages and Sharps

Sharps containers can be ordered through District approved vendors.

Disposal of sharps containers can be done on campus by using the following methods:


Tape the sharps container closed when full, place it inside a box and tape it 


securely before disposing it in the trash; or

full containers can be taped closed and taken to a physician’s office that has agreed to accept the filled containers. 

All waste recepticles in the training room area are to be double bagged for the safe and proper disposal of contaminated bandages and first aide supplies.  Red biohazard bags are not required and are not to be used. 

Student Allergies

Visible signs are to be posted in the treatment area instructing student athletes to communicate any allergies they have to medicines or treatment products used in the Training Room.

Student Trainers  and Trainers are to always ask the student athlete about possible allergies prior to beginning any treatment process involving the application or administration of a medicinal or non-medicinal product.

Concussion Management

Procedures

	SIDELINE CONCUSSION MANAGEMENT 

	Head Injury No Loss of Consciousness 
	Head Injury
Loss of Consciousness 
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	First Concussion “Clear” in 15 Minutes of Rest and Post Exercise 
	First Concussion Doesn’t Clear in 15 Minutes 
	History of Previous Concussion 
	NFHS Rules PROHIBIT
Return to Contest 
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	OK to Return to Game or Practice 
	Should not return to game and should have medical clearance or practice, even if athlete seems OK. This includes any other strenous activity. 


Senate Bill 82

Prohibits students who become unconscious during an activity from returning to the activity during which the student became unconscious or to participate in any further activities until written authorization is given by a physician.  
The following symptoms shall be evaluated prior to returning an athlete to game or practice. The athlete must be clear of all symptoms within 15 minutes in order to return to game or practice.  

Headache

Nausea

Balance problems or dizziness

Double or fuzzy vision

Sensitivity to light or noise

Feeling slowed down

Feeling “foggy” or “not sharp”

Change in sleep pattern

Concentration or memory problems

Irritability

Sadness

Feeling more emotional

A parent shall be contacted anytime an athlete has exhibited any symptoms of a concussion or head injury.
Katy Independent School District

EMERGENCY ACTION PLAN FOR ATHLETICS 

Introduction

Emergency situations may arise at anytime during athletic events.  Expedient action must be taken in order to provide the best possible care to the sport participant of emergency and/or life threatening conditions.  The development and implementation of an emergency plan will help ensure that the best care will be provided.

As emergencies may occur at anytime and during any activity, all school activities workers must be prepared.  Athletic organizations have a duty to develop an emergency plan that may be implemented immediately when necessary and to provide appropriate standards of emergency care to all sports participants.  As athletic injuries may occur at any time and during any activity, the sports medicine team must be prepared.  This preparation involves formulation of an emergency plan, proper coverage of events, maintenance of appropriate emergency equipment and supplies, utilization of appropriate emergency medical personnel, and continuing education in the area of emergency medicine and planning.  Hopefully, through careful pre-participation physical screenings, adequate medical coverage, safe practice and training techniques and other safety avenues, some potential emergencies may be averted.  However, accidents and injuries are inherent with sports participation, and proper preparation on the part of the sports medicine team should enable each emergency situation to be managed appropriately.

 

Components of the Emergency Plan

These are the basic components of every emergency action plan for athletics: 

1. Emergency Personnel

2. Emergency Communication

3. Emergency Equipment

4. Roles Of Licensed Athletic Trainers, Student Trainers, Coaches, And Administrators

5. Venue Directions 

 

Emergency Plan Personnel

With athletic practice and competition, the first responder to an emergency situation is typically a member of the athletic staff, most commonly a coach or athletic trainer.  The type and degree of sports medicine coverage for an athletic event may vary widely, based on such factors as the sport or activity, the setting, and the type of training or competition. Certification in cardiopulmonary resuscitation (CPR), athletic safety, prevention of disease transmission, and emergency plan review is required annually for all athletics personnel associated with practices, competitions, skills instruction, and strength and conditioning.  

The development of an emergency plan cannot be complete without the formation of an emergency team.  The emergency team may consist of a number of healthcare providers including physicians, emergency medical technicians, certified athletic trainers; student athletic trainers; coaches; parents; and, possibly, other athletes and bystanders.  Roles of these individuals within the emergency team may vary depending on various factors such as the number of members of the team, the athletic venue itself, or the preference of the head coach or head athletic trainer.  There are four basic roles within the emergency team.  The first and most important role is establishing safety of the scene and immediate care of the athlete.  Acute care in an emergency situation should be provided by the most qualified individual on the scene.  In instances that an Athletic Trainer is available, this role will be assumed by the Athletic Trainer. The second role, EMS activation, may be necessary in situations where emergency transportation is not already present at the sporting event. This should be done as soon as the situation is deemed an emergency or a life-threatening event.  Time is the most critical factor under emergency conditions.  Activating the EMS system may be done by anyone on the team.  However, the person chosen for this duty should be someone who is calm under pressure and who communicates well over the telephone. This person should also be familiar with the location and address of the sporting event. The third role, equipment retrieval may be done by anyone on the emergency team who is familiar with the types and location of the specific equipment needed.  Student athletic trainers, coaches, and athletes are good choices for this role. The fourth role of the emergency team is that of directing EMS to the scene. One member of the team should be responsible for meeting emergency medical personnel as they arrive at the site of the emergency.  Depending on ease of access, this person should have keys to any locked gates or doors that may slow the arrival of medical personnel.  A student athletic trainer, administrator, athlete, or coach may be appropriate for this role.

 

Roles within the Emergency Team





1.
Establish scene safety and immediate care of the athlete





2.
Activation of the Emergency Medical System





3.
Emergency equipment retrieval 





4.
Direction of EMS to scene

 

Activating the EMS System

 Making the Call:

911 

 Providing Information:

· name, address, telephone number of caller

· nature of emergency, whether medical or non-medical *

· number of athletes

· condition of athlete(s)

· first aid treatment initiated

· specific directions as needed to locate the emergency scene ("Come to the faculty parking lot off of Fairway Drive”

· other information as requested by dispatcher

When forming the emergency team, it is important to adapt the team to each situation or sport.  It may also be advantageous to have more than one individual assigned to each role.  This allows the emergency team to function even though certain members may not always be present. 

 
Emergency Communication

Communication is the key to quick emergency response.  Athletic trainers and emergency medical personnel must work together to provide the best emergency response capability and should have contact information such as telephone tree established as a part of pre-planning for emergency situations.  Communication prior to the event is a good way to establish boundaries and to build rapport between both groups of professionals.  If emergency medical transportation is not available on site during a particular sporting event then direct communication with the emergency medical system at the time of injury or illness is necessary. 

Access to a working telephone or other telecommunications device, whether fixed or mobile, should be assured.  The communications system should be checked prior to each practice or competition to ensure proper working order.  A back-up communication plan should be in effect should there be failure of the primary communication system.  The most common method of communication is a public telephone.  However, a cellular phone is preferred if available.  At any athletic venue, whether home or away, it is important to know the location of a workable telephone.  Pre-arranged access to the phone should be established if it is not easily accessible. 

 

Emergency Equipment

All necessary emergency equipment should be at the site and quickly accessible. Personnel should be familiar with the function and operation of each type of emergency equipment.  Equipment should be in good operating condition, and personnel must be trained in advance to use it properly.  Emergency equipment should be checked on a regular basis and use rehearsed by emergency personnel.  The emergency equipment available should be appropriate for the level of training for the emergency medical providers.  Creating an equipment inspection log book for continued inspection is strongly recommended. 
It is important to know the proper way to care for and store the equipment as well.  Equipment should be stored in a clean and environmentally controlled area.  It should be readily available when emergency situations arise 

 

Medical Emergency Transportation

Emphasis should be placed at having an ambulance on site at high risk sporting events. In the event that an ambulance is on site, there should be a designated location with rapid access to the site and a cleared route for entering/exiting the venue. If an ambulance is not present at an event, entrance to the facility should be clearly marked and accessible.  In the event of an emergency, the 911 system will still be utilized for activating emergency transport.  

In the medical emergency evaluation, the primary survey assists the emergency care provider in identifying emergencies requiring critical intervention and in determining transport decisions. In an emergency situation, the athlete should be transported by ambulance, where the necessary staff and equipment is available to deliver appropriate care.  Emergency care providers should refrain from transporting unstable athletes in inappropriate vehicles.  Care must be taken to ensure that the activity areas are supervised should the emergency care provider leave the site in transporting the athlete.  Any emergency situations where there is impairment in level of consciousness (LOC), airway, breathing, or circulation (ABC) or there is neurovascular compromise should be considered a “load and go” situation and emphasis placed on rapid evaluation, treatment and transportation. 

 

Non-Medical Emergencies

For the following non-medical emergencies: fire, bomb threats, severe weather and violent or criminal behavior, refer to the school district’s emergency action plan.

Safety Drill
All Katy Independent School District sports teams are required to do an annual safety drill. This drill shall be completed prior to the end of the first six weeks and /or the first competition. The drill will include all components of the emergency action plan and/or team and be documented by the head coach. 
 

Conclusion

The importance of being properly prepared when athletic emergencies arise cannot be stressed enough. An athlete’s survival may hinge on how well trained and prepared athletic healthcare providers are.  It is prudent to invest athletic department “ownership" in the emergency plan by involving the athletic administration and sport coaches as well as sports medicine personnel.  The emergency plan should be reviewed at least once a year with all athletic personnel. Through development and implementation of the emergency plan, the Katy Independent School District helps ensure that the athlete will have the best care provided when an emergency situation does arise.

Sample of site based EAP which is to be posted at all facilities.

Taylor High School Emergency Procedure

Competition Gym

Non-Urgent
1.Contact Athletic Trainer or School Nurse

2. Contact Parent
Urgent

1. Call 911

2. Instruct EMS to report to the competition gym at
Taylor High School

20700 Kingsland Boulevard
Katy, Texas 77450
Instruct the EMS to enter the facility from Kingsland Boulevard at the entrance immediately West of the Main Building/Freshman Center. The competition gym is located at the Northwest corner of the main building.
3. Send appropriate personnel to meet and direct EMS personnel into the building from the parking lot.

4. Provide necessary information to EMS personnel.

5. Provide appropriate emergency care until the arrival of EMS personnel. 

6. Contact Parent

7. Contact Athletic Trainer/Campus Coord./Principal

8. Contact Security/KISD Police

LOCATION OF

AED
1. Hallway on east side of gym next to the training room.

2. Freshman Building in hallway next to the nurse’s office.

Emergency Phone Numbers

KISD Police


Campus Nurse


Campus Security
281-237-4000


Name



Name





???-???-????


???-???-????

Campus Coordinator

Campus Asst. Coord.

Campus Principal
Name



Name



Name

???-???-????


???-???-????


???-???-????


???-???-????


???-???-????


???-???-????

Asst. Ath. Director

Sports Medicine Coord.
Campus Secretary
Todd McVey


Charlie Stevens


Name

281-396-7783 W

281-396-7797 W

???-???-????

281-779-6941 C

281-220-9909 C

???-???-????



Katy Independent School District Athletic Safety Drill Checklist

Date of Drill ____________________
Time of Drill ____________________

School ____________________ 
 Coach ______________________________

Team ____________________    FrB       FrA      Sph      JV      Var     All

Situation: An athlete has been participating in drills when the suddenly collapse and are lying on the ground unconscious.

1. Athlete care given by ______________________________.

2. EMS activated by ______________________________.

3. AED retrieved by ______________________________.

4. Athletic Trainer/Nurse contacted by ______________________________.

5. EMS met at designated area by ______________________________.

6. Crowd control handles by ______________________________.

7. Parent Contacted by ______________________________.

8. KISD police contacted by ______________________________.

An AED was retrieved and available for use within ______________.

Important note: KISD’s acceptable response time for an AED is 5 minutes.

Coaches Signature  ______________________________.
Procedure for Sending Junior High Athletes to see the Athletic Trainer

1. An injury report must be filed out by the junior high coach prior to sending an athlete to see the high school athletic trainer. 

2. The junior high coach must contact the athletic trainer to make an appointment for the athlete.

3. A parent must accompany the athlete to see the athletic trainer.
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N.  SCHEDULING OF ATHLETIC CONTESTS
Strict adherence to Katy ISD Board policy is prerequisite before any scheduling may take place. Each KISD Head Coach is responsible for his/her own non-district schedule.  ALL 7-12 schedules must be approved through the Department of Athletics BEFORE being released.  Any special scheduling must be approved by the Executive Director of Athletics.  Junior High scheduling will be the responsibility of the Assistant Director of Athletics – Todd McVey along with Junior High Athletic Coordinators.
O.  BUSINESS AND ACCOUNTING PROCEDURES
1. Purchase Order Requests and Deliveries
Each Head Coach is responsible for the purchasing of equipment and supplies needed for his/her sport.  Before any ordering is done for your sport, you must have a purchase order issued from the KISD purchasing department. The first step to ordering is to identify district contracts and approved vendors.

a. Determine the vendor and vendor number
Vendors that are currently on contract with KISD are called Bid or Contract Vendors.  

Many contracted vendors are listed on the K drive under the Athletic folder (my computer/k-drive/Admin/Purchasing/Award Summaries/Athletics).   Some cooperative vendors are also listed.  Please see the individual lists.  However, if you have questions, you may contact the Purchasing Department at 281-396-6260, Myrna Rychlik at 281-396-7582 or the Athletic Dept Financial Secretaries.  

The vendor number is provided as well as the date the contract was awarded or extended.  The contract name and RFP# or Quote # are also provided; this will tell you which Award Summary you can find this vendor’s pertinent information on.  These lists are updated as new contracts are awarded, extended, and as they expire.

Award Summaries are spread sheets listed by contract name and include the vendors that have been awarded or chosen to provide each commodity.  In many cases you will find pricing, discount, and freight information.  
The use of vendors that are not currently on contract with KISD is discouraged unless the commodity or individual item you are seeking cannot be provided by a current contract vendor.


Other Available Contracts

To provide additional contract resources, Katy ISD is a member of a number of state approved purchasing cooperatives.  Purchasing through the cooperative’s awarded contracts satisfies the competitive procurement requirements from the State.  Examples of approved purchasing cooperatives are Buyboard, Reg V, TCPN, etc.
If utilizing these contracts for your procurement, you may need to obtain a written quote from the vendor referencing the Cooperative and containing any appropriate contract information required by the Cooperative.

Be sure that the information on your Requisition is accurate; vendors will delay processing your Purchase Order if the pricing is incorrect. 

For purchases from vendors currently on contract with the District or purchasing cooperative, the following information is required for requisition processing:  (This does not include line items that have been awarded on a contract.)

· For purchases $1 to $500, a written quote attached is preferred.  If using a catalog, be certain that the catalog you are using is for the current year.  The date should be listed on the cover.  Be sure that you have taken any applicable discounts and that the discount you have deducted is the correct percentage.  If you list the discounted cost as the unit cost, please state in printed comments that the price includes the discount.  Some catalog items are already discounted and an additional discount is not applicable.  Add freight charges, if necessary.  When in doubt, contact the vendor for a freight quote. 

· For purchases $501 to $5,000 a written quotation from the contracted vendor must be attached to verify price and/or shipping costs.

· Purchases $5,001 to $9,999, three written quotes are required.  The requisition will not be processed until written documentation of the quotes is provided.

Please do not enter multiple requisitions in an attempt to circumvent the quote requirements as this will only delay your order.
Please notify your financial secretary of special instructions that should be indicated on the purchase order.  

Frequently Asked Questions

       Why all the rules?   Whose money is it?

       School District funding comes from two major sources – Local Taxes 

       State Taxes

As “keepers” of the taxpayers’ money, we have a responsibility to be “fiscally” responsible – to document that we have received good value for the dollars spent.

Where are all the rules?

State statutes

Katy ISD Board Policies

Katy ISD Administrative Procedures

Texas Education Agency Financial Accountability System Resource Guide (FASRG)

What does the Purchasing Department do?

School district spending is looked at in the aggregate.  That means that we must look at what the district is spending as a whole.  We cannot look at one department or school independently.  Therefore the Purchasing Department monitors the spending of the schools and departments to ensure compliance with all of the state statutes and local policies.  Additionally, and of equal importance, we bid and/or negotiate contracts to obtain better pricing or service.   Our goal is to assist you in obtaining better value for your budget dollars.

I can buy these items for much lower prices.  Why does the District pay more?

There is a cost to doing business with a school district.  Companies must process a large number of documents to become an awarded vendor for the school district.  They must also agree to abide by the District’s terms and conditions.  They must deliver and bill correctly so that the expenditure can be tracked properly.  We have strict hours of operation and often even stricter requirements on deliveries.  All of this can add to a vendor’s cost.   Some vendors refuse to bid to school districts because of this.  Unfortunately when this happens, it leaves the District in a position of being unable to do business with that vendor.  It can also mean that we may pay more to an awarded vendor than we might have paid to another one who is not an approved vendor.   

b. Purchase Order Requests “Requisition Worksheet”
Once you have identified a vendor and gotten any required quotes, you must fill out a requisition worksheet for the financial clerk.
Notes on completing the Requisition Worksheet

· Include a copy of your quote with your requisition worksheet.
· Fill in all spaces where appropriate – the more information the better.
· Include any discounts.

· Include shipping if necessary (remember most vendors charge shipping on large items if you are not  
   sure call them). 

· Make sure you have included information to properly budget code the PO for example:
  “KHS/Boys Basketball” or “User Fee” or “THS/Tennis ½ boys & ½ girls”, etc.

After you have completed the requisition please send it to your coordinator along with any quotes, attachments or other misc. information.  All requisitions must have a coordinators signature prior to being processed. Purchase order requests are processed daily.

It usually takes about 2 days for the purchase order to be printed and mailed to the vendor with the exception of capital item orders.  When the PO is finalized, you will receive a file copy. The file copy must be returned with your signature when the order is fully received and complete.  The vendor will not be paid until you sign off on receiving the order.

Misc. Notes:

· Vendors will not release orders without a purchase order number.

· Do not order directly through the vendor – a purchase order must be issued to provide a proper paper 

   trail for payment and audit.

· Do not change your order with the vendor after the purchase order has been sent.  If a change must be 

   made call the Financial Office and together we will handle it properly.

· Do not accept any double shipments – these are not free – we will be billed causing over spending.  

· Contact the Athletic Financial Secretary and she will arrange pickup or if you have the budget and 
   want to keep them we can do that also – just call the Financial Office.

· Please make sure you have all items on your order before you sign off for payment.

2.   Entry Fees “Request for Check” – Form, invitation and any additional funds (payable to Katy ISD ) 

· Fill out the “Request for Check” form – all information blanks must be filled in.  Print the form do not email it.
· Attach the meet invitation or information letter from the coach/organization that is sponsoring the event.  This letter needs to include the cost of the event, who to make the check payable to and the address for mailing.
· Please remember your request needs to be received by Thursday noon in order to get a check by the next check run.  These checks need at least 10 days of lead time in order to arrive to your event on time.  
· The check will be mailed unless you specifically write on the request form that you will pick it up.  (Keep pick ups for emergencies only)
· Be sure to check the current Area Athletic Directors Agreement to make sure you request the correct amount. 
· If it is within the Agreement please note on the Check Request Form. The check request form and the tournament invitation must be turned in together to the Athletic Coordinator.
· If it is outside the agreement and the allowed amount,- Additional funds will be needed.  The district will only allow $50.00 per varsity and $40.00 per JV or Sub-varsity tournament. Therefore additional funds will be needed for the remaining balance of the tournament. The check request form, tournament invitation, and payment for the remaining balance must all be turned in together to your Athletic Coordinator. If it is a check please make to it payable to Katy ISD.  Call the Financial Office or the sponsoring party if you have any questions on this.

3.   Employee Reimbursements and Mileage “Employee Reimbursement” All reimbursement must 
      have prior approval by Head Campus Coordinator before travel arrangement or purchases can 
      be made. 
        ●   All employee reimbursements must be done using the Munis Employee Self Service.
       ●  To insure prompt payment please read the instructions provided within the Employee Service.
       ●  Once you have submitted the claim, print the claim (make sure the claim number and your name are on  

           the claim) and have your coordinators sign the claim. The signed copy and all backup documentation   

           must be given to the financial clerk for final processing.
       ●  Tape all of your original receipts to a blank piece of paper.  Make sure your name and campus are on 
           each page of receipts.  Also if you had a hotel stay the Business Office must have the hotel receipt that 
           show you paid and a balance of zero.  
       ●  There is now a $30.00 per day meal cap and tax and tips are no longer reimbursable.
       ●  All meal receipts must be itemized (showing what was purchased) you will no longer be reimbursed 
           with just the credit card slip.
       ●  If you drove and used your own vehicle list the number of miles traveled and provide a mapquest or 
           google backup as documentation.
       ●  Remember to sign your form, and have your campus coordinator sign it.
       ●  Send in the original form (make a copy for your self if necessary) to be reviewed and sent to the 
           business office for payment.
       ●  Please allow 7-14 business days for payment.
       ●  Avoid lumping receipts together in a total – it is time consuming to try and figure which receipts are 
           included where – if you do lump receipts please show the math for which receipts are included in each  
           total on the page you have taped them to.
4. Gate Income Report & Deposit Worksheet Form
       ●  Fill out the game information at the top of the sheet.
       ●  Put the form in the cash box along with the change fund.
       ●  The person collecting the gate income will count down the money in box using this form and sign the 
           sheet as “Gatekeeper”.
       ●  The coordinator verifies the money and signs as “Campus Coordinator” – if you need to, make a copy  

           for our records.
       ●  The form and the money then will go to your campus Financial Clerk he/she will verify the money 
           again and prepare the deposit – he/she will then make copies and distribute them appropriately. The 
           original form should contain all 3 original signatures.

5. Playoff Travel, Meals and Advances
It is the responsibility of the Head Coach to contact the Department of Athletics ASAP for all meal money for students and coaches - $6.00 Breakfast, $7.00 Lunch, $8.00 Dinner.  A check will be issued for the approved number of meals once the coach has submitted his approved list of qualifying athletes, coaches, managers, etc.  The athletic financial secretary will attach a sign out sheet to the check.  Please have each person sign for his/her money when they receive it.  Please return the sign out sheet to the athletic department with change, if any, as soon as you have returned from travel.  

Hotel prepaid checks – When a hotel requires us to pay upon arrival you will be issued a prepaid check.  At check out please make sure that you are given a “Folio Statement” that shows either a zero balance due or a refund amount due.  Please return this to the athletic department as soon as you return from your travel.

Rental Cars will be used ONLY with prior approval from the Executive Director of Athletics.
6.  Coaching Clinics/Memberships

High School and Junior High Athletic Coordinators are responsible for determining the reimbursement amount for coaches on their campus during the September 1st – August 31st year. 
All Coaches must get prior approval from their Head Campus Coordinator before travel arrangement for clinic or made. 

All Coaches are responsible for registering and paying their expenses. Upon completion of clinic the coach should use the Munis Employee Self Service to process a claim. Be sure to include a copy of your certificate of completion for any clinic attended.  Credit for Out of District Staff Development forms are also due at that time.

7.  2010-11 Entry Fee Agreement

ENTRY FEE AGREEMENT

2011-2012
BOOSTER CLUB EVENTS WILL BE CONSIDERED EVENTS OF THE SCHOOL DISTRICT.  It is the responsibility of the Athletic Director to inform Booster Clubs, service clubs, any other organizations that sponsor events, and coaches of this agreement.

Volleyball / Basketball / Soccer / Baseball / Softball


Level One Districts

1. $50.00 per varsity team entered

2. $40.00 per sub-varsity team entered

3. $40.00 per middle school team entered

Level Two Districts

1. $100 per varsity team entered

2. $75.00 per sub-varsity team entered

3. $75.00 per middle school team entered

Other Sports (charges are the same at Level One and Level Two districts)

Track / Wrestling / Tennis (team & spring) – maximum $50.00 varsity / $40.00 sub-varsity

Cross Country – maximum $40.00 for all boys’ teams from one school

Cross Country – maximum $40.00 for all girls’ teams from one school

Swimming - $5.00 per individual entry; team entry maximum of $50 varsity / $50 sub-varsity

Golf – Green fees for golf are not included in the agreement
DISTRICTS IN LEVEL ONE AGREEMENT:


Aldine ISD
Fort Bend ISD
Lamar Consolidated ISD

Alief ISD
Galena Park ISD
La Porte ISD


Alvin ISD
Galveston ISD
North Forest ISD


Angleton ISD
Goose Creek ISD
Pasadena ISD


C.E. King ISD (Sheldon)
Hitchcock ISD
Pearland ISD


Channelview ISD
Houston ISD
Spring ISD

Clear Creek ISD
Humble ISD
Spring Branch ISD

Cy-Fair ISD
Katy ISD
Texas City ISD


Deer Park ISD
Klein ISD
Tomball ISD




Waller ISD
DISTRICTS IN LEVEL TWO AGREEMENT:


Dickinson ISD

NOTE:  All school districts entered into the agreement will pay the above fees.  However, more may be charged to the districts not in the agreement.

NOTE:  Katy ISD and Conroe ISD has agreed to follow the entry fee agreement on district sponsored events but not booster events.  How you reciprocate this agreement is your choice.

NOTE:  All Schools will charge an entry fee.  A district may agree not to charge another district on an individual basis.



P.  PROGRAM PUBLIC RELATIONS
Each Head Coach is responsible for promoting his/her program within the guidelines of the U.I.L. and the Katy Independent School District school policy.  Any unusual public relations promotions must be approved by the Executive Director of Athletics.

Q.  ATHLETIC BANQUETS / HOSPITALITY
All pre-season and/or post-season banquets will be coordinated by the campus athletic coordinator and the head coach of each sport.  Total funding for all athletic banquets will be the responsibility of athletic booster clubs.
Katy ISD Athletic Department does not provide funding for coaches’ hospitality rooms. Hospitality is provided for KISD/UIL Regional Hosted Events only.
R.  OUTSIDE PARTICIPATION
A student can participate on a non-school team while participating on a school team of the same sport.

However, missing a school event to participate in a non-school event will count as an unexcused absence.  Refer to Sports Medicine Policies regarding student injuries that occur during non-school participation.
S.  GROOMING- Check code of conduct
All athletes, coaches and support personnel who represent the Katy Independent School District will be properly dressed and hair will be neatly cut.  Refer to KISD Athletic Code of Conduct.
T.  FUND-RAISING – Request for Fund-Raising Activity/Report of Fund-Raising form
Any type of fund-raising project must have prior approval by the Campus Athletic Coordinator, Campus Principal and Department of Athletics.  For additional information, coaches will refer to KISD Board Policies.
U.  PARENT MEETING
Every sport will conduct a pre-season parent meeting that will be coordinated with the Campus Athletic Coordinators.  Agenda items for the meeting are in the forms section of your manual.  Every Head Coach must keep a sign-in sheet of parents attending the meeting.
V. BOOSTER CLUBS

Athletic Booster Clubs are under the supervision of the Campus Athletic Coordinator and Executive Director of Athletics.  Booster clubs must operate within the policies and procedures as set forth by KISD.  Head Coaches will be held responsible for UIL/KISD compliance.  Booster Club passes must be approved by the Executive Director of Athletics.
W. PROCEDURES USED WHEN ENROLLING NEW STUDENT/ATHLETES
1. Student must have a completed physical/athletic packet on file with the campus athletic trainer BEFORE they can have any kind of physical activity.
2. Coach must verify eligibility using current transcript.

3. Coach must process PAPF through proper channels.

4. Contact coach at previous school immediately to verify validity of transfer.

5. If Varsity-level athlete, make sure he/she are added to the UIL Eligibility Form.
6. Verify student enrollment form is completed and on file.
X. ATHLETIC DEPARTMENT LINES OF COMMUNICATION

                 All Athletic Department Staff are to follow their appropriate lines of communication when dealing 

                 with any and all athletic department business and issues.  Any deviation from this process will be 

                 accounted for in the annual evaluation process.  This is to insure that all athletic department     

                 business can be conducted efficiently and the appropriate department or administrator can respond 
     according to KISD and Athletic Department policies.  
     All KISD staff will first contact the       
     Department of Athletics on ALL UIL issues.

Y.  ATHLETIC PARTICIPATION FEE 
KISD Athletic Department

Athletic Participation Fee

 Policies and Procedures

 1. Every student who is enrolled in an athletic class or participates after school with an athletic team must pay an athletic participation fee. This includes student managers and trainers.

 2. The participation fee is $50 for high school athletes and $40 for junior high athletes. $4 of each athletic user fee monies collected will be allocated for soap, towels, and washing equipment replacement.

 3. At the high school level, the head coach of each sport is responsible for collecting and depositing the athletic participation fee for their athletes with the Extra-Curricular Secretary.
 4. At the junior high level, the campus coordinator is responsible for collecting and depositing the athletic participation fee for their athletes with the campus financial secretary.

 5. All coaches must complete a Deposit Information Worksheet for each deposit made with the financial secretary. The worksheet must be completed in its entirety and be verified by the financial secretary.

 6. The verified Deposit Information Worksheet along with a roster of athletes who paid the user fee is to be given to the campus athletic coordinator to document monies collected for each sport. The coach shall keep a copy of the deposit worksheet and roster for their records.

 7. At the junior high level, $36 of athletic participation fee monies collected will be allocated to spend on practice soft good items for each campus.

 8. At the high school level, each sport will be credited for $36 per athlete collected to spend on practice soft good items. This is to account for multiple sport athletes.

Each sport which has athletes who paid their participation fee to another program will also be credited $36 for that athlete. The coach needs to provide a roster from Rank One indicating which athletes paid to another sport. The collection of the fee needs to be verified with the coach from the sport which collected the participation fee.

 9. For athletes who have already paid a PE user fee, the coach should collect the difference from the amount paid to PE and the athletic participation fee.

10. Any money collected for lost items shall be deposited back into the athletic participation fund using a deposit worksheet. All deposits for lost goods will be credited directly back into the sports individual account.
11. All Purchase Order requests from the user fee must be approved by the campus athletic coordinator prior to processing by the athletics financial secretary.
JUNIOR HIGH SCHOOL POLICIES
A. Eligibility

B. Participation of Students in Multiple Sports

C. Relations with the Faculty / No Pass – No Play

D. Off-Season Program

E. Transportation

F. Maintenance, Building Modifications, and Scheduling of Facility

G. Athletic Award Policy

H. Equipment and Inventory

I. Team Rules / Ejections/Training Rules / Discipline Schedule

J. Staff Loyalty/Integrity
K. UIL Procedures – All JH Head Coaches
L. Sports Medicine/Health & Safety Policies

M. Scheduling of Athletic Contests

N. Business and Accounting Procedures
O. Program Public Relations

P. Athletic Banquets/HospitalityHhhhhhh
Q. Fund-Raising

R. Outside Participation

S. Grooming

T. Parent Meetings

U. Athletic Department Lines of Communication

V. Athletic Participation Fee

A. ELIGIBILITY
An individual may participate in League competition or contest as a representative of a member school if he/she meets the following:

1. In order to be eligible to participate in an extracurricular activity for a six week period following the first six weeks period of a school year, a student must not have a recorded grade average lower than 70 in any course for that preceding six weeks.

2. A student whose six-week grade average, in any course, is lower than 70 at the end of any 6 weeks period shall be suspended from participation in any interscholastic activity during the succeeding three weeks periods.  If, at the end of the three weeks period, the student is passing all classes, that student will become eligible 7 days after the grade was officially earned for the remainder of that current 6 weeks.  Validation of the 3 weeks grade is made with the principal viewer grade report through the campus coordinator or campus principal.

3. Students may practice with their respective teams while they are on academic suspension.

4. Students may also participate in pre-season scrimmages while on academic suspension.

5. At the end of any 3-week ineligibility period in which a student has attained a course grade average of at least 70 in each course taken, any suspension from participation shall be removed after the 7-day grace period.

6. Extracurricular activities shall be limited from the beginning of the school week through the end of the school week to no more than one contest or performance per activity.  Practice outside the school day shall also be limited to a maximum of eight hours per school week per activity.

7. Students who also assist the coach, such as student managers, must meet all academic eligibility requirements even though they do not participate in the actual performance or contest.

8. A student receiving an incomplete in a course is considered ineligible until the incomplete is replaced with a passing grade for that grading period in a designated amount of time.

9. A student who fails a course becomes ineligible seven days after the last day of the six weeks period.

10. The KISD Athletic Department validates grades with a report card or a Activity Builder.  An athlete will not submit his/her grades.

B.  PARTICIPATION OF STUDENTS IN MULTIPLE SPORTS

KISD Athletic Department policy allows and encourages a student/athlete to compete in multiple sports as long as the student/athlete can abide by all team rules and regulations and there is no seasonal conflict.  No coach shall discourage any athlete from participating in multiple sports.

A student/athlete who decides to quit one sport and enter another will be ineligible for participation in another sport until the end of the season for the sport for which he/she has quit, or unless the head coaches of both sports mutually agree to the student/athlete’s participation.  A student/athlete quitting a sport after the first contest will forfeit any award for that sport.

The KISD Athletic Department does not endorse player cuts but realizes that there are certain sports where cuts are necessary due to financial parameters.

C.  RELATIONS WITH THE FACULTY / NO PASS – NO PLAY

All KISD coaches should maintain a good, positive relationship with other members of the campus faculty and staff, supporting them in matters of student discipline, grades, and any other areas of concern with athletes.  Coaches should mix and mingle with the faculty and staff, and remember that these people can and will help if they feel we are sincerely helping them and are one of them.

Each KISD head coach is responsible for understanding the UIL/TEA No Pass-No Play guidelines and is responsible for the eligibility grade checks for his/her athletes.


D.  OFF-SEASON PROGRAMS

As the majority of Junior High School athletes participate in one or more sports, the operation of a true off-season program may not be possible.  The off-season program at the Junior High School will revolve around a solid strength and conditioning program designed to benefit the athletes in all sports they participate in.

E.  TRANSPORTATION 

KISD school busses are to be used to transfer all athletic groups whenever possible.  High school athletic trips are to be within a 100 mile radius of the school district except for playoff contests beyond this limit.  It is the responsibility of each KISD head coach to submit a transportation request at least three weeks prior to the trip. Transportation requests are submitted online through the TOM program. When a school bus is not practical because of distance and size of group, transportation may be in a contracted vehicle.  The use of contracted vehicles must be approved and arranged by the Executive Director of Athletics. Drivers of rental vehicles must have prior approval from KISD Transportation and KISD Athletic Department 3 weeks prior to the trip.

Travel by KISD athletic teams or individual athletes outside the 100 mile radius and/or overnight contests must be recommended by the campus athletic coordinator and principal, and must receive approval by the Executive Director of Athletics.  Entry fee will be paid by the Athletic Department but transportation, lodging, and meals will be the responsibility of each individual athlete or the athletic booster club.  The team or individual will be allowed to miss only one day of school per activity or event.

Travel by KISD athletic teams or individual athletes not directly related to a UIL sanctioned activity (i.e. ropes course or team retreat) must be recommended by the campus athletic coordinator and principal, and must receive approval by the Executive Director of Athletics.  

All KISD athletes must travel with a team.  All athletes must return with the team unless, prior to the trip, a parent or guardian has completed a STUDENT TRAVEL RELEASE form that entitles the student/athlete to be released to the custody of the parents at the completion of the activity or event.

To drive for the KISD, coaches must have a valid CDL passenger bus driving license and be approved by the KISD transportation department. KISD coaches will drive busses on athletic trips whenever possible. 
During the school day no student/athlete is allowed to transport himself/herself to any off-campus practice facility unless, prior to the trip, a parent or guardian has completed a KISD PERMISSION FOR STUDENT/PARENT-PROVIDED TRANSPORTATION form.

An Early Release Form needs to be submitted for approval by the Campus Principal for any student trip which will cause athletes to miss academic classes.
F.  MAINTENANCE, BUILDING MODIFICATIONS, AND SCHEDULING OF FACILITIES 

Each KISD Head Coach is responsible for the general care and maintenance of his/her facility.  All work orders must be submitted by campus coordinators to the Athletic Department Secretary.
A Building Modification form must be approval prior to any purchase or initiation of a facility modification/enhancement/addition.  A complete summary of funding sources/plans and project description must be submitted with this request.  The “Building Modification” form can be found on the Katy Net on-line forms located under Maintenance.
The scheduling of district athletic facilities will be handled by the Athletic Coordinator and/or the Assistant Athletic Coordinator with the approval of the Executive Director of Athletics.  The Facility Reservation Form must be submitted to secure the scheduling of an athletic facility.

G.  ATHLETIC AWARD POLICY

A participation certificate may be awarded to each athlete for every sport he/she participates.  Criteria for these awards will be set by each Campus Coordinator.
H.  EQUIPMENT AND INVENTORY

Each Head Coach is responsible for purchasing, issuing and managing all equipment and supplies necessary to operate his/her specific sport.  Each Head Coach is also responsible for filing a yearly itemized inventory list that will be a part of the End of the Season meeting notebook.  The Campus Athletic Coordinator must also keep a copy of the inventory on file.
J. TEAM RULES / EJECTIONS/TRAINING RULES / GRADING PROCEDURES
Athletics is not a requirement for graduation and participation is strictly voluntary.  Athletics, as a discipline, stresses work ethic, team play, sportsmanship, integrity and sacrifice.  Should the actions of an athlete fail to exhibit these same characteristics, the privilege of participating in athletics may be forfeited.  All coaches must be willing to work, within the guidelines of the Athletic Department, to help any athlete should he/she lose direction.  It is our intention to help our athletes stay on course and succeed.  However, when an athlete purposely or continuously violates policy, then it is up to the Head Coach to address the situation.

It is the responsibility of each Head Coach to convey to his/her team the expectations and need for adherence to team and training rules.  The Executive Director of Athletics must be consulted when the following rules are broken:
5. The use of an illegal drug or alcoholic beverage.  The Athletic Code of Conduct will be followed when this rule is violated.   Head Coaches have the right to remove, suspend, or correct an athlete whose conduct or actions are detrimental or distracting to the team and integrity of Katy ISD Athletics or any other such violations of which the Head Coach deems necessary to inform the Executive Director of Athletics.  

6. Athlete ejection from a UIL contest. If an athlete is ejected or suspended from a contest by an official or coach, it is the Head Coach's responsibility to notify the Executive Director of Athletics as soon as possible as per UIL rules.  The athlete could possibly receive an automatic one game suspension.  A second ejection may lead to possible suspension from the team.

7. Coach ejection from a UIL contest.  If a coach is ejected or suspended from a contest by an official, it is the Coach’s responsibility to notify the Executive Director of Athletics as soon as possible per UIL rules.  It is an automatic Katy ISD one-game suspension.

8. Any violation of the Athletic Code of Conduct (Part of the Athletic Information Packet).
J.  STAFF LOYALTY/INTEGRITY
All staff members will make a 100% commitment to the philosophy, objectives and policies of the Katy Independent School District Athletic Department.  

All 7-12 athletic staff will first contact the Katy ISD athletic department regarding ALL UIL/Katy ISD issues. 

K.  U.I.L. PROCEDURES - ALL HEAD COACHES
Compliance Meeting -

Prior to the first regular season contest each head coach will be required to attend a U.I.L. Compliance meeting with the Assistant Directors of Athletics.  Coaches will submit their compliance notebook as well as all UIL Eligibility forms at that time.

U.I.L. PROCEDURES – Junior High COACHES 
Checklist for meeting with Department of Athletics

	TASK
	DATE COMPLETED
	SIGNED OFF BY: (1) Head Coach, (2) AAD 

	Schedule 
	
	

	Volunteer coaches – “NO”  
	
	1._____________________________

	Contests during the week   
	
	

	Grade check procedures/grading periods   
	
	2._____________________________

	Camps, Clinics, private lessons   
	
	Compliance Meetings

	7th/8th grade Eligibility Rule   
	
	Aug. Football, Volleyball

	Pre-Season Parent Mtg. Form – turn in copy
	
	Nov. Basketball

	Booster Club   
	
	Feb. Tennis, Golf, Track

	Athletic Code of Conduct/Packet
	
	

	Transfers
	
	

	Athletic Safety Drill (Field/Gym)
	
	

	Emergency Procedures (Bus)
	
	

	Steroid Education
	
	

	Verify coaches sport manual   
	
	

	Review KISD Athletic Handbook   
	
	


	Medical Information Notebook/AED check
	
	

	Business Procedures (P.O.’s)
	
	

	Transportation Issues (Bus Cert.)
	
	

	Hold Harmless Agreement(Form)
	
	

	KISD school district compliance
	
	

	 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


End of Season Information

All Head Coaches are required to turn into the Department of Athletics a season ending information package.  This report will cover all phases of your program and all your teams (7th & 8th grade).  Included in the information packet are the following items:

1. Presentation of information needs to be in a small folder.


2. Front page – Junior High School/Sport/Head Coach and Staff/Identify teams you are reporting on.


3. Items to be included in report:


a. Copy of schedules for all levels 7th – 8th.  Discuss next year’s athletic scheduling.


b. Results/Records of all levels.


c. Individual/Team awards.


d. Complete player roster w/players/staff/support staff.


e. Breakdown total number of participants in your program 7th and 8th Support staff.  Also, provide a separate sheet of breakdown by ethnicity. Projected numbers for next season grades 7th & 8th.


f. Off-season expectations and off-season plan. 

g. Complete equipment inventory for your program 7th/8th (include all equipment and clothing). ***Must also turn a copy of inventory in to Campus Coordinator.


h. Project team strengths and weakness for next season. (6th grade)


i. Recommendations for improving program.

4. Be prepared to discuss the following items:  website management and technology-Rank One/staff development/medical issues/UIL issues/budget/athletic facility scheduling/parent meetings and general organization(Operations Manual)/athletic banquets/athletic department work-orders/UIL compliance meetings/grounds/gym issues/CPR/AED & First Aid/Athletic Safety Laws.


5. Discuss Junior High and/or High School communications as it pertains to your program.


6. Other issues as determined by Athletic Department.


7. Your questions……

L.   SPORTS MEDICINE/HEALTH AND SAFETY POLICIES

Katy Independent School District

Mandatory Trainings for Coaches
All coaches must complete all required trainings prior to the start of their season (if start date is prior to the first day of school) or the first day of school.
  1. CPR/AED Certification -. All Katy ISD Coaches must maintain a current Red Cross certification in Adult CPR/AED. Dates and times of KISD course offerings can be found on the KISD Athletics website.

  2. First Aid. All Katy ISD Coaches must maintain a current Red Cross certification. First Aid Certification is valid for three years. Documentation of a current First Aid card must be provided to your athletic coordinator. Dates and times of KISD course offerings can be found on the KISD Athletics website.

 3. UIL- Rules Compliance Program. All KISD/UIL Coaches must complete this program annually. The program consolidates all UIL required trainings into one program. You can register and complete the program online at the UIL website.  http://www.uil.utexas.edu/ 

Print the certificate and give it to your athletic coordinator as documentation of completion.
  4.  New Coaches In-service. All coaches new to KISD must attend New Coaches In-service. This includes current KISD teachers who have not coached in KISD previously. Any head coach who is new to the district will attend the New Head Coaches training rather than New Coaches In-service. Dates and times of KISD course offerings can be found on the KISD Athletics website.

 5. New Head Coaches In-service July 28, 2011.  All coaches who are New Head Coaches in KISD must attend New Head Coaches In-service.  For head coaches who are new to the district, this training will fulfill the New Coaches In-service requirement. Dates and times of KISD course offerings can be found on the KISD Athletics website.
  6. NFHS Fundamentals of Coaching Course. The UIL mandates all coaches new to the profession must complete the NFHS Fundamentals of Coaching Course. This is an online course which is available at http://www.uil.utexas.edu/. There is a $35 fee for the course.

Print the certificate and give it to your athletic coordinator as documentation of completion.
  7. All KISD coaches must attend the KISD/UIL Compliance Meeting on August 12th 2011from 8:00am-12:00 pm at the KHS PAC. 

10. All KISD coaches are expected to get bus driver certification. Coaches must attend annual training and have an annual physical examination to maintain their bus driver certification. Information about how to obtain bus certification, annual trainings, and the annual physical schedule is posted on the KISD Athletics website.
Physical Policies

Each athlete must be cleared by the athletic trainer prior to participation at the high school level. Each athlete must be cleared by one of the coordinators prior to participation at the junior high level.

· All required forms must be completed in their entirety and returned to the athlete’s head coach or athletic trainer before a student participates in any try-out, practice, athletic class, open gym, open weight room, athletic competition, or travels with an athletic team for any purpose.

· The student is required to use the Pre-participation - Physical Examination Form enclosed. NO OTHER Physical Examination Form can be accepted as per the U.I.L. A new physical exam must be given prior to each school calendar year. Any physical administered prior to May 1, may not be valid after August 1.

The required forms are:

· KISD Athletic Guidelines and Code of Conduct Notification and Agreement/ Student Information

· Parent Authorization to Consent to Treatment of Student Athlete (Must be Notarized)
· UIL Pre-Participation Physical Evaluation- Medical History and Physical Examination

· UIL Parent and Student Notification/Agreement Form- Illegal Steroid Use and Random Steroid Testing High School Only)

· UIL Acknowledgement of Rules

· KISD Voluntary Drug Testing Agreement (High School Athletes Only)
· Football Helmet Information Sheet/Inspection Checklist (Football Only)
NOTE: Prior to participating in a UIL sanctioned competition, each athlete in grades 9-12 must also provide:

1. A copy of the athlete’s birth certificate. (The birth certificate is required the first year only.)

2. A copy of a current utility bill (water, gas, or electric bill) from the household in which the athlete is residing. (A new utility bill is required every year.)
TRAINING ROOM TREATMENT/EVALUATION POLICIES

No one, regardless of affiliation, is to be denied first aid.

1. Treatments are to be administered only to:

Student-athletes from a Katy ISD High School or Junior High that are injured during certain school sponsored activities. These activities include:

Baseball


Student Trainers
Basketball 


Student Managers
Cheerleading 


Swimming & Diving
Cross Country 

Softball
Football 


Tennis
Golf 



Track & Field
Drill Team

 
Volleyball
Middle School Athletics 
Wrestling

All of the above must have a current physical on file in order to receive treatment.

2. Only athletes who are involved in a UIL activity will be treated.

3. Any athlete who is under the care of a physician must provide written documentation of treatment protocol, restrictions, and/or release for return to play.

3. Athletes who are members of a school sponsored activity who are injured in non-UIL activities (i.e. club sports, open gyms, recreational, etc.) will only receive first aid care until they are evaluated by a physician. The physician must provide in writing a treatment protocol for the athletic trainer to follow.

4. The Sports Medicine Staff will not treat non-athletic injuries.

NON-ATHLETIC INJURIES

Non-athletic injuries will be seen in the Athletic Training Room under the following guidelines:

1. Due to liability concerns, the student-athlete must first see a medical doctor prior to being treated by the Athletic Training Staff. 

2. The student-athlete must provide a prescription for treatment/rehabilitation from the medical doctor. The information must be specific as to what type of rehabilitation is to be done.

3. No injuries that are the result of a motor vehicle accident will be seen.

Katy ISD ATHLETIC DEPARTMENT 

Heat and Hydration Policy

Practice or competition in hot and humid environmental conditions poses special problems for student-athletes. Heat stress and resulting heat illness is a primary concern in these conditions. Although deaths from heat illness are rare, constant surveillance and education are necessary to prevent heat-related problems. The following practices should be observed. 

General Considerations for Risk Reductions 

1. Encourage proper education regarding heat illnesses (for athletes, coaches, parents, medical staff, etc.) Education about risk factors should focus on hydration needs; acclimatization, work/rest ratio, signs and symptoms of exert ional heat illnesses, treatment, dietary supplements, nutritional issues, and fitness status. 

2. Assure that onsite medical staff has authority to alter work/rest ratios, practice schedules, amount of equipment, and withdrawal of individuals form participation based on environment and/or athlete’s medical condition. 

General Guidelines: 
1. An initial complete medical history and physical exam. 

2. Gradual acclimatization of the athlete to hot/humid conditions is a must. We advise that student-athletes should gradually increase exposure to hot and/or humid environmental conditions over a period of seven to 10 days to achieve acclimatization. 

3. Clothing and protective gear can increase heat stress. Dark colors absorb solar radiation, clothing and protective gear interfere with the evaporation of sweat and other avenues of heat loss. During acclimatization process, student athlete should practice in T-shirts, shorts, socks and shoes. Rubberized suits should never be worn. 

4. To identify heat stress conditions, regular measurements of environmental conditions will be taken daily. Katy ISD will use the Meteorlogix weather reporting sation at the high school level. 

5. Junior High Coordinators will get a heat index reading from an approved source at 1:30 P.M. and follow the guidelines appropriate for that heat index reading.

Specific Guidelines 
Heat index of less than 100: 

• No Restrictions 

Heat index of 100-105

• Outdoor workouts limited to 2 hours, 10 minute break every 45 minutes. 

• Junior High workouts limited to 1 1/2 hours, 10 minute break every 30 minutes. 

• Cross country must stay on campus, limit runs to 1/2 normal length 

• Conditioning for football should take place without helmets/shoulder pads. 

• Athletes allowed to remove helmets if not actively participating 

Heat index of 106-110

• High School workout limited to 1 1/2 hours, 10 minute break every 45 minutes

• Jr.  High workouts limited to 1 1/2 hours, 10 minute break every 30 minutes

• Unrestricted access to water at all times 

• A 10 minute break should proceed all conditioning for high school

• Conditioning should take place without helmets/shoulder pads and not exceed 10 minutes

• Jr. High Conditioning should be moved indoors

• Extra conditioning /running cancelled 

• Decrease repetitions and practice for overweight individuals 

• Asthmatic athletes may remove themselves from workout without penalties or repercussions 

Heat Index of 111-115

• Junior High workouts should be moved indoors 

• Shorts and T-shirts, helmets for high school workouts

• Practice shortened to 1 ½ hours for high school 

• Unrestricted access to water at all times 

• 15 minute break every hour 

• Conditioning should take place indoors

• Decrease repetitions and practice for overweight individuals 

• Asthmatic athletes may remove themselves from workout without penalties or
Heat index of greater than 115

􀂃No outdoor workout 

          Katy ISD Cold Weather Guidelines
Cold weather is defined as any temperature that can negatively affect the body’s regulatory system. These do not have to be freezing temperatures. The following temperature guidelines have been established for Katy ISD Athletic Department practices and games.

Cold Weather Caution: When temperature or wind chill (which is lower than actual temperature) is from 40° F- 30° F 
- No modification of practice, but a warning will be given to coaches and athletes 

- Coaches and Athletic Trainers emphasizing the importance of following UIL Cold Weather Illness Recommendations. 

- Watching those “high risk” athletes 

Cold Weather Warning: When temperature or wind chill is from 30° F - 20° F, there may be a modified outside participation of 45 minutes. 

- warm-up to be started indoors (stretching, etc) to not take away from 45 min. 

- a practice that keeps individuals moving, try to avoid working up a big sweat in the first 20 minutes, having them be wet, and then sit around watching. 

- Wearing a hat that covers the ears, and some sort of gloves to cover the hands are required. 

- Keeping a very close eye on those “high risk” athletes 

- If available, a cool-down indoors. 

Cold Weather Termination: When temperature or wind chill reaches 19° F and below, there may be a termination of outside practices and games. 

UIL Cold Weather Illness Information
Hypothermia: Hypothermia is a decrease in core body temperature. 

4. Mild Hypothermia - shivering, cold sensation, goose bumps, numb hands. 

5. Moderate Hypothermia - intense shivering, muscle incoordination, slow and labored movements, mild confusion, difficulty speaking, signs of depression, withdrawn. 

6. Severe Hypothermia - shivering stops, exposed skin is bluish and puffy, inability to walk, poor muscle coordination, muscle rigidity, decrease in pulse and respiration rate, unconsciousness. 

Management: 

· Remove athlete from cold environment. 

· Remove wet clothing and replace with dry clothing and/or blankets. 

· Refer all moderate cases to the emergency room once safe to transport. 

· Treat severe hypothermia as a medical emergency! Wrap the athlete in an insulated blanket and see emergency medical care immeidately. 

FROSTBITE. Thermal injury to the skin caused by cold exposure. 
4. Frostnip - skin appears white and waxy or gray and mottled; possible numbness and pain. 

5. Superficial Frostbite - skin appears white, mottled or gray; feels hard or rubbery but deeper tissue is soft, insensitive to touch. 

6. Deep Frostbite - skin is white and has a wooden feel, numbness and anesthesia. 

Management: 

· Do not rub the area.
· Gently rewarm the area by blowing warm air onto the area, placing the area against a warm body part, or placing the affected area into warm (101 - 108 degrees F) water for several minutes. 

· If not absolutely certain that the tissue will stay warm after rewarming, do not rewarm it. Refreezing newly thawed frostbitten tissue can cause extensive tissue damage! 

· If a person is also suffering from hypothermia, the first concern is core rewarming. 

Prevention: The best method of management is prevention. 

· Dress in layers. 

· Cover the head to prevent excessive heat loss from the head and neck. 

· Stay dry by wearing a wicking fabric next to the body and a breathable, water repellent outer layer. 

· Stay adequately hydrated. 

· Eat regular meals. 

· Avoid alcohol, caffeine and nicotine. 

· Educate participants, coaches, officials and administrators in recognition of cold-related illnesses. 

· Consider cancellation of athletic events if weather conditions warrant. 

· If unsure whether an athlete is hypothermic, err on the side of caution and treat accordingly. 

Figure 1. Wind Chill Index 
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RECOGNITION, MANAGEMENT AND PREVENTION OF COLD EXPOSURE 

SIGNIFICANCE: Although excessive and prolonged exposure to cold may be an infrequent problem in high school athletics, the prevention, recognition and management of cold-related conditions are still an important consideration for coaches, administrators and athletic trainers. 

The human body's mechanisms of heat retention are significantly less efficient than our ability to dissipate heat. Epidemiological research suggests that even in otherwise innocuous environmental conditions, hypothermia can occur. During the day, the temperature may be moderate and the sun shining, but as the sun sets and the temperature begins to fall, when coupled with conditions of exhaustion, dehydration and wet clothing associated with physical activity, the risk of cold-related pathology can increase. 

Understanding the mechanisms of heat retention and production are essential to the prevention and management of cold-related illnessess and injuries: 

· Vasoconstriction - Decreases blod flow to the periphery to prevent loss of body heat. 

· Shivering - While involuntary shivering generates heat through increased muscle activity, it may also hinder an athlete's sport performance and ability to perform behavioral tasks to aid in heat retention. 

· Activity increase - Increases heat production through a general increase in metabolic activity. Quick bouts of intense activity can generate incredible amounts of heat. 

· Behavioral responses - Adjusting the number and type of clothing layers will result in heat regulation by controlling the amount of heat lost by the body. 

There are two cold-related pathologies that coaches, administrators and athletes should be aware of: hypothermia and frostbite. 

· Hypothermia is defined as a decrease in the core body temperature to at least 95 degrees F. It occurs when the heat loss is greater than the metabolic and heat production. Hypothermia can be catergorized in three stages: mild, moderate and severe, based on core body temperature. 

· Frostbite is a thermal injury to the skin, which can result from prolonged exposure to moderate cold or brief exposure to extreme cold. The body areas most prone to frostbite are the hands, feet, nose, ears and cheeks. Frostbite can be classified into three basic categories: frostnip, superficial frostbite and deep frostbite. 

RECOGNITION OF COLD-RELATED ISSUES 

There are several factors influencing one's susceptibility or risk of cold related injury or illness. These factors can be additive. Thus, it is essential to appreciate each of these factors, along with the associated signs and symptoms of hypothermia and frostbite. For example, exposure to 30 degrees - 50 degrees temperature under wet and windy conditions can be equivalent to sub-zero temperatures with no wind or moisture. 

Risk factors 

· Low air temperature - When cold exposure exceeds or overwhelms the body's ability to compensate for heat loss due to the external environment. 

· Wind chill - Figure 1 provides a wind-chill index chart that identifies the risks associated with the interaction of the wind speed and air temperatures. 

· Moisture - Wet skin freezes at a higher temperature than dry skin. 

· Exposed skin - Heat loss occurs primarily through convection and radiation to the external environment, but may also include evaporation if the skin is moist. This is a concern for those exercising and sweating in cold environments. 

· Insulation - The amount of insulation from cold and moisture significantly affects thermoregulation. 

· Dehydration - Negatively influences metabolism and thermoregulation. 

· Alcohol - Increases peripheral blood flow and heat loss; can also disrupt the shivering mechanism. 

· Caffeine - Acts as a diuretic, causing water loss and dehydration 

· Tobacco - Acts as a vasoconstrictor; increasing the risk of frostbite. 
Recognition 

Coaches, athletes, officials and administrators should also be aware of the continuum of signs and symptoms associated with various classificaitons of cold-related pathologies: (Curtis, R. Outdoor Action Guide to Hypothermia and Cold Weather Injuries. Outdoor Action Program, Princeton University. www.princeton.edu/~oa/safety/hypocold.html, last updated 1995.) 

	Stage
	Core Temperature
In Degrees
	Signs and Symptoms

	Mild
Hypothermia
	99 - 97 F
	Normal, shivering may begin

	
	97 - 95 F
	Cold sensation, goose bumps, unable to perform complex tasks with hands, shiver can be mild to severe, hands numb.

	Moderate
Hypothermia
	95 - 93 F
	Intense shivering, muscle in-coordination becomes apparent, movements slow and labored, stumbling pace, mild confusion, may appear alert. 

	
	93 - 90 F
	Violent shivering persist, difficulty speaking, sluggish thinking, amnesia starts to appear, gross muscle movements sluggish, unable to use hands, stumbles frequently, signs of depression, withdrawn.

	Severe
Hypothermia
	90 - 86 F
	Shivering stops, exposed skin blue or puffy, muscle cooridnation very poor, inability to walk, confusion, incoherrent/irrational behavior, but may be able to maintain posture and appearance of awareness.

	
	86 - 82 F
	Muscle rigidity, semiconscious, stupor, loss of awareness of others, pulse and respiration rate decrease, possible heart fibrillation.

	
	82 - 78 F
	Unconscious, heart beat and respiration erratic, pulse may not be palpable.

	
	78 - 75 F
	Pulmonary edema, cardiac and respiratory failure, death. Death may occur before this temperature is reached.


Signs and Symptons of Frostbite 

	Stage
	Signs and Symptoms

	Frostnip
	Only the outer layer of skin is frozen. Skin appears white and waxy or possibly gray or mottled. It may have sensation or may be numb. May be painful. 

	Superficial
Frostbite 
	Skin sppears white, mottled or gray. It feels hard or rubbery on the surface, but deeper tissue is still soft. Skin is insensitive to touch. 

	Deep
Frostbite
	Includes all the layers of the skin. Skin is white and has a "wooden" feel all the way through. There is numbness and possible anesthesia. Can include the muscle and bone. 


Management 
Hypothermia - The basic principles of rewarming victims of hypothermia are to conserve the heat they have, and replace the heat that they have alreay lost. The best method to determine the extent of core temperature loss is measurement of rectal temperature. Unfortunately, obtaining a rectal termperature reading on a moderately or severely hypothermic patient can be difficult, and may expose the athlete to further cooling. The following describes the management regimes for hypothermia relative to severity: 

· Mild hypothermia - Seek dry shelter; replace wet clothing, insulate whole body and head, avoid sweating, use external warmth (bath, fire) only if core above 95 degrees F, give warm sweet drinks and food. 

· Moderate hypothermia - Avoid exercise and external warmth, gently rest, give warm sweet drinks and calories, internal warming via warm moist air, monitor pulse and breathing. 

· Severe hypothermia - Medical emergency, give nothing by mouth, wrap in an insulated blanket, avoid rapid rewarming, transfer to hospital immediately. 
Frostbite - It is very important to note that refreezing newly thawed frostbitten tissue can cause extensive tissue damage. If it is not absolutely certain that the tissue will stay warm after rewarming, do not rewarm it. Once the tissue is frozen, the major harm has been done. Keeping it frozen for a longer period of time will not cause significant additional damage. The following describes the management of frostbite relative to severity: 

· Frostnip - Rewarm the area gently by blowing warm air onto the area or placing it against a warm body part or place in a warm (101 degrees - 108 degrees F) water bath for several minutes. Never rub the area. This can damage the affected tissue by increasing the friction on the ice crystals in the cell, causing tearing of the tissue. 

· Superficial frostbite - If a small area is involved, it can be treated the same as indicated for frostnip; if it is a larger area, follow the management for deep frostbite. 

Deep frostbite - Rewarm by removing restrictive clothing and immersing the affected body part in a water bath of 105 degrees - 110 degrees F for 25-40 minutes. Refer deeply frostbitten athletes to the emergency room. Do not rewarm the tissue unless absolutely certain that it will stay warm after rewarming.
UIL~ PRE-SEASON REGULATIONS ~
~ General Eligibility Rules~
Practice Regulations Outside the School Year 
Any UIL practice conducted by a school outside the school year must be in accordance with the

following regulations: 
1. Student athletes shall not engage in more than three hours of practice activities on those days during

which one practice is conducted. 

2. Student athletes shall not engage in more than five hours of practice activities on those days during

which more than one practice is conducted. 

3. The maximum length of any single practice session is three hours. 

4. On days when more than one practice is conducted, there shall be, at a minimum, one hour of

rest/recovery time between the end of one practice and the beginning of the next practice. 
When determining how to count times spent as "practice activities" please consult the following chart: 
	What Counts
	What Doesn’t Count

	Actual on field/court practice
	Meetings

	Sport Specific Skill Instruction
	Weight Training

	Mandatory Conditioning
	Film Study

	
	Water Breaks

	
	Rest Breaks

	
	Injury Treatment

	
	Voluntary Conditioning


 In reference to the minimum one hour rest/recovery time between the end of one practice and the beginning of the next practice (on days when more than one practice is scheduled), there can be no practice activities at all during this time. This time is exclusively for students to rest/recover for the following practice session, whether that session is an actual on field/court practice or a mandatory weight or conditioning period.
KATY ISD

LIGHTNING POLICY
While the probability of being struck by lightning is extremely low, the odds are significantly greater when a storm is in the area and proper safety precautions are not followed. Prevention and education are the keys to lightning safety. The athletic trainer, head coach and/or administrator using one of the three following methods will monitor conditions. 

● Meteorlogix – This is an internet based weather reporting system that utilizes GPS to record active lightning strikes.
1. When a suspicious cloud/storm approaches, the athletic trainer/ head coach, assistant coach or administrator will monitor Meteorlogix.
2. Once the cloud/storm reaches the 8 mile range, the field should be evacuated

● SkyScan – This is a detection device that estimates the distance of lightning.

1. When a suspicious cloud/storm approaches, the athletic trainer/ head coach, assistant coach or administrator will activate and monitor SkyScan.

2. Monitor lightning by checking the read out periodically. Lightning detected in the 20-40 mile range moving into the 8-20 mile range indicates the cloud is moving closer to your location.

3. Once the cloud/storm reaches the 3-8 mile range, the field should be evacuated.

● "Flash to Bang" method - This method estimates the distance of lightning. Upon seeing the flash of lightning, start counting the seconds until thunder is heard. Divide the time in seconds by five to measure distance.

1. When suspicious cloud/storm approaches, the athletic trainer/ head coach, assistant coach or administrator shall monitor the approaching storm using the flash bang method.

2. Once the flash bang count reaches 30 seconds or less, the field should be evacuated.

Evacuation Procedures

The students should be evacuated to a safe shelter. Staying away from tall or individual trees, lone objects (light or flag poles), metal objects, and open fields. Examples of safe shelter are a bus, dressing room, or other building. A dug out or awning are not considered safe shelter. Administrators should evacuate spectators from the stadium. 
Resume Practice and Competition

Once a game or practice has been suspended the storm should continue to be monitored. No contest or practice should be resumed until 
4. The lightning has moved out of the ten mile radius on the Meteorlogix system.
5. No lightning strike has been detected within 3-8 mile range for 30 consecutive minutes using the SkyScan.
6. No lightning strike has been detected within 6 miles for 30 consecutive minutes using the Flash Bang method.

Although the home team is responsible for each game or match, it should be noted that the athletic trainer, head coach and/or administrator is wholly responsible for the safety and well being of adults and students in his/her charge. If no policy is in effect at the out of town site, it is recommended that the Katy I.S.D. policy be adhered to.

Guidelines for Infection Control

Distribution of Preventive Information on Staphylococcal Infections:

Send copy of Information on Staphylococcal Infections (Instructions for the Athlete) home with each student athlete the first day of practice.

Post the document on the campus web site.

Cleaning of Facilities:

Primary cleaning product: Quat 256   Available through Maintenance and Operations

Other cleaning products: Recommended product for cleaning whirlpool tubs 
                                         Cavicide (until current supplies on hand is depleted)
Cleaning schedule:

End of each class period – training room treatment tables (after each student if body fluids are left on the surface or open wounds are treated.)


Daily – Whirlpool tubs


Weekly – Padding on Weight Room equipment


4 x Annually – Emptied lockers for custodial cleaning
Laundering of Uniforms and Towels (Practice and Game)

General population of non-infected athletes: Towels, uniforms; and any other washable items are to be washed in hot water with ordinary laundry detergent, and dried on the hottest possible setting of the clothes dryer. 

Athletes with diagnosed or suspected wound infection:  Soiled items are to be sent home for laundering.  Items not sent home must be laundered separate from the items of non-infected athletes.

Training of Student Trainers

Minimum of 2 days training to include: 

Certification in Adult CPR/Standard First Aid/AED Training

Bloodborne Pathogens

Orientation to facilities, equipment, guidelines and   procedures

Documentation of completed training should be signed by the student and person conducting the training, and maintained on file until superseded.

Disposal of Soiled Bandages and Sharps

Sharps containers can be ordered through District approved vendors.

Disposal of sharps containers can be done on campus by using the following methods:


Tape the sharps container closed when full, place it inside a box and tape it 


securely before disposing it in the trash; or

full containers can be taped closed and taken to a physician’s office that has agreed to accept the filled containers. 

All waste recepticles in the training room area are to be double bagged for the safe and proper disposal of contaminated bandages and first aide supplies.  Red biohazard bags are not required and are not to be used. 

Student Allergies

Visible signs are to be posted in the treatment area instructing student athletes to communicate any allergies they have to medicines or treatment products used in the Training Room.

Student Trainers  and Trainers are to always ask the student athlete about possible allergies prior to beginning any treatment process involving the application or administration of a medicinal or non-medicinal product.

Concussion Management

Procedures

	SIDELINE CONCUSSION MANAGEMENT 

	Head Injury No Loss of Consciousness 
	Head Injury
Loss of Consciousness 
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	First Concussion “Clear” in 15 Minutes of Rest and Post Exercise 
	First Concussion Doesn’t Clear in 15 Minutes 
	History of Previous Concussion 
	NFHS Rules PROHIBIT
Return to Contest 
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	OK to Return to Game or Practice 
	Should not return to game and should have medical clearance or practice, even if athlete seems OK. This includes any other strenous activity. 


Senate Bill 82

Prohibits students who become unconscious during an activity from returning to the activity during which the student became unconscious or to participate in any further activities until written authorization is given by a physician.  
The following symptoms shall be evaluated prior to returning an athlete to game or practice. The athlete must be clear of all symptoms within 15 minutes in order to return to game or practice.  

Headache

Nausea

Balance problems or dizziness

Double or fuzzy vision

Sensitivity to light or noise

Feeling slowed down

Feeling “foggy” or “not sharp”

Change in sleep pattern

Concentration or memory problems

Irritability

Sadness

Feeling more emotional

A parent shall be contacted anytime an athlete has exhibited any symptoms of a concussion or head injury.
Katy Independent School District

EMERGENCY ACTION PLAN FOR ATHLETICS 

Introduction

Emergency situations may arise at anytime during athletic events.  Expedient action must be taken in order to provide the best possible care to the sport participant of emergency and/or life threatening conditions.  The development and implementation of an emergency plan will help ensure that the best care will be provided.

As emergencies may occur at anytime and during any activity, all school activities workers must be prepared.  Athletic organizations have a duty to develop an emergency plan that may be implemented immediately when necessary and to provide appropriate standards of emergency care to all sports participants.  As athletic injuries may occur at any time and during any activity, the sports medicine team must be prepared.  This preparation involves formulation of an emergency plan, proper coverage of events, maintenance of appropriate emergency equipment and supplies, utilization of appropriate emergency medical personnel, and continuing education in the area of emergency medicine and planning.  Hopefully, through careful pre-participation physical screenings, adequate medical coverage, safe practice and training techniques and other safety avenues, some potential emergencies may be averted.  However, accidents and injuries are inherent with sports participation, and proper preparation on the part of the sports medicine team should enable each emergency situation to be managed appropriately.

 

Components of the Emergency Plan

These are the basic components of every emergency action plan for athletics: 

6. Emergency Personnel

7. Emergency Communication

8. Emergency Equipment

9. Roles Of Licensed Athletic Trainers, Student Trainers, Coaches, And Administrators

10. Venue Directions 

 

Emergency Plan Personnel

With athletic practice and competition, the first responder to an emergency situation is typically a member of the athletic staff, most commonly a coach or athletic trainer.  The type and degree of sports medicine coverage for an athletic event may vary widely, based on such factors as the sport or activity, the setting, and the type of training or competition. Certification in cardiopulmonary resuscitation (CPR), athletic safety, prevention of disease transmission, and emergency plan review is required annually for all athletics personnel associated with practices, competitions, skills instruction, and strength and conditioning.  

The development of an emergency plan cannot be complete without the formation of an emergency team.  The emergency team may consist of a number of healthcare providers including physicians, emergency medical technicians, certified athletic trainers; student athletic trainers; coaches; parents; and, possibly, other athletes and bystanders.  Roles of these individuals within the emergency team may vary depending on various factors such as the number of members of the team, the athletic venue itself, or the preference of the head coach or head athletic trainer.  There are four basic roles within the emergency team.  The first and most important role is establishing safety of the scene and immediate care of the athlete.  Acute care in an emergency situation should be provided by the most qualified individual on the scene.  In instances that an Athletic Trainer is available, this role will be assumed by the Athletic Trainer. The second role, EMS activation, may be necessary in situations where emergency transportation is not already present at the sporting event. This should be done as soon as the situation is deemed an emergency or a life-threatening event.  Time is the most critical factor under emergency conditions.  Activating the EMS system may be done by anyone on the team.  However, the person chosen for this duty should be someone who is calm under pressure and who communicates well over the telephone. This person should also be familiar with the location and address of the sporting event. The third role, equipment retrieval may be done by anyone on the emergency team who is familiar with the types and location of the specific equipment needed.  Student athletic trainers, coaches, and athletes are good choices for this role. The fourth role of the emergency team is that of directing EMS to the scene. One member of the team should be responsible for meeting emergency medical personnel as they arrive at the site of the emergency.  Depending on ease of access, this person should have keys to any locked gates or doors that may slow the arrival of medical personnel.  A student athletic trainer, administrator, athlete, or coach may be appropriate for this role.

 

Roles within the Emergency Team





1.
Establish scene safety and immediate care of the athlete





2.
Activation of the Emergency Medical System





3.
Emergency equipment retrieval 





4.
Direction of EMS to scene

 

Activating the EMS System

 Making the Call:

911 

 Providing Information:

· name, address, telephone number of caller

· nature of emergency, whether medical or non-medical *

· number of athletes

· condition of athlete(s)

· first aid treatment initiated

· specific directions as needed to locate the emergency scene ("Come to the faculty parking lot off of Fairway Drive”

· other information as requested by dispatcher

When forming the emergency team, it is important to adapt the team to each situation or sport.  It may also be advantageous to have more than one individual assigned to each role.  This allows the emergency team to function even though certain members may not always be present. 

 
Emergency Communication

Communication is the key to quick emergency response.  Athletic trainers and emergency medical personnel must work together to provide the best emergency response capability and should have contact information such as telephone tree established as a part of pre-planning for emergency situations.  Communication prior to the event is a good way to establish boundaries and to build rapport between both groups of professionals.  If emergency medical transportation is not available on site during a particular sporting event then direct communication with the emergency medical system at the time of injury or illness is necessary. 

Access to a working telephone or other telecommunications device, whether fixed or mobile, should be assured.  The communications system should be checked prior to each practice or competition to ensure proper working order.  A back-up communication plan should be in effect should there be failure of the primary communication system.  The most common method of communication is a public telephone.  However, a cellular phone is preferred if available.  At any athletic venue, whether home or away, it is important to know the location of a workable telephone.  Pre-arranged access to the phone should be established if it is not easily accessible. 

 

Emergency Equipment

All necessary emergency equipment should be at the site and quickly accessible. Personnel should be familiar with the function and operation of each type of emergency equipment.  Equipment should be in good operating condition, and personnel must be trained in advance to use it properly.  Emergency equipment should be checked on a regular basis and use rehearsed by emergency personnel.  The emergency equipment available should be appropriate for the level of training for the emergency medical providers.  Creating an equipment inspection log book for continued inspection is strongly recommended. 
It is important to know the proper way to care for and store the equipment as well.  Equipment should be stored in a clean and environmentally controlled area.  It should be readily available when emergency situations arise 

 

Medical Emergency Transportation

Emphasis should be placed at having an ambulance on site at high risk sporting events. In the event that an ambulance is on site, there should be a designated location with rapid access to the site and a cleared route for entering/exiting the venue. If an ambulance is not present at an event, entrance to the facility should be clearly marked and accessible.  In the event of an emergency, the 911 system will still be utilized for activating emergency transport.  

In the medical emergency evaluation, the primary survey assists the emergency care provider in identifying emergencies requiring critical intervention and in determining transport decisions. In an emergency situation, the athlete should be transported by ambulance, where the necessary staff and equipment is available to deliver appropriate care.  Emergency care providers should refrain from transporting unstable athletes in inappropriate vehicles.  Care must be taken to ensure that the activity areas are supervised should the emergency care provider leave the site in transporting the athlete.  Any emergency situations where there is impairment in level of consciousness (LOC), airway, breathing, or circulation (ABC) or there is neurovascular compromise should be considered a “load and go” situation and emphasis placed on rapid evaluation, treatment and transportation. 

 

Non-Medical Emergencies

For the following non-medical emergencies: fire, bomb threats, severe weather and violent or criminal behavior, refer to the school district’s emergency action plan.

Safety Drill
All Katy Independent School District sports teams are required to do an annual safety drill. This drill shall be completed prior to the end of the first six weeks and /or the first competition. The drill will include all components of the emergency action plan and/or team and be documented by the head coach. 
 

Conclusion

The importance of being properly prepared when athletic emergencies arise cannot be stressed enough. An athlete’s survival may hinge on how well trained and prepared athletic healthcare providers are.  It is prudent to invest athletic department “ownership" in the emergency plan by involving the athletic administration and sport coaches as well as sports medicine personnel.  The emergency plan should be reviewed at least once a year with all athletic personnel. Through development and implementation of the emergency plan, the Katy Independent School District helps ensure that the athlete will have the best care provided when an emergency situation does arise.

Sample of site based EAP which is to be posted at all facilities.

Taylor High School Emergency Procedure

Competition Gym

Non-Urgent
1.Contact Athletic Trainer or School Nurse

2. Contact Parent
Urgent

1. Call 911

2. Instruct EMS to report to the competition gym at
Taylor High School

20700 Kingsland Boulevard
Katy, Texas 77450
Instruct the EMS to enter the facility from Kingsland Boulevard at the entrance immediately West of the Main Building/Freshman Center. The competition gym is located at the Northwest corner of the main building.
3. Send appropriate personnel to meet and direct EMS personnel into the building from the parking lot.

4. Provide necessary information to EMS personnel.

5. Provide appropriate emergency care until the arrival of EMS personnel. 

6. Contact Parent

7. Contact Athletic Trainer/Campus Coord./Principal

8. Contact Security/KISD Police

LOCATION OF

AED
1. Hallway on east side of gym next to the training room.

2. Freshman Building in hallway next to the nurse’s office.

Emergency Phone Numbers

KISD Police


Campus Nurse


Campus Security
281-237-4000


Name



Name





???-???-????


???-???-????

Campus Coordinator

Campus Asst. Coord.

Campus Principal
Name



Name



Name

???-???-????


???-???-????


???-???-????


???-???-????


???-???-????


???-???-????

Asst. Ath. Director

Sports Medicine Coord.
Campus Secretary
Todd McVey


Charlie Stevens


Name

281-396-7783 W

281-396-7797 W

???-???-????

281-779-6941 C

281-220-9909 C

???-???-????



Katy Independent School District Athletic Safety Drill Checklist

Date of Drill ____________________
Time of Drill ____________________

School ____________________ 
 Coach ______________________________

Team ____________________    FrB       FrA      Sph      JV      Var     All

Situation: An athlete has been participating in drills when the suddenly collapse and are lying on the ground unconscious.

1. Athlete care given by ______________________________.

2. EMS activated by ______________________________.

3. AED retrieved by ______________________________.

4. Athletic Trainer/Nurse contacted by ______________________________.

5. EMS met at designated area by ______________________________.

6. Crowd control handles by ______________________________.

7. Parent Contacted by ______________________________.

8. KISD police contacted by ______________________________.

An AED was retrieved and available for use within ______________.

Important note: KISD’s acceptable response time for an AED is 5 minutes.

Coaches Signature  ______________________________.
Procedure for Sending Junior High Athletes to see the Athletic Trainer

1. An injury report must be filed out by the junior high coach prior to sending an athlete to see the high school athletic trainer. 

2. The junior high coach must contact the athletic trainer to make an appointment for the athlete.

3. A parent must accompany the athlete to see the athletic trainer.
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M.  SCHEDULING OF ATHLETIC CONTESTS

Strict adherence to Katy ISD Board policy is prerequisite before any scheduling may take place.  Each KISD Head Coach is responsible for his/her own non-district schedule.  ALL 7-12 schedules must be approved through the Department of Athletics BEFORE being released.  Any special scheduling must be approved by the Executive Director of Athletics.  Junior High scheduling will be the responsibility of the Assistant Director of Athletics – Todd McVey along with Junior High athletic coordinators.
N.  BUSINESS AND ACCOUNTING PROCEDURES
1. Purchase Order Requests and Deliveries
Each Head Coach is responsible for the purchasing of equipment and supplies needed for his/her sport.  Before any ordering is done for your sport, you must have a purchase order issued from the KISD purchasing department. The first step to ordering is to identify district contracts and approved vendors.

a. Determine the vendor and vendor number
Vendors that are currently on contract with KISD are called Bid or Contract Vendors.  

Many contracted vendors are listed on the K drive under the Athletic folder (my computer/k-drive/Admin/Purchasing/Award Summaries/Athletics).   Some cooperative vendors are also listed.  Please see the individual lists.  However, if you have questions, you may contact the Purchasing Department at 281-396-6260, Myrna Rychlik at 281-396-7582 or the Athletic Dept Financial Secretaries.  

The vendor number is provided as well as the date the contract was awarded or extended.  The contract name and RFP# or Quote # are also provided; this will tell you which Award Summary you can find this vendor’s pertinent information on.  These lists are updated as new contracts are awarded, extended, and as they expire.

Award Summaries are spread sheets listed by contract name and include the vendors that have been awarded or chosen to provide each commodity.  In many cases you will find pricing, discount, and freight information.  
The use of vendors that are not currently on contract with KISD is discouraged unless the commodity or individual item you are seeking cannot be provided by a current contract vendor.


Other Available Contracts

To provide additional contract resources, Katy ISD is a member of a number of state approved purchasing cooperatives.  Purchasing through the cooperative’s awarded contracts satisfies the competitive procurement requirements from the State.  Examples of approved purchasing cooperatives are Buyboard, Reg V, TCPN, etc.
If utilizing these contracts for your procurement, you may need to obtain a written quote from the vendor referencing the Cooperative and containing any appropriate contract information required by the Cooperative.


Be sure that the information on your Requisition is accurate; vendors will delay 
processing your Purchase Order if the pricing is incorrect. 

For purchases from vendors currently on contract with the District or purchasing cooperative, the following information is required for requisition processing:  (This does not include line items that have been awarded on a contract.)

For purchases $1 to $500, a written quote attached is preferred.  If using a catalog, be certain that the catalog you are using is for the current year.  The date should be listed on the cover.  Be sure that you have taken any applicable discounts and that the discount you have deducted is the correct percentage.  If you list the discounted cost as the unit cost, please state in printed comments that the price includes the discount.  Some catalog items are already discounted and an additional discount is not applicable.  Add freight charges, if necessary.  When in doubt, contact the vendor for a freight quote. 

· For purchases $501 to $5,000 a written quotation from the contracted vendor must be attached to verify price and/or shipping costs.

· Purchases $5,001 to $9,999, three written quotes are required.  The requisition will not be processed until written documentation of the quotes is provided.

Please do not enter multiple requisitions in an attempt to circumvent the quote requirements as this will only delay your order.
Please notify your financial secretary of special instructions that should be indicated on the purchase order.  

Frequently Asked Questions

       Why all the rules?   Whose money is it?

       School District funding comes from two major sources – Local Taxes 

       State Taxes

As “keepers” of the taxpayers’ money, we have a responsibility to be “fiscally” responsible – to document that we have received good value for the dollars spent.

Where are all the rules?

State statutes

Katy ISD Board Policies

Katy ISD Administrative Procedures

Texas Education Agency Financial Accountability System Resource Guide (FASRG)

What does the Purchasing Department do?

School district spending is looked at in the aggregate.  That means that we must look at what the district is spending as a whole.  We cannot look at one department or school independently.  Therefore the Purchasing Department monitors the spending of the schools and departments to ensure compliance with all of the state statutes and local policies.  Additionally, and of equal importance, we bid and/or negotiate contracts to obtain better pricing or service.   Our goal is to assist you in obtaining better value for your budget dollars.

I can buy these items for much lower prices.  Why does the District pay more?

There is a cost to doing business with a school district.  Companies must process a large number of documents to become an awarded vendor for the school district.  They must also agree to abide by the District’s terms and conditions.  They must deliver and bill correctly so that the expenditure can be tracked properly.  We have strict hours of operation and often even stricter requirements on deliveries.  All of this can add to a vendor’s cost.   Some vendors refuse to bid to school districts because of this.  Unfortunately when this happens, it leaves the District in a position of being unable to do business with that vendor.  It can also mean that we may pay more to an awarded vendor than we might have paid to another one who is not an approved vendor.   

b. Purchase Order Requests “Requisition Worksheet”
Once you have identified a vendor and gotten any required quotes, you must fill out a requisition worksheet for the financial clerk.
Notes on completing the Requisition Worksheet

· Include a copy of your quote with your requisition worksheet.
· Fill in all spaces where appropriate – the more information the better.
· Include any discounts.

· Include shipping if necessary (remember most vendors charge shipping on large items if you are not   
   sure call them). 

· Make sure you have included information to properly budget code the PO for example:
   “KHS/Boys Basketball” or “User Fee” or “THS/Tennis ½ boys & ½ girls”, etc.

After you have completed the requisition please send it to your coordinator along with any quotes, attachments or other misc. information.  All requisitions must have a coordinators signature prior to being processed. Purchase order requests are processed daily.

It usually takes about 2 days for the purchase order to be printed and mailed to the vendor with the exception of capital item orders.  When the PO is finalized, you will receive a file copy. The file copy must be returned with your signature when the order is fully received and complete.  The vendor will not be paid until you sign off on receiving the order.

Misc. Notes:

· Vendors will not release orders without a purchase order number.

· Do not order directly through the vendor – a purchase order must be issued to provide a proper paper 
   trail for payment and audit.

· Do not change your order with the vendor after the purchase order has been sent.  If a change must be 
   made call the Financial Office and together we will handle it properly.

· Do not accept any double shipments – these are not free – we will be billed causing over spending.  
· Contact the Athletic Financial Secretary and she will arrange pickup or if you have the budget and 
   want to keep them we can do that also – just call the Financial Office.

· Please make sure you have all items on your order before you sign off for payment.

2. Entry Fees “Request for Check” – Form, invitation and any additional funds (payable to Katy ISD ) 

· Fill out the “Request for Check” form – all information blanks must be filled in.  Print the form do not email it.
· Attach the meet invitation or information letter from the coach/organization that is sponsoring the event.  This letter needs to include the cost of the event, who to make the check payable to and the address for mailing.
· Please remember your request needs to be received by Thursday noon in order to get a check by the next check run.  These checks need at least 10 days of lead time in order to arrive to your event on time.  
· The check will be mailed unless you specifically write on the request form that you will pick it up.  (Keep pick ups for emergencies only)
· Be sure to check the current Area Athletic Directors Agreement to make sure you request the correct amount. 
· If it is within the Agreement please note on the Check Request Form. The check request form and the tournament invitation must be turned in together to the Athletic Coordinator.

· If it is outside the agreement and the allowed amount,- Additional funds will be needed.  The district will only allow $50.00 per varsity and $40.00 per JV or Sub-varsity tournament. Therefore additional funds will be needed for the remaining balance of the tournament. The check request form, tournament invitation, and payment for the remaining balance must all be turned in together to your Athletic Coordinator. If it is a check please make to it payable to Katy ISD.  Call the Financial Office or the sponsoring party if you have any questions on this.

3. Employee Reimbursements and Mileage “Employee Reimbursement” All reimbursement must have prior approval by Head Campus Coordinator before travel arrangement or purchases can be made. 

· All employee reimbursements must be done using the Munis Employee Self Service.
· To insure prompt payment please read the instructions provided within the Employee Service.
· Once you have submitted the claim, print the claim (make sure the claim number and your name are on the claim) and have your coordinators sign the claim. The signed copy and all backup documentation must be given to the financial clerk for final processing.
· Tape all of your original receipts to a blank piece of paper.  Make sure your name and campus are on each page of receipts.  Also if you had a hotel stay the Business Office must have the hotel receipt that show you paid and a balance of zero.  
· There is now a $30.00 per day meal cap and tax and tips are no longer reimbursable.
· All meal receipts must be itemized (showing what was purchased) you will no longer be reimbursed with just the credit card slip.
· If you drove and used your own vehicle list the number of miles traveled and provide a mapquest or google backup as documentation.
· Remember to sign your form, and have your campus coordinator sign it.
· Send in the original form (make a copy for your self if necessary) to be reviewed and sent to the business office for payment.
· Please allow 7-14 business days for payment.
· Avoid lumping receipts together in a total – it is time consuming to try and figure which receipts are included where – if you do lump receipts please show the math for which receipts are included in each total on the page you have taped them to.
4.  Gate Income Report & Deposit Worksheet Form
· Fill out the game information at the top of the sheet.
· Put the form in the cash box along with the change fund.
· The person collecting the gate income will count down the money in box using this form and sign the
    sheet as “Gatekeeper”.
· The coordinator verifies the money and signs as “Campus Coordinator” – if you need to, make a copy for

    our records.
· The form and the money then will go to your campus Financial Clerk he/she will verify the money again and prepare the deposit – he/she will then make copies and distribute them appropriately. The original form should contain all 3 original signatures.

5. Playoff Travel, Meals and Advances
It is the responsibility of the Head Coach to contact the Department of Athletics ASAP for all meal money for students and coaches - $6.00 Breakfast, $7.00 Lunch, $8.00 Dinner.  A check will be issued for the approved number of meals once the coach has submitted his approved list of qualifying athletes, coaches, managers, etc.  The athletic financial secretary will attach a sign out sheet to the check.  Please have each person sign for his/her money when they receive it.  Please return the sign out sheet to the athletic department with change, if any, as soon as you have returned from travel.  

Hotel prepaid checks – When a hotel requires us to pay upon arrival you will be issued a prepaid check.  At check out please make sure that you are given a “Folio Statement” that shows either a zero balance due or a refund amount due.  Please return this to the athletic department as soon as you return from your travel.

Rental Cars will be used ONLY with prior approval from the Executive Director of Athletics.
6.  Coaching Clinics/Memberships

High School and Junior High Athletic Coordinators are responsible for determining the reimbursement amount for coaches on their campus during the September 1st – August 31st year. 
All Coaches must get prior approval from their Head Campus Coordinator before travel arrangement for clinic or made. 

All Coaches are responsible for registering and paying their expenses. Upon completion of clinic the coach should use the Munis Employee Self Service to process a claim. Be sure to include a copy of your certificate of completion for any clinic attended.  Credit for Out of District Staff Development forms are also due at that time.

O.  PROGRAM PUBLIC RELATIONS

Each Head Coach is responsible for promoting his / her program within the guidelines of the U.I.L. and the Katy Independent School District school policy.  Any unusual public relations promotions must be approved by the Executive Director of Athletics.
P.  ATHLETIC BANQUETS/HOSPITALITY
All pre-season and/or post-season banquets will be coordinated by the campus athletic coordinator and the head coach of each sport.  Total funding for all athletic banquets will be the responsibility of athletic booster clubs.
Katy ISD Athletic Department does not provide funding for coaches’ hospitality rooms. Hospitality is provided for KISD Regional Hosted Events only.
Q.  FUND-RAISING – Request for Fund-Raising Activity/Report of Fund-Raising form
Any type of fund-raising project must have prior approval by the Campus Athletic Coordinator, Campus Principal and Department of Athletics.  For additional information, coaches will refer to KISD Board Policies.
R.  OUTSIDE PARTICIPATION

A student can participate on a non-school team while participating on a school team of the same sport.

However, missing a school event to participate in a non-school event will count as an unexcused absence.  Refer to Sports Medicine Policies regarding student injuries that occur during non-school participation.
S. GROOMING

All athletes, coaches and support personnel who represent the Katy Independent School District will be properly dressed and hair will be neatly cut.  Refer to KISD Athletic Code of Conduct.
T.  PARENT MEETING
Every sport will conduct a pre-season parent meeting that will be coordinated with the Campus Athletic Coordinators.  Agenda items for the meeting are in the forms section of your manual.
U.  ATHLETIC DEPARTMENT LINES OF COMMUNICATION

                 All Athletic Department Staff are to follow their appropriate lines of communication when dealing 

                 with any and all athletic department business and issues.  Any deviation from this process will be 

                 accounted for in the annual evaluation process.  This is to insure that all athletic department     

                 business can be conducted efficiently and the appropriate department or administrator can respond 
     according to KISD and Athletic Department policies.  

     All KISD staff will first contact the       

     Department of Athletics on ALL UIL issues.

V.  ATHLETIC PARTICIPATION FEE

KISD Athletic Department

Athletic Participation Fee

 Policies and Procedures

 1. Every student who is enrolled in an athletic class or participates after school with an athletic team must pay an athletic participation fee. This includes student managers and trainers.

 2. The participation fee is $50 for high school athletes and $40 for junior high athletes. $4 of each athletic user fee monies collected will be allocated for soap, towels, and washing equipment replacement.

 3. At the high school level, the head coach of each sport is responsible for collecting and depositing the athletic participation fee for their athletes with the Extra-Curricular Secretary.
 4. At the junior high level, the campus coordinator is responsible for collecting and depositing the athletic participation fee for their athletes with the campus financial secretary.

 5. All coaches must complete a Deposit Information Worksheet for each deposit made with the financial secretary. The worksheet must be completed in its entirety and be verified by the financial secretary.

 6. The verified Deposit Information Worksheet along with a roster of athletes who paid the user fee is to be given to the campus athletic coordinator to document monies collected for each sport. The coach shall keep a copy of the deposit worksheet and roster for their records.

 7. At the junior high level, $36 of athletic participation fee monies collected will be allocated to spend on practice soft good items for each campus.

 8. At the high school level, each sport will be credited for $36 per athlete collected to spend on practice soft good items. This is to account for multiple sport athletes.

Each sport which has athletes who paid their participation fee to another program will also be credited $36 for that athlete. The coach needs to provide a roster from Rank One indicating which athletes paid to another sport. The collection of the fee needs to be verified with the coach from the sport which collected the participation fee.

 9. For athletes who have already paid a PE user fee, the coach should collect the difference from the amount paid to PE and the athletic participation fee.

10. Any money collected for lost items shall be deposited back into the athletic participation fund using a deposit worksheet. All deposits for lost goods will be credited directly back into the sports individual account.
11. All Purchase Order requests from the user fee must be approved by the campus athletic coordinator prior to processing by the athletics financial secretary.
Katy ISD Athletic Department Guidelines for

Conducting a Pre-Season Parent Meeting

Every sport is required to conduct a pre-season parent meeting. This meeting will be held before the start of that respective sports first contest. The Katy ISD Athletic Department and the Campus Athletic Coordinators must be informed of the parent meeting and then the facility must be cleared through the Executive Director of Athletics. Any deviation from this must have the approval of the Executive Director of Athletics. The purpose of your parent meeting is to address some of the below listed issues.

A. Provide the opportunity for the parents of your athletes to meet you and your staff in a social environment. This will allow the parent to see and talk with you away from the court or field.

B. You will have the opportunity to meet the parents of your athletes and get to know them other than some one who sits in the stands at your contests.

C. Allow you to present your program to the parents. Parents need to have a clear understanding of what your program consists of and what your expectations of their sons/daughters are.

D. Allow parents to ask questions regarding organizational and administrative procedures and policies regarding your program or the entire Athletic Program.

E. To use this meeting to disperse any program or Athletic Department information that needs to go out to the parents.

One or both parents of all your athletes should be present at the pre-season parent meeting. Provide sign-in sheets requesting: Name, Address, Phone Numbers, Athlete’s Name, Birth Certificate of Athlete (unless you already have one on file). Also supply any PAPF forms, Bona Fide Proof of Residency, Copy of Utility Bill, etc., which you might need. 

The staff members who should be in attendance are:

1. You and your staff

2. Athletic Trainer or Assistant Athletic Trainer

3. Campus Coordinator or Assistant Campus Coordinator

4. Inform your Campus Principal of your meeting

5. A Booster Club Representative

Contacting Parents Regarding Pre-Season Parent Meeting

It is up to the Head Coach to make sure you contact all parents and let them know time/date and place of meeting, along with what they need to bring either by sending an email or mailing a letter home to the parents. You will provide the Campus Athletic Coordinator and Assistant Athletic Coordinator with a copy of your letter prior to sending it out.
Agenda Items for Parent Meeting

1. The Head Coach as well as the Assistant Coaches of that sport should attend and provide an agenda for the meeting. The Head Coach must also provide a sign-in sheet for the parents, which must be kept on file along with the agenda.

2. Athletic Trainer or the designee should present information on insurance, the campus treatment policy, training room hours, and Dr. notes.

a) Introduce Staff

b) Coaching Philosophy / Team’s style of play / New rules of sport

c) Game schedules, Rank One, Directions, Game changes

d) Practice schedules and times, length of practices and games, criteria for being selected on squad

e) Coaches email addresses / conference periods / KISD Athletic Website

f) Any other important phone numbers

g) Review Amateur Athletic Rule/UIL Eligibility Rules

h) Sportsmanship expectations for athletes and fans, UIL Parent Manual, Senate Bill 82
i) Philosophy regarding multiple sport participation

j) Athletic award policy

k) Equipment loss

l) Grading procedures / Academic expectations

m) Meals

n) Let Booster Club make a presentation

o) Videotaping/Umbrellas/Sideline passes

p) You will provide a handout for Student Travel Release Form and/or Permission for Student/Parent Provided Transportation - SPPT
q) Conclusion of meeting

r) Invite any questions or comments from the floor

s) Dismiss on a cordial note

t) Familiarize all parents with www.katyisd.org website in order to locate all Katy ISD and UIL Policies.  

u) Personal Trainers
Katy ISD Athletic Department Administrative Regulations for High Schools and Junior High Schools

The Campus Principal 
The principal as the chief administrative official at each campus has the overall responsibility for the athletic program on his/her campus.  The principal/campus athletic coordinator and athletic director will work together to coordinate the athletic program at each campus.  
Participation Concepts

7th grade – sub-varsity:  Everyone participates
Varsity:  Play to win the contest

Management of Athletes
7th/8th – Junior High School Athletes – patience is the key

9th – sub-varsity:  Consistency in the management of athletes is critical.  Adherence to school polices can validate disciplinary decisions.

Varsity:  Athletes are high profile in the community.  Enforce same standards but be proactive in addressing disciplinary issues.

Community Participation/Involvement

Participation – Booster Clubs

Involvement – Clear through Executive Director of Athletic office

Club Sports
Make every effort to co-exist without jeopardizing UIL/District or ISD policies regarding participation/recognition and coaching.

Booster Clubs
Booster Clubs can be extremely important when managed correctly.  All Booster Club activities/events/programs/etc. will be monitored through the Campus Athletic Coordinator.  
Staff Relations/Hiring
Responsibility of the Campus Athletic Coordinator is to assist the Campus Principal in hiring of Athletic Department personnel.  The Department of Athletics will be involved in all Campus Athletic Administrative hiring and any staff hiring as agreed on by CAC and Asst. AD’s.
Public Relations
The Executive Director of Athletics is public relations for all programs 7-12.  All dealings within the scope of public relations will be positive.

Title IX
Regular internal examination can minimize any problems or concerns that may arise.  Proactive compliance is the key.

Alumni Relations
A significant factor in developing school spirit and creating community participation is with alumni support. 

Central Office/Support Staff

Maintain a positive working relationship with all members of Central Office/District Support Staff.

UIL Concerns

Head Coaches will be in compliance with all UIL rules and regulations governing their sport.  Regular staff development and UIL meetings are standard.

Staff Development
Assistant Director of Athletics is responsible for athletic department staff development that is conducive to concerns and issues regarding coaches and sponsors.

Budget
All Head Coaches will work with the Executive Director of Athletics in the development of the athletic budget.

Academic Monitoring

It is essential that each Head Coach be responsible for the academic monitoring of his/her student-athletes.  
Junior High Programs
Every Junior High will have an alignment to a designated high school.  Junior High School Athletic Coordinators are responsible for the entire administrative and organizational procedures for grades 7-8.  All Junior High football coaches will work their respective High Schools spring football training.
Operations Manual
Absolutely Essential.  An operation manual detailing the complete organization and administration of the entire athletic department 7-12, will be furnished to all athletic department personnel, Campus principals/central office staff.

Communications Calendar
A Central Office defined line of communication will be developed and an operational activity/events calendar will be created.

Awards Banquet

Each sport may hold a banquet.  An awards banquet provides an excellent opportunity to honor alumni.  

Media Relations
Will be handled cordially and professionally.  The Executive Director of Athletics must approve any unusual media requests or interviews.

Summer/Holiday Camps

All camps must be cleared through the Katy ISD Department of Athletics.
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High School Athletic Coordinators
 


 
  All High School  Asst. Coordinators
 



Assistant Athletic Director of  Business/Operations/SMC
 Charlie Stevens


All Junior High School
Coordinators


 
HS Individual Sports


 
Business Sherry Kozel Julie Vetterick	 


 HS Head LAT
 


 JH Team/Individual Sports
 


 
 


Katy Independent School District
Athletic Department
DEPARTMENTAL ORGANIZATIONAL CHART
2011-2012


Aquatics Coordinator Gayle Jones


Asst.
LAT


 
 


Athletic Dept.
Secretary Beth Sumrall


 
Junior High Football


 
 JH/HS Team
Sports
 


 HS Football Compliance & EOS
 


 Rhodes Stadium
 


  Pool Tech Oscar Litvik	
 



