Job Descriptions for the IKM-Manning Community School
Title:

Athletic Director

Qualifications:
Valid Teacher Certification with Level I Evaluator certification
Report to:
Secondary Principal

Supervises:
The Athletic Programs of the IKM-Manning High School

Job Goal:
To provide each student enrolled in grades 9-12 with an opportunity to participate in athletic activities that will foster physical skills, a sense of worth and confidence, a knowledge and understanding of the pleasures of participating, and the principals of fair play, sportsmanship, manners, and good conduct.
Performance Responsibilities:

1)
Organizes and administers the overall program for athletes and coaches

2)
Assists in the selection and assignment of athletic personnel

3)
Fosters good school and community relations by keeping the community aware of and responsive to the athletic program

4)
Coordinates publicity and news releases pertaining to the athletic program

5)
Implements appropriate rules and regulations governing the conduct of athletic participants

6)
Provides pre-service and in-service programs each school year for all athletic staff members

7)
Evaluates the head coach of each sport

8)
Evaluates the assistant coaches of each sport

9)
Assumes the responsibility of scheduling all athletic events

10)
Assumes the responsibility of scheduling and issuing contracts to officials and overseeing officials while they are guests in our school.

11)
Arranges for visiting teams needs
12)
Develops procedure for filming and video taping athletic events

13)
Approves the practice schedule for the coaches on the field and in the gymnasium

14)
Arranges transportation for athletic teams

15)
Coordinates and approves all requisitions of supplies, uniforms, awards, and equipment for athletic programs

16)
Insures that all athletic equipment is cleaned, repaired, stored, and properly inventoried

17)
Assists the principal in monitoring eligibility of participants involved in athletic activities

18)
Develops a procedure for determining eligibility for athletic awards, secures athletic awards, and arranges awards presentations

19)
Plans and supervises recognition programs for participants in the school’s athletic programs

20)
Works with organizations in the planning and supervising of awards banquets for school athletes
21)
Keeps records of the results of all high school athletic contests and the amount of participation of each contest

22)
Manage all state-sponsored athletic contests assigned to the IKM-Manning Community School

23)
Represents the IKM-Manning High School at Conference, District and State Meetings

24)
Such other duties and responsibilities as assigned

25)
Files accurate annual report with the IAHSAA and the IGHSAU and completes all reports 

26)
Advises and serves as consultant of facility planning and the development of specifications for remodeling projects or new construction in the athletic area.

27)
Makes available to all coaches written materials for the state, conference, and local administration to efficiently carry out their coaching duties

28)
Assigns and/or recruits workers for athletic contests other than ticket takers and supervisors
29)
Responsible for the maintenance of playing and practice areas

30)
Serves as a liaison between the school and athletic booster clubs

Athletic Director Code of Ethics

1)
Strives to develop and maintain a comprehension athletic program which seeks the highest development of all participants, and which respects the individual dignity of every athlete

2)
Considers the well-being of the entire student body as fundamental in all decisions and actions

3)
Supports the principal of due process and protects the civil and human rights of all individuals

4)
Organizes, directs and promotes an interscholastic athletic program that is in harmony and contributes to the total school program

5)
Cooperates with the staff and school administration in establishing, implementing, and supporting school policies

6)
Acts impartially in the execution of basic policies, and the enforcement of the conference and state high school association rules and regulations

7)
Fulfills professional responsibility with honesty and integrity and upholds the honor of the profession in all relations with students, colleagues, coaches, administration and the general public

8)
Avoids using the position for personal gain and influence

9)
Seeks to improve the professional status and effectiveness of the interscholastic athletic administrator through participation in local, state, and national inservice programs

10)
Is committed to high standards of ethics, sportsmanship and personal conduct in all levels of athletics
Coaches Code of Ethics

The function of a coach is to properly educate students through participation in interscholastic competition.  The interscholastic program is designed to enhance academic achievement and should never interfere with opportunities for academic success.  Each student athlete should be treated with respect at all times.  

1)
Coaches should never place winning above instilling high levels of character

2)
Coaches should act with honor and dignity in their interactions with student athletes

3)
Coaches should take an active role in the prevention of drug, alcohol, and tobacco abuse

4)
Coaches shall knowledgable of contest rules and is responsible for their interpretation to team members

5)
Coaches shall actively promote sportsmanship at all levels

6)
Coaches shall support contest officials and shall not indulge in conduct that is detrimental to contest officials

7)
Coaches shall dress in a manner for practices and contests that is professional looking

8)
It is unethical for coaches to scout opponents by any means other than those adopted by the league and/or the high school athletic association and/or union

Duties of a Lawsuit-Conscious Coach
1)
Realize all coaches face the risk of potentially being sued

2)
Join professional groups and become familiar with various insurance programs

3)
Meet with the athletic director to review policies, procedures, and requirements
4)
Make sure that every player has passed a preseason medical exam and turned in a insurance wavier or has purchased school insurance

5)
Check equipment and facilities that are potentially dangerous

6)
Maintain records of everything you do

7)
Establish training rules that promote the avoidance of alcohol, drugs, and tobacco

8)
 Inform players about various policies including: transportation, equipment care, injuries, bullying, academic standards, and good conduct rules

9)
Establish rules and apply them equally to team members

10)
Establish an emergency procedure

11)
Know and apply the basics of equal competition.  Put your athletes in situations where they can succeed

12)
In the event of a legal situation follow the advice of legal consults and administration
13)
Constantly review your program in all aspects including safety and legal responsibilities

14)
Evaluate and recondition all equipment

15)
Place orders for new equipment and communicate what your needs are

16)
Attend clinics and workshops to remain informed of current issues, regulations and procedures

17)
Open gym dates and time needed to posted and approved by administration and need to be open to all members of a team and no direct contact is allowed

Coaching Competences and Duties

Physical Aspects:
Athletic programs should be conducted so as to assure the health, physical well being and safety of the student participant.

A)
Has a working knowledge of physical fitness and how it relates to the overall health of student athletes


B)
Prepares students for activities be developing high levels of fitness


C)
Follows physicians recommendations concerning the well being of student athletes


D)
Has a knowledge of safety and prevention


E)
Identifies and interprets use and effects of drugs on the body


F)
Has a knowledge of appropriate protective equipment


G)
Can administer appropriate first aid

Sociological-Psychological Aspects:
Programs should be administered with consideration of the impact the sport has on the behavior of the student and their relationship with society.


A)
Understands the psychological, sociological, and physical characteristics of adolescence

B)
Motivates athletes toward immediate long-range goals


C)
Identifies and interprets values developed from participating in athletics of a sport


D)
Demonstrates knowledge of legal responsibilities and liabilities


E)
Motivates a student to want to learn


F)
Helps students develop positive self concepts


G)
Helps students to accept self-responsibility and responsibility to others


H)
Recognizes and initiates procedures to resolve behavioral and emotional problems

Professionalism:
Programs should be conducted by individuals with positive attitudes toward students, faculty, and management, and for the total competitive athletic program


A)
Assumes professional responsibilities within the school

B)
Is active in professional organizations


C)
Maintains self control and levels of emotion under stress


D)
Understands the place of athletics in an educational program


E)
Applies ethical procedures in sports


F)
Maintains a working and professional rapport with all staff members and coaches


G)
Is enthusiastic about the sport they coach


H)
Shows evidence of purchasing knowledge to make the maximum use of school money


I)
Is knowledgeable of evaluating student performance


J)
Utilizes findings and interpretations from evaluations for revision of programs


K)
Ensures that all assistant coaches know and understand their duties and responsibilities

Theory and Techniques:

The program should be conducted by qualified individuals with full respect for accepted education principals, philosophies and practices


A)
Selects appropriate strategies of teaching to facilitate learning

B)
Demonstrates the ability to formulate practice plans


C)
Demonstrates the ability to design drills that foster growth of each student athlete


D)
Stays current in sports techniques and theory


E)
Has an understanding of tactics and strategies in specified sports


F)
Has a knowledge of various scouting techniques suitable for specified sports

Local Duties:
The following are specific to coaches in the IKM-Manning Community School District

A)
Sunday practices are allowed only when state sponsored contests fall on Monday.  Special permission is required and practices should not be mandatory and should be conducted in the afternoon

B)
Weight room supervision is required at all times by a member of the coaching staff.  In season have priority for weight room use


C)
Locker rooms should be supervised at home and away sites at all times


D)
Coaches are to keep accurate statistics for school records
E)
Coaches are to award letters and team awards in accordance with requirements set at the beginning of each season


F)
Practice schedules should be made available to athletes and administrators

G)
Coaches (Head and Assistants) are allowed three professional leave days to attend professional teaching and/or coaching workshops, seminars, and clinics.  Permission to attend clinics must be granted by the high school principal


H)
Coaches must accompany the team to all home and away competitions


I)
Cooperate with local news media in providing publicity materials 

J)
Coaches are to ensure that all students are made aware of good conduct policies and academic requirements at the beginning of each season


K)
Coaches are to enforce the code of conduct for all students and athletes
L)
Coaches may impose additional discipline upon violations in accordance of the good conduct policy and academic regulations, however these additional rules and punishments need to communicated to the athletes

M)
Coaches are to turn in a season summary at the conclusion of the sport season for the sport they coach.  The summary form will be provided by the athletic director
N)
Coaches are to be aware, understand, and follow the rules and regulations established by the State Department of Education, the IHSAA and the IGHSAU pertaining to summer camps, clinics, and contact days

O)
Guidelines pertaining to travel, meals, and accommodations for state sponsored contests are as follows:
Travel and Lodging Guidelines for Athletic Teams Participating in State Tournaments/Playoffs

Generally speaking, overnight lodging for teams will not be considered in situations where the state association/union does not provide some lodging reimbursement. 

Overnight lodging for athletic teams may be considered for the night before state contests or events that begin before 12:00 p.m. (noon) and have a travel distance of at least 75 miles. 

Overnight lodging may be considered for teams participating in a state contest or event on successive dates at a site more than 75 miles from the high school. In some cases where a contest may end after the time when motel reservations could still be canceled, a team may be allowed to stay overnight even when not competing the next day.

Meal allowance for members of the official traveling party will be up to $15 per day as determined by administration. The traveling party may consist of players on the official roster, coaches, managers, statisticians and chaperones as needed. Head coaches will submit a traveling party roster to the athletic director for approval. 

P)
When traveling by bus, a coach or assistant coaches are to sit in the back to maintain order

Q)
Equipment should be stored as soon as possible at end of the season with an accurate inventory taken

R)
Students are to ride to and from athletic contests on school provided transportation.  Students are to notify the coach with written notification in advance if they are not riding on school transportation.  Parents should give the coach verbal or written permission allowing their child to ride home with themselves or other responsible adults

S)
Coaches are to ensure the safety of all students at all times

T)
Head coaches are to attend a rules meeting in the sport they serve as head coach yearly

U)
All purchases made for a specific sport need to a have signed Purchase Order signed by adminstration

Assistant Coaches Duties

1)
Help in getting facilities and equipment ready to used and issued

2)
Help issue, check in, and inventory equipment

3)
Help enforce training rules and report violations

4)
Carry out all duties assigned by the head coach

5)
Help in supervision of the locker and weight rooms

6)
Be at all practices sessions and games, and be available for scouting assignments

7)
Suggest to head coach any new equipment needed or repairs to old
8)
Work with the media in reporting game results when in charge of Junior Varsity or Freshman programs

Coaching Qualifications for Head and Assistant Coaches
1)
Coaching Endorsement:
  Only individuals with a coaching authorization or coaching endorsement issued by the Iowa Board of Educational Examiners may serve as a head coach or assistant coach in all sports.  

*
Coaches with a coaching authorization need to renew their authorization every 5 years, renewal requirements include attending rules meetings, valid clinics or workshops, or a two-or-four year institutional courses

Extracurricular Contracts

School districts employing individuals to coach shall be issued a separate extracurricular contract for each activities.  An extracurricular contract shall issued separate from teaching contracts.  Wages for employees shall be paid pursuant to established to established or negotiated supplemented pay schedules.


The Board of Education may require an employee( who has resigned from an extracurricular contract) to accept the extracurricular contract for the subsequent year if all of the conditions apply

1)
The employee has accepted a teaching contract for the following year

2)
The Board made a good faith effort to fill the vacant coaching position


*
Good faith is defined as advertising for the position in a appropriate publication and interviews qualified applicants

3)
The position has not been filled by June 1 of the year in which the employee resigned the extracurricular contract

Coaching Evaluations

Athletic coaches will be evaluated by the athletic director on a yearly basis.
Local School Board Policy on Interscholastic Competition

Student activity events must be approved by the School Board President.  Athletic events must 

not disrupt the educational program or other school district operations.  A student athlete may 

particiapate in a non-school sponsored sport during the same season.  If scheduling conflict 

arises, the coaches guidelines prevail.


Sportsmanship of School Personnel
Any person affiliated with a school involved in a contest is responsible to conduct their actions in such a manner as to represent the ideals and principals of their school.  The same is expected of the athletes, to demonstrate only the finest sportsmanship.  The adherence to good sportsmanship and good conduct by all personnel is the responsibility of each member school.  The coach has the responsibility of having the team appear and compete in the contest and then return the team to its home school.
