RIDGEWOOD HIGH SCHOOL 

COACHES' HANDBOOK
INTRODUCTION

This handbook has been prepared to guide all coaching staff personnel in the successful performance of their assigned tasks and to help define the role of athletics at Ridgewood High School.  This ready reference should assist anyone seeking information about the function and governance of athletics in the school district.  Further, it should serve as an additional instrument for coaching personnel to communicate with parents and athletes.  

While carrying out your duty assignment, we ask you to keep this in mind: always act for the best interest of all students concerned and for the best interest of each individual student. There are no minor sports whatever you do, we want to make it important. Your sport or assignment is vital and necessary to you, to your school, to our community, and to the overall excellence of our total program. 

Athletic Principles
To be of maximum effectiveness, the athletic program will:

Be in coordination with the philosophy and guidelines of District 234.

Be a well-coordinated part of the school curriculum. 

Justify the use of tax funds and school facilities through the educational aims achieved. 

Be conducted by qualified personnel. 

Provide opportunities for many students to participate in a variety of sports in every season. 

Foster game conduct ethics, and sportsmanship for participant and spectators. 

Instill respect for school, conference, and state rules and policies under which the school program is conducted. 

Philosophy of Athletics
The purpose of co-curricular activities is to broaden the educational experiences beyond the regular school day.  Student participation in co-curricular activities should supplement their educational growth.  A good athletic program is one which teaches those who participate that cooperation, as well as competition, are important parts of the society in which they live.  We believe sports offer an opportunity for developing initiative, for developing leadership and character-building skills, and for learning to be a good loser as well as a good winner.  Sports leave a sense of accomplishment with those athletes who have given forth their best efforts.  Every student is given the opportunity to become a member of a team until eligibility, behavior, ability, or violation of training policies limits or prohibits an athlete's participation.  Every attempt should be made to encourage as many students as possible to share the benefits of athletic participation.

High School District 234 administration and coaches of athletic teams believe that those students who are selected for the privilege of membership on teams should conduct themselves as responsible representatives of their school.  In order to insure this conduct, Athletic Director and coaches will enforce this Athletic Code.  Members of teams who fail to abide by this Athletic Code are subject to disciplinary action as prescribed by the Code.  As recognized representatives of their school, members of District 234 teams must demonstrate the character and behavior outlined in this Code.  Behavior of team members is to be monitored by coaches and school officials in season, in or out of uniform, whether on campus or off.

The close contact the coaches have with the athlete provides them with a unique opportunity to observe, assist and interact with the athlete.  District 234, therefore, supports education and awareness training in adolescent chemical use problems, including the symptomatology of chemical dependency and special issues affecting District activities for administrators, Athletic Directors, coaches, advisors, participants and their families.

I.H.S.A.
Ridgewood High School is a voluntary member of the Illinois High School Association and competes only with member schools.  As a member school, Ridgewood agrees to abide by, and enforce, all rules and regulations established by the I.H.S.A.

The Metro Suburban Conference

Ridgewood High School is a member of the Metro Suburban Conference (MSC).  This association was established for the primary purpose of promoting selected interscholastic activities among member schools, and the assurance of such advantages as may be gained by a union of effort.

The conference was established to encourage member schools to improve their extracurricular program in the area of athletics.  The value of conference membership is the aid derived from the arranging of schedules, equalizing competition, conducting league meets, and generally upgrading the activities program by adhering to conference standards and goals.  Membership in the conference provides Ridgewood High School the opportunity for local competition without excess travel.  Membership implies abiding by conference schedules, rules, and regulations.  

MSC Fan Expectations
MSC recognizes the importance of good sportsmanship and the rewards of healthy competition.  The MSC coaches, athletes, administrators, teachers, and school boards support and demonstrate good sportsmanship and are active members of the “Do What’s Right” initiative sponsored by the IHSA.  Our conference school expect nothing less of our fans who attend games.  MSC expectations:

•  Cheer and support your team in a positive manner


•  Do not "boo" or show disrespect for others


•  For your safety as well as that of others, please DO NOT stomp on bleachers


•  Recognize good performance from ALL participants-remember, THEY ARE DOING THEIR BEST


•  Do NOT attempt to distract an athlete from performing well


•  Make sure you know the rules of the game so you may better enjoy the game


•  Have fun representing your school and conference.  


•  No signs are permitted in the gym 

Athletic Appeals Committee

Appeals concerning disciplinary actions can be made to the Athletic Appeals Committee which consist of the Principal, Athletic Director, and Guidance Director.

Duties and Responsibilities of the Athletic Director

General:  Reports directly to the Principal in the general supervision of the total athletic program for all students.  Prepares and maintains the athletic program budget and equipment inventory.  Observes, evaluates, and supervises coaches in their assigned positions.  Interviews candidates and recommends staff appointments.  Continually evaluates the existing programs with attention to improvement and development.  Prepares and maintains athletic department policies and procedures.  Makes recommendations for the maintenance of existing facilities and development of new facilities.  Acts as liaison between the school and the Sports Booster Club.

Specific:  Prepares athletic schedules and interscholastic contest contracts.  Prepares transportation schedules as needed for each sport's season.  Makes appropriate preparations and arrangements for spectator seating, concessions, and supervision to include provisions for police assistance when deemed necessary, and employment of personnel necessary for contest management, including contest officials. Establishes ticket and admission procedures in conjunction with established school and conference policies. Prepares and maintains:

Eligibilities

Physical exam records

Records pertaining to team performances

Squad rosters

Wall of Fame

In conjunction with sponsoring groups, assists in the planning and operation of an award recognition program including dinners, assemblies, or whatever format is used.  Coordinates the use of the facility with other school functions.

Coaches – Not On Ridgewood High School Teaching Staff
The Board and Administration appreciates all your hard work and dedication on behalf of the students at Ridgewood High School; however, it may be necessary from time to time to ask you step aside from your coaching duties in order to keep or hire qualified teaching staff in critical teacher shortage areas.  This is in no way a reflection of the job you’ve done, but it does give us the latitude to do what is in the best interest of the entire organization when hiring new teachers.

Coaches' Code

Each member of the coaching staff is expected to maintain a loyalty to other staff members and to the total athletic and educational program of Ridgewood High School.  The coach is obligated to teach, by example, good sportsmanship and to demand it from squad members.  Coaches should be neat in appearance while in performance of their duties.  The coach must be loyal, courteous, and considerate to squad members.  Coaches should believe in and maintain training rules for athletes and never have their actions infer a disbelief in these ideals. Through their attitude, character, conduct, language, disposition, and dress, coaches should demonstrate that they are ambassadors of the athletic program toward other schools and communities. Coaches are expected to refrain from public ridicule and criticism of squad members, coaches, programs or school personnel.  Remarks to squad members during practice sessions and contests must be constructive and instructive. The use of profanity must be avoided.  Disciplining players verbally before a crowd is to be avoided. 

Coaching Conduct

Remember, a coach is a teacher, so prepare properly and carry out your plans.  Act with good common sense at all times.  Treat each boy/girl as though he were your own son/daughter.  Foul or vulgar language has no place on the athletic field, nor in any dealings with young athletes.  Set a good example.  Remember that the athlete is a STUDENT first and an athlete second.

The Head Coach

The head coach is responsible for the entire program in his/her sport. He/she is not merely a varsity coach, but a coach of the entire program.  The head coach works with the Athletic Director to establish the scheduling of conference and non-conference contests.  He/she may advise, suggest, and request; but the final decision rests with the Athletic Director.  The head coach will work with the Athletic Director to establish the budget for his sport.  He/she will request the equipment needed for his/her sport during the budget process, which begins in February.  In as much as it is possible, these items shall be purchased, but the Athletic Director will make the final decision for these purchases. 

It is the responsibility of the head coach to report all data about their teams to our Website (appendix U).  If the head coach is unable to input this information on Athletics 2000, he/she must assign one of his/her coaches to be responsible for the entry of this data onto the computer.  This Website connects our programs to the TV, the newspapers and to the students’ computers at Ridgewood High School.  The athletes will get the recognition they deserve and possibly give them a better chance for College scholarships.

The head coach is to discuss any dissatisfaction with individual staff members with the staff member first.  Failure to reach an agreement should result in the matter being brought to the attention of the Athletic Director.  The head coach is to be responsible for the positioning and evaluating of his/her staff members.  He/she will work with the Athletic Director to arrive at the best arrangement of personnel.  In the event that the head coach prefers that a given individual not work on his staff, he/she will be asked to show reason for his decision, incorporate the reasons in his/her annual evaluation, discuss it with the coach, and finally discuss it with the Athletic Director. 

Responsibilities of the Head Coach

       Responsible for attending the 8th grade open house or 8th grade orientation.

Responsible for knowing and abiding by school rules.

Responsible for knowing and abiding by conference rules.

Responsible for knowing and abiding by the I.H.S.A. rules.

Responsible for knowing and enforcing the Athletic Code.

Responsible for all equipment issued to his/her sport.

Responsible for monitoring sports eligibility lists weekly. 

Responsible for monitoring academic eligibility lists weekly. 

Responsible for turning in Parent Permission, Rebel Pledge, and IHSA Concussion forms to the A.D.’s office. 

Responsible for turning in accident reports to the athletic trainer and school nurse immediately.

Responsible for emergency medical release information that is found on the Parent Permission Form

Responsible for requesting equipment, supplies, etc., for all levels of his/her sport by February 15th, Spring Sports.           

Responsible for turning in a written evaluation of each of his assistant coaches to the Athletic Director at the end of the season.           

Responsible for guiding and developing his/her staff.

Responsible for attending the Parents' recognition ceremony.

Responsible for attending the Parent Information Night.

Responsible for the supervision of the locker room, weight cage, and practice areas when in season.

Responsible for turning in game scores to the MSC., the Ridgewood Athletics 2000 Website, and the Newspapers

Responsible for turning in post-game summaries.

Responsible for calling in results of contests when needed. 

Responsible for sending in results of contests when needed. 

Responsible for cooperating with other conference coaches in carrying out directives of the conference. 

Responsible for attending meetings scheduled by the conference. 

Responsible for preparing post-season inventories. 

Responsible for issuing and collecting all equipment for the sport. 

Responsible for notifying parents of missing or damaged athletic equipment. 

Responsible for notifying A.D. of missing or damaged athletic equipment so that bills can be prepared.

Responsible for preparing a season summary.  This summary is to include the names of individuals receiving points for athlete of the year, complete list of contest results, list of special award winners, records of his sport, conference standings, and any other pertinent data. 

Responsible for attending coaching meetings.

Responsible for arranging a scouting schedule for assistant coaches, if necessary.           

Responsible for meeting visiting teams as they arrive.

Responsible for the preparation of the area used for practice and games. 

Responsible for rating officials used in the program on all levels and reports for the IHSA

Responsible for turning in officials’ payment sheets immediately after games to A.D.’s secretary.

Responsible for the action of the team on any trip - both on the bus and while guests of your opponents. 

Responsible for not leaving the building until the last boy/girl from your group has left. If emergencies, see that someone assumes your responsibility. 

Responsible for checking the locker room, storage area and practice area before leaving, to see that it is left in proper order - doors locked and lights turned off. 

Responsible for squad organization and practice scheduling for all levels. 

Responsible for developing and maintaining rosters for all levels. 

Responsible for turning in a current and accurate roster with A.D.’s office, Website and newspapers. 

Responsible for coordinating athletic pictures and handing out envelopes.

Responsible for assisting athletes in securing scholarships or recognition for State teams. 

Responsible for developing and providing for squad instruction and game preparation for all levels. 

Responsible for the public conduct of program members while being supervised. 

Responsible for the conduct of his/her coaching staff.

Responsible for developing and maintaining a sound physical conditioning program for all members. 

Responsible for insuring that all injuries receive proper treatment and proper follow-up care under the guidance and direction of family physicians and trainer. 

Responsible for promoting proper game conduct, sportsmanship, fair play, and competitive spirit among squad members. 

Responsible for incorporating drug abuse/steroid information into their training.

Responsible for completing disciplinary sheets.

Responsible for ensuring that his assistants know and can execute the bus evacuation procedure. (Appendix S)          

Responsible for maintaining the cleanliness of the Ridgewood High School 15 passenger busses. 

Responsible for encouraging student participation in his/her sport.

Responsible for establishing and making known to the team the requirements for school athletic awards. 

Responsible for submitting the names of those qualified athletes to the Athletic Director for conferring of awards (Appendix P&T)

Responsible for acquainting the squad members with the training rules as established by the school and as they may require for their particular sport. 

Responsible for assisting, when necessary, in game administration and management. 

Responsible for attending Sports Booster meetings at least once during the season. 

Responsible for carrying out additional assignments as designated by the Athletic Director. 


Responsible for scheduling games for the next season.


Responsible for running clinics and tryouts for the following season.

Responsible for following the rules of Athletes Eligibility –reports list athletes that are not eligible to practice or play in games for reasons of non-current Physical Fitness Exams, no Parent Permission Form, Grades, suspension or detentions.

Responsible for keeping an updated folder of each athletes Parent Permission Forms with the team at all times (practices and games) in case of the need of any emergency medical attention.

Responsible for giving the JV, S or F coaches copies of their athletes Parent Permission Forms (forms kept with team always)


Responsible for knowing bus evacuation procedures (appendix S).


Responsible for running Clinics and Tryouts for the following season.

The Assistant Coach

The assistant coach is directly responsible to the head coach and to the Athletic Director.  The prime requisite of an assistant coach is loyalty--loyalty to his head coach, his school, and to the program.  The assistant coach is responsible for the entire program for his/her sport.  The assistant coach is responsible to attend practice sessions, meetings, and other assignments as may be directed by the head coach and/or Athletic Director.  The assistant coach should confer with his/her head coach if he/she is dissatisfied in any way with the program, the relationships, his duties, etc.   If he/she is unable to resolve the dissatisfaction, he/she should consult with the Athletic Director.  The assistant coach is responsible for assisting, when necessary, in game administration and management. 

Responsibilities of the Assistant Coach 

Responsible for knowing and abiding by school rules.

Responsible for knowing and abiding by conference rules.

Responsible for knowing and abiding by the I.H.S.A. rules.

Responsible for knowing and enforcing the Athletic Code.

Responsible for turning in accurate rosters. 

Responsible for monitoring sports' eligibility lists weekly. 

Responsible for monitoring academic eligibility lists weekly.

Responsible for completing disciplinary sheets. 

Responsible for turning in Parents Permission forms, then when receive a copy, must keep one on each athlete with the team at all practices and games if you are the person in charge of that team in the event of a medical emergency. 

Responsible for knowing and executing the bus evacuation procedure (appendix S). 
Responsible for maintaining the cleanliness of the Ridgewood High School 15 passenger busses.          
Responsible for turning in accident reports immediately to the trainer and school nurse. 

Responsible for turning in game scores.

Responsible for turning in post-game summaries.

Responsible for issuing and collecting all equipment issued to his/her squad.

Responsible for notifying parents of missing or damaged equipment.

Responsible for developing and providing instruction and game preparation for your squad.

Responsible for insuring that all injuries receive proper treatment and proper follow-up care under the guidance and direction of family physicians and trainer. 

Responsible for promoting proper game conduct, sportsmanship, fair play, and competitive spirit among squad members. 

Responsible for encouraging student participation in his/her sport.

Responsible for acquainting the squad members with the training rules as established by the school and as they may require for their particular sport.

Responsible for cooperating with other conference coaches in carrying out directives of the conference. 

Responsible for preparing a season summary.  This summary is to include the names of individuals receiving points, complete list of contest results, list of special award winners, records of the sport, conference standings and any other pertinent data. 

Responsible for attending coaches meetings. 

Responsible for attending the Awards Banquets. 

Responsible for attending the Parent Information Night. 

Responsible for the supervision of the locker room, weight cage, and practice areas when in season. 

Responsible for meeting visiting teams as they arrive.

Responsible for the preparation of the area used for practice and games. 

Responsible for rating officials used in the program on your level.

Responsible for turning in officials payments sheets in a timely manner. 

Responsible for the acts of your team on any trips - both on the bus and while quests of your opponents. 

Responsible for not leaving the building until the last boy/girl from your group has left. If emergencies, see that someone assumes your responsibility. 

Responsible for checking the locker room, storage areas, and practice area before leaving to see that it is left in proper order; doors locked and lights turned off. 

Responsible for carrying out additional duties as assigned by the head coach and/or the Athletic Director. 

Risk

It is the responsibility of every coach to make the athlete aware that athletic participation has inherent dangers and risks.  To avoid the possibility of injury the athlete must follow your instructions regarding techniques, training, and team rules at all times and participate within the rules of your sport.  Even though the athlete's participation and practice are within the rules of the sport and are following your instructions, he/she may suffer a catastrophic injury.  These injuries may result in death, in complete or partial paralysis, in brain damage, or serious injury to any of the internal organs.  The injuries that may occur may affect the athlete's future ability to participate in athletics and recreational activities, earn a living or engage in other business and social activities.  

Responsibility of Staff Concerning Athletic Injuries

Also, parents must sign a medical emergency form.  Coaches are responsible for carrying medical releases for all athletes on their squad.  These forms are NOT to be discarded at the end of the season but returned to the Athletic Office.  All injuries, no matter how slight, must be reported to the coaching staff immediately.  It is important to remember that, no matter how many Anatomy and First Aid courses a coach has had, he/she is not qualified to act as a medical doctor.  When any injury (other than minor) occurs, it is the coaches' responsibility to see that it is brought to the attention of a doctor.  Minor injuries can be taken care of by the coach and physical trainer.  An accident report (SEE APPENDIX R) must be completed by the coach and filed with the Athletic Trainer who will then file it with the Athletic Director and nurse within 24 hours.  If an individual has any special medical problem, the coach must be informed.  Should an injury be discovered after the athlete has returned home, the athlete should go to his/her own physician.  The coach is to be notified as soon as possible.   It is the responsibility of the athlete to bring to the coach a written release from the doctor if that athlete has received an injury that has disabled him/her for a week or more.  The Athletic Director will keep releases on file.  First aid supplies are available, and it is the responsibility of the coach to inform the trainer of needed supplies and to keep a medical kit present during practices and games.  Also, the coach should have access to the students' emergency phone numbers at all times so the parents can be notified, if necessary. SEE FIRST AID SECTION, page 25.

Training Rules for Athletic Participation

Each coach is given a copy of the Athletic Code and these rules are to be enforced.  Each coach is to establish additional rules to the Athletic Code, which pertain to the sport supervised.  These rules may include attendance at practice, detentions, curfew, dress and general conduct of participants during practices, contests and trips, and will be handled by the coach.  These rules must be submitted and approved by the Athletic Director.  These rules are to be written and clearly communicated to the athlete, and to the parents.

Once he/she has become a member of an athletic team, no athlete may smoke or chew tobacco or use any chemical substances not prescribed by a physician. Athletes who violate Ridgewood's Athletic Code will be suspended as described in the Athletic Code.

Responsibilities of the Athletic Staff

Coaches have a unique opportunity to interact and assist the athlete.   You are able to impart more than just the skills required in your sport.  You are able to provide an opportunity for developing initiative, for developing leadership and character-building skills, and for learning to be a good loser as well as a good winner. Poor discipline, team members "horsing around" in practice, not listening when the coach is talking, improper behavior in school, on the bus, or away on trips, is not conducive to developing these attributes.  Once an athlete becomes a member of a team, the coach should be doubly concerned about that athlete's behavior at all times, not just when the coach has the athlete at practice or in a game.

Absolutely at no time should an athlete be permitted to use bad language.  At the same time, in no instance should the coach use bad language in front of team members. We cannot expect the athletes to refrain from using foul language if they hear the coach using it.  Coaches are reminded to share with their squads - guidelines for curfew, dating procedures, dress, appearance and conduct at school and athletic contests.  Coaches must report to the Athletic Director unsportsmanlike conduct and the disposition taken by the coach.  SEE APPENDIX A

At all times, the coaching staff should strive for each athlete to participate to the best of his/her ability.  This means in the classroom as well as in athletics.  One fault coaches may have is that of running a personality contest.  Athletes do not respect these particular coaches; in fact, they lose respect for them.  If a coach is sincere, he applies the rules equally to every athlete.  Some coaches find it difficult to enforce rules and regulations because they are afraid the athletes won't like them, but it is better to lose affection than respect. Usually the athlete that loses affection for a coach because of a reprimand is not the type of athlete that we are looking for anyway. 

Personal Property

If you must leave personal items on school premises, see that they are well secured.  Our school will not cover stolen items.  Do not collect personal items from your athletes.

Salary

Salaries are based on experience in the sport and the number of years coaching the sport.  In house coaches will have their coaching salary included with their regular teaching salary spread over the remaining paychecks once they have signed a contract.   Those coaches not on RHS staff will receive their salaries in two installments, one mid-season and one at the conclusion of the season.  No final check will be issued until all evaluations, keys, inventory update, and next year's schedule are turned in to the Athlete Office.  Coaches not on RHS staff must complete Federal and State forms.

Supervision
Coaches are responsible for the conduct of their teams at home and at away contests.  All athletes / cheerleaders / pom-poms must be supervised at all times.  Whether in the gym, the weight room, in the hall, or running on the second floor, they must be supervised.  Athletes are to stay in the practice area during practice time unless properly supervised by a coach.  They are not to interfere with other practices or sports events.  They must not start practice until their advisor or coach is present.  The coach is responsible for the supervision of the locker room while the team is dressing.  He/she should not leave the area until all athletes are dressed and gone.  The coach should see that all towels and papers are in the proper receptacles.  Coaches are responsible for checking the locker room, storage area, and practice area before leaving, to see that it is left in proper order - doors locked and lights turned off.  The training room, locker room, coaches' office and equipment rooms are off limits for unsupervised athletes.  Athletes are to use equipment in the weight room and training room only under the supervision of the coaching staff.  No cleats of any kind are to be worn in the locker room or halls.  Remember to emphasize to all team members the importance of caring for equipment and lockers.  Athletes / cheerleaders / pom-poms who violate this policy will be suspended from participation in the next contest. 

Once practice has started, the varsity locker room door will be kept locked.  Athletes are to use the gym entrance to enter and leave the varsity locker room.  All athletes in season must have lockers in the varsity locker room.  Athletes must use lockers assigned to them by their coaches.  Locks will be cut off lockers of athletes in wrong lockers.  NO athlete should be in the P.E. locker room.  All athletes must remove their equipment from their locker at the conclusion of the season.  If locks haven't been removed, they will be cut off and personal equipment thrown away.

Athletes are not allowed on the second floor to go to their lockers after practice.  They are to bring their books and coats to the locker room.

Athletes must inform parents of practice times.  They are only allowed to use the phone when the practice or a game runs beyond the anticipated time.  Athletes must learn to make prior arrangements.

The coaches' room in the varsity locker room is for coaches, NOT for the athletes.  Athletes should knock and coaches will then hold discussions outside the room.

Coaches that observe athletes/students in unsupervised areas must remove them from the area and then secure the area.  Report those students to the Athletic Director.

Locker Room Rules

The coach is responsible for the supervision of the locker room while the team is dressing.  He/she should not leave the area until all athletes are dressed and gone.  The coach should see that all towels and papers are in the proper receptacles.  The coach is required to fill out a locker sheet with the athlete's name and locker number and turn this sheet into the Athletic Director's office.  The following rules should be followed:

- Clean speech is mandatory - no profanity - no loud or boisterous talk, no scuffling in any form.

- Property and equipment must be respected; no marring; defacing, damaging.  This also includes the equipment and personal property of teammates.  

- Athletes must keep their lockers neat and clean.

- No cleated shoes should be worn in the locker rooms. Every attempt should be made to keep this room clean. 

- Squad members must observe all safety regulations - no running in the shower or locker room.

- No food or beverages should be allowed in the locker rooms. Glass bottles containing hairdressing, pop, etc., should be prohibited, because of the possibility of glass breakage and the safety factor. 

- Insist that the athletes lock their lockers at all times when away from them.  This is the best method of avoiding loss of personal valuables, as well as athletic equipment. 

- See that bulletin board materials are meaningful with significant information contributed by the staff.  Keep them up to date. 

- All forms of gambling, card games, dice, etc., are strictly prohibited.

- The locker room must be clean, well-controlled and regulated at all times. 

-  Athletes CANNOT be in the locker room unless supervised.

Keys

Keys necessary for coaching require several days to obtain.  A key request form must be obtained from the Athletic Director, completed, signed, and submitted to the Business Office.  At no time should keys be given to student managers or athletes. The security of our schools must be maintained and this cannot be done if students are given keys.  All non-staff coaches must return their keys at the conclusion of the season.  SEE APPENDIX B

Building Security

All coaches should attempt to do the best job possible.  The only way it will ever be accomplished is if everyone is aware of security procedures and does his/her very best to keep our school locked.  If equipment is stolen or if someone is injured when our area is not being supervised, we are liable.  This is in effect even if the person entered the area illegally.  To help ourselves, all of us should do the following: 

- Do not leave a door unlocked when going through an area.  Some of our doors do not lock when they swing shut and must be checked. 

- Never allow anyone into an area unless proper supervision is available.  Coaches should not leave an area without supervision unless an emergency arises.  Custodians cannot allow an athlete into a locker room, weight room,  or activity area unless a coach is present. 

- Coaches are responsible for locking all areas when their team finishes practice. 

- Do not give keys to athletes.

The security of the school must be maintained and this is difficult to do if issued keys are not properly supervised.   Coaches should see that all doors are locked and lights are out after practices or games.  If a coach is coming into the building late at night, on a Sunday or holiday, he/she should notify the Athletic Office. 

Conduct At Contests

The contest is the time when boys/girls have an opportunity to demonstrate how well they have been prepared and coached. 

The coach, more than anyone else, will control the crowd at any contest.  His gestures, comments, yelling, etc., whether at his players or at officials, invite the crowd to uncontrollable states.  The coach should exercise self-control and work to present an atmosphere of poised control. 

Whether it is fair or not, coaches are judged by their conduct at a game. 

Coaches are required to evaluate officials immediately after the contest.  These ratings are very useful at seeding meetings.  SEE APPENDIX C

Staff Meetings

Staff meetings will normally be called prior to the start or at the beginning of a season, i.e., fall, winter and spring.  The meeting will be called by the Athletic Director and announced at least one week in advance. 

Every coach involved in the season is responsible for attending these meetings, unless he/she has been excused by the Athletic Director. 

Emergency staff meetings may be called on short notice.  All coaches are responsible for attending unless he/she has been excused by the Athletic Director. 

Squad Meetings

Meetings during the season may be called at the discretion of the coach, but not during school hours.  Coaches should meet with athletes on an individual basis to inform athletes of their progress and what your expectations are in order for the athlete to reach his/her next level of competition.

Meetings called off-season must not interfere with current sports or with regularly scheduled activities meetings, such as, Student Council.  Before a meeting is announced, the coach must confer with the coaches in season and notify the Athletic Office of the meeting time and date.

School Calendar / Facility Request

All scheduled events are placed on the school calendar through the Athletic Director.  Do not schedule any meetings or events, such as awards banquets, without first checking the calendar.  Coaches that schedule events at school must first check the school calendar. The coach must submit a completed facility request form when requesting use of any room before and after school hours. (Obtain form from the A.D’s secretary’s) and process the form through with the A.D.  Once approved and placed on the school calendar, the coach will receive a signed copy of the form back from the A.D.  (APPENDIX D)

Clinics and State Meets

At various times during the year, coaching clinics are held throughout the state.  It is assumed that all members of the staff, in order to increase their knowledge of the sport they are coaching, would deem it not only desirable but also important to attend such clinics. It is the recommendation of the Athletic Director that they do so. 

The school will pay the cost of registration for certain clinics in the Chicago area.  A coach should, on his own, without concern for reimbursement, attend other local clinics for his professional growth.  Approval for expenses to attend clinics and / or tournaments must be cleared several weeks in advance by the Athletic Director.   Those in-house coaches who will be absent from school must also receive approval from the Principal.  Restrictions on the number of staff members missing from school may be placed by the Principal.  The decision regarding which staff members will attend state tournaments and meets will be determined by the head coach of that sport with the approval of the Athletic Director and the Principal, if release from school time is requested. 

Each year, one full-time-equivalent (FTE) head coach is permitted to attend a local clinic. 

Only two coaches in each sport will be permitted to either attend one local clinic based on availability of substitute teachers and administration discretion.

Coaches may be permitted to attend additional clinics to give them training in new areas.  Funding may be provided for local-area clinics, which do not require absence from normal school duties.

Coaches will also be reimbursed for mileage at the current rate but NOT for food.

No coach may attend a clinic or tournament, which requires him/her to be absent from school the day before a holiday, the day before a vacation period, or the first or last week of the school year, unless approved by the Superintendent.

Coaches who are attending a tournament with student participants are exempt from these requirements. 

Professional Travel Policy

A travel request form must be completed for attendance at meetings, clinics, and tournaments, which require the coach to miss class assignments, and/or for which reimbursement is to be requested. (SEE APPENDIX E & F)  Request for funds to cover expenses while traveling must be made 6 weeks in advance to ensure processing prior to the event.  This allows adequate time to have the request approved by the Board.  Travel forms must be completed prior to the event whether you intend to obtain funds prior to the event or be reimbursed afterwards.  This informs the Athletic Office of your intentions.  Remember, an overnight expense requires an additional summary sheet to be completed before reimbursement is made.  A receipt - NO EXCEPTION, must verify all expenses.  The school will NOT reimburse food expenses acquired while traveling, such as scouting, away football games, wrestling or track contests, unless it is incurred on an overnight trip or while attending a State contest.  Final approval for travel requests will be coordinated with the Principal.  It is the coach's responsibility to inform the Principal two weeks in advance that he/she will be absent for part or all of the day.  Receipts, leftover money, bills, and travel forms must be returned to the Athletic Office within two weeks after the event.  If the contest is required and the athletes are missing any part of school, parent permission forms must be submitted but teachers' signatures are NOT required.  Also a list of the athletes must be submitted by the Athletic Office to the faculty at least three days before the activity.  Coaches are limited to no more than $22.00 per day to defray the cost of food for themselves or for the athletes.  Ridgewood will not reimburse a coach for any alcoholic beverages.  Coaches are not to drink any alcoholic beverages in the presence of athletes. 

Scheduling

All scheduling is to be approved through the Athletic Director's office.  No coach is to schedule, reschedule or change a schedule without the Athletic Director's office permission.  Coaches are expected to begin next year's schedule during the course of the season.  Ask competing coaches about corresponding dates.  Coaches are to submit to the Athletic Office within two weeks after the conclusion of the season, a home and away schedule for next years season.  The Athletic Office will then mail out signed contracts for these scheduled games/events to the competing schools and keep a logged record of all returns for verification of these events.

Cut Policy

There are try-outs and cuts for the Varsity Level Teams only if the coach deems it necessary.  Every student is given the opportunity to become a member of a team until eligibility, behavior, ability, or violation of training policies limits or prohibits an athlete's participation.  Reductions are to be made only when facilities/equipment or supervisory staffs are not available.  All decisions must have concurrence of the Athletic Director. 

Player Placement

When an athlete tries out for an athletic team, he or she will normally be placed on the squad of his/her year level in school.  Frequently, athletes show abilities, which make them better suited for a higher-level team.  In certain sports athletes readily demonstrate this prowess by challenging other athletes, i.e., wrestling, golf, cross-country, tennis and track and field.  In these sports it is not normally a problem to decide where the athlete should participate.  In the case of team sports it becomes more of a judgment by the head coach since he/she is the one most qualified to make this judgment.  Before the actual move is made, the Athletic Director is to be consulted so that he is well aware of what is happening. 

Many things have an effect on whether or not an athlete should be moved to a higher-level squad. Take into consideration more things than their ability.  What affect will it have on their emotional makeup?  Are they ready to associate and compete with older athletes?  Will the squad accept them?  Will they get a "big head"?  Will they "crack" under the stress and strain?  These factors should be considered whenever an athlete is moved above their own squad level, whether it is an individual or team sport.

It is sound practice to involve the parents before the move is made.  Certainly if the parents understand and support the move, it will be more easily transacted.  If the parents are strongly opposed, then the move will not help the athlete, the team, or the school. 

Physical Fitness of Athletes

Coaches will exercise good judgment at all times in determining who is fit to participate in practice or a game.  Their primary concern will always be the health and well being of the athlete.  Illinois High School Association states that athletes "shall have filed with their high school Principal a certificate of physical fitness issued by a licensed physician not more than one year preceding practice or participation in any inter-scholastic athletic contest or activity".  Coaches must check eligibility lists issued by the Athletic Director prior to the first practice and then weekly.  The eligibility list will insure that each athlete is in compliance with this regulation.   No Ridgewood athlete will practice or participate unless a required physical exam is on file in the school nurse's office. 
Football coaches must be aware of Illinois High School Association Rule which states that no student shall become eligible to participate in an inter-scholastic contest or scrimmage in boy's football until completion of 1-1/2 hours of actual field practice on 14 days excluding Sunday. 

When an athlete has been missing from a team for an extended period of time the coach may request a statement from a physician.  Written approval by a physician must be furnished before the athlete may resume practice or competition.  Parents are sometimes not aware of the physical demands placed upon athletes and only by consulting a licensed physician can maximum safety be insured. If a physician has told any athlete that they may not practice or participate, that directive must be obeyed. In such cases the student will not be readmitted to practice or competition without written approval of a physician. This provision must be honored even if the student has only given the coach oral notification of such a medical condition.  As in the paragraph above, the intention is to insure maximum safety for athletes. 

Coaches will insure that parents are kept informed of any unusual physical condition or expectation encountered by their student athlete. This stipulation would include but not be limited to injuries, movement from one level of competition to another or weight loss during the wrestling season. 
Athletic Trainer

The athletic trainer is responsible for providing first aid and medical treatment as dictated by his profession.  The trainer's treatment or opinion cannot supersede a doctor's medical directive.  A parent's recommendation cannot supersede the trainer’s medical recommendation.  A coach’s recommendation cannot supersede a parents or the trainers' recommendation.  The athletic trainer is responsible for ordering and maintaining first aid and training supplies.  A trainer will be available during football practices and games.  He/she will also be available from 2:30 p.m. to 4:00 p.m. during the Winter and Spring season.  The athletic trainer must make sure athletes receive the care and treatment we can provide.  The athletic trainer should maintain records of all athletic injuries.  The trainer must make sure that parents are informed when injuries occur.   Coaches are expected to work with the trainer to help determine supplies and sport's expectations.

Practices

It is the responsibility of every coach to conduct regular, well-organized practices. Times and locations will be arranged together with the Athletic Director.  Deviations from scheduled times or room assignments must have Athletic Director's approval.  No practices should be held without having adequate first aid supplies available. Official practice time begins at the conclusion of the school day.  This may, at times, interfere with the athlete's desire to participate in other activities. If you think that an athlete is participating in an excessive number of activities in addition to athletics, it is suggested that you counsel with the individual about this, and arrive at a solution where the athlete's own best interests, in addition to squad interest, can be served.  A dual contract may help the athlete define his/her priority.  Coaches must insure that all facilities used are secured when practice is over. On weekends and during holidays, coaches must keep the athletes in practice areas and locker rooms.  No coach is to leave the building until all athletes have cleared the building.  If a door is locked or secured when you pass through it, lock and secure it after you use it.  Do not place towels or something to prop open outside doors.  Lock entrance to varsity locker room once practice has started.  Athletes should use the gym entrance when coming into and leaving practice.  No student or group of students is allowed to practice or use school equipment or facilities within the school building, unless they are directly supervised by staff members. 

In planning practice sessions, keep in mind the following basic problems:

No standing in long lines.  Work in small groups.  Avoid long lectures during practice sessions.  Practices should be kept to 2-3 hours.

Ridgewood will not hold practice on days the school is closed due to emergency but may hold practice on early dismissal and vacation days at the discretion of the coach.  Practices/games will not be held on Thanksgiving Day, Christmas Day, New Year's Day, Easter, or on parent report card conferences days.  Athletes will not be required to play or practice on days that are of particular significance to athlete's faith.  Practices may be held on a Sunday or holiday if a varsity team has an I.H.S.A. State Series contest on the day following the Sunday or Holiday.  Such practices must be approved by the Athletic Director and kept to the minimum necessary for success.  

Sometimes it becomes necessary from time to time for academic teaching teams to meet after school. These meetings will be scheduled enough in advance to enable the coach to make proper arrangements for his/her practice session. The team meetings will take precedence over practice.  In most cases, these conflicts will be able to be avoided through the cooperative efforts of the coach and his teammates. 

Coaches are expected to be at all practices sessions and games for their squad.  They should make necessary arrangements to be present for the entire session.  Occasionally, extenuating circumstances may prevent this, but coaches must avoid commitments, which will necessitate their missing practice or parts of practice on a regular basis.  No coach may call off a practice session without the consent of his/her head coach.  The head coach must supply the Athletic Office with each level practice schedule.

Emergency care for injuries:

· Determine if the athlete is conscious.

· If unconscious, call paramedics immediately and notify the parents.

· Have trainer or coach accompany athlete when transported to hospital.

· See that an accident report is completed.

· If conscious, secure services of trainer, if possible.

· Give proper first aid.

· Notify parents immediately, if possible.

· If situation warrants, call emergency vehicle if parents cannot be contacted.

· See that an accident report is completed.

· DO A FOLLOW-UP BY CONTACTING THE PARENT AND/OR ATHLETE.

Tobacco Prohibition 

The use of tobacco on school property is prohibited to any school personnel, student, or other person such as our coaching staff and volunteers.  “School purposes” include but are not limited to all events and activities or other use of school property that the school board or school officials authorize or permit on school property, including without limitation all interscholastic or extracurricular athletic, academic or other events sponsored by the school board or in which pupils of the district participate.  “Tobacco shall mean cigarette, cigar, or tobacco in any shredded, ground, powdered compressed or leaf tobacco that is intended to be placed in the mouth without being smoked.

Alcohol and Drug Abuse

Not only are the coaches supposed to inform the athletes of the contents of the Athlete Code and enforce the Code; they are also to integrate the consequences of such abuse into their program.  The method or media to be used is left up to the coach.  Written support of this commitment must be submitted to the Athletic Office. 

Heat Exhaustion 

This injury is preventable with forethought.  Coaches must consider the Temperature/Humidity Index in planning workouts, and this applies to indoors sports as well as outdoors.  When the local temperature and humidity are high, the athlete will have difficulty dissipating excess heat; and extra breaks will be suggested along with lighter workouts.  Water should be available at all times on hot days for athletes to drink.  Any signs of nausea, disorientation, or other irregularities should be cause to check the athlete's temperature.  Early action to cool the athlete, including stripping all equipment and applying wet towels, can minimize the severity.  Should the athlete lose consciousness, call an ambulance immediately. 

Equipment/Uniforms

Each member of the athletic staff should be conscientiously concerned about the care of the athletic equipment.  Regardless if he is coaching a particular sport or not, if he sees team members mistreating equipment, he should bring it to the attention of the coach in charge, as well as the Athletic Director.  Good athletic equipment is expensive; but, with proper care, it will last a long time.  Along this same line, anytime a member of the staff sees an athlete outside of school with athletic equipment that athlete should be told that it should be returned at once; and the coach of the sport and the Athletic Director should be informed. 

Head coaches are responsible for all equipment and clothing necessary for their sport.  They request, issue, maintain, and inventory their equipment and see that equipment is stored in off-season storage areas.  At the close of the season, the inventory will be taken on forms provided by the Athletic office.  DO NOT USE ANY OTHER FORMS.   It is expected that through proper care there will be a minimum of difference between the two inventories.  Sports that require reconditioning or repair of equipment must store the equipment separately and inform the Athletic Director.  Head coaches may devise whatever system of equipment checkout they feel is efficient and will serve to keep accurate accounting of all equipment.  The athletic office will assist in making checkout cards or material upon the request of the head coach.  Head coaches will not issue equipment until an athlete is on the eligibility list

Uniforms are school equipment and are only to be worn at practices and games and should never be worn as everyday apparel.  Due to the nature of the material, football jerseys, cheer leading/ pom-pom uniforms, and volleyball warm-up jackets are the only uniforms that can be worn during school hours on spirit day.  While at practice or games, athletes / cheerleaders / pom-poms will wear appropriate attire.  Game attire is defined as socks, shoes, and the assigned uniform.  Head coaches must maintain an individual record of equipment issued to each student.  Loss of some equipment is to be expected, but it takes constant vigilance on the part of all coaches to keep loss and thievery at a minimum.  Athletic participants are responsible for all school owned equipment issued to them.  They are expected to take care of the equipment issued and return all such equipment at the end of the sport's season.  The athlete must pay the current cost of repairing or replacing any items that are damaged through gross abuse or negligence or items that are lost.  In practically all cases, athletes should be expected to pay for stolen equipment.  The cost of lost/stolen equipment will be ascertained by the Athletic Director. Theft and thieves must be reported immediately.  Head coaches will plan for uniform cleaning and maintenance as needed.  Uniforms laundered at home should be done according to the label instructions or coaches’ instructions.  We do have laundry facilities that the coaches can use.  

Equipment cannot be removed from school premises or used during out-of-season periods without the Athletic Director's approval.  If permission is granted, a copy of a check out form must be submitted to the Athletic Office.

Budget

The development of the budget for each sport is the responsibility of the Athletic Director and the head coach. The budget process begins in February.  Coaches are expected to submit request on forms provided by the Athletic Office (SEE APPENDIX G).  Numbers, sizes, references, etc. must also be included on the forms.  Equipment needs, that is, items over $500, are to be submitted to the Athletic Director at the conclusion of the season.  Spring sports are at a disadvantage and should compile a list of needs during season and submit it either at the conclusion of the season or in February.  As much as possible, equipment selected by the coaches will be purchased.  Board policy requires that purchases be made on a quote basis.  This will sometimes limit the selection of equipment.  In all cases, an attempt is made to purchase good equipment, which will serve well.  This does not mean we can secure the best of everything, nor does it mean we can buy as much as we would like.  Good common sense in the purchasing and care of equipment will enable us to have quality equipment.

Threatening (Lightning, Thunderstorms and/or Tornado) Weather

In case threatening weather moves into the area, the following policy is to be strictly followed:

· THE COACH SHOULD BE EXTREMELY ALERT FOR HIGH WINDS, THUNDER OR LIGHTENING IN THE DISTANCE.  IF THIS OCCURS, THE TEAM SHOULD BE TAKEN OFF THE FIELD IMMEDIATELY and TAKE SHELTER INSIDE THE BUILDING IMMEDIATELY.

· IN THE EVENT THAT THE ALARM SOUNDS INDICATING A WARNING OF LIGHTENING, ALL OUTDOOR ACTIVITY SHOULD CEASE IMMEDITELY.  ALL INDIVIDUALS SHOULD SEEK SHELTER IN THE BUILDING OR AUTOMOBILES THAT ARE NOT CONVERTIBLES.

· OUTDOOR ACTIVITIES SHOULD NOT RESUME UNTIL THE ALL-CLEAR ALARM IS HEARD AND THE SUPERVISOR (S) OF THE ACTIVITY FEELS IT IS SAFE TO RESUME.

· THE HEAD COACHES AND GAME OFFICIALS SHOULD CONFER TO DETERMINE IF ANY ATHLETIC CONTEST SHOULD BE TERMINATED AS A RESULT OF THE WARNING.

IN THE EVENT OF A TORNADO

· FOLLOWING THE RULES ABOVE, WITH THE EXCEPTION OF SHELTER IN AN AUTOMOBILE.

· TAKE SHELTER IN THE BUILDING, IN A ROOM WITHOUT WINDOWS (LOCKER ROOMS)

· DO NOT BOARD THE BUS, TAKE SHELTER IN THE BUILDING, AND THEN NOTIFY THE OPPOSING SCHOOL ABOUT YOUR DELAY.

(Snow Storms)

· THE ADMINISTRATION WILL CHECK WITH THE MAINTENANCE DEPARTMENT FOR THE FIRST DECISION

       AND RETURN NOTIFICATION TO THE ATHLETIC DIRECTOR.

· THE ATHLETIC DIRECTOR WILL NOTIFY THE OPPOSING SCHOOL, BUS COMPANY AND THE HEAD COACH OF        THE SPORT.

· THE HEAD COACH NOTIFIES THE REST OF HIS COACHING STAFF AND THE ATHLETES.

Transportation

Transportation to and from athletic functions is provided through the Athletic Office.  Transportation provided by an athlete own personal vehicle is PROHIBITED.   If there is an unusual circumstance, permission may be granted by the Athletic Director.  In these special situations, I.S. form must be used to obtain parental permission.  SEE APPENDIX H 

If under certain circumstances, athletes, cheerleaders, or pom-poms need to ride home with their parent(s) or legal guardian(s), they must receive permission from the head coach but this practice will not be encouraged.

Athletes are not to enter the bus with dirty shoes.  Dirty shoes should be cleaned outside the bus.  Spikes are absolutely not to be worn on the bus.  Athletes are to enter the bus through the front door, not the rear emergency door.  Athletes should not board the bus until the coach is ready to leave.  No food or drink shall be taken or consumed on the bus unless permission is given by the coach and bus driver.  If permission is granted, all garbage must then be picked up.

Bus Evacuation Procedures

Coaches are responsible for knowing and being able to execute bus evacuation procedures. (Appendix S)

Contest Administration / Athlete's Meals

Normally, the Athletic Director will be responsible for the details of competitive contests.  However, the coaching staff will be delegated certain responsibilities in this area. Coaches should insure that their squad members are aware of departure times; seating arrangements, both before and after their contest; and insist that squad members personal attire is neat and presentable. 

Meal procedures are: On trips away from home, coaches should arrange for meals.  Occasionally, it may be possible and necessary to arrange for meals before or after the particular event.  These arrangements should be made through the Athletic Office.  Presently, we provide for meals only at state events. 

Coaches’ attire for athletic contests should commensurate and appropriate with their duties and particular sport. 

When athletes are to be excused from school for participation in interscholastic contests, coaches must turn in a list of players to the Athletic Office at least five days in advance of the contest whenever possible. 

Players must be in school attendance in order to participate in a contest scheduled on that day. 

General Communication Policies

The Athletic office will communicate with its coaching staff either through the in-house mailing system or by placing communications in the mailboxes located in the training room.  Each head coach or his/her designee is responsible for checking the mailboxes daily.  

The Athletic Office will give the news media coaches' home numbers unless coaches submit a written request stating their objection to this policy.

Local newspapers will often print stories written by our coaches or athletes.  It is the responsibility of each head coach to work with the Superintendent's Office or his designee on releases of stories that would best represent or highlight his/her sport.  All news releases relative to athletics must first be cleared through the Athletic Office.

Communications with the home are encouraged.  One form of this media is the letter.  Any information mailed to the homes must be cleared through the Athletic Office.

The Athletic Director will assist in any way he can to achieve the above form of communication. 

Policy on Undue Influence

It shall be the philosophy of the Ridgewood High School Athletic Department that an athlete shall enjoy as many sport seasons as he/she and parents wish him/her to participate in without influence from any coach to specialize in one sport.  An athlete may not participate in more than one sport/activity per season without completing a dual sport contract. 

Video Taping

The Athletic Office will provide the game schedule to our Media Department for the taping of varsity games for football, volleyball, girls' and boys' basketball, boys soccer, and girls soccer.  Coaches, remember we have mostly new student Audiovisual workers and if you have any suggestions for making your games and events more successful, please notify us so that we can help you and our student A.V. workers.  Unless approved by the Athletic Director, lower level games will not be taped.

Audiovisual equipment for practices/contest must be reserved in the IMC two weeks prior to the date.  It is the responsibility of the coach to provide a helper to operate the equipment.  Under no circumstances will audiovisual equipment be left unsupervised.

Statistician

The Athletic Office does not provide the personnel or finances for statisticians.

Weight Conditioning

If personnel are available, a weight-conditioning program will be offered.  This program will be opened to every student and not a specific sport.  The program will not begin until December for the Winter season and not until the middle of March for the spring season.  In season sports have first priority for the use of the weight cage.  At no time will this program be allowed to interfere with any in-season sport.  Off-season coach who is working with his athletes must inform the Athletic Director and provide the Athletic Office with a schedule, which will follow the same time frame as the weight-conditioning program (the coach is responsible for all athletes in the area). 

Dual Sports

A contract, between an athlete and his/her coach and/or sponsor is written and it is intended to allow that athlete to participate in two activities at the same time.  Only with complete honesty and dedication can this be possible.  A major and minor activity must be decided upon.  The major activity takes precedence over the minor activity in terms of contests.  If a participant's minor activity is involved in some type of championship play, the participant and coach and/or sponsor of both activities and the Athletic Director will adjust this contract (See Appendix I).

Towels

R.H.S. will NOT furnish towels for athletes but will furnish towels for general maintenance purposes.  Athletes are not to remove towels from school property or bring them out to the fields.  Athletes who violate this policy will be suspended from participation in the next contest.

Entrances

When athletes are using the outside facilities, they must use the North field entrance to enter or leave school for practice or field events.  THEY ARE NOT TO USE THE BOILER ROOM OR N.E. ENTRANCE AS AN ENTRANCE OR EXIT.  Spikes or cleats are to be removed before entering the building and mud must be cleaned off shoes.  Athletes who disregard this policy will be removed from practice that day or the following practice.

Off Season Programs

All off-season programs must comply with existing I.H.S.A. guidelines.  Coaches who run off-season camps/clinics will abide by the following stipulations:


1) It will be understood that participation in all off-season programs is strictly voluntary on the part of the athlete.  Coaches will never attempt to coerce an athlete into participation or threaten or display future prejudice if an athlete chooses not to participate.  Coaches must be aware that, particularly in the summer time, several programs may be going on at once and that athletes may experience unreasonable demands upon their time and energy.


2) Those programs that are currently "in season" will always take precedence over an off-season program.  Athletic specialization is NOT deemed to be of importance and should not be encouraged by any coach.


3) Any disputes should be referred to the Athletic Director for a decision. 

Summer clinics/programs are scheduled through the Park District.  This information must be provided to them in February so that it can be included in their summer brochure.

School Rules

The conditions of this code complement existing school rules and school district policies.  A student who violates this code will be accountable for any violation of school rules or school district policies.  This code in no way restrains the authority of the administration or Board to impose suspensions, expulsions, probations or other disciplinary actions upon a student under its policies.  

Insurance

2000-01, We are pleased to announce that all athletes are now covered by insurance through Ridgewood High School’s Insurance plan (not a 100% coverage plan), but if the athlete is covered by another policy they must provide us with their family insurance information on the Parent Permission Form (our insurance will be a secondary Insurance Coverage Plan and will cover the remainder of any Medical Expenses on an injured Athlete) providing that once the injury is reported at a practice/game to a coach and all proper forms were filed by the coach in regards to the athlete’s injury,  then processed through the Athletic Director, Physical Trainer or the School Nurse.

Explain to the athletes the following steps in regard to insurance:

Coach fills out the accident report and turns it into the Athletic Director. The Athletic Director reviews it and turns it over to the nurse.  The Bookstore mails form to the home upon request.  The parents mail the claim form and any bills to the insurance company.  At no time should a coach accept bills for a student's injury.

Parents who question the insurance policy should be referred to the Athletic Director.  

Coaches, if you drive a car on school business, RHS insurance is secondary.  This means RHS insurance will cover you after your car insurance has been invoked.

Sport Eligibility Forms / Weekly List

All athletes are required to have insurance (see above, Insurance), medical examination less than 1 year old, and parent permission before participating in any practice sessions. 

Physical Examinations:  The Illinois High School Association requires a physical examination for each athlete who participates in interscholastic sports. This physical must have been within one year of participation.  No athlete may participate in any way until evidence of the physical has been presented to the Athletic Office.  Sport physical examination is NOT sufficient for Freshman since the school requires additional medical information. 

--Must have had a physical examination in accordance with I.H.S.A. regulations; ONE EVERY YEAR

--Must have parent permission form

--All transfer students must receive approval from Athletic Director

--Must attend Parent Night 

--Parent(s) must sign Rebel pledge 

--Athlete must sign Rebel pledge

-Athlete and parent must sign IHSA Concussion Guideline Form

--Must be less than 20 years of age

A sport's eligibility list is given to each head coach every Friday.  Those athletes listed without an asterisk (*) have met all requirements listed above.  (SEE APPENDIX K)  Those athletes who have an asterisk have not fulfilled the parent night requirement.  Note:  This list is different from the academic eligibility list.

Parent Night Requirements

In order to indicate that both parent and participant are aware of the rules for participation in athletics at Ridgewood, we are asking that the parent(s) and participant meet the coaches at the Parent Night; be informed of the sports expectations and training rules; and sign the Rebel pledge, returning it to the head coach that evening.  Any parent missing that evening must make arrangements to fulfill these requirements.   A Parent Night will be held to represent each of the sport seasons (Fall, Winter, Spring).  Athletes are ineligible until the parent and the athlete are informed of the sport's expectations, training rules and have signed the Rebel pledge.  Those athletes who have not attended the Parent Night will have an asterisk next to their names.  They are ineligible to practice or participate until the coach has met with their parents.  The coach must meet with the parent and athlete outside the home and discuss with them the Athletic Code, the sport's expectations, and training rules.  The Rebel pledge (SEE APPENDIX L) must be signed by the parent and the athlete and then submitted to the Athletic office, indicating the date and time of the meeting.  The Rebel's Parent Pledge is not mandatory. (SEE APPENDIX M)  An athlete is only required to sign the Rebel's pledge once during the year but the athlete must verify that he/she attended the meeting by signing acknowledgment and acceptance of the coaches' training rules and expectations. (SEE APPENDIX N) for suggestions for the Parent Night. 

Academic Eligibility

An athlete must meet the following basic requirements to be eligible for participation in sports: 

-- Must be doing passing work in at least twenty five (25) credit hours of high school work per week. Physical Education can be used as a .50 credit class to meet the 25 credit hour requirement. 
- Must have credit on the school records for twenty five (25) credit hours of high school work for the previous semester.  Such work shall have been completed in the semester which credit is granted or in a recognized summer school program which has been approved by the Board of Education. 

WEEKLY CHECK - I.H.S.A. rules require that a weekly check be made on eligibility and an athlete who is ineligible for participation, including practice, is ineligible for the entire week until the next report comes out.  An athlete cannot make up work and become eligible during the week.  Grades are cumulative.  This means the grade is determined from the beginning of the semester and not from the quarter.  The question that must be answered is, "What would the student's grade be if the student were to transfer to another school. "  Under this policy each teacher or teaching team shall be responsible for identifying students who are ineligible due to current academic work.  The Athletic Director shall make a weekly check of eligibility using a computerized program.  The coach of each sport will receive a list of those students who are failing and the respective courses.  The coach/advisor will notify an athlete if he/she is ineligible. The athlete will remain ineligible until at least the Monday following his/her notice of ineligibility. (SEE APPENDIX O)

LAST SEMESTER CHECK - The Athletic Director shall be responsible, in cooperation with Guidance Office Personnel, to determine students who are ineligible based upon work achieved in the prior semester of high school registration.  Anyone declared ineligible based on their last semester's grades will be ineligible for the entire following semester.

Example Situation:

It is currently the spring semester of the school year, and although John doesn't participate in any spring sports, he will play football in the next fall season (first semester of the next school year).  John has "taken it easy" with his courses this spring, and at the end of the school year, his second semester grades show that he did not pass 25 credit hours of coursework. .

Will he be eligible to play football during the Fall season?  NO.  He must have passed 25 credits the previous semester to be eligible for any sports the following semester.  Since basketball also begins first semester, he is also ineligible to try out for basketball.

Athletes should be, therefore, reminded that eligibility is not only checked every week when the sport is in season, but also checked for semester grades, the semester before the sport is to begin!  Consequently, grades need to be maintained all year if the athlete is to be involved in any sport.

An athlete declared ineligible shall be ineligible for all participation, including rehearsal, practices and travel for athletic-activities designated below.

All athletic programs covered by IHSA rules and regulations.

Co-curricular performances such as dramatic productions, debate and forensic activities; overnight trips or other travel; and competition with other schools. Some specific clubs and/or activities, which fall under Policy 605.6, are:

Cheerleaders / Pom-Poms

Distributive Education Club of America (DECA)

Dramatic Productions/Forensics and other speech activities

Future Business Leaders of America (FBLA)

Music - Vocal and Instrumental

Scholastic Bowl Competition

The eligibility requirements will not apply to performances given at Ridgewood High School, which are a part of a program (i.e., band or choir) in which an athlete is receiving academic credit, but would apply to competition in these areas (i.e., IHSA music contests, festivals with other schools or out-of-school trips and events).

Other Eligibility Requirements

Athletic Attendance and Participation:  If an athlete is absent from school all day or has a partial absence, arriving after 10:00 A.M. or leaving school early, he/she is ineligible to participate in activities that afternoon or evening.  This participation includes practice sessions.  Truancy is an unexcused absence.  Athletes who violate this policy will be suspended from participation in the next contest.  Coaches should insist that players be in regular school attendance the day following a contest if school is in session.

Absence Due to Unusual Circumstances:  If the absence is due to unusual circumstances (funeral, court appearances, etc.) arrangements for participation may be made with the Athletic Director.  Any athlete whose absence is excused for any portion of a day under these circumstances may play or practice at the discretion of the coach.

Arrangements for Return After Illness:  Illnesses causing absences of 3 or more days require that the athlete bring either parental permission or a doctor note before the athlete can return to active participation.  

Suspended Athletes:  Athletes who are suspended may not participate or practice in the sport while on suspension.  One-day suspension ends at 3:00 p.m. and the athlete may participate that day.  If suspensions are extended through the weekend, ex. Monday and Friday, the athlete cannot participate in any weekend contest.  Coaches will check absence list for suspensions that are more than one day.  Athletes who violate this policy will be suspended from participation in the next contest.  Continued suspensions may result in the athlete being ineligible for the remainder of the season.

Eligibility of Athlete Who Quits Squad:  If an athlete quits a sport's squad, he/she may not report out for another sport, intramural, or off season conditioning program until the squad's season is over and until he/she has met all financial obligations from the first sport.  Exception:  the coach believes he/she would fit in another sport during that season and initiates a change.

Example:  A boy quits sophomore football.  He may not go out for basketball until the last sophomore football game is over and he has turned in or paid for all equipment assigned to him.

This applies to freshmen and upperclassmen out for a given sport for the first time only after being out for the sport for two weeks.  

Athletic Code

High School District 234 officials and coaches of athletic teams believe that those students who are selected for the privilege of membership on teams should conduct themselves as responsible representatives of their schools.  In order to ensure this conduct, athletic directors and coaches will enforce this Athletic Code.  Members of teams who fail to abide by this Athletic Code are subject to disciplinary action as prescribed by the Code.  As recognized representatives of their schools, members of District 234 teams must demonstrate the character and behavior outlined in this Code.  Behavior of team members is to be monitored by coaches and school officials in season, in or out of uniform, whether on campus or off.

The close contact in District 234 activities of advisors and coaches provides them with a unique opportunity to observe, interact with, and assist young people.  District 234 therefore supports education and awareness training in adolescent chemical use problems, including the symptomatology of chemical dependency and special issues affecting District activities for administrators, Athletic Directors, coaches, advisors, participants and their families.  We believe that athletes perform best when they follow training rules, which include abstinence from tobacco, alcoholic beverages, and drugs.  Medical research substantiates that the use of alcohol, tobacco, and certain other drugs produce harmful effects.

Enforcement of these rules is not the sole responsibility of the coach but must be shared by parents and team members.  Both parents and team members frequently have knowledge of training rule violations and, therefore, have an obligation to attempt to deal with the situation.

SECTION I

A.
An athlete at District 234 will be subject to disciplinary action if he or she commits any of the following violations:

1.
Falsification of a signature on the athletic permits card or physical form.  (If falsification is by a parent or another student, the athlete will be held responsible.)

2.
Theft or vandalism of any school's or individual's property.

3.
Acts of unsportsmanlike conduct during the sport season in which the athlete is involved, such as cheating, fighting, or verbal abuse of officials, contestants, coaches or spectators.

4.
Possession, use and/or distribution of tobacco or tobacco products, illicit drugs or "look -alike" drugs, and alcoholic beverages and steroids are prohibited in the school and on the school grounds at all times (including during school hours and at extracurricular functions) and at any school sponsored activity on or off campus at any time.  Possession of paraphernalia, or being under the influence of alcohol or illicit drugs will be construed as a violation of this policy.  


"Illicit drugs" means, but is not limited to, any substance, which is declared, by the State of Illinois or any other applicable law to be a controlled substance.  


"Under the influence" means that a person has used alcohol or illicit drugs in a manner such that the presence of this substance can be detected.  

5.
Continuous suspension and/or insubordination.

B.
Each coach has the prerogative to establish additional rules pertaining to the activity supervised.  These rules may include attendance at practice, detentions, curfew, dress and general conduct of participants during practices, contests and trips, and will be handled by the coach.  These rules are to be clearly communicated to the athlete.

SECTION II

Any violation of the stated policy while the athlete is enrolled in District 234 will result in the following action:

A.
FIRST OFFENSE:

1.
Suspension from all athletic contests for two (2) consecutive interscholastic events, or two weeks of the season, whichever is greater, with the athlete expected to participate in all practice sessions during that time.  All training rules are followed.  In case of property damage, the athlete makes restitution for damages and repairs.  No exception is permitted for an athlete who becomes a participant in the assessment program. 

2.
If drugs or alcohol are involved, a mandatory conference with the Counselor and/or the Athletic Director, the parent(s) or guardian(s) and the athlete is required for reinstatement.  Referral for assessment from a recommended center may be part of the stipulation for reinstatement.  The athlete may not practice until his or her coach has received notification from the Athletic Director that the preliminary contact has occurred.

3.
Voluntary admission of an infraction of a training rule regarding substance abuse will not result in a two-week suspension, but will count as a first offense.  In such cases, a mandatory conference with the Counselor and/or the Athletic Director is still required.   Referral to a recommended center for an assessment may be part of the stipulation for reinstatement.  (The purpose of this provision is to allow the athlete to seek help.)  This voluntary admission may not be used by an athlete if the school is already aware of the rules infraction.  This provision may be used only one time by any athlete.

B.
SECOND OFFENSE:

1.
After confirmation of a second violation, the student shall lose eligibility to participate in contest, in which the athlete is participating, for the next six (6) weeks, but the athlete will be expected to practice.  If necessary, this suspension may be carried over from one sport's season into another, or from one year into the next year.  The athlete must complete the season during which the penalty is being served.  (In addition to the above penalty, if the second offense occurs during the same sport season in the same school year, the student shall lose eligibility for all practice and contests for the remainder of that season.)  All training rules are followed.  No exception is permitted for an athlete who becomes a participant in an assessment/treatment program.

2.
If drugs or alcohol are involved a second time, a mandatory conference with the Counselor and/or the Athletic Director, the parent(s) or guardian(s) and the athlete is required for reinstatement.  Referral for an assessment from a recommended center is required for reinstatement.  

C.
THIRD AND SUBSEQUENT OFFENSES:

1.
After confirmation of a third or subsequent violation, other than drugs or alcohol, the student shall lose interscholastic eligibility for one full calendar year.  Participation in an assessment from a recommended center is mandatory.

These sanctions apply to all athletes, cheerleaders, and pom-poms.  The penalties shall be cumulative beginning with the athlete signing this code and continuing throughout the athletes’ high school career.  This policy is in effect throughout the season and does not supersede District 234 school disciplinary policies.

AWARDS

Prior to the conclusion of the season, the Athletic director will send each head coach a current list of eligible athletes in his/her sport.  All athletes listed will receive their appropriate participation award unless indicated otherwise.  If nothing is indicated, I will assume that the athlete has participated in your program for the number of year(s) that is equivalent to the athlete's year in school.  Only those athletes who are receiving a Varsity R must be highlighted.  This is done by writing a capital R next to their name.  All athletes receiving a Varsity R must fulfill the written criteria submitted to the Athletic Director and given to the parents   A special recognition form will be provide for you to indicate your special awards.  Each sport is allowed 3 special awards, except football, which is allowed six.  Accuracy in this list is very important because all information pertaining to Athlete of the Year will be compiled from your information.  All athletes will receive an appropriate award at the award's banquet held at the end of the season only if all equipment is returned and payments are paid.  In all sports, an athlete must satisfy the following qualifications in order to be considered for an award at any level.

An individual must:
1) Compete the season (unless prevented by injury or illness)


2) Attend all practices unless properly excused


3) Attend all scheduled contests unless properly excused


4) Follow the established training rules for his/her sport


5) Follow the school requirements for a student in good standing.


6) Not be suspended from the sport due to violations

Certificate - the basic award an athlete can receive.  Each athlete will receive a certificate for the level team sports he/she has completed for the season.

Sport Pin – Each sport an athlete participates in – regardless if they receive any letters below – they will also receive the pin representing the sport.

First Time Sport of Participation –one time only 


Numerals of graduation year.

An athlete who receives a Varsity letter will also receive the award representing the athlete's years of participation in the sport if they received it before. 

Second Time Sport of Participation –one time only 
 

Shield 

Third Time Sport of Participation – one time only


Minor "R" (6”) letter.

Minor "R" -6" :  Varsity Junior athletes who do not meet the criteria for a varsity "R" and have participated will receive a       Minor "R".

Fourth Time Sport of Participation – one time only


Varsity "R" letter.

 When an athlete is nominated for a Varsity letter in a sport, the athlete will receive a pin in place of the letter or an award from another year if they have not received the Second or third year. 

Varsity "R" - 8":  An athlete may earn a varsity letter regardless of his class in school provided he satisfies the requirement for a varsity letter, as determined by the Head Coach in his her sport.  

Captains and Co-Captains Pins

           
 
receive stars (no tri-captains).

BASKETBALL AWARDS:  

• 300 Club: Athletes name is placed on the plaque when he achieves a scoring record of 300 points in one season.

An athlete will not receive all the awards up to the Varsity letter, unless they participate in 4 or more sports in their four years. 

 * Awards earned at other schools are not transferable or exchangeable for Ridgewood awards.

LETTERS ARE AWARDS BY THE ATHLETIC DEPARTMENT AND ARE THE PROPERTY OF THE ATHLETIC DEPARTMENT UNTIL GRADUATION OR TERMINATION OF ENROLLMENT AT RIDGEWOOD HIGH SCHOOL.  ANY ACT BRINGING DISGRACE TO THE LETTER MAY JUSTIFY REVIEW OF THE SITUATION BY THE APPEALS COMMITTEE AND REMOVAL OF THE AWARDS.

Award Night

Each Head Coach, in conjunction with sponsoring groups, will arrange a suitable format to recognize individual and team accomplishments. These functions are an important part of the student ath1etes experience and arrangements should be made so that the parents of the athletes can attend. It is expected that all coaches will attend the Awards Nights in which they are involved. If an absence is absolutely necessary, the absence must be cleared in advance with the Athletic Director. Alcohol will not be a part of any Awards Night or athletic function and no cash bar will be furnished for parents or coaches. 
Criteria for Wall of Fame

Teams
• Qualify for IHSA champion (Football)

• Conference Champion

• IHSA Regional Champion #1

• Sectional Champion #1, #2

• State Champion #1, #2

Individuals
• Conference Champion

• First Team All Conference

• IHSA Regional Champion #1

• Sectional Champion #1, #2

• State Champion #1, #2

• Received special mention by the Chicago Tribune or Chicago Sun Times or Pioneer Press 
• Named to an all area team  

• Named to a first string area team by the Norridge News or Pioneer Press.

• Named All American Cheerleader, NCA Camp (Cheerleader)

• Named Miss Badgerette, Badgerette Pom-Pom Camp (Pom-Pom)

• State Champion #2

#1   In addition, a banner will be placed in the gym to honor those teams who won their Regional, Sectional, or State championships.

#2   Also, those individuals of teams who participated or won the Quarter Finals, Sectionals, or Finals will have patches purchased by the Board of Education to recognize their individual accomplishments.  These patches will vary in degree in order to distinguish the levels of success.

A jersey of an athlete will be retired when named to an All-State First Team only by the Chicago Tribune or Sun-Times Newspapers.  All other All State picks will have their certificate and picture put into our showcase.

Procedure:  Head coaches will receive a form (SEE APPENDIX P) requesting this information prior to the conclusion of the season.  A separate sheet must be completed for each senior who was involved in two or more sports or has had an outstanding accomplishment.   Coaches or athletes will schedule pictures to be taken with the yearbook advisor or schedule it to be done during awards banquets or have the parent of the athlete provide the school with a picture.

Athlete of the Year

Each year a male and female athlete of the year is selected.  This selection is based solely on merit by virtue of their athletic performance during the course of the year.  To insure a merit selection, the following point system shall be used.  An athlete will earn:


1 point for each varsity letter earned during the senior year


1 point for being a captain or co-captain


1 point for being selected MVP


1 point for being named All Conference or Conference Champion


1 point for named to any all-state team by any agency


1 point for going to state final tournament in any individual sport


1 point available for honors gained (awarded by majority vote of head coaches or AD.

This information will be gather from your awards request that was submitted at the conclusion of your season (SEE APPENDIX T).  This award is present at the awards assembly in May if the recipients can be determined.  This is very difficult for Spring sports since they have not concluded their season.  Spring Coaches must still submit the information using their best judgment. 

FUNDRAISING

Athletic Fundraising will follow these guidelines:

1)   Fundraising dates for the next school year can be assigned after April 1, of the present school year.

2)   Fundraising will be limited to no more than 6 fundraising events during the year, with no more than five of those days in       succession.  Requests for more than ten days will be considered on an individual basis.

3)   At the time of date approval, identify the item to be sold and the Athletic Director Secretary must enter a purchase order.

4)   If the sport does not have an account assigned to them for fundraising, see the Business Office.

5)   Please take a close look at your sports account balance at the completion of each school year and review how much money the sport spent on its various items.  Sports should not keep a large balance in their accounts at the end of the school year unless they have a specific expenditure in mind.  The Athletic Director will review all sport accounts during each summer.  If a sport shows a large balance at the beginning of a fall term the sponsor will have to show why the sports needs to fundraise additional funds during the upcoming school year. 

6)   Items that contain gum, small pieces, or have sticks attached cannot be sold

7) The head coach must fill out the Fundraiser Request Form and a Facility Request Form and process it to Student Council and the Athletic Director for approval

8) After fundraiser approval a purchase order must be entered by the Athletic Director’s Secretary.

9) When paying the bill, write in the account number and purchase order number so your account money will stay accurate.

10)  Any unauthorized fundraiser will be terminated immediately with possible sanctions being placed upon the respective sport.

Communicable Disease Precautions
Coaches must use precautions concerning Blood Borne Pathogens when you are giving first aid.  Diseases, such as, Hepatitis B (HBV) and HIV, which causes AIDS are transmitted through blood-to-blood contact.  Following some basic guidelines when providing first aid can help reduce disease transmission:

- Avoid contact with body fluids when possible.  

- Place barriers; such as disposable gloves or a clean dry cloth, between the athlete's body fluids and yourself.  

- Wear protective clothing, such as disposable gloves, to cover any cuts, scrapes, or skin conditions that the athlete may have.  

- Wash hands with soap and water immediately after giving care.  

Do not eat, drink, or touch your mouth, nose, or eyes when giving first aid.  Do not touch objects that may be soiled with blood.  Dispose of all material in a plastic bag.  Be prepared by having a first aid kit available.  

If a uniform becomes soiled with blood, fill the spray bottle from the medical kit to the second mark with water.  This bottle should already be filled with bleach to the first mark.  Bleach, which kills the virus, is being mixed in a ratio of 1 to 100.  (SEE APPENDIX Q for I.H.S.A. rulings)

First Aid

It is the responsibility of every coach to be thoroughly familiar with standard first aid procedures for common injuries.  The athletic trainer is responsible for ordering and maintaining first aid and training supplies.  It is the head coach's responsibility to inform the athletic trainer of any specific medical supplies or duties they may require.  In sports, where several coaches comprise the staff, the coach whose training is most proficient in this area should assume leadership responsibilities.  The head coach should see to it that this is done.  On larger staffs, it is well to thoroughly review what procedures will be used for caring for the various common occurrences.  If an injury occurs, notify the trainer.  If the trainer is not available follow the following procedures: (APPENDIX V) lists additional Medical Procedures.

· In case of serious injury OR IF THE ATHLETE IS UNCONCIOUS do not move the victim until proper medical aid is ascertained or the parents have given consent.

· Call 911 and refer to the copy of the Parent Permission form.

- Determine if the athlete is conscious.

- Keep the victim warm. 

- Have trainer or coach accompany athlete when transported to hospital with the copy of the Parent Permission Form so that they have proper insurance information and Family’s signature with phone numbers to notify them. 

- See that an accident report is completed. 

- If conscious, secure services of trainer, if possible. 

- Give proper first aid. 

- If the athlete can be safely moved, he/she should be moved to the training room where proper precautions should be continued. 

- If medical attention is necessary, seek the parents' help or advice.

- In cases of questionable need of medical attention, the athlete should be driven home and the parents informed as to what happened.  If at all possible, a parent should pick up the athlete. 

- Do not leave the athlete alone -- do not expect others to care for him/her. It is the coach's responsibility. 

- If situation warrants, call emergency vehicle if parents cannot be contacted. 

- See that an accident report is completed. 

If neither parent, the emergency contact person, nor the family doctor cannot be contacted incases of serious illness or injury, permission is given to school personnel to take emergency action as deemed necessary.  This may include medical transportation of the student to the hospital/medical center.   If life threatening or brain damage injury is sustained from this injury, and Medical Personal from the hospital deem it necessary for emergency surgery and no contacts have corresponded
- DO A FOLLOW-UP BY CONTACTING THE PARENT AND/OR ATHLETE.

Under no circumstances should a coach give medical advice. You are a coach - not a doctor. 

Be certain to fill out an accident report and file it with the Athletic Director. This should be done on the same day - do not neglect it. If you are in doubt as to whether to fill one out or not, do it. Even if the athlete has "Verification of Insurance". The report should be filed in order to protect you and to give the victim an opportunity for later claims. 

Evaluating An Injured Athlete

When one of your athletes is injured, you can't always determine the extent of the injuries at first glance.  Treating only the visible injury isn't sufficient in a multi-trauma incident.  There's danger in such cases.  By not thoroughly examining the injured athlete, we might be causing further damage to a more severe injury elsewhere on the body.  In the midst of an athletic contest, when an injury occurs, the trainer must be accurate in his or her initial survey to account for all injuries, which might have occurred.  For this reason, included are patient examination procedures often used by emergency medical technicians and paramedics when they first arrive at the scene of an accident. This examination takes the coach or trainer little more than 1-2 minutes and is very accurate if administered properly. 

READ AND FOLLOW

SOME VERY HELPFUL

INFORMATION

AND STEPS

WHEN

AN ATHLETE

GETS INJURED
Steps
Comments
	1. Observe the scene and the position of the athlete.

2. Is the athlete conscious or unconscious? 

3. Check airway, breathing, circulation and obvious severe bleeding. 

4. Correct all life-threatening situations immediately. 

5. Observe for general deformity. 

6. Begin body check. 

7. Gently feel all 7 cervical vertebrae for tenderness or deformity without moving the athlete.

8. Examine top of athlete's head and scalp for tenderness, deformity bleeding.

9. Examine pupils.

10. Check for drainage of blood or cerebra-spinal fluid from ears and nose. 


	· Check for any clues to the nature of the injury. 

· If unconscious, call the paramedics immediately and notify parents.  If conscious, begin talking to the athlete.  Identify yourself.  What are the athlete's complaints?  Is there any pain?  How did the injury occur?  Never excite the athlete.  Be tactful, calming and professional at all times.

· Be especially thorough if the athlete is unconscious. 

· Caution: always suspect a cervical injury after force injuries. In these cases never hyper extend the neck to open the airway. Use the jaw thrust or chin life method to produce an airway. 

· This can be brief, particularly for a conscious athlete.  Caution: do not allow obvious injuries to prevent your discovering all injuries.

· Explain to the conscious athlete what you are about to do and ask him if he feels any discomfort.  Watch the athlete's face for signs of pain as you touch him.  The unconscious or semi-conscious athlete may flinch or groan when a sensitive area is touched.

· Deformity is rare.

· Bumps or depressions could indicate a skull fracture. (Was patient unconscious for any or amount of time?) 

· Do pupils react to beam of flashlight? Are pupils unequal? Dilated? Pinpoint or constricted? Dull, lusterless? Do both eyes focus and move together? (Caution: 17% of population has pupils unequal in size.) 

· Cerebra-spinal fluid drainage indicates skull fracture. Caution: do not stop drainage. 




	11. Check shoulders, collarbone, and ribs. 

12. Check each arm, one at a time, from shoulder to hand. Have the conscious athlete squeeze your hand. 

13. Gently pass upper and lower abdomen and the hips. 

14. Gently examine the rest of the spine. 

15. Examine each leg separately thigh, knee, lower leg and foot. Ask athlete to move his feet. 


	· Caution: exert only enough pressure to determine if a fracture is present. Good judgment is needed during this entire procedure. Obviously, you need to apply less pressure on the collarbone than on the thigh.  If the athlete complains of localized pain or in angulations are present that body part need not be touched. 

· Limbs must be examined separately. Otherwise, if a reaction occurs, the trainer will not know which limb is injured. For the same reason this exam is done by only one person. Use both hands around each limb opposite each other and with thumbs in line. Loss of ability to move or squeeze your hand, as well as numbness, tingling or loss of sensation should make you suspect a cervical spine injury. 

· A rigid abdomen may mean injury to or inflammation of the abdomen. 

· However, don't move the athlete if you suspect a cervical spine injury. 

· Loss of mobility of feet or legs, as well as tingling, numbness or loss of sensation, should make you suspect a spinal injury. Check legs with same hand technique as used on arms.


It is important that the trainer survey the athlete thoroughly.  Initially, the trainer should treat only the life threatening situations.  Care for all injuries by priority of need.  Be aware of shock; check blood pressure, pulse and respiration. Note the color of the patient's skin and nails.  Finally, know your athletes and any special medical problems they might have.

Liability

Do not talk to any agent or investigator without first checking with the Business Office.

· The right of sovereignty has been removed from educational institutions; this means that we can be sued for all types of minor injuries involving personnel, facilities, etc.  This does not mean we are going to panic only that we must take a few extra precautions to protect the interests of R.H.S. and ourselves.

· If you are involved in a liability suit, RHS has insurance in all but corporal punishment cases.

· If you drive a car on school business, RHS insurance is secondary.  This means RHS insurance will cover you after your car insurance has been invoked.

· The school district carries 10 million dollars liability insurance in case of a lawsuit.

· Coaches have the responsibility to explain the risk in their sports.

· Coaches must explain proper and improper techniques in their sports.  It is suggested that a record be kept as to when these techniques were explained.

· Areas must not be left unsupervised.

· Coaches that observe athletes/students in unsupervised areas must remove them from the area and then secure the area.  Report those athletes/students to the A.D.

· Practice must be arranged to eliminate safety hazards, such as throwing a shot put into an area of long jumpers.

· Practice areas must be free of obstacles.

· Any minor injuries should receive first aid and be reported to the trainer and/or the school nurse.

· Accident form must be completed.

Sports and Court

The question must arise, "What do I do when something happens that may lead to a lawsuit?" 

The answer is simple -- contact the Athletic Office, the Business Office, call your insurance carrier and your lawyer, in that order.  This will permit a prompt investigation of the entire case when all events are still fresh in everyone's mind, so that the actual facts may be accurately preserved for presentation later, perhaps years later. It will also protect you against taking any action that could prejudice your position at a later date. 

Be sure to keep detailed notes on everything that you know or can remember about what happened, including names and addresses of all potential witnesses, even those people who say they don't know anything.  Many times, under skillful questioning, they know much more than they think. 

Be reluctant to discuss any aspect of the case without the advice of your attorney, particularly to the news media.  This should not imply that you are trying to "cover up" or "hide" anything, but merely that any public statement should be delayed until all the facts are known.  Many times statements are made at or about the time of an incident, which later turns out, not to be the true facts at all after an investigation has been completed. 

Trials resulting from lawsuits are actually relatively simple mechanisms to understand, but are difficult and expensive to use. Your chances of being involved in litigation are greatly reduced if you conduct your activities as carefully as possible, use safe, well-maintained equipment and disclose as much as possible to participants and parents. 

Many people do not realize that anyone can file a lawsuit against anybody for just about anything, but before a recovery can be obtained, liability must be proven. Before liability can be established in a typical case, a breach of duty or violation of a right must be proved by the allegedly aggrieved party.  This proof comes in almost all cases at the trial of the lawsuit, anywhere from six months to five years after the lawsuit is started.  Fortunately in some respects, many legitimate lawsuits are settled before trial or even before a lawsuit is filed. 

Squad Meetings

Beginning of the Season
At the beginning of the season, each coach should have a meeting welcoming all candidates to the sport.  During this meeting the following items should be discussed.


1.
Game or meet schedule


2.
Practice schedule


3.
Training rules


4.
Athletic Code / Parent Night


5.
Substance abuse


6.
Equipment - cares and use, lost or stolen


7.
Academic eligibility - grades


8.
Conduct of an athlete


9.
Expectations of an athlete


10.
Transportation - use of automobiles


11.
Use of facilities / supervision


12.
Entrances


13.
Use of locker room


14.
Towel system 


15.
Varsity "R" criteria


16.
Athletic attendance and participation


17.
Suspended athletes


18.
Eligibility of athlete who quits squad 

During the Season

Meetings during the season may be called at the discretion of the coach, but not during school hours.  Coaches should meet with athletes on an individual bases to inform athletes of their progress and what your expectations are in order for the athlete to reach his/her next level of competition.

End of Season

At the end of the season, each coach should have a meeting to conclude items of importance, such as:


1.
Selection of captain, most valuable and most improved player.


2.
Summary of season


3.
Encourage athletes to participate in next season's activities.
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