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SUGAR SALEM SCHOOL DISTRICT #322 POLICY

TITLE: JOB DESCRIPTION – Extra-curricular Director
NUMBER:
5135



NEW:

June 2009



REVISED:



GOAL:   Provide for overall leadership and coordination among the various extra-curricular activities. To facilitate programs that provide students with worthwhile learning experiences. 

QUALIFICATIONS: 

Valid Idaho Teacher and/or Administrative Certification 

Employed in the district
Previous experience as an athletic coach is recommended 

Knowledge of the overall operation of the Extra-curricular program 

First Aid training required
CPR training required
RESPONSIBLE TO: Building Principal and Superintendent of Schools 

DUTIES AND RESPONSIBILITIES: 

1. Responsible for assessing the schools’ extra-curricular program.

2. Responsible for administering all National Federation, Idaho High School Activities Association, school district and building rules and regulations.  Frequent meetings may be called to facilitate a smooth operation of these rules and regulations with coaches. 
3. Responsible as point of contact for all parents/guardians over coaching, scheduling, and other issues.
4. Work with the principal in making coaching assessments at the school. 

5. Communicate with the principal in regard to coaching performances. 

6. Responsible for conducting annual coaching performance assessments. 

7. Meet regularly with other conference athletic and extra-curricular directors concerning league business and scheduling.

8. Attend other state, regional and national meetings as needed.
9. Responsible for the scheduling of all extra-curricular contests.  These schedules should be cleared through the principal.

10. Issue all extra-curricular contracts. 

11. Attend the extra-curricular events whenever possible and work in conjunction with the principal to cover all home events. 

12. Check on all transfer students to ensure their eligibility. 

13. Work with coaches and principals in problems of discipline concerning extra-curricular participants.  Maintain a file of all extra-curricular suspensions and expulsions from teams in regard to giving each participant "due process". 

14. Coordinate with the school physical education chairperson and coaches to set up facilities for all activities. 

15. Responsible for the coordination and planning of extra-curricular budgets.  Meet with coaches and insure that all representatives have an equal opportunity to present their budgets. Communicate and clear with principal all extra-curricular budgets.

16. Work with the principal and head coaches in planning extra-curricular awards programs. 

17. Responsible for obtaining the advertising, information, printing and selling of programs for contests.  May assign a designee to do this. 

18. Provide and collect extra-curricular insurance forms to/from all participants. 

19. Require all coaches to follow the District hiring procedures. 

20. Maintain records and inform coaching staff of their current first aid status. 

21. In conjunction with the extra-curricular or athletic trainer will be responsible for keeping on file a current physical for each student participant involved in extra-curricular activities.
22. In conjunction with coaches, arrange transportation of all extra-curricular teams. 

23. Responsible for suggesting improvements to facilities. Suggestions shall be directed to the building principal for consideration and referral at his/her discretion. 

24. Coordinate with the building principal on use of all school extra-curricular facilities.

25. Keep release and participation information forms on file. 

26. Work with the coaches to make sure all student participants see the videos on informed consent and appropriate behavior.

27. Act as a tournament manager for all league and tournament playoff activities. 

28. Maintain an active program that promotes sportsmanship and welcomes competing teams and guests. 

29. Act as a liaison between coaches and booster club. 

30. Assist with and monitor the monthly calendar of school activities in conjunction with the principal, faculty, and student body. 

31. Provide all scheduling information to the Superintendent of Schools.

32. Responsible for communicating to the public the schedule of all events. Responsible for posting of all events to the District Web Calendar. May delegate these activities.

33. Make sure all “walk on” coaches are approved by the Board of Trustees.

