Secondary Athletic Coordinator , Puyallup School District

Annual Duties

I.  Overall Athletic Program Administration

Fall



Winter


Spring



Summer  

B/G Cross Country

Boys Basketball

Baseball


Athletic Camps

Football


Girls Basketball

Fastpitch


Facility Use

B/G Golf


Bowling

Boys Soccer


Field Upgrades
Girls Soccer


Cheer


Girls Tennis


Floor Refinishing

Girls Swimming

Dance


Boys Track & Field

Gym Upgrades

Boys Tennis


Gymnastics

Girls Track & Field

Lobby Upgrades

Volleyball


Boys Swimming
Girls Water Polo

Purchase Orders 

Boys Water Polo

B/G Wrestling

Lacrosse (Club)


PSD Coaches School
II.  Athletic Clearance

Eligibility


Fees


Athletic Packet/Code
Academic


ASB Card

Agreement (Athlete)
Attendance


Athletic 

Agreement (Parent)

Discipline; A/C Violations
User


Previous School Year

Season Limitation

Outstanding Fines
Physical Examination (2-year)
III.  Awards
Certificates


Plaques/Trophies
Special Awards

Ordering


Ordering

Determining (e.g. Athlete of the Year)
Printing



Configuring

Ordering


Signing



Delivering

Configuring
Delivering


Publicity (D1 Signing)
Placing (Lobby, Trophy Case, Gym)
IV.  Budget

Individual Program

Purchase Orders
Fundraising
Budget Requests

Requests

Requests

Determining Allotments

Writing/Signing

Booster Club Guidelines

Monitoring Expenditures
Paying Invoices

ASB Regulations
V.  Clerical

Correspondence


Filing


Reports

Electronic Mail


Award Records

Ethnicity (Thomas Settlement)
Letter



A/C Violations

Season Summaries
Telephone


Equipment Inventories
Senior Exit Interviews
Work Orders


Physical Exams

Title IX

VI.  Coaches

Certification


Evaluation

Monitoring


Staffing
Clock Hours


Pre/Post Conference
Preseason Checklists

Screening
First Aid/CPR/Water Safety
Formal Observation
Coaches Meetings

Interviewing
WIAA Coaches Standards
Written Evaluation
Daily Observations

Hiring


Volunteers


Formal Conference
Weekly Conversations

Terminating

  -2-

VII.  Community Liaison

Parents


School Staff


School District

Clarification

Notification


Information
Explanation

Expectations


Confirmation

Education (Steroids)
Solicitation of Support

Publicity

VIII.  
Contest Management

Staff


Pre-Contest


Post-Contest

Scorers/Timers

Facility Preparation

Security

Supervisors

Greeting Visiting Teams
Facility Breakdown

Officials

Arranging Concessions

Revenue

Tickets


Entertainment (e.g. halftime)
Time Sheets

IX.  Postseason

Registration

Transportation

Publicity

Pictures/Rosters

Lodging/Meals

Supervision

X. South Puget Sound League
Commissioner


Meetings


Responsibilities

Schedules


Reports



League Playoffs
Coaches Meetings

Handbook 


Regular Season

Standings/Results

League Alignment

Postseason Participation
Conduct Tournaments

Accountability


Non-League Contests
XI.  West Central District

Allocations

Meetings

Reimbursement

Tournaments

XII.  Washington Interscholastic Activities Association

Coaches Registration

Building Program Registration

Scholastic Awards

Athlete of the Week

Service Fees



Online Rules Clinics

Handbook Knowledge

Handbook Interpretation

Handbook Amendments

XIII.  Professional  Organizations

Washington Secondary School Athletic Administrators Association (WSSAAA) – Annual Conference

National Interscholastic Athletic Administrators Association (NIAAA)

· Annual Completion of Professional Courses

· CAA (Certified Athletic Administrator) National Certification

· American Sport Education Program (ASEP) Nationally Certified Instructor

· Coaches Education Program Coordination


